SALC Website FAQs
1. Who looks after the website? 

2. Who is the Web Officer of my Subject Area/Division?

3. How do the website and our social media activity affect student recruitment? 
4. I’ve spotted an error on the website; who can I contact to correct it? 

5. How can I add an event on the website? 

6. How can I publicise a piece of news/event/activity on the School and my Subject Area homepages? 

7. I’m an academic member of staff and not listed in the ‘Our People’ of my Subject Area; who can I contact about this? 

8. I’m a PSS member of staff and not listed in the ‘Professional Support Staff’ of the website. Who can I contact about this? 
9. How can I manage my Academic Profile in MyManchester? 

10. I’ve just published a new book/article etc; how can I add it on the website? 

11. How can I create a webpage for my new research project on the website? 

12. Are the latest UG/PG brochures on the website? 

13. I have an idea for a new webpage; who do I contact? 

14. What Web content management system does the School use? 

15. I’ve been asked to take over the maintenance of a particular area of the School website. Is there any relevant training?

16. I’m a new Subject Area Web Officer or T4 user. Are there any guidelines on how to use T4? 

17. Are there guidelines on ‘Writing for the Web’?

18. How fast does a piece of new web content appear on the Website? 

19. What are the main Web priorities for 2014? 

20. What are the immediate priorities for the SALC website? 

21. I have just started a new academic-related blog; do you need to know about it? 

22. I have some images that might be useful for the webpages of my Subject Area/Division. Would you like copies? 

23. Where can I find the University’s logo and image guidelines? 

24. What social media does the School use to engage with different audiences? 

25. Does my Subject Area have a twitter account? 

26. What evaluation and user testing of the website have been done? 

27. I have a new PhD student; can they have their profile on the website? 

1. Who looks after the website? 

Each subject area/division has an academic Web Officer, who has an overall responsibility for the webpages of their subject area(s). You can find their contact details here: http://www.alc.manchester.ac.uk/staffintranet/staff-website-resources/. 
Also, Phil Olsen, phil.olsen@manchester.ac.uk, Faculty Web Content Editor, is available to work with Web Officers on maintaining their web pages. PSS colleagues maintain and update School-wide webpages. 
Kostas Arvanitis, kostas.arvanitis@manchester.ac.uk, SALC’s Academic Web Director has overall responsibility of the external facing web communication of the School. 
2. Who is the Web Officer of my Subject Area/Division?

Please see here: http://www.alc.manchester.ac.uk/staffintranet/staff-website-resources/
3. How do the website and our social media activity affect student recruitment? 
To our knowledge, there is no evidence that student choice is influenced directly by the user-friendliness, usefulness or attractiveness of a University’s website and use of social media. But an informative, useful and user-friendly website and responsive and relevant social media usage can assist the University tell its story, respond to prospective student needs, help them make informed decisions and highlight the different factors that do influence student choice. 
4. I’ve spotted an error on the website; who can I contact to correct it? 

Please contact your Subject Area Web Officer (http://www.alc.manchester.ac.uk/staffintranet/staff-website-resources/). In most cases they are able to make amendments to existing content; if not they can escalate the issue. 
5. How can I add an event on the website? 

At the School we use the Columba events system. Please contact your Divisional Support Administrator (and cc your Web Officer), who they can add the event for you: 

· Andy Peet andrew.peet@manchester.ac.uk (for Divisions AHDM, LEL, EAC); 
· Sue Gordon sue.gordon@manchester.ac.uk  (for Divisions LIS, ARC); and 
· Lucy Thompson lucy.thompson@manchester.ac.uk (for Divisions Hist, LBAS).

You can also get access to Columba events system to add events directly; to do that please contact Faculty Web Officer, Warren Gates, warren.gates@manchester.ac.uk and cc your Subject Area Web Officer (http://www.alc.manchester.ac.uk/staffintranet/staff-website-resources/)
6. How can I publicise a piece of news/event/activity on the School and my Subject Area homepages? 

Please contact your Subject Area Web Officer (http://www.alc.manchester.ac.uk/staffintranet/staff-website-resources/) and Academic Web Director Kostas Arvanitis, kostas.arvanitis@manchester.ac.uk 

7. I’m an academic member of staff and not listed in the ‘Our People’ of my Subject Area; who can I contact about this? 
This might be due to different reasons. First, please go through the steps included in the “Guidance Notes for Academic Profiles Portlet in MyManchester” http://www.humanities.manchester.ac.uk/medialibrary/alc/websiteresources/guidelines/SALC-academic-profiles.pdf. If this doesn’t solve the issue, please contact School Office Manager Kim Hunter, kim.hunter@manchester.ac.uk. 
8. I’m a PSS member of staff and not listed in the ‘Professional Support Staff’ of the website (http://staffprofiles.humanities.manchester.ac.uk/StaffList.aspx?ou=I4395). Who can I contact about this? 
Please contact School Office Manager Kim Hunter, kim.hunter@manchester.ac.uk

9. How can I manage my Academic Profile in MyManchester? 

Please see here: http://www.humanities.manchester.ac.uk/medialibrary/alc/websiteresources/guidelines/SALC-academic-profiles.pdf 

10. I’ve just published a new book/article etc; how can I add it on the website? 

You can add it on eScholar, https://www.escholar.manchester.ac.uk/, which will then feed it into your personal profile. 
Also, we add new books on the School’s Pinterest account: http://www.pinterest.com/UoMSALC/salc-bookshelf/. Please send Academic Web Director Kostas Arvanitis, kostas.arvanitis@manchester.ac.uk a web link to your book (e.g. a link to the publisher’s webpage of your book). The link to this webpage must include an image of the cover of the book. 
11. How can I create a webpage for my new research project on the website? 

New research projects should normally have a 1-page web presence under the Research pages of the School and the relevant Subject Area. Please contact Ruselle Meade Ruselle.meade@manchester.ac.uk for details. If your project involves the development of a whole new website, then please contact Dave Risley, david.e.risley@manchester.ac.uk, who will scope and cost the project.
12. Are the latest UG/PG brochures on the website? 

Yes! UG Brochures 2014: http://www.alc.manchester.ac.uk/apply/undergraduate/download-a-2014-brochure/; PG Brochures 2014: http://www.alc.manchester.ac.uk/apply/postgraduatetaught/2014-brochure/
13. I have an idea for a new webpage; who do I contact? 
Please contact Academic Web Director Kostas Arvanitis, kostas.arvanitis@manchester.ac.uk
14. What Web content management system does the School use? 

T4 is the content management system used by the Faculty of Humanities to publish content to the Web.
15. I’ve been asked to take over the maintenance of a particular area of the School website. Is there any relevant training? 
Yes! All new Academic/PSS web officers must undertake training on how to use the T4 content management system and on ‘Writing for the Web’ before you’re given contributor’s access to the website. Book your training here: http://hum-web-training.manchester.ac.uk/book-a-course/ 
16. I’m a new Subject Area Web Officer or T4 user. Are there any guidelines on how to use T4? 

Yes, please see here: http://hum-web-training.manchester.ac.uk/t4-guidelines/. For a quick version, see the ‘T4 in a nutshell’ guide: http://documents.manchester.ac.uk/display.aspx?DocID=16534 
17. Are there guidelines on ‘Writing for the Web’?

Yes! The University’s Writing for the Web guidelines are available here: http://www.humanities.manchester.ac.uk/medialibrary/alc/websiteresources/guidelines/UoM-writing-for-the-web.pdf
More information can also be found on the Humanities Web Training web pages:

http://hum-web-training.manchester.ac.uk/writing-for-the-web/. 
18. How fast does a piece of new web content appear on the Website? 

If the submitted content change meets all guidelines (technical, formatting, style and brand) then the Faculty Web Content Editor will approve this content within one working day. For more details, please see the ‘Web Content Management

Service Agreement’ http://documents.manchester.ac.uk/display.aspx?DocID=17892
The guidelines are available here: http://hum-web-training.manchester.ac.uk/t4-guidelines/ 
19. What are the main Web priorities for 2014? 

Please see here: http://documents.manchester.ac.uk/display.aspx?DocID=18529
20. What are the immediate priorities for the SALC website? 

As of February 2014: Upload REF-related content; develop remaining SALC Centres websites; and archive and switch off old AHC and LLC websites. 

21. I have just started a new academic-related blog; do you need to know about it? 

Yes please! Please add your blog here: https://docs.google.com/document/d/1dUco3ycVKwQDrWu59-xLIBVyDpTRmGAUEih-0RyhaBs/edit, so that we can share your latest blog posts via the School’s social media. 

22. I have some images that might be useful for the webpages of my Subject Area/Division. Would you like copies? 

Yes please! Please contact phil.olsen@manchester.ac.uk 

23. Where can I find the University’s logo and image guidelines? 
Please see here: http://documents.manchester.ac.uk/display.aspx?DocID=13020
24. What social media does the School use to engage with different audiences? 

· We use Twitter https://twitter.com/UoMSALC to broadcast, showcase, disseminate and point to the work of our staff, students, alumni and partners; or just share content that they might find interesting;
· We use Facebook https://www.facebook.com/UoMSALC mainly for discussion and meaningful engagement with current and prospective students;
· We use Pinterest http://www.pinterest.com/UoMSALC to create a visual story for the School; an accumulation of visual prompts that contribute to how the School might be viewed, visualised and imagined.

25. Does my Subject Area have a twitter account? 
Most likely; if so, it would be listed here: https://twitter.com/UoMSALC/lists/departments-and-centres 
26. What evaluation and user testing of the website have been done? 
Please see here: http://www.alc.manchester.ac.uk/staffintranet/staff-website-resources/evaluation/. A process of establishing methods for interpreting Website and Social Media analytics is under way (as of February 2014). 
27. I have a new PhD student; can they have their profile on the website? 
Details tba
