Drupal Use Case — Providers

Logging in:

1. You will receive an email indicating that a user account has been created for you. The email will
include an activation URL.

2. Click the first URL. Once the URL is clicked, you’ll be presented with the screen below.

EDIT

o You have just used your one-time login link. It is no longer necessary to use this link to log in. Please change your password.

E-mail address *

A valid e-mail address. All e-mails from the system will be sent to this address. The e-mail address is not made public and will only be used if you wish to receive a new password or wish to
receive certain news or notifications by e-mail.

Password
Password strength:

Confirm password
Passwords match:

To change the current user password, enter the new password in both fields.

First Name

Last Name

Division *
T ) |
Communications/Press | %

This is a list of the divisions here at the Office of the State Comptroller

Save

3. You will need to:
e Create and confirm a new Password.
e Enter your First and Last Name.
e Select your Division.
e C(Click the Save button.

After your initial login, you will use the following URL to access the Drupal login screen.

http://drupal.rtpinterdev.ent.nysret.osc.state.ny.us/?q=user/
4. Enter your Username and Password and click the Log in button.
5. This will log you into Drupal and bring you to your Profile Page.
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Creating a new basic page

1. Loginto Drupal.

2. Select the Create Content tab.
| MYCONTENT | CEATECONIENT | FLELIST  MYSECTIONS  MYDRAFTS  NESbsREVIEW

3. Select Basic page.

Create media

Upload Media
Add photos, videos, audio, or other files to the site.

Create content

Article

Use articles for time-sensitive content like news, press releases or blog pests.

Basic page

Use basic pages for your static content, such as an 'About us' page.

Event
Event

FORMATTING CONTENT
4. Enter the page title in the Title field.

Title *

5. Enter the page content into the Body field.
6. Using the WYSIWYG editor, format the text as needed.

Body (Edit summary)
Bswee| [ B D0 BEHEER lecanmEEEE
|B I U S|K|l= =k €»u | = o

Size ~ H Styles
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7. To enable spell check, select Enable SCAYT (SpellCheckAsYouType) from the Spelling icon

dropdown menu.

Body (Edit summary)
Bsore| [ x B0 - B GEEER @ Y YR
[B I U S LH;: = dE E E}!] = Ena.blescm'T [ o ™
I | S
Dictionaries
About SCAYT
Check Spelling

8. When SCAYT is enabled misspelled words will be underlined. To correct any errors, right-click the
word and make a selection from the the suggested options.

Feed the

dog
DOoA
dosage
dotage
dang

More suggestions  »

9. You can also run a Spell Checker by selecting Check Spelling from the Spelling icon

dropdown menu.

Body (Edit summary)
Bswee|[x @00 BEGS

4 E 2 En]

crQn @ B@a

Enable SCAYT | =7 _ w

Options

Il
)

=

B I US| L|:=:

I Format vl [ Font -} I Size vl I Styles

4
—

Languages

Dictionaries

About SCAYT

Check Spelling

Adding text, links and images to an existing page

1. Loginto Drupal (see login instructions above).
2. Under All Recent Content, find the Content that you created in the Actions column.

All Recent Content
ACTIONS | TITLE w  EDITORIAL GROUP(S) SECTION FROM STATE  CURRENT = TYPE AUTHOR LAST UPDATED

test publisher

edit test publisher

draft MNo Basic page pwmcmahon 18 min 3 secago

needs_review Yes Basic page pwmcmahon 18 min 3 secago

view all

3. Use the WYSIWYG editor to add and format text.

30f9




Drupal Use Case — Providers

ADDING A LINK
4. To add a link, highlight the text you wish to make a hyperlink and then click the Link icon,

Body (Edit summary)
@sawrce [ X B DD B@EEER
B I US L|= !

)
&
1

«» Qi ME|BE @

= E 7M™ Eﬁv“@l =) |-l

%) =]

=
]
1h

| cE GE 9

§

IC
3

[Fomat | Fot -]

Size -] [ Styles

5. Next, enter the URL into the URL field. Click OK to embed the link and return to the WYSIWYG
editor.

Link x

Link Info || Target | Advanced

Link Type
URL

R L

Protocal URL
hittp: |

ak

== o< D

6. The text you highlighted will now be an active link.

Body (Edit summary)

Bswce| [ x @D D BEBERE@ Y|« »Qty ME| R |
B I US K| & %98 p—
[Nonnal -H Font v”Size vHStyles

About Us

State Comptroller

Thomas P. DiNapoli

ATTACHING A FILE

7. To attach afile scroll down to the File Uploader and click Choose File.
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FILE UPLOADER

Add a new file

[ Choose File | no file selected Upload

Files must be less than 8 MB.
Allowed file types: txt pdf jpg png doc docx xls xIst xIsx gif ppt.

8. After clicking the Choose File button you will be presented with a file selector.
Browse to the file you want to upload and click Open.

Koz o » Libraries » = SearchlCibiaiies L
Organize v B~ 0 @
- . .
43¢ Favorites — Libraries
. ] Desktop Open a library to see your files and arrange them by folder, date, and other properties.
& Downloads —
(E-ﬂ Recent Places i::L Documents & Music
o ——%s Libra . Libra
-...,_L/ Iy -...,_L/ gy
4 - Libraries
|I>EDH)—t| = m Pictures Videos
ocuments o= Library | Library
I J‘ Music e
|| ©[E] Pictures
- B Videos

(| 1% Computer

3 ?! Metwaork %

File name: ~ [ Al Files -

[ open |v] | concel ]

9. The file you selected will now be in the File Uploader. To the right of the file name, click Upload.

FILE UPLOADER

Add a new file
| choose File ||t tpd_bio.paf Upload

Files must be less than 8 MB.
Allowed file types: txt pdf jpg png doc docx xIs xIst xlsx gif ppt.

10. The uploaded file will be listed in the File Information box. You can enter a description in the
Description field. The file can be deleted with the Remove button to the far right.

FILE UPLOADER

FILE INFORMATION OPERATIONS

4 [l tod_bio.pdf (243.87 KB)
Description

Remove

The description may be used as the label of the link to the file.

50f9




Drupal Use Case — Providers

11. The file will now appear as a clickable link.

tpd_Bio.pdf

INSERTING AN IMAGE
12. To add an image click the Add Media button in the WYSIWYG editor.

Body (Edit summary)

Bsorce| @D L BERBER®@ Y |« Qty m=B@E=
B I US K|z cxe»Blz==s 95 m

EA —_
[ & ] =

13. This will bring you to the Library. Select the image you want and click the Submit button.

[ Format v‘ [ Font v‘

Size v‘ [ Styles -

14. The image will now appear in the Embedding dialog box. Click the Submit button.

ADDING MEDIA TO THE LIBRARY

15. If you could not find your image in the Library, you will need to add it.
16. Select the Save button to save your work and return to My Workbench.
17. From My Workbench, select the Create Content tab.

18. Select Upload Media.

Home wvcowtent | cocarecowrevr | pueust | [ wysecriows || womrs | | hesossevien |

Create media

Upload Media

Add photos, videos, audio, or other files to the site.

Create content

Article

Use articles for time-sensitive content like news, press releases or blog posts.

Basic page

Use basic pages for your static content, such as an 'About us' page.

19. From the Add Media window, click Choose File.

Home

Add Media

Upload a new file

I|_ Choose File Innﬁle selected

Files must be less than 8 MB.
Allowed file types: jpg jpeg gif png txt doc docx xIs xlsx pdf ppt pptx pps ppsx odt ods odp mp3 mov m4v mp4 mpeg avi ogg oga ogv wmy ico.

Submit

20. After clicking the Choose File button you will be presented with a file selector.
Browse to the file you want to upload and click Open.
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Organize ¥ B~ I @

»

457 Favorites — Libraries
M Desktop Open a library to see your files and arrange thern by folder, date, and other properties.

& Downloads

==t
Q_.ﬂRecentPlaces ‘ i.;L Documents & Music
< — B Libra P ibra
< Libay < Library

| 4 Libraries | ) :

— = . |= m Pictures Videos
2 @ Decuments “"-._}‘ Library f Library
3 J‘ Music

|| ©[E Pictures

[ H Videos

([ M Com puter

I e.! MNetwork i

File name: ~ [l Files -

I Open |vl ’ Cancel ]

21. Your file will now be listed in the Add Media window.

Add Media

Upload a ngw file

| Choose File] | |« NYS_Seal_color.png

Files must be less than 8 MB.
Allowed file types: jpg jpeg gif png txt doc docx xls xIsx pdf ppt pptx pps ppsx edt ods odp mp3 mov m4v mp4 mpeg avi ogg oga ogv wmv ico.

22. Click Submit to upload it to the Library.

23. To return to the page you are working on select My Workbench from the top menu.

24. Select the My Content tab.

25. Under All Recent Content, find the Title and select Edit in the Actions column to return to the
editor.

26. Now that your image is in the Library, follow Steps 14-16 above to add the image to your page.
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Creating and managing users:
1. Log into Drupal

2. Click on the People option

# My Workbench  Dashboard

Add content  Find conlert  Conhgure bluck

Home » Admnist ation

Peaple o u

+ Add user

SHOW ONLY USFRS WHERF

Toly any ol Filter
permlsslon oy *
stamus any v

UPDATE OFTIONS

Uniblock the selected users *|  Update

USERNAME STATUS ROLES. MEMEER FOR - LAST ACCESS OFERATION

3. Click on the Add user link

user

Hotme o Ademekviration » Pregie

People o

This web page allows adménistrators 10 register new users. Users' e-mail sddvesses ard usemames must be unigue.
Username *
il

are allerwed purdtuation i not allowed except for perods, hyphens, apostrophes. and underscores

E-mail address *

i@

A valid ¢ asali freen the syitem will b 3ent b this addvess. The eomsl addreas o nal made public and wil sl be used il vou wish 1o reeewe @ mew passwond af wih 1 recene eeitim pews or ratification by £ mai
Password *

o Password strength Fair

Canfirm passward ©

........ | Passwords match: no

T

Frovide @ DasTwOrd 101 the new BEcount i bath fields

SUatus

Rloeknd

& At

Roles
¢ nutherteated user

Adminestraos

1 Contert Provader

5. Assign the user a Role.

6. Save by clicking the “Create new user account” option. If you’ve provided an email account and
selected the “notify user” option, the new user will receive a notification email.
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Debugging & Performance issues

A good rule of thumb when experience performance issues it to clear your cache. If you’ve made a
change or added a module and don’t notice the changes; try clearing your cache and see if that
addressed the issue. To clear cache, go to the “Configuration” section.

Click on

Log eut

Edit abateuls

ACCOENT SERINGS Site informaticn

Configure defauht bebavior of urers, inchiding registtion requirements, e=mads, fields, and uier pictures Change size name, e-mail sddress, slogan, defauk from page, and rumber of ports per page, emor pages
CAPTCHA Statistics

Admineseer how and whene CAFITHAS are used. Conrol detaity abowt what and how vour 3ue kags access Nanses,

1®

Y Global wedirest

Chass which fstures you would lke srabied for Global Reditect
CONTENT AUTHORING
Cron

CKEdmor

C Marsge awiomasic 1ive maintensnce tasks

Carfigure the nch text editor

Content analysis

Analyze and optimize nade conent SR INTERRACE

Diff Module fifter

Ot semings Configure hew the medules page locks and scy

Keyword research Shortcuty

Analize krywieds fo search aptemization Al arul seeliby Abigetoot et

hecked and
DEVELOPMENT

Tent farmats Ferformance

Configure how content mput by users 13 filtered, mcluding allowed MTML tags. Alse aliows enabling of module-provided = far anonymous wsers and set C55 and 15 bandwidih optimization cationt

fitars

Logging and efrors
5 ng and alerts modules. Vanous modules can roure Drupal's system events to different destinanons, such
il 1

Webform

tings

Clobal configuration of webform functionality.

Maintenanse mode

DATE AP

Finally, click on thee ‘Clear Cache’ option

& My Workbench  Dashboard Content Structure

Add content Find content Configure block

Home » Administration » Configuration = Development

Performance o

CLEAR CACHE

Clear all caches
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