[bookmark: _GoBack]Digital Commons Platform Training:
Creating & Editing Content with the WYSIWYG
In the Drupal system, a Rich Text Editor (RTE) is often referred to as the “WYSIWYG” Editor, which stands for “What You See Is What You Get”. This editor is primarily found in the “Body” field of a content type. It looks like this:
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[bookmark: h.h6nvfwwmo2tl]Formatting Content
You have a host of options available via buttons in the WYSIWYG to help you format your content. An explanation of each of the buttons is provided here, starting from the top left of the WYSIWYG toolbar:
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Maximize Screen of WYSIWYG  
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[bookmark: h.jsekcriqfcsa]“Paste as Plain Text” vs. “Paste from Word”
When you paste content from a source outside the Drupal site, you have two options built into the text editor. “Paste as Plain Text” will paste your copied content exactly as it appears, retaining all formatting that has already been applied. As using “Paste as Plain Text” has a high likelihood of corrupting the intended consistent design of the new NC Drupal Platform, it is recommended that you use the “Paste from Word” module. This option transforms any outside formatting already applied to your content so that it appears in line with the NC Style Guide formatting. (Note, the “Paste from Word” button can be used for any content pasted from outside the Drupal system, not only content copied from Microsoft Word.)

To paste content copied from outside the Drupal system using “Paste from Word”, complete the following steps:
1. Copy the content you wish to paste
2. Select the Paste from Word button in the WYSIWYG 
3. Use your keyboard (CTRL+V or CMD+V) to paste your content into the “Paste from Word” dialog
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4. Select OK
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Your content will be pasted into the WYSIWYG text editor stripped of any formatting that does not adhere to the styles within the NC Style Guide. Note, when using “Paste from Word”, any basic formatting (e.g., bold, italic, etc.) and hyperlinks will be retained; preformatted header styles will display in accordance with the NC Style Guide.
[bookmark: h.8df16f3fhfaz]Placing an Anchor Link 
Adding an anchor link to body content is a two-step process. To create an anchor link (a link that will point to a different part of the same node), complete the following steps in the WYSIWYG:
· Place the cursor in the part of the body content (or highlight the body content) where you want the anchor to appear
· Select the Anchor button
· Enter a term in the Anchor Name field of the “Anchor Properties” window
· Select OK to create the anchor
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To reference an anchor link, complete the following steps:
· Select the Link button
· Select the Link type > Link to anchor in the text
· Select an available anchor from either the By Anchor Name or the By Element ID drop-down menus
· Select OK to create the anchor link
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[bookmark: h.xa3yslo3l8eg]Uploading Images
You are able to upload new or find & place existing images using the IMCE Image Browser in the WYSIWYG.
· Select the Image button
· Select Browse Server
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· To find and place an existing image, select an image in the “File name” list, then select Insert file
· To upload a new image, select Upload > Choose file > Upload
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· Once the new image is uploaded, select Insert file
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· When the Image Properties dialog returns, enter some descriptive Alternative Text (used by screen-readers for users with visual impairments)
· Select OK to place the image in the body of the WYSIWYG

Once an image is placed in the body content, a user can reactivate the Image Properties window by either double clicking on the image, or by right-clicking the image and selecting “Image Properties”.
[bookmark: h.vhk0d7su2adb]Inserting a Table
You can place and format tabular data within the body of a node using the “Table” button. Note, tables should not be used in an attempt to reformat a node’s page layout. The fields of the Table Properties dialog include:
· Rows & Columns: Number of available cells
· Width & Height: Full table dimensions
· Headers: Options to have preset bold formatting apply to designated table regions
· Cell spacing & Cell padding: Borders given to individual table cells
· Alignment: Specific to table placement within body content
· Caption: Description that displays above the table
· Summary: Table metadata
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To edit the properties of an existing table, reactivate the “Table Properties” dialog by right clicking the table & selecting Table Properties.
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Notice the difference in display between a body table’s edit view and saved view (this results from the automatic application of preset NC platform site styles): 
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[bookmark: h.fvft4ex6w768]Embedding a Video in Body Content
You can easily embed YouTube videos in your content using the “Video filter” module in the WYSIWYG.
· Select the Video filter button
· Add a URL in the URL field
· Select OK
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[bookmark: h.ucf6ocepkvpp]
[bookmark: h.niqcct1jtt4w]Embedding External Content in WYSIWYG Body Content
You can embed external content (an iFrame of a map, social media feeds, a video from a source other than YouTube, etc.) in the WYSIWYG of your content by switching the WYSIWYG’s “Text format” filter & pasting in source code. (Please see the Getting the Embed Code for a Google Map section for more details.) To embed external content into the WYSIWYG, complete the following steps:
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· In the edit view of your node, scroll down to the Text format dropdown under the WYSIWYG
· Switch the format from the default “Full HTML” to “Plain text”
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· In the WYSIWYG, find the exact spot where you want your embed to appear within your content
· Note, if an external embed is the only content that will be on your node, you can just paste it into the WYSIWYG after switching the filter to “Plain text”
· If you are placing an embed anywhere within your content, one way to find the spot you want your embed to appear is to CTRL+F (PC) or CMD+F (Mac) to search & find the last word of the paragraph that you want your embed to display under

[image: ]

· Paste the source code of your embed after the closing paragraph tag (</p>) of the content you’ve searched for 
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· Switch the Text format back to “Full HTML”
· Note, if you do not switch the Text format back to “Full HTML”, the saved view will display the source code rather than the active embed
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· Select Save
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[bookmark: h.o7i6hto9fvf5]Getting the Embed Code for a Google Map
Google offers an easy way to copy the code needed to embed a map within your WYSIWYG content. To obtain the embed code of a Google Map, complete the following steps:
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· Navigate to www.maps.google.com
· Enter an address in the search field
· Once the address has loaded, select the toggle wheel icon at the bottom of the screen
· Select Share or embed map
· Select the Embed map tab
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· Copy the full URL embed 
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Once you have the embed URL, you can paste it in the “Plain text” format of your WYSIWYG content, and it will appear in the saved view.
[bookmark: h.rvs26cezdjd7]
[bookmark: h.10v314kti43l]
[bookmark: h.emg229jfqt6x]Getting the Embed Code for Social Media Feeds
This section contains links to information about how to get the embed code for different social media feeds. Please see Embedding External Content in WYSIWYG Body Content for more information on how to place the embed code in your WYSIWYG body content.
· Facebook: https://developers.facebook.com/docs/plugins/embedded-posts 
· Twitter: https://support.twitter.com/articles/20170071-how-to-embed-a-timeline 
[bookmark: h.elknh9bri8ms]Button Formatting
The North Carolina Style Guide has five different button formatting options that can be applied to links in body content. Options include:
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It is important to consider the context of where you are placing button formatting. In the instance of a Site Page, where body content will always appear on top of a white background, basic “button” (white text with core blue background & border) formatting will look great, but “.ghost.inverted” (white text with white background & border) will not display at all. Alternatively, on a Landing Page band with a “Core - Blue” background color scheme, “.ghost.inverted” (white text with white background & border) is going to stand out more than “ghost” (core blue text with white background & core blue border).

	“.ghost.inverted” Button Formatting on Landing Page band with “Core - Blue” Background
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	“.ghost” Button Formatting on Landing Page band with “Core - Blue” Background
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As you can see from the difference in display above, it is important to consider the context when adding button formatting to the links in your body content. 
[bookmark: h.6quyv5w8q9gk]Adding Button Formatting to Links
A content creator is able to add button formatting to links in WYSIWYG body content using the “Advanced” tab within the “Link” dialog. To add button formatting to a link, complete the following steps:
· From the WYSIWYG, highlight the text that you want to hyperlink & apply button formatting
· Select the Link button
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· Select from available link options & enter the desired link destination

	Link Type
	Field for Link
	Notes

	Internal path
	Link
	Internal paths do not require a full URL; a friendly (relative) URL path is sufficient. For example, “/about” is enough in the Internal path’s “Link” field instead of needing to enter a link’s full URL (e.g., “www.nc.gov/about”) 

	URL
	URL
	Links external to the site require a full URL (domain and path), e.g., http://www.ncopenbook.gov/
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· Once the link is set, select the Advanced tab
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· In the “Stylesheet Classes” field, add the desired button class. Available options (as displayed above) include:

	Stylesheet Class
	Saved Result

	button
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	button accent
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	button ghost
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	button ghost accent
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	button ghost inverted
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· *Note* Stylesheet Classes must be entirely lowercase; if not, the style will not be applied 
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· Select OK
· Note, button formatting will not display in the edit view; it will only appear once you save the node

	Edit View
	Saved View
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[bookmark: h.5dqum1qtdswu]Related Content
When a site visitor is viewing a node, you can make it easy for them to find similar content by using the Related Content feature. On the edit view of most content types, the “Related Content” fields allow you to add titles & links pointing to both existing site content, as well as content external to the site. Links referenced in this section will appear at the bottom of a node with a special treatment.
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· Title: Text to appear as the link title; if left blank, the full link URL will display in the saved view
· URL: Link to external (outside of the CMS) or internal (within the CMS) content
· External: Absolute URL required
· Internal: Relative path or node ID required

If you wish to add more links, select the Add another item button and repeat the process.
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Since taking office. Governor Pat McCrory has worked to improve North Carolina in three key areas: the economy. education and efficiency.

Governor McCrory has made tough decisions to confront the serious problems that face North
Carolina.

He signed historic tax reform into law that put more money into the paychecks of North Carolinians by reducing personal and corporate tax rates.
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