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Introduction & background

The purpose of this manual is to provide basic Drupal 9 website training for university staff to manage
the content of their business unit's website pages with CDU brand guidelines that are applied to the
site.

Prerequisites

Requirements to be a CDU Web Editors
e CDU Network or VPN when working off campus
e Active CDU Staff Account
e No web design skills required
e Patience

What's covered in training?

After completion of basic training you will be able to:
e Understand the basic of Drupal
e Login to CDU public facing site to edit or add pages
e Understand Roles and Workflow
e Understand content types, components and other features on the website
e Depending onyour role, after the training completion we expect you to be able to create, edit
and add contents on the following content types:
o Basic page

o Landing page

o External promotion
o Launchpad stories
o News

o Events

e Adding components to pages
e Upload a document to the media library
e Create links to:
o documents
o CDU Drupal 9 web pages
o CDU Drupal 7 web pages
o external websites
e Upload an image and video to the media library
e Display an image and video to the page
e Use the tools in the WYSIWYG (editing toolbar).

What is Drupal?

Drupal is an open-source content management framework. It's used to make many of the websites
and applications you use every day. Drupal has great standard features, like easy content authoring,
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reliable performance, and excellent security. It’s used by most of university and Australian
government agencies.

Which URL to use

Training and practice
TBA on the training session

Production/live site

To edit the CDU website: http://www.cdulprdwebl.cdu.edu.au/user/login
Please note that these editing URLs are subject to CDU network access only.

Accessing these edit interface
Logging in
Before you can edit, you need to login to Drupal 9 to access the editing interface.

Login using your normal CDU username and the password the web team provided you specifically for
Drupal 9.

For training purposes only: Sandbox URL will be given after the training.

The URL we use for training is specifically for training purposes only. Any work you do on this URL will
not be reflected on the CDU website. This is for training and practice purposes only.

If you are working off campus or from home, please ensure that you are connected to the CDU VPN.
Please refer to ITMS page on how to connect with VPN.
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Check whether you are logged in or not

Following are the difference of the views on the same URL:

Not logged in:

B Study with a new world univer: X 4

& Cc & cdulprdweb.cdu.edu.au/study/why-choose-cdu/study-new-world-university

v o= CHARLES

. &) DARWIN
Not logged in < UNIVERSITY
AUSTRALIA

Vocational Education & Training  News Current Students Staff Library Contactus [JONECIGILINEFINY

Study with CDU International Research Engage About CDU Q

Home ) Findacourse ) Whychoose CDU? ) Study with a new world university

Study with a new world university

How will you use knowledge to shape a better future?

As a new world university, we think differently. We innovate and embrace change. We
challenge conventions and look for better ways. Whether studying on campus or online,
you'll be studying with an innovative multi-sector university that is a leader in research and

A dual-sector university

A leader in Indisenauis education

Logged in:
you will see these features such as links to manage, contents, view, revisions, children, preview link

and usage.

© Study with anew world univer: X +

¢ c a cdu.edu h du/stud d-university

(:’ B Content ¢k Structure M Configuration @ Help

Vocational Education & Training News CurrentStudents Staff Library Contactus [ONEEIGINIIRYINE Add content

Gl
& UNIVERSITY Study with CDU International Research Engage About CDU e

AUSTRALIA

Logged in

Revisions Children Preview Link

Home ) Findacourse ) Why choose CDU? p Study with a new world university

Study with a new world university

How will you use knowledge to shape a better future?

Page hierarchy
1. Parent page.
2. Child pages of #1 and siblings to each other.

3. Child page of #2, has no siblings.
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International

Workflow and roles

== CDU Global

o

Research

Industry collaboration —

e

Drupal 9 allows us to allocate different roles and levels of access for our editors. It also allows up to
put a workflow in place to ensure your work is checked and approved by an approver before it is

published.

Roles

Create contents

Basic page

Edit contents Saveasdraft Send for review Publish changes

Basic page D ¢

Basic page

Basic page

News

Landing page x
X

News

Webform

Webform NA

Launchpad

Launchpad

Basic page

Basic page
Landing page

Basic page
Landing page
News
Webform
Launchpad

Basic page
Landing page
News
Webform
Launchpad

X
v
v
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Editor
As an editor you have access to edit pages within your designated group. For example, if you work
in the College of Education, you will only be able to access pages within the College of Education.

As an editor you can:
e Create and edit the following content types:
e Basic page
e External promotion
e Media Gallery
e Scholarship
e Student Story
e create and edit certain components within basic pages
* save an edited page in the Draft state
e save an edited page in the Needs review state.

You can’t:

e delete a page

e create or edit certain components

e create related content feature-set component

e publish a page after it’s been edited — the approver does that.

Approver
Most editors will have an approver within their department. In some cases, the web team might act
as the approver, and in the rare case, we may allow some editors to approve their own work.

As an approver you can:
e Create, edit and publish the following content types:
e Basic page
e External promotion
e Image gallery
e Scholarship
e Student stories
e Edit and publish a Landing page if you have an Advanced editor role
e create and edit certain components
* save an edited page in the Draft state
e save an edited page in the Needs review state
e Publish page after reviewing

You can’t:

e delete a page

e create or edit certain components

 create related content feature-set component
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News Editor
The News editor’s role will give you an ability to create, edit and publish News in your
department/colleges.

As news editor you can:
e Create, edit and publish the following content types:
e News and Events page
e create and edit certain components
e save an edited page in the draft state
e save an edited page in the needs review state
You can’t:
e delete a news page
e create or edit other content type other than News and events unless if you have multiple roles

Advanced editor
The Advanced editor’s role will give you an ability to create, edit and publish Basic page and Landing
pages within your department/colleges.

As an advanced editor you can:

e Create, edit and publish the following content types:
e Basic page
e External promotion

e Edit Landing page

e create and edit certain components

e save an edited page in the draft state

e save an edited page in the needs review state

You can’t:

e Create a Landing page

e delete a page

e create or edit other content type other than News and events unless if you have multiple roles

Workflow

Once you have made the changes to your page, there are two options to save your changes. In both
of the following cases, the current published page (without your edits) will remain published, and
your edits will remain as a draft that the public can’t see.
If your changes are complete and the page is ready to be published:
1. Fill out the log message giving a detailed description of the changes you have made on the
page. This allows your approver to check the specific work you have done.
2. Atthe bottom of the edit interface, choose the dropdown option that says needs review.
Your approver will receive an email letting them know they have a page to review.
4. Your approver will either:
a. Approve your edits and publish the page (this is the end of the workflow)
b. Send back a message to you letting you know there is further work to be done on
the page and detailing that work.

w
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5. When option b is the case, you will repeat the steps you’ve taken to this point — make the
edits, save the page as needs review, and your approver will again receive a notification that
they need to check your work.

Save as:

C t
urrent s Draft

Change tq¥2 2V [
Archived
Needs review

Save

Only Administrators (Web Management Team) can delete or save as ‘Archived’ state.

If you have more work to do on the page, and want to save it to come back to later:

Fill out the log message (this is compulsory even if you are saving your page to come back to

later).

2. Use the dropdown to save as Draft

3. When you are ready to come back to the page and continue editing, ensure you are logged
into Drupal.

4. Click Edit, and you will be taken to the draft of the page as you last left it.

Edit the page

6. As before, save as needs review if it is now ready to be approved and published.

=

v

Content types

There are several page types in our Drupal 9 system. This training provides you the knowledge and
access to create and edit the following content types:
1. Basic page
Landing page
External promotions
News
Events
6. Launchpad
Following is the structure of the basic page with components

vk W

The Basic page

Is designed to display mostly text, although some “components” are available. Some basic pages that
have components on them (at the time of publishing this guide) are:
e Greek In-country program
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e Admission requirements

Other page types are “landing page”, usually used as the “home page” for the top-level page in a
section of the website. Landing pages are built only using components. For example:

e Asia Pacific College of Business and Law (and other colleges) home page

e CDU homepage

e Colleges & faculties page

External promotions

Are used to display external websites in a more visual way than by just using a hyperlink. You can
think of them as an advertisement board for external content - websites that are outside Drupal 9.

News

Is used to publish news on the college or area news listing.

The basic page

(See figure 1 next page)

CDU logo — links back to CDU homepage.

Secondary navigation.

Primary navigation.

Breadcrumb — this is the path of “parent” pages above the current page. These are all links.

Context header — this gives the user context of where in the site they are.

Page title, also known as the “heading 1” or the “H1".

Subtitle — use this for a catchy one-liner about the page.

Tab menu — in the case where the page is utilising the “elevator” (11) the “sibling” pages

appear in the tab menu. These are pages at the same level in the same section of the site.

9. The underlined item in the tab menu is the page you’re currently on.

10. “Sidebar display” — this example is displaying the “table of contents”. This is the on-page
navigation, also known as the elevator.
All H2s on the page will automatically display here, click on the elevator and you will be taken
to the corresponding section of content on the page. Note — there is also an option for the
site navigation to display here instead — see sidebar display section below).

11. Everything in the red rectangle is known as the “body” area.

12. “Heading 2” or “H2” —this informs the “elevator”.

13. “Heading 3” or H3.

14. “Call to action” or “CTA” button.

N EWN e
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" ernt Student y vy . Search Q @ Learmnine Legin
© DaRwin 3
G/ R Ty O Study with COU International Research Engage About COU

@ Study with COU
®How to apply for undergraduate courses

@ Applications can be tricky so we've put together this guide to help you apply for your undergraduate course.
@ How 10 apply for undergraduate courses

® @
@ Methods to applying

There are two methods for applying to COU. The information below will help you recognise

How 10 apply through SATAC

which one apphes to you.

i you have completed, or are about to finish one of the following at CDU, you can apply
through MyNextCourse:

How 1o apply through MyNextCourse

Certificate IV or above

Tertlary Enablng Program (excluding TEP1) or Preparation for Tertlary Success (PTS)
* Undergraduate degree

¥ you do not meet anry of the above pathways, you will need to apply through SATAC

@ How to apply through SATAC

(i3 1. Explore SATAC Course Search

All the information in regards to entry requirements, selection processes and dates are
available through the SATAC website

(i3 2. Register with SATAC

The net step is 10 gt your application underway registenng as an undergraduate applicant

SATAC will send you an acknowledgement emal with a bnk to access your online
application.

CREATE YOUR SATAC PROFILE

3. Complete your application
Commence your appiication, remembering to save your progress after each section

Athough SATAC can access most of your Australian study records, it is most helpful 1o
upload your relevant registration, VET and overseas qualfications at the time of application.
SATAC mary still contact you for further information,

@ 4. Accept and enrol

If your appication is sccessful, you'll receive your offer via emad from SATAC. COU will
email you shortly after with important enroiment and arentation information.

Ready 10 pet started?

Fig. 1 — The basic page explained.

Sidebar display (Approvers and Administrator access only)

The basic page has a sidebar navigation with two options:
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e “Tabs under title”

e “Table of contents”, also known as the elevator (Fig. 2) — this reflects the heading 2s (H2s) on
the page, including H2s that appear in “inline components”. The heading of the section you
are currently viewing will highlight the corresponding heading
The Study with CDU section uses the elevator.

e “Navigation” (Fig. 3) — this is the navigation for the section of the website you’re in, the
website section name appears at the top.

Our colleges use the navigation system.

Note: The web management team make the decision about when to use the elevator and when to

use the navigation. This feature is restricted to web management team only.

Apply for credit

Manage your study plan

Learnline

Check your timetable

Get your student card

Get your textbooks

Fig. 2 - “Table of contents” (on-page navigation).

Components in basic page

COLLEGE OF INDIGENOUS FUTURES, ARTS &
SOCIETY

Indigenous Futures

Greek In-Country language program
Humanitarian & Disaster Resllience
Creative Industries & Innovation
Research v
Engagement
Key people

Courses

Fig. 3 - “Navigation” (site navigation).

There are two types of components on the Basic Page type:

e inline components
e full-width components.
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Web page title

Navigation/table of contents

Body text

Inline component

Full-width component

Component placement on Basic page (inline and fullwidth)

Inline components

Inline components display on the right side 2/3 of the page, in the body area. This leaves space for

the sidebar display on the left side (see fig 4).

Full-width components

Full-width components take up the full width of the page. They display under the main body contents,

and don’t leave room for the sidebar display (see fig 4).
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We Only use this it we are dl'@(lly quoting someone in the content of the page. The
vertical line will stick to the entire paragraph, And continue to the next paragraph until
you hit the block quote tool again,

Once you hit the tool again, no more block quote style,

>

How to apply

C

About heading 2s

Choosing your course was the hard
part, now it's time to apply. Visit our
how to apply page for easy-to-
follow steps for all study pathways.

Heading 25 can create the “elevator™

Heading 2 - a different topic

How to apply

OUT MORE

®)

How to apply

Choosing your course was the hard part, now it's time to apply. Visit our
how to apply page for easy-to-follow steps for all study pathways

FIND OUT MORE

Fig. 4 — The difference between inline and full-width components.

1. Inline component
2. Full-width component
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= CHARLES
IWIN Study with COU International Research Ergage Abowut COU

©) panws
% UNIVERSITY

Greek In-Country language program

Immerse yourself in the language and culture of Greece.

1. Sidebar

The Greek In-Country language program is an excelient opportunity for students

COLLEGE OF SOIGENOUS FUTURES, ARTS & 1o experience Greek culture frst hand d|sp|ay as
@ socuTy “ H B ”
Offered in Jily each year, the program s avalable for everyone over 18 years of age. We naVlgatlon .
indgeseus futeres Offer three streams: beginners, inermediate and avanced. & combines Coursework taught

by lecturers from COUL She Univeryity of the Asgean an well a5 ofher Greek [duxaocns
Insttusions. This intermive three-week program is equivalent 50 a full unit of Greek language

Greek bn Country language program sy,

The program may inchude Kalymnos and other isflands, Athens, and 3 study trip in Se
northern mainiand region of Macedona

Pamarvtarian & Dasmter Revbience

Creative Incuntrien & Inscvation
The Leacheng approach & varied and InOudes Lradionsl Clrsroom learmng and educational

Berearch v VLS D0 MUSeums and 2 NCOODCH S0es. However, The experence of Aully srwnersng
YOUrsel in Greek COMemparary Me and ulture will pive you the most Denedit from the

Ingagerent program

Koy poople COU offers 2 number of options If you with to wudy Greek language. You can select Greek

through a Diploma of Languages, the Bachelor of Arta, or 25 an ehective or Independent
studhes UNE a8 part of another Higher Education coure.

Cowrser

Find out more about RORWES Sourien o (00

Contact

Associate Professor George Fracs
Cocrdnater of Heleric & Groek Studees
Coordnater nCountry Unguage program
Ohartes Darwn Urveersty

T: 08 §985 6435

N 0823 248 500

€ peorpeans@cousduay

Essential information

(@) Qe r— ® 2. Accordion
Results ® component
Censular & embassy information O] (full width).
Passport O
Ieriur ance & health ®
Expenses ®

Related links
3. Link list with
Travl Ve and Vacimanon Comre > image
T s P Gevece > component
amianadbans » (full width)
Oeparymant of Formgn Al and Trade - Greecs >
Astr shan Drbasay Groece >

Fig. 5 — Basic page with components and site navigation.
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Create and edit the basic page

Steps to create:

Step 1: Hover over the Content button on top left and click and select Basic Page.

E Manage _{§ irawan.approver
® a Content gk Structure M Configuration @ Help
Add content > Basic Page

w All
Media / > Event

Reusable content Event listing Study\

Key date sets External promotion

Pane sets Media Gallery -
Scholarship
2 years 4 months Student story
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Step 2: fill out this form

p— Fig. 8 — Edit
= Manage * Shortcuts 1 [TEVEURIEVELTCIG TR TR Acdmin Toolbar quick search _ . g
interface.

6 B Content gk Structure  €x Appearance  Pe Extend R, Configuration dy People ol Reports @ Help

Create Basic Page v

Home » » Add content

Context header P
1 Last saved: Not saved yet
Enter an optional context header to display in the header above the title. Author: irawan.irawan@cdu.edu.au
. Revision log message *
Title * @ g g
Sub title

Enter an optional sub-title to display in the header. Briefly describe the changes you have made.

&)
Editorial section *
— Gl & vl = @ » MENU SETTINGS (Not in menu)
Select the editorial section. » METATAGS
U

Parent
» SIMPLE XML SITEMAP

Select the parent of this piece of content » URL ALIAS (Automatic alias)

[ New sidebar nav section » AUTHORING INFORMATION (By
Make this page the top level § debar navigation for its children. Leave off to show the irawan.irawan@cdu.edu.au (6) on 2021-08-31)

full hierarchy.
» PROMOTION OPTIONS (Not promoted)

ADD HEADER COMPONENTS

Header full-width components
No Paragraph added yet.
Components to display above the content.

Add CS Hero with links

This is full-width components which will display as full width of the page as the
first/header content of the page.

Summary *
Body
Format - B I x* x, @ ]
Styles - | Widgets - | T, [0) Source
Text format  Basic HTML v About text formats

1. Context header: displays above page title.

2. Title: this is the page title, known as the heading 1, or H1.

3. Subtitle: displays under page title.

4. Editorial section: this is the group your page is assigned to in Drupal, web services will assign this.

5. Parent: the parent is the page this current page sits under in the hierarchy.
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6. New sidebar nav section - Make this page the top level of the sidebar navigation for its
children. Leave off to show the full hierarchy.

7. Add header components — please skip this, only used for Current Students pages

8. Summary section
Summary section is required for custom search result teaser and metatag description. This is
compulsory a compulsory field. Maximum character is 150 including spaces.

9. WYSIWYG toolbar: (What You See Is What You Get) the tool bar lets you format the body (hover
over each icon to see what it does). Refer to the WYSYWG section of each icons.

oay
Format - B I x %x, & S |9 =M E S | Stes - | widgets ~ | T, [ Source

10. Inline components: display in the right 2/3 of content in the body area (refer to the component
placement in basic page)

11. Full-width components: display as full width, beneath the body area located at the bottom of the
page before footer

12. Sidebar display: Only Approvers can change this. This is to choose between a fullwidth content
without sidebar, a Navigation with links to other pages or a table of contents that anchored to any
H2 title within the page.

13. Sidebar social media links: add social media links under the sidebar on left side of page or at the
bottom of the page.

14. Sticky header: WEB SERVICES ONLY.

15. Promotion: This area will be utilised if your page is ever promoted in a component. The image
and text in here are only be seen if this page is used/linked from other page as a component (feature-
set)

16. Breadcrumb: select the color of breadcrumb

Vocational Education & Training  Alumni & Giving Current students Newsroom Staff Library Contactus

[+ — ARLES
RWIN

NIVERSITY

<% AUSTRALIA

Study with CDU  International ~ Research  Engage  About

Home Find a course The essentials Study pathways Admission requirements
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ADD INLINE COMPONENTS

Inline components
No Paragraph added yet. @
Add components inline with the content

-

Add Reusable content "
to Inline components

This is the inline components which will display on the right side on the basic page.

ADD FULL-WIDTH COMPONENTS
Full-width components

No Paragraph added yet.
Add additional components at the end of the content
Add Reusable content to Full-width components

This is full-width components which will display as full width of the page on the landing
page.

Sidebar display *
Nothing v @
Select what should be shown in the si

Sidebar social media links
No Link set added yet.

Add Social media links

» STICKY HEADER @
» PROMOTION
» SEARCH @

Breadcrumb
Teal v @
Select the breadcrumb style. Select - None - for no breadcrumb.
Header background
5 None . X @
Select a background co r the header.
Save as:| Draft v

17. Header background: background color under title area

18. Save as button: use this to save the page or change the state you want to save your page in (draft
or needs review).

19. Revision log message: fill in this compulsory field with a description of what you have changed on
the page. You can’t save the page until this is filled in.

20. Metatags: Please fill in the metatag for search engine optimization purposes based on the page
information
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Adding & editing existing content

If you don’t need to create a new page, but need to edit existing content, you still need to login as
per previous instructions. Find your page title by going to Content > search your page title and click
edit either on the right-hand side or by going to the page and under the CDU logo.

As an editor you can add new text or edit existing text on the basic page in:
e the “Body” area
e “Accordion” component
e  “Rich text” component.

After logging in, go to the page you need to edit. Remember, you need to be using this URL:
http://www.cdulprdwebl.cdu.edu.au/XXXXXX-XX-XXX-XXXXXX

Saving your changes
During the editing process you have the option to save a draft of your page, or to send it to your
approver for publishing.

Save a draft

There may be times that you can’t complete all the Current state: Published
changes to your page in one session. If this is the case,

you can save your page as a draft and come back later Change to: %
to complete the editing. Drafts are not published. This

means the user still sees the version of the page as it m

was before you started editing. Fig. 9

Save for review
When you have completed editing, you need to send Current state: Published
the page for review to your approver. Your approver
will check the changes you made (using the log

message you filled in) and either publish it or send you
feedback about further amendments required. m

Change to: ¥ Draft

Fig. 10
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Adding content to the body area

Figure 11 — WYSIWYG toolbar.

ay

Format ~| B I X X, & H

Kl
~
-
111}

MR E S | Styes - | widgets ~ | T, [9 Source

The tool bar helps you style the content. You can:
e Format: for paragraph and header levels (H2, H3 etc)
e Band/: create bold and italic text
e X2 and Xy: create superscript and subscript

o ©2. createlinks (to documents and other web pages)

*= 1=
o= 2=
) create unordered and ordered lists
. : create a block quote style. Citing sentences or testimonials
° - insert a horizontal line
° @: create and edit tables

e E:embed media (documents, images & videos)

e S:adding external script to the body of text. Please contact webservices@cdu.edu.au to use
this.

e Styles: dropdown to formatting style style

e T.:remove formatting

e Widgets: insert available widgets such as columns and full bleed quote

e [<>] Source: to edit the HTML source code.

Creating “intro text” style
Make your introduction stand out by using intro text style. This style increases the font size and
makes it a different colour, helping your key message to stand out.

Context header - denotes the section you're in

The basic page explained - test

Sub title - use this to give some context to the page content

If we want to introduce the information on the page, we can use the "intro text"
style. You'll find this in the "Styles" drop down in the toolbar when in edit mode.
Put your cursor in the paragraph and select "intro text®. This results in a bigger

About heading 25
Heading 25 can create the "elevator”
font size.

Heading 2 - a different topic
This is the normal font size, You'll note is is a bit smaller than the intro text

How to apply

Fig. 12 — Intro text style.
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Step

Step
13).

Step

1: Place your cursor anywhere in the
paragraph you want to style.
Styles + | Widgets + | T, [ Source
2: Click on the styles dropdown (figure Block Styles
Centered
3: Select Intro text (figure 14). '
Intro text

iz

Constrained text (928px)
E Styles - I |

Fig. 14 — Intro text style.

Fig. 13 — Styles dropdown panel.

There are some other styles available on the option beside Intro text. To see how they look like,

highl

1.

2.
3.
4

ight your text and select the styles:

Centered

Constrained text (298px) — a constrained paragraph text with 928 pixel in width

Center H2 title

No top margin — a header with less gap on the top. The default H2 has a bigger margin on
top

Stack title —a centered H3 title

Widgets
Widgets are some feature you can add to style the body text. The available widgets are columns
and full bleed block quotes:

Center... ~ Widgets ~ T, [0 Source

Addi

Widgets

E X p | Ol Two thirds/One third column C

One third/Two thirds column
Two column

Three column

Four column

Full bleed block quote

ng headings

Breaking the content up into sections with headings helps the user to find the information they are
looking for.

Refer back to the writing for the web guidelines to read more about headings and how to use them.
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Step 1: Place your cursor within the line of text you want to make into a heading.
Step 2: Click on the format dropdown (figure 15).

Step 3: Select the heading you need (figure 16).

Body

Format - B

Fig. 15 — Formatting dropdown panel.

Body
Heading2 ~ B I

Paragraph Format

Normal

Heading 2r

Heading 3

(S

Fig. 16 — Formatting headings

Adding media (files, images & videos)

The media library houses files (documents like Word docs and PDFs), images and videos. 2MB is the
largest file you can upload to the media library. For the images, we recommend to resize the width
to not over 2000px.

For video embedding, simply copy the URL of your video from YouTube and Vimeo

There are a couple of ways to add items to the media library and your page.

e |[f the item you want is already published on the website, it means that it’s already in the
media library, so you can add it to your page from there.
e [fyou need to add a new item to the media library you can add it:
o directly to the media library, or
o addthe new item to the media library from the page you are editing.
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Preparing your files for upload

This is relevant to images and documents. Your file must be under 2mb in size and renamed as
follows:
e |ower case letters only
e no special characters (!@5& )
e hyphens-between-each-word
e noversion number or year in title
® no spaces.
The purpose of file naming convention is to get a clean file path url.
Correct example: document-file-name.pdf
The clean URL will be: https://cdu.edu.au/files/2021-08/document-file-name.pdf

Incorrect: Document file name.pdf

The URL will be: https://cdu.edu.au/fles/2021-08/Document%20file%20name.pdf (with %20
replacing spaces)

Uploading a new file directly to the media library

Note: if you need to upload a new video to the media library please contact web services.
Step 1: Hover over Content in the edit menu (figure 17).

Step 2: Hover over Add media.

Step 3: Select File (or Image).

Step 4: Fill in name field (name of the document or image) (figure 18).

—
== Manage § fmorrisontest

(.', B Content ¢k Structure S Configuration @ Help
Add media > File {
Ec ed
Pathway sets Image
View Edit Revisit  Video view
Fig. 17 — Add file

Step 5: Select your editorial section (if you only have access to one section this will be auto-selected
for you.

Step 6: Click Browse to find and select the file for upload.

Step 7: When your file has uploaded click Save.
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Note: the revision log message is not compulsory when you upload a new file.

Add File

Home » Add media

Name *
EPES30 Requirements

Editorial section *
College of Education v
Select the editorial section
File *
Browse.. No file selected.

One file only.
2 MB limit
Allowed types: txt rtf doc docx ppt pptx xls xlsx pdf odf odg odp ods odt fq

Published

Revision information -

Revision log message

No revision

URL alias

No alias
Briefly describe the changes

Authoring information

By fmorrisontest (257) on
2019-03-08

Fig. 18 — Add file to media library

Image

Uploading a new image directly to the media library

All files must be under 2mb to upload to the media library. If you need assistance resizing an image

please contact web services.
Step 1: Follow steps 1 — 6 above.

Step 2: After you have selected the image to upload you will see a thumbnail of the image with a

small cross in the middle (fig 19). Drag the cross into the area that should be the main focal point of

the image.
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Fig. 19

Step 3: Fill in the alternative text (figure 20). The “alt text” is for users with a vision impairment who

use screen reading technology. Write a short description of the image.

Step 4: Click Save.

Note: the revision log message is not compulsory when you upload a new image.

Add Image

Home » Add media

Name *

Onine student

Editorial section *
College of Education v

Select the editorial sectio

Alternative text *
| Student studying online in a cafe

Short description of the image used by screen readers and displaye

QPreview

2) online-student-cafe3.jpg (1.68 MB) Remove

Published

Fig. 20 — Adding an image to the media library

Video

To add video on our media gallery, it has to be from YouTube or Vimeo only. Once you have the
video URL ready, navigate to the body text and place your cursor at where you wish your video to
appear and click E for embedding
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Select Create new video tab

Select media item to embed

Choose existing Create new image Create new video reate new file

Name the video media and paste your vide URL from YouTube or Vimeo to the ‘Video URL” field.

Select media item to embed

Choose existing Create new image Create new video Create new file

Name *

Editorial section *

- Select a value - ¥

Select the editorial section
Video Url *

Transcript

Format - B I % %X, & = =9 E FH E S @ Styles ~ | Widgets

Embedding images / videos in the body area

If the image or document already exists in the
media library, you can embed it into the body
using the Embed media tool (fig 21). E = Styles M

I~

You need to know the file name of the image or
video.

Fig. 21 — Embed media tool.
Step 1: Select Embed media (fig 21).

Step 2: Click on Choose existing (#1, fig 22).

Step 3: Type all or part of the image file name into the field (#2, fig 22).

Step 4: Click Apply (#3, fig 22). All images containing all the words you typed will appear in results.

Step 5: Click on the image you want to use, a green tick will appear (#4, fig 22).
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Step 6: Click Select media (#5, fig 22).

Select media to embed

Choose existing Create new image Create new video Create new file
———————

Publishing status Section Media type  Media name
- Any = v  ~Any-~- v -Any - w

Image file name
: online I

Apply

= Online student in cafe = Online parent

[ select media_J

Fig. 22 — Embedding an image

Updating & deleting items from the media library

Deleting an item
You can only delete items that have been uploaded to the same editorial group you belong to. For
example, if you are in the College of Education editorial group you can’t delete items uploaded by
an editor in the College of Business & Law group.
Please contact web services if you believe there is a reason to delete an item from another group.
Deleting images
Because other editors may have used the same image, we recommend that you don’t delete
images you have uploaded to the media library unless there is a specific reason, such as:

e subject in photo has reversed their permission to use their image

e subjectin photo is deceased
e cultural reasons.

Deleting documents (files)
Step 1: Click on Content in the Drupal menu at the top of your screen.
Step 2: Click on the Media tab (figure 23).

Step 3: Enter the media name in the field.
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Step 4: Select media type from the Source dropdown (this step isn’t compulsory but helps if there

are items with the same name).

Step 5: Hit Filter. The item should display in a
list below (see troubleshooting below if you
don’t get a result).

Step 6: Select Delete from the dropdown on

Media

Content Media

Home » Administration » Content

the right (figure 24).
. . Media name Source
Step 7: Drupal will ask if you are sure you InSchool EPE310 final report v -Any-
want to delete the item, select Delete. -E,m-
Filter Video
Fig. 23
THUMBNAIL MEDIA NAME SOURCE AUTHOR STATUS UPDATED v OPERATIONS
E InSchool EPE310 final report File fmorrison Published 03/20/2019 - 06:51 Edit -
Delete
Fig. 24
Replacing an item in the media library
You don’t need to delete the item first in order to replace it.
Step 1: Follow steps 1 =5 above. Name *
InSchool EPE310 final report
Step 2: Select Edit from the dropdown on the
. . itori ion *
right (figure 24). Editorial section
College of Education v
Step 3: Select Remove (figure 25). Select the editorial section
File *
Step 4: Select Browse. [7] epe-310-final.docx Remove
Step 5: Find the replacemgnt document on published
your computer and select it.
Fig. 25

Step 6: Select Save.
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Creating links

Linking to files in the media library

Step 1: Type and select the link text (figure
26).

Step 2: Click on the link tool.

Step 3: In the pop-up start (fig. 27) start typing
the document name, Drupal will automatically
find documents as you type.

Step 4: Select the document (fig. 27).

Step 5: Click Save.

The document will now be linked, and the

document type and size will also be part of the
link text.

Linking to web pages in Drupal 9

Body

Normal - B I X x|® o= i

Placements are structured to ensure that A

Download EPES20 requirements.

Fig. 26 — Link text

URL
EPES20

Media

InSchool EPES20 final report
epe’520-8nal docx (83,39 KN

InSchool EPES20 imterim report
epe520-nterim docx (5695 KB

InSchool EPES20 requirements

*pe 5 20-requirements docx (199,16 KN)

Fig. 27 — Select file.

Body
Step 1: Type and highlight the
link text (figure 28).

Normal

Step 2: Click on the link tool.

BIx'x, = E v =mE

Find out more about the Bachelor of Information Technology.

Fig.28 — Linking to a D8 page.

Step 3: In the pop-up start typing the name of the page you want to link to in Drupal 9. Drupal will

filter pages with matching titles.
Step 4: Select the relevant page.

Step 5: Click Save.

The link text will now be teal, and the page will be linked.
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Linking to web pages in Drupal 7 and other websites

Drupal 7 is the “old” CDU website. The steps
are similar.

Step 1: Go to the page you want to link to in
Drupal 7, or the external site, copy the URL
from the address bar.

Step 2: Go to the page you're editing in
Drupal 9.

Step 3: Type and highlight the link text (figure
29).

Step 4: Type and highlight the link text.
Step 5: Click on the link tool.

Step 6: Paste the URL you have just
copied into the URL field.

A message will pop up that says “Linkit
could not find any suggestions...” this is
expected as the page you're linking to is
not in Drupal 9 (Fig. 29).

Step 7: If you are linking to a non-CDU site
click Advanced (Fig. 29), otherwise click
Save.

Step 8: Check the box Open in new
window (Fig. 30).

Step 9: Click Save. The link text will now
be teal, and the page will be linked.

URL

https:/ fwww.menzies.edu.au/

No results

https:/ /www.menzies.edu.au/
Linkit could not ind any suggestions. This URL will be used as is.

Populates the title attribute of the lnk, usually shown as a small tooltip on
hover,

*» ADVANCED

Fig. 29 — Linking to external sites.

Add Link X

URL
https://www.menzies.edu.au/

Start typing to find content.

Title

Populates the title attribute of the link, usually shown as a small tooltip on
hover.

v ADVANCED

CSS classes

List of CSS classes to add to the link, separated by spaces.

D

Allows linking to this content using a URL fragment), Must be unique,

Open in new window I

Relation (rel)

Often used by JS galleries.

Save

Fig. 30 — Open in new window.
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When adding any links to an email address
Drupal 9 will suggest to add ‘mailto:” in front of URL
the email address you put in, click the blue wawan. rawan@odu.edu-ay
. . . . E-mail
highlighted area to confirm that you wish to add
. . E-mall Irnwanbrawan@cdu.edu.au
this prefix
Populates the title attribute of the link, usually shown as a small tooltip on
hover
» ADVANCED
Save
-
Landing page

The Landing page is created mostly with components and has more available components than
Basic page. Please refer to the details of each Component to build the landing page.

Steps to create

1. Go to Content > Add content > Landing page
COmponems ST 2. Fillin the compulsory fields with a red asterisk

No Component added yet. ( * )

Use components to assemble the landing page 3

Select components

Add Reusable content « | to Components
Add Rich text

Add Single related content
Add Widget

Add Link list with image

Components in landing page

Landing page is mostly built by many different

Add Related content feature-set components.

Add Auto populated news feature-set

Add Gallery

Add Hero with media ) )

T This content type has the most variety of components.
il Following are the components available:

Add Course listing
Add Key dates
Add Banner

e Reusable content

e e Rich text

ccordion set .

Add Key facts ° Slpgle related content
Add Call to action ° Wldget

Add Student story (Video)
Add Study area listing
Add Pathway set

Add Stacked link list

Add Social media links
Add Student story (Image)
Add Priority news

e Link list with image

¢ Related content feature-set

o Auto populated news feature-set
o Gallery

e Hero with media

e Script
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Form

Course listing

Key dates

Banner

Accordion set

Key facts

Call to action
Student story (Video)
Study area listing
Pathway set
Stacked link list
Stacked link list
Student Story image
Priority news

News

Manual for this section is being updated. Please contact webservices@cdu.edu.au for any queries.

External promotion

Overview

External promotion is designed for filling the boxes on the ‘Related content feature-set’
component. The individual page of external promotion needed to be created for the box.
The external promotion must be linked to external URL (outside of Drupal 9 website).
Steps to build

Content > Add content > External promotion

Add the external URL where you with to link the box to, or use existing external promotion:

EXTERNAL URL*
Add new Link Add existing Link

If you choose to select the new link button, add the external URL (outside of CDU Drupal 9 website)
(http://example.com) and fill in the Promotional Link text for future reference if you wish to use this
in another External promotion box.

Add the teaser/blurb and image.
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Adding components

Following are the available components on basic page:

Add additional components at the end of the content

Add Reusable content ~ |to Full-width components
Add Accordion/Tab set

Add Call to action

Add CTA Buttons

Add Form

Add H5P Component

Add Icon stack

Add Key dates

Add Key facts

Add Link list with image/video
Add Pathway set

Add Related content feature-set
Add Rich text

Add Scripts

Add Single promoted content
Add Social media links

Add Stacked link list

Add Student story (Image)

Add Student story (Video)

Add Widget

Add CS CTA 2 column

Add CS CTA 3 column

Add CS Hero with links

Add CS Important dates

This is full-width components which will display as full width of the page on the landing page.

Accordion and tab set

Accordion set:

Additional information

Accordion or Tab panel

Pane 1 [©]

Content of the pane 1.

Pane 2 @

Pane 3 @

Pane 4 ®
Tab set
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Additional information

Accordion or Tab panel

Pane 1 Pane 2 Pane 3 Pane 4

Content of the pane 1.

The accordion/tab set allow you to create content that is hidden behind expandable accordion or tab
panels.

Accordions or tab can be added as an inline component (appears as part of the body and only uses
the right 2/3 of the page) or a full-width component (appears under body of page and uses the full-
width of the page).

step 1 Cl |Ck on the com ponent d rop—d own Add additional components at the end of the content
. . Add Reusable content ~ |to Full-width components
and select Add accordion/Tab set (fig 31). 4‘1./

Add Accordion/Tab set
Add Form
Add Key dates

Step 2: The Title field is the title for the
entire accordion set. It’s auto filled with Fig. 31 — Select the accordion component
Additional information. You can update this
to be relevant to your content (#1, fig. 32).

Step 3: If you want to add some content before the accordions, use the content area (#2, fig. 32).
Step 4: Add the title for the first accordion panel (#3, fig. 32).

Step 5: Add content in the first accordion panel (#4, fig. 32).

Step 6: Click Add pane to add more accordion panels (#5, fig. 32).

Step 7: select the style ‘Accordion or Tab’ (fig.32a)

Reordering accordion panels

Drag the cross handle (#6, fig. 32) up or down to reorder the panels.

Removing accordion panels and sets

To remove one panel, click Remove in the panel section you want to remove (#7, fig. 32).

To remove the entire accordion set component, click Remove at the very top of the accordion set
(#8, fig. 32).
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4+ Accordion set Remove

Title
Additional information

Content

Nemsl - B I x' %, @ Z 2y EEE| sym « L B Ssoue

@

Abowt text formats

Show row weights

ACCORDION PANES

+hm@ @ Remove
Titte *
®
Content
Fomst =+ B I x' %, |® i EME sy « I B sowce
@

Abowt text formats

Provide some option micro-copy

Add panes to the accordion

Add Pane @

Fig. 32 — Creating accordions

Add panes to the accordion

Add Pane

Accordion
v Tabs

Choose a style

Fig32.a

Editing an existing accordion set
When in edit mode, scroll down until you find the component sections.

Select Edit (figure 33). The accordion set will open for editing.

4 Rich text B

Testing workflow to see if the email is sent to apprver.

+ Accordion/Tab set Edit |~

Additional information
Style: Tabs

Fig 33

Rich text component

The inline and full-width rich text component can look the same as the body area on your page. It
allows you to add sections of content between other component types.
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About heading 25
Heading 2s can create the “elevator™
Heading 2 - a different topic

This Is rich text

Inline link list with image

Inline rich text

This is a rich text inline component that is sitting between two other components. It looks

Study IT in Sydney

How to apply

Choosing your course was the hard
part, now it's time to apply. Visit our
how to apply page for easy-to-follow
steps for all study pathways.

FIND OUT MORE

the same as the normal body content

You can add rich text component between other component types.

Fig. 34 — Inline rich text example

Add rich text

Step 1: Scroll down the edit interface until you see the
inline components or full-width components. Select the
appropriate one.

Step 2: Open the drop-down and select Rich text (fig. 35).

Step 3: Add content to the WYSIWYG the same way you
would in the body area.

Styling a heading in rich text

Inline link list with image

Study pathways >

Community Services and

Social Work >

How 10 apply for

Add components inline with the content
Add Accordion set
Add Form
Add Key dates
Add Link list with image
Add Single related content

[ Add Rich text

Add Student story (Video)

P

Fig. .%5 —.;Add rich text

If you’re adding a heading to the top of your rich
text component, you need to select the “no top
margin” style. If you don’t, there will be a big gap
above the heading.

Styles - I. [ so|

Block Styles

Intro text

Content ti

Step 1: Highlight the heading.

No top mze

Step 2: Click on the Styles dropdown.

Step 3: Select No top margin (figure 36).
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Styling the rich text component

You can add some styling to the rich text component.

Divider

- None - v
Select an optional divider. The color of the divider line depends on the chosen background
colour. Note that a divider is not compatible with a wedge.
Wedge

- None - v
Select an optional wedge to use for this component. Note that you must choose a
background colour in order for the wedge to take effect. Note that a mask is not compatible
with a divider.
Background colour

- None - v

Select a background colour to combine with a wedge or divider.

Fig. 37 — Styling full-width rich text

Divider inserts a horizontal line at the top or bottom of the rich text component. You can see an
example of this in figure 34. You can’t use a divider AND a wedge.

Wedge adds a wedge to the top, bottom, or both of the component. You need to select a
background colour for this to work. Note: don’t use the “half wedge” option.

Background colour adds background colour behind the content.

Note: at the time of publishing the background colour is not recommended for the inline
component. And, not all colours are available for use. We recommend you speak to web
management if you want to use a background colour.

Related content feature-set

Overview

The related content feature-set component is a three-blocks section with links either within CDU
Drupal 9 pages that has a promotional section filled or external links that was created with External
promotion content types.

Step to create

This component is used to display related content to the page you are building with image and
blurb. At the moment this component only has option of 3 contents.

There are two styles available:
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1. The three-column promotion (Default style):

Events

18 August 2019 | 10am-2pm

Friday 31 May 2019, 9am -~ 3pm An event in celebration of the 2019
International Year of Indigenous

Languages

Visit COU Events for more upcoming events

2. Two-columns style (Priority style)

News

Read these stories and more in the COU Newsroom

COU NEWSROOM

To choose between the two styles, select ‘Style*” dropdown menu under the call to action section.
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LIk text -

COU Newsroom
» ATTRIBUTES

Add a call to action ink

Style *
&

Background colour

None -
Select a background colour 10 combine with 3 wedge or divider
Wedge
- None - v
Select an optional wedge 10 use for this component. Note that you must choose a backgreund cob
2 divider
Student target

The student target option is used for target personalization. If you are editing an older page, you
will need to select the target:

Student target *
v All

Domestic arget f

International

e All—if the page or components you are creating is for both Domestic and International
students
e Domestic or International if the component or page is either for Domestic or International

Reordering components

Each component has a cross handle associated on the left side (figure 33).
Drag the cross handle up and down the change the order that the components display on the page.

Show row weights

FULL-WIDTH COMPONENTS

« Link list with image Edit -

Title: Link list with image

++ Related content fear... Edit |~

Title: Test link text
Related content: How much time do | need to study?
9 study apps to help you through university

<ovdion set Edit v

Additional information

Fig. 33 — Editing accordions
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Other Features

Wedges

Rich text no margin on H2

Fig 38a - No wedge.

Rich text "no margin" style, top left wedge

L Cras pu

Fig 38b - Top left wedge.

Rich text "no margin" style, right wedge

Fig. 38c — Right wedge.

Promotional section
On the editing mode of the page you wish to place in the feature set, scroll down and expand the

Promotion section and fill the field with ‘Promotional link text’, promotional image for the feature
set and teaser. The teaser will be limited/cut up only to 60 words.
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Sidebar social media links
No Link set added yet.

Add Social media links.

» STICKY HEADER

» PROMOTION

Sreadcrumb ' “~

Teal v

Select the beeadcrumb style. Select - None - for no breadcremb.

Current state: Archived

Change tec Draft -

Save Delete

When a Basic page or Landing page uses the ‘Related Content Feature-set’ or ‘Single related

content’, these components will use this promotional section’s image and teaser.
Example:

Promotion section:

¥ PROMOTION ‘
Promotional Link text
Learn more
Enter the text used for buttons and links when this content is promoted throughout the site.
¥ PROMOTIONAL IMAGE

Select the image to display when this content is shown in promotions throughout the site

Students talking in a group

Remove

sub title

Enter the featured text here,
Promotional Teaser

Format B I x x, @ = 2|9y = M E | Styes + | widgets - | T, [® Source

Located in the remote far north of Australia, research is central to the purpose of Charles Darwin University, and closely tied to

the needs of the Northern Territory and the Territory's immediate region: Timor Leste, Eastern Indonesia and the Arafura Sea.

Text format | Basic HTML v About text formats

Provide a short summary of the content to be used when this content is promoted throughout the site.

Please note that this image on Promotion section will be used for the Open Graph
the page to Social Media platforms, this will be displayed as a thumbnail.
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Linked on other pages:

Find out more

Strategic Services &
Governance

outcomes for the Northern Territory

and the Arafura Sea

LEARN MORE LEARN MORE LEARN MORE

Create a button

You can create a button for your “call to action” links. A call to action is prompt that tells the user to
take some specified action. It’s typically written as a command, such as “Apply now”.

Step 1: Create the link.
Step 2: Highlight the link text.

Step 3: Click on the Styles dropdown in the Eootop
toolbar. Button

Step 4: Select button.

Styles - L @

Modal trigger
Button - Primary

Button - Second...
Fig. 39 — Select button
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