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Drupal Concepts
· Blocks / Cards: Used interchangeably. Content placed on landing pages and right rail
· Content Type: A template with defined fields, to display content consistently
· Carousel / Slider / Banner: Used interchangeably. A kind of block or card that is full-width. With a single image, the same feature is called a banner. 
· Nodes: Any kind of content that is saved in Drupal. Each of the content types, as well as each of the block types, is considered a node.
· Right Rail: For pages with a side menu, the name for the right side of the page.  
· Taxonomy / Categories / Terms: Content can be classified using taxonomy, which can also be called categories or terms. 
· Text editor / WYSIWYG: The part of a Drupal form where the user can enter text using paragraphs, bullets, and tables. Imagery can also be entered. 
· View: A dynamic list of content. Certain content types, such as events and press releases, once created and published, will be added to the list automatically.
Accessing the CMS
To create or edit content in the Drupal CMS, you must have a registered username and password. 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.
The first time you log in, you will have no access to edit the website. Your Site Manager will have to assign you a role in the system, but he/she can only do that after your first login. 
1.   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 you NCID username and password.

Figure 2 User login screen
 
Once logged in, you will see your user profile. The “Edit” tab allows you access to make changes to your user profile (e.g., update your password & email address, and set notification & time zone    preferences).

 





Figure 3 User profile account




2.   Logging Out
To log out of the CMS, select “Log out” in the toolbar.

 		Figure 4 “Log out” appears as an option in the upper right corner of the screen when logged in
Drupal Toolbar
If you are logged in as an Editor user, you will see a toolbar with shortcuts to create and edit site content.
[image: ]Figure 4 Editor’s toolbar
 	The top black toolbar contains the following items:
· 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
Content Types in Digital Commons Platform
Covered in This Document
· Site Page: Regular content page, usually with “right rail” navigation
· Press release: A news release or press release. Each release created is automatically added to the press release “view”
· Document: Page to hold files or related groups of files, like PDF, Excel or Word files. 
· Event: An item in a calendar
· Blog: A blog entry
 Not Covered
· Landing Page: The home page or other navigation pages, consisting of blocks and bands 
· Data Table: A page that holds a dynamic table, which site visitors can sort data by column
· Webform: Online form

Site Page Content Type
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1. Title: The first element of a site page is its title. Notice the asterisk (*) and the outline of the field in orange. This means it is a required field. 

2. Language: The second element is Language. Keep this at Language Neutral. (For pages that are going to be translated into another language, this feature can be useful.)


3. Body: The Body field contains a text editor, also called a WYSIWYG, meaning What You See Is What You Get.  You can add content here similar to how you would enter in Microsoft Word. 









4. Related Content: Add links here to related content that is either off-site, or in a separate section of the website. (It does not make sense to link to content within the current section, because the menu is used for that.) Multiple links can be re-ordered by drag-and-drop.

5. Main Image: This is an optional field. An image can be added here, and it will appear above the content that was placed in the Body. Alternatively, you can add an image within the WYSIWYG.

6. Files: If a file is associated with the page, upload it here. More on this process follows. 

7. Key Search Topics: This field is normally left blank. It manipulates the search results to give high priority to any word or phrase entered here. It is used if you want to point a certain page for any given search term on the site. The Site Manager should be consulted before using this field to ensure all are in agreement. 


A Published Site Page
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1. Page Title
2. Language (not shown)









5. Main Image







3. Body







6. Related File

4. Related Content






Revision Information
 An Editor user has access to “Revision information” at the bottom of the page. Log messages about changes made to the content, as well as set the moderation state of a node, to “Draft” or “Needs Review”.
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Text Editor / WYSIWYG

[image: ]
1. Text formatting options.
2. Bullets and numbering
3. Add a link
4. Add an anchor
5. Add an image
6. Paste text from another source. 
7. Structure page with headings, in correct order
8. Add content in table format
9. Go full screen with the WYSIWYG

	[image: ]
	Links in Text Editor

1. Internal path: Use for links within site. Enter URL string after domain name. 
2. URL: User for links outside of site. Enter full URL.
3. Link to Anchor: Drops to text below.
4. Email: Create a link to email address. 
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	Images in the Text Editor

1. URL for existing image. Usually ignore.
2. Browse server. Allows you to find an image that is already on the website or to upload from your computer.
3. Alternative text is required for accessibility.
4. Width and height can be adjusted. Best to scale down and not up. Alter one and allow the other measurement to change automatically. 
5. Border can usually be omitted. 
6. HSpace and VSpace can be added if there is no padding. A value of 5 is good. 
7. Alignment can be left or right. If no alignment is set, text will not wrap around the image. 


Add a YouTube Video within the Text Editor
1. Select the youtube video you want to insert and click the Share button.
[image: C:\Users\dlfaison\Desktop\video screen shots\copy youtube link.png]


2. To copy the highlighted link, press Control + C (PC) or Command + C (MAC).
3. In your text editor, click the Video Icon.  A Video Filter dashboard window appears.



4. Paste the URL in the Video URL field, then click the Insert button.
Note: Leave the Width and Hieght fields blank and leave the Align field set to None.  The video will always default to full width.
[image: C:\Users\dlfaison\Desktop\video screen shots\adding video url.png]
5. Your video link is automatically created for you.  Since the video will display full-width, consider placing the video at the end of the page.

NOTE: The Youtube link will look similar to this: [video:https://youtu.be/iTYe3ZZDIew].  See the image below.

[image: C:\Users\dlfaison\Desktop\video screen shots\video-link-in WYISWIG.png]

6. After you have made all of your changes to document, click the blue Save button and view the video.
7. This also works for Vimeo. Click the “Instructions” in the Video dialog box for the full list.

Press Release Content Type
The Press Release content type is a traditional news release containing text-only content about a new development or announcement. Most fields are the same as those in a site page. Unique fields for press releases are: 
· Release Date: Date that will appear at the top of the content with a special treatment on the saved view.
· City/Location: Place related to the content in the Press Release; this appears at the top of the saved view. This field is required.
· Summary: Plain text area for teaser of the Press Release content; activated by selecting the “Edit summary” link next to the title of the “Body” field; if this field is left blank, a trimmed value of the full Body text will display as a teaser.
· Taxonomy Terms:  The specific type of press release (e.g., Breaking News, Bulletin, Newsletter); if a selection is made here, the term appears at the bottom of the saved view with special treatment; the term selection also helps site visitors filter the press release on the “Press Releases” list page
· Thumbnail Image: Image that is shown when the Press Release is displayed in a list; allowed file types include png, gif, jpg, and jpeg, and must be no larger than 200 MB.


Taxonomy
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1. Taxonomy with a set vocabulary, multiple options available (press and hold Ctrl when selecting the options).
2. Taxonomy with a set vocabulary, only one option available.
3. Free tags. Autocomplete available. 

Document Content Type
The Document content type contains an attachment with information related to files such as docs and PDFs. Most fields are the same as those in a site page. Unique fields for press releases are:
· Summary: Plain text area for teaser of the Document content; activated by selecting the “Edit summary” link next to the title of the “Body” field; if this field is left blank, a trimmed value of the full Body text will display as a teaser
· Document Author: Plain text field for the creator to whom the Document will be attributed
· Document Type: Radio button options of taxonomy term used to define the type of attachment (e.g., Bulletin, Manual, Policy); if selected, this will appear with a special treatment at the bottom of the saved view
· Attachment: The file attachment(s) to be associated with the Document node; file types include doc, docx, xls, xlsx, ppt, pptx, pdf, and txt, and must be no larger than 200 MB; note, multiple files may be uploaded. This field is required
· Official title: The title that will appear on the Document detail view. If this is left blank, the title that appear is the file name. Be aware that the official title is for every document attached to the node, so it is best to leave this field blank when there is more than one document/file. 
· First Published > Date: Date when Document was first published
· Last Updated > Date: Date when Document was last updated

 Event Content Type
The Event content type contains the details of a happening, including details of date, time, and location. Most fields are the same as those in a site page. Unique fields for press releases are:
· Dates: The date and time of the event. This field is required
· Show End Date: Checkbox that, if enabled, will allow a user to add the end date and time of the event
· Location: Multiple fields specifying the event location’s street address; if content is entered in these fields, it displays in the right column of the event’s “When and Where” section
· Virtual Location: Information for online access to an event; if content is entered in this field, it displays in the right column of the event’s “When and Where” section, under the street   address
· Cost: Any fees associated with the event; if content is entered in this field, it displays in the right column of the event’s “When and Where” section, under the virtual location   information
· Summary: Plain text area for teaser of the Event content; activated by selecting the “Edit summary” link next to the title of the “Event Description” field; if this field is left blank, a trimmed value of the full Event Description text will display as a teaser
· Event Description: WYSIWYG enabled field allowing for special text treatments
· Organizer: Person or group responsible for hosting the event; term selection displays with special treatment directly on the saved view of the Event detail node
· External URL: Title and URL for more information (not within the CMS) about the Event; if content is entered in this field, it displays in the right column under the event’s “Organizer” section
Blog Content Type
The Blog entry content type is a single post to an online journal, or blog. Most fields are the same as those in a site page. Unique fields for press releases are:
· Release Date: Date that will appear at the top of the content on the saved view
· Author: Creator to whom the Blog entry will be attributed to; note, this field pulls from existing Profile nodes (see Section 6.8: Profile); to reference an author, a separate Profile content type must already exist
· Note, if an author does not have an existing Profile node, you can create a new Profile node by selecting Create Profile
· Summary: Plain text area for teaser of the Blog entry content; activated by selecting the “Edit summary” link next to the title of the “Body” field; if this field is left blank, a trimmed value of the full Body text will display as a teaser
· Thumbnail Image: Image that is shown when the Blog entry is displayed in a list; allowed file types include png, gif, jpg, and jpeg, and must be no larger than 200 MB

Workbench
“My Workbench” allows a user to see all their content. To view My Workbench:

· Select My Workbench from the main toolbar
· My content > My Edits: Content items most recently created or edited by the individual Editor user (list displays up to five nodes)
· All Recent Content: Full list of site content, listed in the order of most recently updated nodes; note, an Editor user will not see the “edit” option in the ACTIONS column of content items owned by other user roles
· My drafts: Content items that the Editor user has created or edited, in either “Draft” or “Needs Review” state; note, the “Needs Review” state is technically unpublished, hence why nodes in that moderation state display in this section of My Workbench
· Needs review: Content items in “Needs Review” state that the Editor user has created or edited
Workflow
Workflow is a Drupal module that allows users to manage the status of content. The Workflow set up in the new NC Drupal platform is designed as a simple approval process allowing users to track and manage content changes. Editor users will have access to two Workflow states: “Draft” and “Needs Approval” (see Section 2.2: Moderation States for more details). Both states allow for creation of new content, but do not allow for immediate publishing of content.

The default save state of any new or existing content item is “Draft”. For Editor users who are not able to immediately publish content, there exists a special status to signal that content is ready for approval (“Needs Review”). Once content is marked as “Needs Review”, it will be highlighted for an advanced user, such as a Publisher, to approve content for publication.
	
	


Draft
	


Needs Review
	


Published

	
Editor
	
	
	N/A

	
Event Creator
	
	
	N/A

	
Publisher
	
	
	

	
Site Manager
	
	
	

	
Administrator
	
	
	



Moderation States 
Workbench is used to provide an additional level of managing Drupal’s core “unpublished” and “published” node states, affecting the behavior of node revisions when nodes are published. Not all content types use Workbench moderation states. 
When an Editor user creates or edits the content types that use Workbench, available moderation state options will be accessible. 
	Content Types using Workbench
	Content Types not using Workbench

	Blog
	Event

	Document
	Webform

	Press Release
	Landing Page

	Site Page
	



These are the available Workbench moderation states: 
· Draft: The default save state for any node. With Workbench, it is possible to create a new draft of content while the existing (published) version remains live 
· Needs Review: The status used to signify that content is ready for publication. Pushing content from “Draft” to “Needs Review” signals that the content is ready for an authorized user to review and publish (or send back to “Draft” state for further revisions) 
· Published: The state content is in when it is visible to a public, unauthenticated site visitor Editor users have access to save content as “Draft” or “Needs Review”. 

Find Content

[image: ]
You can navigate to published pages in your site. Or use these Find Content any options, published or not.
1. Add in a word or two from the title.
2. See only the pages in a certain content type
3. See only the pages that are draft, or needs review
4. Search on content within the page body. 
1
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