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The Basics

• Your Responsibilities

• Content Areas:  

– Staff & Lab/Branch

• Login/Logout

• “My Dashboard”

• Required Tabs/Pages

• Optional Tabs/Pages

• Editing content

• Adding optional pages

• Delete Means DELETE!

• Working with Files

➢Section 508 

➢Working with Images 

• Questions?



Content Manager Responsibilities

• Ensure Web content is 
current and complete.

• Assist your PIs and 
other staff in updating 
their profiles.

• Contact us re: team 
updates.
– New Hires

– Departures

– Transfers

Lead Content Managers:

• Organize your team.

• Contact us re:  new 
content managers.

• Train new content 
managers, as needed.

• Review/update web 
content periodically.



Staff Web Profiles:  What you can edit/add



Staff Web Profiles:  What you cannot edit/add



Labs/Branches:  What you can edit/add



Labs/Branches:  What you cannot edit/add



How to Login



How to Logout Always Logout!



Your Dashboard

Edit staff web profiles. Edit Lab/Branch pages.

Select name from the drop-down picklist.

After selecting name, click “Apply”.



Staff Web Profiles:  Required Pages

1. Summary Statement and 6 Areas of Expertise

2. Research

3. 5 Selected Publications

4. Biography

This content is required for all:

▪ Senior Investigators/Tenure-Track Investigators

▪ Assistant Clinical Investigators

▪ Senior Clinicians/Senior Scientists

▪ Staff Clinicians/Staff Scientists 



Labs/Branches:  Required Pages

1. About

2. PI & Key Staff



Staff Web Profiles:  Optional Pages 

If applicable, these other 
pages may be displayed:

▪ Clinical Trials (iRIS)

▪ Team (Ave/Sue)

▪ Positions (Ave/Sue)

▪ Alumni

▪ Journal Cover Gallery

▪ Lab Life Gallery

▪ Links

▪ News

▪ Poster Gallery

▪ Resources

▪ Science Image Gallery

▪ Seminars

▪ Software

▪ Tools



Labs/Branches:  Optional Pages

If applicable, these other 
areas may be displayed:

▪ Clinical Trials 

▪ Positions

• Alumni

• Cores 

• Facilities 

• Links 

• News 

• Resources 

• Seminars 

• Software 

• Tools 

• Training Opportunities



Editing Page Content



Editing Page Content:  An Example

Make edits here.

Toolbar

Click “Save” when finished.



Adding an Optional Page



Adding an Optional Page:  An Example

Add/format content here.

Use toolbar for formatting text. 

Click “Save” when finished.



Delete Means DELETE!

Don’t click the Delete button unless:

• You want to remove the entire tab/page. 

Example:  

– You added a Lab Life page for a PI a while ago.

– The PI no longer wants a Lab Life page.

– You go back into Lab Life and click Delete.

– This will delete the Lab Life page (i.e., all content)   



Working with Files

What are Files?

• Word 

• PDF

• Excel

• PowerPoint

• Images

• Videos



All Files Must Be 508 Compliant Before Posting

Section 508 requires that all website content be 
accessible to people with disabilities. This 
applies to:

– Web applications

– Web pages

– All attached files on the internet, as well as the 
intranet.



Checking and Remediating Files

There is a 508 review service for files:

• Send the file to the 508 review team:

css508@mail.nih.gov

• The 508 review team will check it.

• After review, you will receive an e-mail report 
from the team listing all the issues and “how 
to” fix them.

mailto:css508@mail.nih.gov


Checking and Remediating Files (Cont’d)

• Word 2016  

– File  Info  Check for Issues  Check Accessibility

• Excel 2016

– File  Info  Check for Issues  Check Accessibility

• PowerPoint 2016  

– File  Info  Check for Issues  Check Accessibility

– PowerPoints can be difficult to remediate.

– “Save as” a PDF and send file to the review team for a 
final check.

• PDFs

– Send file to the review team:  css508@mail.nih.gov

mailto:css508@mail.nih.gov


Posting a 508-Compliant File

1) Type and select the text that will become a link to a PDF file.

2) Select the link tool.



Posting a 508-Compliant File (Cont’d) 

3) Click “Browse Server”.



Posting a 508-Compliant File (Cont’d) 

4) Click “Upload”.



Posting a 508-Compliant File (Cont’d) 

5) Click “Browse”.



Posting a 508-Compliant File (Cont’d) 

7) Click “Upload”.
6) Select and open the PDF 
file from your computer.



Posting a 508-Compliant File (Cont’d) 

8) Click “Insert file”.



Posting a 508-Compliant File (Cont’d) 

File name will be 
displayed here.

9) Click “Target”.



Posting a 508-Compliant File (Cont’d) 

10) Select “New Window”.

11) Click “OK”.



Posting a 508-Compliant File (Concluded) 

This text is now a link to the PDF file. When this link is 
“clicked” PDF file will open in a new window.



Working with Image Files

Before you begin, each image file must:

• Be stored somewhere on your computer.

• Be sized correctly.

• Read the tips first.  Tips are located below 
each image upload area:



Working with Image Files:  Example 1

Read all of the tips before you start.

Click “Browse” to find and upload the image from your computer.



Working with Image Files:  Example 2

Click image icon.



Working with Images:  Example 2 (Cont’d)



Questions?


