
Humanities T4 training:  Creating an accordion item using the Accordion item (Hum-RWD) content type 
 

 
In this document, we will show you 
how to create an accordion item 
using the ‘Accordion item (Hum-
RWD)’ content type.  
 
Please note that this document 
should be used as an 
accompaniment to the video of the 
same name which can be found on 
the Humanities staff intranet. 
 
Please note that as a T4 contributor, 
you can only create an accordion 
item in a pre-existing accordion.  If 
you need to create an accordion 
from scratch, please contact the 
Humanities Web Team, as we need 
to add other content types to make 
the accordion work as it should. 
 
We use accordion items to show or 
hide lengthy content on a web page.  
 
The default state of an accordion 
item is closed, allowing many 
accordion items to stack. 
 
 A plus and minus toggle icon opens 
and closes the accordion to reveal or 
hide the content as required. 
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To create an accordion item, you 
first need to navigate to the relevant 
section in T4.  Use the grey ‘plus’ 
icons to open up the folder structure 
and navigate to the section which 
you wish to add to. 
 
 
 
 
 
The folder structure within T4 
mirrors the structure of the website 
that you are working on. 
 
In this example, the ‘Creating 
content using the Copy (Hum-RWD) 
content type’ folder in T4 doesn’t 
appear on the website’s left hand 
navigation because there are no 
pieces of content in it - empty 
folders in T4 will never appear in 
your website’s navigation. 
 
 
 
 
 
 
 
 
 
 

 

 



 
Hover over the yellow arrow for the 
section that you would like to add 
the accordion item to. A drop down 
menu will appear with a number of 
options.  Even though you want to 
add new content, for now, select 
‘Modify content’. 
 
 
 
 
 
 
This allows you to see the other 
accordion items to which you will be 
adding the new accordion item – 
make a note of (or copy ready for 
pasting – as we have done in this 
example) the naming convention of 
the other accordion items so you 
can follow the same format. 
 
 
 
 
Click on the ‘Add content’ button. 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 



 
 
Select ‘Accordion item (Hum-RWD) 
from the ‘Choose a Content Type’ 
menu. 
 
 

 
 
The ‘Accordion item (Hum-RWD)’ 
content type has three fields – 
‘Name’, ‘Heading’ and ‘Body copy’. 
 

 
 
In the ‘Name’ field, follow the 
naming convention of the other 
accordion items, but remember to 
give your accordion item a unique 
name at the end of the field. 
 

 
 
In the ‘Heading’ field, give your 
accordion item a suitable name, 
using other accordion items on the 
page as a guide – try to be 
consistent if appropriate. 
 

 
  



 
In the ‘Body copy’ field, type and 
format your copy as you would like 
it to appear on your web page using 
the T4 text editor. 
 
 
 
 
If you require further headings 
within the content, use Heading 2 
and Heading 3 paragraph styles.  
Never use Heading 1 in an 
accordion. 
 
For more information about the 
functions of the T4 text editor, 
please refer to the ‘Using the text 
editor – the basics’ training video. 
 
Please refer to the ‘Writing for the 
web’ training video for some useful 
‘dos’ and ‘don’ts’ to bear in mind 
when formatting your copy.   
 
You can find all of our T4 training 
videos on the Humanities staff 
intranet. 
 

 

 

 
Please note that if you are copying 
and pasting content from Microsoft 
Word or other external sources, 
please first select the ‘Paste from 
Word’ icon in the text editor in T4. 
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Then paste the external content in 
the pop up box and click on ‘Insert’ 
rather than pasting directly into the 
‘Body copy:’ field.   
 
 
 
 
 
 
 
 
 
 
 
 
MS Word content pasted directly 
into T4 can carry a lot of hidden 
formatting which can affect the 
appearance of the text you wish to 
display – using the ‘Paste from 
Word’ option minimises the impact 
of this hidden formatting. 
 

 

 
  



 
When you’ve finished adding your 
content, save the new accordion 
item as a draft – as your content 
isn’t quite ready, you don’t want to 
submit it to the Humanities web 
team for approval just yet. 
 
 
Accordion items must sit between 
an ‘Accordion begin (Hum-RWD)’ 
and an ‘Accordion end (Hum-RWD)’ 
content type to function as an 
expandable accordion, therefore 
you need to put your content in the 
correct place. 
 
 
 
 
 
 
 
 
You will see the accordion item you 
have just created at the bottom of 
the list of content types.  Use the 
chevrons to move your new 
accordion item so that it sits 
wherever it needs to go within the 
other accordion items, and between 
‘accordion begin’ and ‘accordion 
end’. 
 

 

 

 
  



 
The single chevrons (highlighted on 
the diagram on the right in a blue 
rectangle within the red rectangle) 
move your content one place up or 
down in the list of content types.   
 
 
 
 
 
 
 
 
 
 
 
 
The double chevrons (highlighted on 
the diagram on the right in the blue 
rectangles within the red rectangle) 
move the content either to the top 
or to the bottom of the list of 
content types. 
 

 

 
 
 

  



 
Once you have moved your content 
into the correct place, click on ‘Save 
Changes’.    
 
 
 
 
 
 
 
A pop up box will appear in T4 if you 
forget to click on save changes and 
try to navigate away from this 
screen.  If this happens, click on 
‘Stay on Page’ and then click on 
‘Save Changes’. 
 

 

 
 
You now need to go back into your 
accordion item to preview it and 
send it to the Humanities web team 
for approval.   
 
Hover over the yellow down arrow 
and select ‘Modify’. 
 

 
  



 
Use the preview button to see how 
your content will look on the live 
website.  The preview will appear in 
a new tab in your browser and may 
take a few seconds to load. 
 
 
 
 
When you are happy with your 
content, click on the ‘Add’ or 
‘Update’ button.  Your changes will 
be automatically submitted to the 
Humanities Web Team for approval.  
 
You will receive an email notification 
when your changes have been 
approved, and updates will be live 
on your website following the next 
scheduled publish.   
 
A publishing cycle runs on every 
Faculty website every two hours. 
 
 

 

 

 
  



Please contact the Humanities web 
team for more information or advice 
about your website. 

 
 

 

 


