
Website Syllabus

	Website Training  
	Working closely together, tailoring the site to your specific requirements, we create perfectly poised on-brand, cost-effective solutions that are delivered on-time and to budget.

	Trainer Name 
	Michael Shreeves

	Course Description 
	Training on how to use Websites



	Section 1: Pre-Training 
	Training Details
	Completed

	1.1. Who/Where?

	Who is going – how many people – who is going to be the trained?
Where is it going to be? What room will it be and what facilities are available?
	☐
	1.2. Go to the training website 
	http://wp-test.phew.org.uk/login/

	☐
	1.3. Change passwords
	Example:
Trainee1 
Trainee2 
Trainee3
	☐
	1.4. Level of Training 
	Beginner / Intermediate / Expert
	☐
	1.5. Log in as incognito and test passwords
	-
	☐
	1.6. Check current site 
	Check out their current site and see any things to note that they may not have 
Note: Not a new website
	☐
	1.7. Email Trainees
	1.	Can you prepare one or two photos one may be relevant to point two
2.	Some news this can be about anything (Baking, the weather, you have become an …. etc)
3.	Some other text with at least a paragraph this again can be about anything you like. We will use this for page creation.
4.	And a document to upload this must not be anything confidential it could be a pdf or doc of 2 or 3
	☐
	1.8. Create users on site
	Ensure passwords are printed or trainees have access
	☐



	Section 2: Training
	Training Details
	Completed

	1.1. Dashboard

	· Broken Link checker
	☐
	1.2. Media 
	· Adding Media and When Not to add Media
	☐
	1.3. Posts 
	· Editor
· Status
· Featured Images
· Categories
· Adding Media
	☐
	1.4. Pages

	· Editor
· Analytics Tracking
· Heros
	☐
	1.5. Layouts
	· Text block
· Event Listing
· Text & Image
· Table Block
· Text & Text
· Video Block
· Contents Blocks
· Accordion List
· Call to Action
· Partner List
· Testimonials List
	☐
	1.6. Yoast 
	· Meta Title + Description and their purpose
	☐
	1.7. Partners
	· Adding a Partner
· Where partners display (Links to layouts)
	☐
	1.8. Document Library 
	· Why we use the document library
· How to add a new document
· Categorising Documents
· Document Listing
	☐
	1.9. Resources
	· Why we use Resources
· Secure members area
· Assign categories to users
· Allow discussion on documents
· Adding Categories
· Adding Resources			
	☐
	1.10. Testimonials
	· Adding a Testimonial
· Where Testimonials display (Links to layouts)
	☐
	1.11. Popups
	· What popups are used for
· How to add a popup
· Demo of popup working
	☐
	1.12. Revisions
	· What they are
· How  do we revert back
	☐
	1.13. Comments
	· Comment managing, this links to the resources system
	☐
	1.14. Newsletters
	· TBC
	☐
	1.15. Appearance
	· Explain what this area is, it’s not something used by the client
	☐
	1.16. Users
	· Adding Users
	☐


	Section 3: Post-Training 
	Training Details
	Completed

	3.1 Online training certificate 
	
	☐
	3.2 Change Passwords 
	
	☐
	3.3 Remove posts and pages
	
	☐


