Digital Commons Platform Training:
Accessing the CMS

[bookmark: _GoBack]To create or edit content in the Drupal CMS, you must have a registered username and password. An Admin or Site Manager user will notify you once a user account has been created for you. The NC Platform has been set up to recognize your Active Directory (LDAP) NCID. The same credentials you use to log into any other NC system should allow you access to the Drupal CMS. 
[bookmark: h.lowip5vlbv5u]Logging In
To log in to the CMS, navigate to the URL provided to you (e.g., “your-site-name.nc.gov/user”) and enter either your NCID username or your Drupal ID and password.
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Once logged in, you will see your user profile. The “Edit” tab allows you to make changes to your user profile (e.g., update your password & email address, and set notification & time zone preferences). 
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[bookmark: h.zbon2c8n7kj1]Logging Out
To log out of the CMS, select “Log out” in the toolbar.
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[bookmark: h.o4puerbkm6or]Basics for using the CMS
[bookmark: h.nix7dwkf7sav]Using the Toolbar
Once you are logged in, you will see a toolbar with shortcuts to create, edit, and manage site content. The options available in the toolbar will depend on your user role. 
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A basic Editor toolbar will contain the following items:
· Home icon: Takes you to the site’s homepage
· My Workbench: A dashboard for you to access your content; also provides search tools and special views on your content
· Content: Add new and search for existing site content; while an Editor user is able to view all site content, you are only able to edit content items owned by other Editors
· Hello <current user>: Takes you to your account options and settings
· Log out: Ends your session

Under the top-level toolbar, you will see a lighter gray “Shortcut” bar. This bar has shortcuts to the most common tasks you’ll need to perform on the site:
· Add content: See a list of the types of content you can create, such as Events and Site Pages; this list reflects the privileges assigned to your user role
· Find content: Sort content by its type and publication status; use this feature for a general view of site content

Advanced users will see additional options, such as:
· Structure: Where a user can configure menus, site-wide block placements, taxonomy terms, etc. 
· Configuration: List of site-wide configuration options (i.e., Site Name and default 404 page setting, Google Analytics, Site Follow links for social media profiles, etc.)
· Blocks: (see more details in the Blocks & Cards section) 
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[bookmark: h.rsvqe6rrsqom]What content type is used for which content?

	Content Type
	Purpose
	Associated Content Collection (List Page)

	Agency
	Agency-specific details, such as contact information and external website link
	/agencies (list page showing all Agency content types marked as “Top level agency?” -- Agencies are listed in alphabetical order)

	Blog entry
	Single post to an online journal
	/blogs (list page showing all Blog entry nodes, listed in reverse chronological order-- most recently published Blog entries appear at top of list)

	Data Table
	Tabular data
	

	Division
	Similar to Agency, houses Division-specific details, as well as special treatment of internal links 
	/divisions (list page showing all Division content types -- Divisions are listed in alphabetical order)

	Document
	Attachment with information related to files such as docs and PDFs
	/documents (list page showing  all Document nodes, listed in reverse chronological order-- most recently published Documents appear at top of list)

	Event
	Information about a happening, including details of date, time, and location
	/events (list page showing all upcoming Event nodes, listed in reverse chronological order-- most recently published Events appear at top of list)

	Landing Page
	Banded landing page with 1-, 2-, and 3-column layout options per band
	

	Media Gallery
	Collection of multimedia, such as photos and videos
	/media-gallery (list of all  Media Gallery content types)

	Photo
	An image and its metadata
	

	Press Release
	Traditional news release containing text-only content about a new development or announcement
	/press-releases (list page showing all Press Release nodes, listed in reverse chronological order-- most recently published Press Releases appear at top of list)

	Profile
	Information about an individual, which may be an author, a staff member, or even a business
	

	Services
	
	/services (list page showing ...

	Site Page
	Simple page of static HTML content, used for general information that does not need to be frequently updated
	

	Webform
	Form or questionnaire accessible to site users and visitors. Submission results and statistics are recorded and accessible to privileged users
	



[bookmark: h.5p5qyhkrwapw]
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