Publishing Documents in Wordpress
Scope:

This work instruction describes the steps necessary to publish a document to a post or page once it has been uploaded to the Document Revisions archive in the Wordpress software used for the Indianapolis ASQ Section’s web site.

Responsibility:

The setup, operation, and maintenance of the web site and document archive are the responsibility of the Webmaster and/or Internet Liaison. These instructions fall under that responsibility.

References:

Procedure: Document Categorization System

Work Instruction: Create/Upload Document

Steps:

The Document Revisions plugin for Wordpress provides a document management and version control capability for the Indianapolis ASQ web site.

Once a document has been created and added to the document index, it may be “published” by including a link to the document on a post or page on the web site.

There are (at least) two ways to add document links to a page or post. The first results in a link to an individual document. The second method results in adding a “collection” – a list of links to all the documents matching specific criteria.

To link to a single document, use the “Add Link” wizard in the visual editor for the post or page. (If you don’t know how to create a post or page with the Visual Editor, review the instructions for that task.)

In the Visual Editor, first type the text you wish to appear as the link. This is the highlighted (usually blue) and underlined text that is clicked to access the document. This text will frequently be the title of the desired document. In this example, we will use “Document Management and Document Control”.

Once you have typed the link text, use the mouse to select and highlight the text.

Next, click on the insert/edit link icon on the Visual Editor tool bar. This icon looks like links in a chain. An insert/edit link dialog box will open. Next, click on “Or link to existing content”. A “search” text box will appear, pre-filled with the highlighted text. Below the search box, there will be a list of previously published items matching the search text.

If the search text is actually the title of the document, as in this case, the matching document should already be included in the list. If not, replace the search text with appropriate search text. Once the desired document appears in the list,  click that item. Then click on the “Add Link” button. The link will now be added.
The second method involves using a “shortcode” to define a set of criteria for the documents to be listed. The documents shortcode looks like this:
[documents doctype=’resp’ numberposts=-1 orderby=’title’ order=’ASC’]

Note that certain values are placed between single quotation marks (apostrophes). The use of single quotes is important. Double quotes should not be substituted, or the shortcode may not work.

Each of the items in the shortcode has a meaning, but all but one of the terms are usually constant.
The numberposts=-1 means that all matching documents should be listed. (If numberposts=3 were used, only the firs three patching documents would be listed.)

The orderby=’title’ means the list will be sorted by document title.

The order=’ASC’ means the list will be sorted in ascending order alphabetically. If ‘DESC’ were used, the list would appear in descending order.

The doctype=’resp’ selects all documents with a doctype (document type) of “resp” (officer and chair responsibilities). See below for how to find a list of document types that may be used.

In addition to document type, documents may be classified by fyear (fiscal year) or by department. The “fyear” search criteria may be used to find all documents associated with a particular year.

The following shortcode can be used to select documents associated with the fiscal year 2012-2013.

[documents fyear=’2012-2013’ numberposts=-1 orderby=’title’ order=’ASC’] 

Documents may also be classified by “department”, referring to the officer or chair designated as being responsible for the document.
The following shortcode can be used to select documents associated with the section chair.

[documents department=’chair’ numberposts=-1 orderby=’title’ order=’ASC’]

It is also possible to use two or more of the search categories simultaneously. For example, to select a collection of all work instructions that are owned by the webmaster, use a shortcode that looks like the following.
[documents department=’web’ doctype=’work-inst’ numberposts=-1 orderby=’title’ order=’ASC’]

List of Document Types
The complete and definitive list of document types is shown in the administrative panel for doctype in the Document Revisions plugin. Log in as an administrative user, display the dashboard menu, hover the mouse over the Documents item until the flyout menu is displayed, then select the DocTypes item on that menu. The list of document types will be displayed. The search term for each is displayed in the column labeled “slug”.
A list is shown here for convenience but it is not guaranteed to be complete. Check the online list to be sure.

Doctype


Search Term

Responsibilities

resp

Policies


policy

Procedures


procedure

Work Instructions

work-inst

Forms and templates

form

Records


record

1099 Forms


1099

Annual Budget Plans

budget

Annual Business Plans
bus-plan

Attendance


attend

Audit Reports


audit

SLC Minutes


slc-minutes

Treasurer’s Reports

treas

Other Records


other-rec

General Documents

general

Metrics


metric

Office-holders


officer

Presentations


present

Other General


other-gen

List of fiscal years

The complete and definitive list of fiscal years is shown in the administrative panel for year in the Document Revisions plugin. Log in as an administrative user, display the dashboard menu, hover the mouse over the Documents item until the flyout menu is displayed, then select the Year item on that menu. The list of fiscal years will be displayed. The search term for each is displayed in the column labeled “slug”.

A list is shown here for convenience but it is not guaranteed to be complete. Check the online list to be sure.

Year



Search Term
2010-2011


2010-2011

2011-2012


2011-2012

2012-2013


2012-2013

2013



2013 
(Partial year from July 2013 - December 2013






due to transition in fiscal year.)

2014



2014

List of Departments

The complete and definitive list of Departments is shown in the administrative panel for Department in the Document Revisions plugin. Log in as an administrative user, display the dashboard menu, hover the mouse over the Documents item until the flyout menu is displayed, then select the Department item on that menu. The list of Departments will be displayed. The search term for each is displayed in the column labeled “slug”.

A list is shown here for convenience but it is not guaranteed to be complete. Check the online list to be sure.

Department


Search Term

Arrangements


arrgts

Audit



audit

Certification


cert

Section Chair


chair
Education


educate

Historian


history

Internet Liaison

internet

Membership


member

Programs


program

Publicity


publicity

Recertification


recert

Scholarship


scholar

Secretary


secretary

Treasurer


treasurer

Vice-Chair


vice

Voice of the Customer
voc

Webmaster


web

