Digital Commons Platform Training:
Workflow


[bookmark: _GoBack]As a content creator, you are able to create new content and save it without it being immediately published. Depending on your user role, the content may need to go through the workflow process before it is published. 

Workflow is a Drupal module that allows users to manage the status of content. The Workflow of the 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” (more details are available in the Moderation States section). Both states allow for creation of new content, but do not allow for immediate publishing of content. Advanced users (Publishers, Site Managers, Admins) have access to all Workflow states, allowing them to immediately publish content.  

The default save state of any new or existing content item that uses Workflow is “Draft”. For 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 the content for publication.
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[bookmark: h.6rop5kltzbg7]User Roles
In addition to Drupal’s default “Anonymous Site Visitor” and “Authenticated User” user roles, the NC platform will have the following roles in Workflow:


	Drupal User Role
	Description

	Administrator (Admin)
	A traditional Drupal “super-user” who can perform all site functions. This role will be restricted to a limited number of users.

	Publisher
	An advanced content creator role, where user is able to publish content.

	Editor
	A user who can create new draft content and edit existing content created by other Editors.



Roles outside of workflow include:
· Anonymous Site Visitor: A user part of the general public who is not logged into the CMS. This is an unauthenticated user who can only view nodes that are accessible to anyone
· Authenticated User: A user who has the same permissions as an Anonymous Site Visitor, but can also view content available to authenticated CMS users
· Site Manager: A user role specified for troubleshooting, fixing menus, and managing taxonomy vocabularies and user roles. This user is capable of ignoring workflow items. This user does not have complete access to site configuration features in the same way as an Admin user
· Event Creator: A user role specific for creating Event nodes

The table below contains the permissions for the roles outlined above:
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[bookmark: h.pjuzq651jjxd]Moderation States
As described in the Workflow section, based on your user role, there are different moderation states that each piece of content must go through before it can be published (and visible by site visitors). Workbench is the Drupal module 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 a 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 entry
	Agency

	Data Table
	Division

	Document
	Event

	Press Release
	Landing Page

	Services
	Media Gallery

	Site Page
	Photo

	Video
	Profile

	
	Webform



Below 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

Depending on your user role, you will see some or all of the following “Publishing options” on content types that use Workbench:
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