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[od F YJ-J Home FPhotoGallery Events News People Animals  Buffalo
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BEEBR o
View Edit Scheduled File browser UserTools
User Account

You will be given your site address and login information. Once you login you will notice the top line of
the page now has tools used for administering your content, your login name and a logout button.

There will also be some User Tabs on the login screen.

Edit
If you need to edit any of your profile information click on the Edit button from the login screen.

Change your email address. Please use a valid email address. All emails from the system will be sent to
this address. The email address is not made public.

Please check with the Web Developer about your ability to Change your Password. This may or may not
be the correct way for completing this task, it will depend on how your Drupal site is linked to other
authentication methods.

You can upload a picture of yourself if you want. Pictures larger than 1024x1024 pixels will be scaled
down.

Set the time to the correct time zone.

Scheduled
To view Content you have
lisal User Name scheduled, select the

Home » lisa.1

Scheduled tab on your user

View Edit Scheduled File browser

Scheduled

profile.

Title Type Author  Status Publish on Unpublish on

Hops Conference | MNews article | lisa.1 | Unpublished | March 1, 2017 - 8:00am | May 31, 2017 - 5:00am edit delete

To see all Content that is Scheduled select Content...Scheduled from the main Administrative Menu.
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View Edit File browser
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‘. Navigation File name]
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F I field
# [Zlhomepage_slides Beaver Image.jpg
[~ | _Jimages
¥ | profile_images i BeaverPrints.gif
F | styles

buck.jpg

campfire.jpg

5 files using 165.51 K& of unlimited quota

File Browser

IMCE File Browser

5.05 KB

10.69 KB

6.2 KB

4.53 KB

10.57 KB

259

1120

275

154

183

184

208

Drupal 7 Template

07/22/2013 -
1:37pm
07/22/2013 -
1:05pm
07/23/2013 -
2:0Zpm
07/23/2013 -
12:09pm

07/23/2013 -
1. Sdnm

The File Browser tab takes you to the IMCE file browser. Please read the document on IMCE to get a

better understanding of how to use this Drupal Add In.
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Content

Selecting Content will allow you to see the content on your website. It also allows you to Add Content,
Newsletters and/or Webforms if you have those on your site. To see any content Scheduled on your
website select Content...Scheduled.

Content
Content — Selecting Content will

Content = Newsletters Scheduled ~Webforms

take you to the list of items on

Add content

your website.

Title Type Author Published

-y - [ an- [ Reset Search Options

Search Options —You can now

= Operations

search by Title, Type, Author or

- Choose an operation -

Published status. To search by

(] itle ) .

B o sosuehion ) p— -~ Title type in the first word of the
[ Email us! new Webform homer.1 0172217 2 @ T|t|e and Select Apply TO SearCh
[} People Basic page sysadmin 01723117 Z o

D Anne Dorrance new Person lisa.1 01/2317 '4) ﬁ by Type use the dropdown

arrow to select the Content
Type for which you want to filter and then select Apply. To search by Author type the Authors name in
the search box and select apply. To display content that is Published or Unpublished use the dropdown
to select Yes or No then select Apply.

Operations — You can apply operations to numerous content items at once by selecting the box to the
left of the items and then using the dropdown under Operations to select the action you want to apply
and then select Execute.

Sort Options — You can select any of the blue titles: Title, Type, Author or Updated to sort by those
options. Please note that a green dot with a check mark to the left of an item denotes Published. A dark
red dot denotes Unpublished. The green [Z is for Edit and the red T is for Delete.

Using the Scheduling option may add two additional icons to
the Content page.

@ ' U Testing the scheduling option

Automatically publishes on (date and time you select).

71 Automatically unpublishes on (date and time you select).
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Add Content

Basic page Content that can be

added to this site

Use basic pages for your static content, such as an "About us’ pag

Event

Content type for events. Events will appear in About Us = Events, and in the homepage events block.

Hemepage slide

Content type for homepage slides. Homepage slides appear in the slideshow on the homepage.

Image

Mews article

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

Person

Content type for people. Pecple will appear in the Our People section.
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Basic Page

itle *
Babat Title
Body (Edit summan
| Source BRAE=O
B I U &% x* .

Character Formats

Bold Italic Underline Strikathrough-Subscripty
< | 111

body p

Switch to plain text edivor

Relate to content

- Mone -
Bobcat - /animals/bobeat
2020 Olympic Games - /events’2020-clympicgames Re I ate to CO nte nt

American Painted Lady - /newsletters/butterflies-n

Animals - /animals \I

Menu settings = Menu settings I

Bobeat - Lynx rufus

Revision information Provide 2 menu link Menu Link

o rewisi

Menu link title
URL path settings

Alias: animals/bobeat

obcat - Lynx rufus

Scheduling options
Mat scheduled

Settings

Authoring infermation
By scramton® on 2014-03-26 08:58:36

Wi
Weight
Publishing opticns

pubishes < [v]

Menu links with smaller weights are displayed before links with larger weights.

= +Menu link attributes

= +Menu item attributes

Save

Drupal 7 Template

To create a Basic Page, click on
Content...Add Content on the
administrative tools bar or under
the Find Content Button the +
Add content button and select
Basic Page

At the top right and bottom left of
the form are buttons for Save,
Help and Delete. The Help button
will display documentation for the
Content type you are editing.

Title - After you click on the Basic
Page button the “fill in the blank”
page form will appear. Fill in the
Title as it will appear on the
finished page. Please do not use
special charters (such as
/&N;"etc...)

Summary — Click on the Edit
Summary button

| Body (Edit summary) |

to open or hide the Summary text
box. Some content types use a
summary as a teaser to get the

attention of readers or to create a shortened version of the body text to display in a list. Example a News

Article. The Basic Page will not display the Summary text.

Body Text - The Body Text includes: images, hyperlinks, You Tube videos, text and tables. Please see the
CKEditor documentation for more information about formatting the Body Text.

Relate to content — Select the content you would like to “relate” to this page. For example a multipage

story might use the Relate to content to tie the pages together. The title of this page will appear in the

right sidebar of the page you relate it to under the heading: Related Content.
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Settings
Menu Link — Your page will appear
e setings - Menu settings 7 in the left side navigation menu of
Aevieion imformation ]orovde 2 menu e Menu Link the parent item you select, click
i Menu link title the Provide a Menu Link check

URL path settings

Menu Link Title box. This will cause the other

Bobcat - Lynx rufus

T Parent item options for setting a menu item to

e RO — Animals Parent item appear.
Menu Link Title — This is
the phrasing that will

Weight

Publishing cpticns |z|
Publighe 49
M= 5 with =i

Weight

afore links with lareer weights

Menu Link Attributes appear in the left side
navigation menu that will

navigate viewers to this
page. Remember that you
should make this
descriptive and as short as

possible. It will automatically put the title of the page in this box. If appropriate
just use the title.

Parent item — Click the dropdown and select the Parent item of the Basic Page you are
creating. Using Main Menu as the Parent item will create a new top level navigation tab.

Please note that all Pages need to have a Parent item.

Weight — Click on the drop down arrow to select the position of the Basic Page you are
creating with regards to any other items under the same Parent item. Menu links with
smaller weights are displayed before links with larger weights. The weight goes from
(negative) -50 to positive 50. For example a Basic Page given a Weight of (negative) — 5
will appear above a Basic Page with a Weight of Zero (0). You can also use

Structure...Menus to reorganize items on the site.

Menu Link Attributes — The only thing you might want to change here is the
Target option. If you select New Window from the dropdown menu the viewer
of your page will get a new tab/window when they select the content item.

Menu Item Attributes — You will not need to make any changes here.

Revision information - Provide an explanation of the changes you are making. This will help other
authors understand your motivations.

URL path settings - The “Generate automatic URL alias” is checked by default and you should not have
to change the alias.
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Scheduling option — This setting will allow you to schedule content for Publishing and Unpublishing.

Menu settings
Testing the scheduling option

= Scheduling optjons

Publish on

Date Time
2017-01-24 14:00:00

Publish on

Revision information
No revision

URL path settings
Automatic alias

Ee 2017-01-25 E.g., 12:38:20

Scheduling options,

Scheduled for publ
Scheduled for unpu

Scheduling options [ the date blank for n

Unpublish on

heduled publishing.

Unpublish on
Authoring information

By lisa.1 on 2017-01-24 12:35:50 -0500 Date Time
Publishing options 2017-01-25 14:00:35

Not published

E.g., 2017-01-25 E.g., 12:38:20

Leave the date blank for no scheduled unpublishing.

ooy

Near the bottom of your content
form in the Settings area is the
Scheduling options. This allows
you to Schedule when an item will
be Published and when it will be
Unpublished.

Using the Scheduling options
will supersede any other
Publishing selections.

Authoring information — The login name of the person doing the edit and the date and time.

Publishing options — Publish or Unpublished by checking or unchecking the Published box. The default is

Published.

Save - Remember to Save your Basic Page. If you navigate away from the page and do not save it first,

your work will be lost.
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Event

Events will appear on the Home page Right sidebar, under the Events tab on the top navigation and on
the Events Calendar. The Home page will show the 5 most current Events. The Events tab will show all
current/future Events. Past events and the Calendar can be viewed from the left navigation of the
Events page. The Event form (the form you fill in to create an Event) is divided into functional collapsible
sections. These sections are: Details, Location, Registration, Contact Information and Related Content.

Title of Event * .
) To create an Event, click on the
Pre-convocation Title
- Content...Add content button and select
Cancelle Cancelled .
Event from the content type list.
= Event Date * . .
O 5 [=]2012 [+] @ Title - After you click on the Event button
All Day L[IShow End Da wgs ) ” :
Date & Time | % MO TU WE TH FR sa the “fill in the blank” page form will
Date 1 2 3 4 5 6 7 appear. Fill in the Title as you want it to
0812012018 09:00am = appear on the finished event. Try to keep
e DRI P 1T Example of Dropdown the title short and descriptive. Please do
Calendar

Repeat not use special charters (such as

/&M;"etc..)

Event Description *(Edit summary, Event Summary

Cancelled - If an Event is cancelled
@Ecurce [% [ [-E‘ Q = Q = . . .

checking this box will cause the word
B I UG S|x »x|;z:

[}
M
m
Iih
Iih
[
by
=
B
R |

— Cancelled to appear in parentheses with

wa
Styles - Farmat || E Iy ww

the Title of the Event everywhere it

Enjoy some breakfast, receive important infor
Attend the CFAES Pre-convoction event, located a

Event Description  |ngie with

appears.

Event Date and Time — Select All Day for

an Event that will not have a Start and End
time. Select Show End Date if you want to have a Start and End time for your Event. Click in the date
selection box to activate the pop-up calendar. Use the pop-up calendar to select the Start and End
dates. You can also create reoccurring events by checking the Repeat button, this is not recommended.
Note: If you use the Repeat button and Cancel an Event it will Cancel all the repeated Events.

Edit Summary — The Summary text will appear as a teaser for your Event on the Event list. The
Summary will only appear on the Event list and does not appear on the Home page or with the
extended Event text. Use is optional.

Event Description - The Event Description can include text, images, hyperlinks, You Tube videos
and tables. It is helpful to include any information about the Event you will want attendees to
know. Please see the CKEditor documentation for more information.
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Details

= ~Detalls

Event Website Tit/

URL

Event Website Title

The link title is limited to 128 d\Jacters maximum.

A website with information about the event.

Cost *
0

Enter the cost of the event.

Cost

URL

Attachments
Attach up to 10 file attachments
Add a new file

Mo file selected.

Files must be less than 30 MB.

Attachments

Upload

Allowed file types: txt pdf xls doc docx ppt pptx xlsx gif jpg png.

Drupal 7 Template

Event Website Title and URL — You can
include a link to a website related to your
Event. Include the Title of the website and
the URL to link to the website. For
example: Title — Chadwick Arboretum, URL
- http://chadwickarboretum.osu.edu/

Cost — Cost of the Event. You can put both
text and dollar amounts in this area. For
example: Adults $10 Children under 16 S5

Attachments - Attach up

to 10 file attachments Image
can be added. Files must

be less than 10 MB. Allowed file types: txt
pdf xls doc docx ppt pptx xlIsx gif jpg png.
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Contact Information
= ~Contact Information Contact name — The name of a person
Contact name * who people can contact for more

Contact Name information.

Austin Shaver
Contact email — The email of the contact

Contact email * person.
Contact Email
shaver 30@osu.edu Contact phone — A phone number where
the contact person can be reached.
Contact phone
Contact Phone

Location
- -Location Event Location — Provide the name of the
Event location location of the Event.
Punderson State Park, in Newbury, Chio EVentM)CatiOn
E.g.: Agricultural Administration, 2120 Fyffe Rd, Columbus, OH 43210 Location Ma Link Title and URL - The
Link Title and URL P
Location Map Link Title URL link title is limited to 128 characters
Punderson State Park, in Newbury. Chio https://www.google.com/maps/place/Punderson+State+Pa

maximum. An example would be:
Directions to Chadwick Lake. URL - To add
) Click Share and emest map. 6) In the box st appears . .
IV and patie e code epon 1P a Google Map follow these instructions:

The link title is limited to 128 characters maximum.

To add a Google Map
left corner of th
current map dis
make sure the Share map tab is

Go to https://www.google.com/maps. In

~ ~Registration Registration Deadline the input box that appears in the top left

Registration Deadline

corner of the screen input the Event

01/20/2018
Eg, 011772018 Location. Ensure that the map or Street
Enter the event's registration deadline. . . ' .

Registration Link View image you'd like to embed appears
Registration Link in the current map display. Click Share...

In the Share and Embed Link box that

appears, make sure the Share map tab is

selected. Copy the HTML and paste the
code into the URL box. Other map applications can be used. You will need to find the Share code as in

The link that the user must click in order to register for an event.

Google Maps.

Registration
Registration Deadline - Enter the Event's registration deadline if there is one. The format for the date
is Mar 1 2015 (three character month numeric date numeric four digit year).

Registration Link - The link that the user must click in order to pay for the registration of an event. An
example would be a link to https://www.regonline.com.
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Image

Image

Image Mask

Alternate text

Alternate Text

This text will be used by screen readers, search engines, or when the image cannot be loaded.

Title

Image Title

The title is used as a tool tip when the user hovers the mouse over the image.

Click on the image and drag to mark how the image will be cropped

Drupal 7 Template

Image — Will appear under the Events tab
as a thumbnail on the left side of the
Event. It will also appear on the full Event
article page to the right of the text.
Images should be at least 450 X 338
pixels and can be up to 3MB. Upload the
image, use the image mask to select the
part of the image you want to appear to
viewers on your website. Fill in the
Alternate text and the Title of the image.
The Alternate text is used by screen
readers for the vision impaired, search
engines and is required by the University
and the Americans with Disabilities Act
(ADA). The Image Title will appear as a
caption under the image in the full
version of the Event.
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Related Content

= ~Related Content

Newsletter
Add to a Newsletter
- None -

Animals
Butterflies Newsletter 2014

Relate to content

- None -
Bobcat - fanimals/bobeat

2020 Qlympic Games - levents/2020-clympic-ga

Animals - fanimals Related Content

Program Pages to an Event.

Submit to CFAES

Drupal 7 Template

Add to a Newsletter — Allows you to add
this Event to a Newsletter if you have
one.

Relate to content — Relate this Event to
other content on your site. This will
appear in the right sidebar of that
content.

The Department websites have Faculty
and Students listed as contacts. It is
possible to Relate these People and their

Submissions to the collegewide calendar will be reviewed by Marketing and Communications for style

consistency and appropriateness for the calendar’s audience. Events intended for just a few counties

should be promoted on county sites. Events intended for participants from a larger region of the state,

the entire state, or other states will be published to the CFAES calendar.

[C]Submit to CFAES

Please only submit events

of general interest to a

Submit to CFAES college-wide audience.

Submissions will not
appear on cfaes.osu.edu
until approved.

Once your Event is submitted you will get a rejection or approved email. Example:

Hello, your event "Name of Event" has not been approved to appear on cfaes.osu.edu. Please email

Marketing and Communications for more information.
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Settings

URL path settings = URL path settings
Automatic alias !
Revision information
Mo revision

Scheduling options
Mot scheduled i X X

events/great-sled-dog-race-classic-northeast-ohig
Authoring information

By scranton 9 on 2018-01-16 11:58:36
-0500

Optionally specify an alternative URL by which this ¢
when writing an about page. Use a relative path ang

Publishing options
Published

URL path settings
Automatic alias

= Scheduling options

Publish on
Date

Revision information
No revision

Publish on
e

Scheduling optiol
Mot scheduled

Scheduling

E.g.. 2018-01-17 E.g. 07:44:22am

Authoring information
By scranton.9 on 2018-01-16 11:58:36
0500

Leave the date blank for ng/Fheduled publishing.

Unpublish on

Publishing options
Published Date

E.g. 2018-01-17

E.g., 07:44:22am

Leave the date blank for no scheduled unpublishing.

(v o | oo |

Save Help Delete

Drupal 7 Template

URL path settings - The “Generate
automatic URL alias” is checked by
default and you should not have
to change the alias.

Revision information - Provide an
explanation of the changes you
are making. This will help other
authors understand your
motivations.

Scheduling option — This setting will allow
you to schedule content for Publishing
and Unpublishing at a future date and
time.

Using the Scheduling options will
supersede any other Publishing
selections.

Authoring information — The
login name of the person doing
the editing and the date and time
the Event was created.

Publishing — Your Event is set to
Publish by default.

Save — Remember to Save your Event. If you navigate away from the Event and do not save it first, your

work will be lost.

Additional Fields that may appear on your Event content type.

Newsletter — If you have a Newsletter and want the Event to appear on the Newsletter select it from the

list. You can select multiple Newsletters by using Ctrl+Click.
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Homepage Slide

Image Slide with Border Style N/A

Image Slide with Thin Border

Image Slide with Thick Border
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Marquee Slide with Gray Marquee

FARM IN WINTER

There isn't a typical day. We have to check all
of our cattle several times a week throughout
the year.

READ MORE »

Marquee Slide with Scarlet Marquee

FARM IN WINTER

fEmss———

There isn't a typical day. We have to check all
of our cattle several times a week throughout
the year.

READ MORE »

There are two types of Homepage Slides, an Image Slide and a Marquee Slide. Above are examples of
the two types of slides and their various configurations. The Image Slide has three different
configurations: N/A, Thin Border and Thick Border. The Image Slides need to be at least 1008 X 350
pixels and not larger than 1 MB. The Marquee Slide has two different configurations: Gray Marquee and
Scarlet Marquee. The Marquee Slides need to be at least 640 X 350 pixels and not larger than 1 MB.

Below is an example of the Homepage Slide form and a Marquee Slide form.

Page 17 of 45



Drupal 7 Template

To create a new Homepage Slide...Log in to your website...select Content...Add Content...Homepage

Slide.
Slide Type * Delete
® Image Slide S||de Type
Marquee Slide
= vSlide Fields
Title *

Eggs

Slide Image (Image Slide - Desktop)

@ el Remove

Alternate text
Eggs

This text will be used by screen readers, search engines, or when the image cannot be loaded.

Click on the image and drag to mark how the image will be cropped

Alternate Text

Image Slide

Slide Type - There are
two types of Homepage
Slides, an Image Slide
and a Marquee Slide.
This is an example of an
Image Slide.

Title — Title of the slide.
This field is required. It
will not appear on the
Image Slide but it is
needed to make it
possible for you to
locate and identify the
slide in the future. (The
Title will appear on the
Marquee Slide).

Slide Image — Upload
the image you want to
appear as the Image
Slide. The minimum
dimensions are 1008 X
350 pixels and not

larger than 1 MB. You can upload a larger image and use the Image Mask utility to select the portion of
the image you want to appear. The Mask can be moved and scaled, but it will stay the correct

proportions.

Alternate Text - This text will be used by screen readers, search engines, or when the image cannot be

loaded.
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Slide Image (Image Slide - Mobile)

Image Slide - Mobile

Original Image

2 egzs-m.jpz BRG]

Alternate text
== Alternate Text
This text will be used by screen readers, search engines, or W = TTEgE TENTOT e TOST!
Click on the image and drag to mark how the image will be croppe
Border Style
N/A
Thin border Border Style

® Thick border
Determines the border type if you have seleded /mage slide

NJ/A: No border. You will just be using an image.
Thin border: A thin, inset, border on top of your image.

Thick border: A thick border on the outside of your image. Your image wj

Slide link Slide Link

https://www.wideopenpets. com/10-most-popular-chi eeds-for-b

Open link in New Tab

8| Open Link in New Tab?

Drupal 7 Template

There are two image fields on the
Image Slide style. This is to make it as
flexible as possible when considering
users will be viewing your website on
many different devices that range in
size. This additional image is to make
your website appear better on mobile
devices.

Image Slide — Moblie — The mobile slide
is 640 X 700 pixels and needs to be less
than 1 MB.

Original Image - — Upload the image you
want to appear as the Slide Image for
Mobile devices. The minimum
dimensions are 640 X 700 pixels and not
larger than 1 MB. You can upload a
larger image and use the Image Mask
utility to select the portion of the image
you want to appear. The Mask can be
moved and scaled, but it will stay the
correct proportions.

Alternate Text - This text will be used by
screen readers, search engines, or when
the image cannot be loaded.

Border Style — The three border styles
are: N/A, Thin border and Thick border.
Please see the examples of the border
styles on the first page of this
document.

N/A: No border. Displays the image.
Thin border: A thin, white inset, border
on top of your image.
Thick border: A thick white border on
the outside of your image. The image
will be notched at bottom left and top
right.
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Slide Link — If you want the image to act as a hyperlink, copy and paste or type the proper URL (Uniform
Resource Locator) into the Slide Link field. Select the Open Link in New Tab if you want the hyperlink to

open in a new browser tab.

Slide Preview

Slide Preview

URL path setings = URL path settings di
P e ate automatic UR) .
Settings

Autt

Publishing options
Published

Save

Slide Preview — This is a
preview of the finished
slide.

Settings

Revision information —
Information about
changes made to this
content will appear here.

Authoring information -
Information about the
author, date and time
the content was created
will appear here.

Publishing options — when you are ready to Publish the content, click on the Publishing options
button and select the Publish box and save your change. You can also Publish from the Content

Table.

Save — Remember to Save your content. If you navigate away from the content and do not save it first,

your work will be lost.
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Slide Type * L R Delete
C Image Slide Slide Type
(®) Marquee Slide
~ ~Slide Fields d
Title * .
Title

Farm in Winter

Marquee Image

2 Farm in Winter j

Alternate text

Farm i

This

Marq

Scarlet Marquee

®) Gray Marquee

Determines the background color of the content area in your Marguee siide.

Body

There isn't a typical day. We have to check sll of our cattle several times a week throughout

Slide

hitps://cfaes.osu.edu/

ick on the image and drag to mark how the image will be cropped

n Winter

t will be used by screen readers, search engines, or when the image cannot be loaded.

Marquee Image

e

Original Image

Alternate Text

uee Style

Marquee Style

link

Slide Link

8| Open Link in New Tab?

Slide Preview

FARM IN WINTER

Ther

cattle several times a week throughout the year.

At

URL path settings

€ isn't a typical day. We have to check all of our

Body Text

Open Link in New Tab

~ .
XML sitemap ®| Generg URL alia:
Inclusion: Default (exciuded) Jnchs

Priarity: Default (0.5)

Revision information

No revision

Publishi

Published

ing information

Settings

s patterns.

Optionally specify 2

ing options

Save

alternative URL by which this content can be accessed. For example, type "about” when writing an about
page. Use a relative path and don't add a traifing slash or the URL alias won't work

Drupal 7 Template

Marquee Slide

To create a new Homepage
Slide...Log in to your
website...select Content...Add
Content...Homepage Slide.

There are two types of
Homepage Slides, an Image
Slide and a Marquee Slide. This
is an example of a Marquee
Slide. A thick white border will
appear on the outside of your
image. The slide will be notched
at bottom left and top right.

Title — Title of the slide. This
field is required. It will appear
on the Marquee Slide. It should
be limited to approximately 50
characters, including spaces.

Marquee Image — Upload the
image you want to appear on
the slide. The minimum
dimensions are 640 X 350 pixels
and not larger than 1 MB. You
can upload a larger image and
use the Image Mask utility to
select the portion of the image
you want to appear. The Mask
can be moved and scaled, but it
will stay the correct
proportions.

Alternate Text - This text will be
used by screen readers, search
engines, or when the image
cannot be loaded.

Marquee Style — The marquee
can be Scarlet or Gray, the
marquee is on the left side of
the slide. The Gary marquee has
a light gray background with
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black text. The Scarlet marquee has a scarlet background with white text.

Body Text - The length of the content that can be displayed in the marquee is limited to 125 characters
including spaces. If you do supply more than 125 characters the rest will be truncated after the nearest
whole word.

Slide Link — If you want add a hyperlink, copy and paste or type the proper URL (Uniform Resource
Locator) into the Slide Link field. Select the Open Link in New Tab if you want the hyperlink to open in a
new browser tab.

Slide Preview — This is a preview of the finished slide.

Settings
Revision information — Information about changes made to this content will appear here.

Authoring information — Information about the author, date and time the content was created
will appear here.

Publishing options — when you are ready to Publish the content, click on the Publishing options
button and select the Publish box and save your change. You can also Publish from the Content
Table.

Save — Remember to Save your content. If you navigate away from the content and do not save it first,
your work will be lost.
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Photo Gallery

Farmers Ma rket Photo Gallery Name

Home

A farmers' market is a physical retail market featuring
consumers. Farmers' markets typically consist of bo
where farmers sell fruits, vegetables, meats, and someti

Photo Gallery Body Text

indoors,
es prepared foods and beverages.

Farmers Market
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Create a New Photo Gallery
To create a new Photo Gallery, sign into your website. Navigate to Structure...Taxonomy...Image

Galleries...Add Term.

Name *
Name — Name of the gallery.

Farmers Market

Description A Description — You may add a Description.
Afarmers’ marketis a physica rm.a”< Description byfamersto - [* It will appear under the image you select
consumers. Farmers' markets typical 5. outdoors or ”

N _ _ ) to be the icon for the Photo Gallery.
Text format Full HTML More information about text formats
= Web page addresses and e-mail addresses turm into
inks automatically.
- Example of a
= rrelations
Photo Gallery
: with a
= ~URL path settings
[¥] Generate automatic URL alias descrlptlon.
URL alias
Farmers Market
A farmers’ market is a physical ..
Optionally specify an alternative URL by which this term can be accessed. Use a relative path retail market featuring foods The Descrl ptlon
and don't add a trailing slash or the URL alias won't work. sold directly by farmers to IS Optlonal

consumers. Farmers’ markets
typically consist of booths. ..

Save

Save — Remember to Save your Photo Gallery. If you navigate away without saving your work, it will be

lost.

To delete a Photo Gallery, navigate to Structure ... Taxonomy ... Image galleries select to edit the gallery
you want to delete. Once you are in edit mode select Delete from the bottom menu items. Confirm the

deletion.

To delete images you have added to a Photo Gallery, select Content...filter for Images....select the
images you want to delete using the selection box on the left side of the list...use Operations...drop
down arrow Delete...Execute.
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Add an Image to a Photo Gallery

Title *
.
Farmers Market To add a single image to a Photo Gallery,

Image * navigate to Content...Add

ﬁ < Content...Image.
Image
B farmers-market-stalls.jpg (68.16 KB)

Title — The Title of the image. It will appear

Image Gallery in white lettering on a black strip at the
[CDressage .
resseg Image Gallery bottom of the image.
¥lFarmers Market
Body *(Edit summary) Image — Select Browse and then Upload
This is an example of an outdoor farmers market. Where each seller has their own tent| Body Text . . .
the image. You may use a png, jpg or jpeg.
URLpath sattings ~ URL path settings
] Generate automatic URL alias Image Gallery — Select the image gallery or

Revision information
No revision

galleries where you want this image to

Scheduling options

Settings

Not scheduled appea r'
Authoring information Y
By lisa.1 p " wh age. Use a rel nd don't . .
Putlishing options reling s orme [ sleswenenc Body Text — You must put something in
Published
the Body Text. This can be an explanation
save for the image or information about people
in the image.

Settings — You should not need to make any changes in the settings.

URL path settings - The “Generate automatic URL alias” is checked by default and you should not have
to change the alias.

Revision information - Provide an explanation of the changes you are making. This will help other
authors understand your motivations.

Scheduling option — This setting will allow you to schedule content for Publishing and Unpublishing.
Using the Scheduling options will supersede any other Publishing selections.

Authoring information — The login name of the person doing the edit and the date and time.

Publishing options — Publish or Unpublished by checking or unchecking the Published box. The default is
Published.

Save - Remember to Save your work. If you navigate away and do not save it first, your work will be lost.
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Uploading Multiple Images to a Photo Gallery

View Edit Organize Upload Upload

A farmers’ market is a physical retail market featuring foods sold d After you create an image gallery you can use

booths, tables or stands, outdoors or indoors, where farmers sell fi . . .
the Upload option to upload multiple images.

A ‘ : Navigate to your Image Gallery, select the
View Edit Organize Upload Upload
Upload tab. You can upload JPG's, GIF's,
= Upload and PNG's only, 10MB Max Size per image.
To add multiple images hold CTRL for PC or
Title * dB for Mac, then click the desired images
Beets Title to upload.

e N
Deedipdon Descrioti Title — The Title of the image. It will appear
escription

B f 5 . . . H
eets for sale in white lettering on a black strip at the

bottom of the image.

Description — You must put something in
the Description. This can be an explanation
of the image or information about people

Title * . .
in the image.

Chillies

Description *

Assorted chilies.

Title *

Flowers

Description *

‘ Seasonal flowers |

Save - Remember to Save your work. If you
navigate away and do not save it first, your

work will be lost.
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Organize the Images in your Photo Gallery

e

View Edit Organize = Upload Organize

Once you have images in your gallery it is
possible to Organize them by dragging and

= Organize

dropping them into the order you want
them to appear.

Select the image that you would like to be
the Icon for the gallery on the Photo
Gallery listing page by clicking on the small
box above the photos number.

Save

You can Edit an image, the title or the description by
selecting the Edit button from the View tab or the photos’
number in the Organize tab view.

Example of an Image in full view.

When a viewer navigates to your Photo
Gallery they will see a collage of the
images in Mosaic view. Mosaic view

allows you to add images that are
landscape or profile and arranges them.
If you would like to have your images
appear in the table view, as before, you
will need to make all the images the

same size.
: @ Y AW e ; The Title and the Body Text will appear
e el 5 & it - _ RS on the Full View of the Image in the
2 IR ' : 3 - black strip. You can use the Navigation
N c. U AR -" s - arrows to browse through the full view
F'w« of the images.
Navigation
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News Article

.
New News Title
News Image

News Image

Image mask

2 120517963.jpg | Remove

Alternate text
Alternate text for image

Alternate text

This text will be used by scree? impfe cannot be loaded

Title
Title for image TitIe/caption
The title is used as a tool tip when the user hovers the mouse over
Click on the image and drag to mark how the image will be cropped
Summary (Hide summary)
5] Source He Mo BROEO
B I U X x| E» E = Eae & F

Normal = | Normal v @

Summary text for the news article, if you want to use the Summary te: Summary text

body p
Leave blank to use trimmed value of full text as the summary.
Body
] Source W e @BRI=EO
B 7 U o % x2]i= = [E

Normal = Normal ¥ @

Body text for the news article. There might be a ninth planet in the solar,
astronomers reported on Wednesday that they had compeliing signs,
something that would satisfy the current definition of a planet, where
one out there,” said Michael E. Brown, a professor of planetary astrono)
What Dr. Brown and a fellow Caltech professor. Konstantin Batvain, have
body p

luto. Two
away —

ure there's
Technology.

done is actually find that planet. so it

Body text

Switch to plain text editor

L

] »

1

RN
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A News Article will appear on the Home
page under News, under the About
Us...News tab (or News tab if you do not
have it nested under About Us) in the top
navigation. It can also be Related to other
pages on your website, where it will
appear in the Right Sidebar.

Title - After you click on the add News
Article button the “fill in the blank” page
form will appear. Fill in the Title as it will
appear on the finished page. Please do not
use special charters (such as /&"’;"etc...)

News Image — Will appear on the Home
page as a thumbnail on the left side of the
News article. It will also appear on the full
News Article page on the top right of the
page. Images should be at least 450 x 338
pixels, but less than 5MB. Upload the
image, use the image mask to select the
part of the image you want to appear on
your website. Fill in the Alternate text and
the Title of the image. The Alternate text
is used by screen readers for the vision
impaired and search engines. The Title will
appear as a caption under the image in the
full version of the News Article.

Summary Text — Will appear on the Home
page as the teaser for your News Article
and in the list of News articles. It will not
appear in the full version of the News
Article. If you do not add Summary Text
the system will automatically use the first
approximate 480 characters of the Body
Text to display on the Homepage and
News list.

Body Text — Will appear with the full version of the News Article. If you do not use the Summary text a

small portion of the beginning of the Body Text, approximately 480 characters will be used as the

summary and will appear on the Home page and in the full version of the article. The Body Text uses the

CKEditor. You can use formatted text, hyperlinks, videos in the body text. For more information about

using the CKEditor please see that documentation.
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Relate to content — Select the

Relate to content content you would like to
-Mone - - “ ”n H
Bobcat - /animals/bobcat | rEIate to thIS page. For
2020 Olympic Games - fevents/2020-olympic-games Relate to content - .
Animalsy—s’animals T_ example a mUItIpage Story
might use the Relate to content
Tags

to tie the pages together. The

Tags
title of this page will appear in
Social Media Image

the right sidebar of the page you

Browse... | No file selected. Upload Social Media Image

relate it to under the heading:
Related Content.

Click on the image and drag to mark how the image will be croppec

URL path settings - U QL pa-[r] settings
Automatic alias =

Tags — Use organizational
Revision information Geﬁerate autornatic UR_ E iaS g g

Configure URL alias keywords to connect, relate and

patterns.

i URL alias Settings classify your website’s content.

Authoring information Start typing the tag you want to

. e use. If that tag is already in the

Publishing options = relative path and don't add a trailing slash or the URL alias . . .

Published, Promated to front page won't work WebSIteS taxonomy it WI”
appear under the Tags box and

Save you can select it. You can create

new Tags by typing them into
the box.

Social Media Image — You can upload an image that will appear with any social media posting that the
viewer might select to share on their Facebook or Twitter accounts. The image needs to be at least 600
X 315 pixels. Once you upload the image use the image mask to select the portion of the image you
want to be displayed.

Settings
URL path settings - The “Generate automatic URL alias” is checked by default and you should not have
to change the alias.

Revision information - Provide an explanation of the changes you are making. This will help other
authors understand your motivations.

Scheduling options - This allows you to Schedule when an item will be Published and when it
will be Unpublished. Using the Scheduling options will supersede any other Publishing
selections.

Authoring information — The login name of the person doing the edit and the date and time.
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Publishing options — Publish or Unpublished by checking or unchecking
Published the Published box. The default is Published . Promoted to front Page is
selected by default. If you do not want the News Article to appear on

Promoted to front page
the Home page, uncheck this option. Sticky at top of lists will keep your

[EY Sticky at top of lists News Article first on a list of News.

Save — Remember to Save your News Article. If you navigate away from
the News Article and do not save it first, your work could be lost.

Example of a News Article:

New News Title

Home » News

4 AndA0

Jan. 21, 2016

Body text for the news\article. There might be a ninth planet in the solar system after

all, and it is not Pluto. Two astronomers repgfted on Wednesday that they had

compelling signs of something bigger an Ething that would satisfy

Body Text

the current definition of a planet, where e pretty sure there's
one out there,” said Michael E. Brown, a professor of planetary astronomy at the

California Institute of Technology. What Dr. Brown and a fellow Caltech prg

News Image
Konstantin Batygin, have not done is actually find that planet, so it would bé—p oo

to start revising mnemonics of the planets.In a paper published in The Astronomical

Journal, Dr. Brown and Dr. Batygin laid out a detailed circumstantial argument for the
planet’s existence in what astronomers have observed: a half-dozen smg o
distant elliptical orbits. Caption Title for image

/1
Tags: < Tag
N

The Date the News Article was posted (or the date you set in Authoring Information) will display as
MMM DD YY. Example Jan. 21, 2016.

There is a News Subscription box for an RSS feed. The appearance of this RSS feed will depend on the
browser being used. The red Subscribe box will appear in the right sidebar.

The News Article will be displayed on the Home page by default. You can select not to have it appear on
the Home page by unchecking the Promoted to front page box under Publishing options.
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Name *
_ || taiea S Identity Information
Title First Middle Last Generational (Credents

Save Helo Delete

External Profile
External
If filled in this link will replace the profile page of this person. .
Profile image
< Image

B LI Remove

Alternate text

D Brown Alternate text

This text will be used by screen readers, search engined\ | when the image cannot be loaded

Title

Dr Brown

The title is used as a too! tip when the user hovers the mouse over

Click on the image and drag to mark how the image will be cropped

Position title
Post Doctoral Researcher Position

Office
A100Z Sisson Hall Office

Drupal 7 Template

Person

Identity Information

Save, Help and Delete — You can use these
buttons to Save, get Help on this content
type or Delete this Person. These buttons
appear on the upper right and lower left
of the form.

Title — Please select from the drop-down
menu the correct personal title for this
individual Example: Dr, Miss, Mr.

First Name — Please type the persons’ first
name. This will be used for sorting
purposes.

Middle — Please type the persons’ middle
name or initial. Optional, but might be
used for sorting purposes.

Last Name — Please type the persons’ last
name. This will be used for sorting
purposes.

Generational — Select a generational
option if needed. Example: JR, Sr, Il.

Credentials — Please type in the proper
credentials for this person. Example: PhD,
MD, BA, MA, DDS.

External Profile — If the person has a
profile on another website you may put
the URL to that profile in this space. Note:
The directory categories will still
appear in the People listing (unless you
choose to hide this profile from the
listing). When External Profile is
selected clicking on the profile will
open the website referenced by the
URL.

Image - Upload the image of the person.
The minimum dimensions are 250 X 250

pixels. You can upload a larger image (less than 5 MB) and use the Image Mask utility to select the

portion of the image you want to appear. The Mask can be moved and scaled, but it will stay the correct

proportions.

Alternate text — Text used by screen readers, search engines, or when the image cannot be loaded.
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Position Title

Post Doctoral Researcher

Office
A100Z Sisson Hall Office
Phaone
Telephone Number
Number ExtensIon

Fax

Ems=

Email

brown@osu.edu Email address

Specialization

Zooncotic Disease Ecology

Specialization

Degree Information

PhD, Comparative and Veterinary Medicing - The Chio State Unive

MS. Environment and Matural Resources - The Chig .
Degree Information

MPH, Veterinary Preventive Medicing - The Ohic State\ |versity

MPH, Environmental Public Health - The Chio State University

Add another item

nstitution/Organization

The Gates Foundation Institution/Organization

Biography
[ Source (@ Q@ EmE=-x=Q0
B I US x, x| ;= = "nE = EE| N0, = -~
Styles - | Format - |B I, @

Biography

Dr. Brown specializes in the ecology of zoonotic diseaze. She receiv er bachelors degree
the Ohio Wesleyan University before attending The Ohio State University to receive an MPH in |
veﬁﬂ.rinﬁrv and envirnnmental nuhlic: health ar well an MS thronunh the Schnnl of Fovirnnment ar

4 il

body

Additional Information

m=x=00

8 source E

BIUSx Additional Information

Styles = | MWormal

Texd
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Title/Caption — This text will be used as
the screen tip for the image and as the
caption under the image.

Position Title — Type the person’s working
title in their field of specialization.

Office — Campus address, City, State and
Zip

Phone — Office telephone number, please
use the following format XXX-XXX-XXXX.

Fax - Office fax number, please use the
following format XXX-XXX-XXXX.

Email — Official OSU email. Example:
name.##@osu.edu

Specialization - The person’s specialization
in their field.

Degree Information — Degrees the person
has completed. Example: PhD Education,
The Ohio State University (2015)

Institution/Organization — Type the name
of the Institution or Organization to which
the person is associated.

Biography — Information about this
person, short biography. Use the CKEditor
to add as much information as needed.

Additional Information — Information not
in the biography, such as publications,
seminar sessions, classes currently
teaching.

Related Links — Link(s) to an additional
website(s). Such as the person’s
laboratory website, research website or
class website.

Hide profile from listings — If this person’s
pro file needs to be on the website, but
does not need to appear on the list of
people, check this box.
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Relate to content

Bird watching at Chadwick North
Butterfly Census

Butterfly Hunt

Butterfly Walk

Canstrictinn at myv hnanes

= ~Extension Directory

Relate to content

/1
[

Include in Extension Directory Include in Extension Directory

Extension Specialization

Enter up to five comma-separated specializations.

Program

- None -
4-H Youth Development

Agriculture and Natural Resources

Community Development

Extension Specialization

Program

v

Select one or more programs. Hold down Control key (Command key on Mac) to make multiple selections.

Extension Office/Unit
Allen County
Animal Sciences (CFAES dept)

Ashland County
Ashtabula County

e e

Extension Office/Unit

Select this person’s extension office/unit(s). Hold down Control key (Command key on Mac) to make

multiple selections.

Area Number

- None -

Revision information

Ma revision

URL path settings

Automatic alias

Scheduling options
Not scheduled

Authoring information
By bart1

Publishing options
Published

Area Number v

= Revision information

reate new revision

Settings

Provide an explanation of the changes you are making.
This will help other authors understand your
motivations.

=

Save Help Delete

interest.
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Relate to content — Select the content you
would like to “relate” to this page. For
example: a multipage story might use the
Relate to content to tie the pages
together. The title of this page will appear
in the right sidebar of the page you relate
it to under the heading: Related Content.

Extension Directory

Include in Extension Directory — This box
should be automatically selected for
anyone who has a “person” entry on all
Extension websites. If it is not checked,
please check this box; this is the only way
your profile will appear in the directory.
This applies to county websites, program
area websites, and several other state-
level Extension-related sites. If you are in a
CFAES department or other related entity,
you will need to check that box within
your own profile. Otherwise, your
information will not be included in
directory query results. The directory is at:
https://extension.osu.edu/directory

Extension Specialization - Enter up to five
comma-separated specializations. This
should be this person’s top-level work
areas (e.g. 4-H, youth development, fair
programming, water quality, nutrition).
Users will search by their own choice of
keywords. Please note, this should not be
a list of all the tasks you do, but the main
topics that refer to your major areas of

Program - Select one or more programs. Hold down Control key (Command key on Mac) to make

multiple selections.

Extension Office/Unit - Select this person's extension office/unit(s). Hold down Control key (Command

key on Mac) to make multiple selections. In the “Extension Office/Unit” category, if you do not see your

unit represented in the drop-down menu of choices, please contact Extension Administration and we

will correct that. For county employees, the website should automatically populate your home county in

this field.
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Area Number — For county staff, your area number and area leader name will be populated within the
system for you; you will not have to handle that information. Otherwise select this person’s Area
Number.

Settings

Revision information — Information about changes made to this content will appear here.

URL path settings — This option is checked by default. You should not have to change this setting.
Scheduling option — This setting will allow you to schedule content for Publishing and Unpublishing.

Authoring information — Information about the author, date and time the content was created will
appear here.

Publishing options — when you are ready to Publish the content, click on the Publishing options button
and select the Publish box and save your change. You can also Publish from the Content Table.

Save — Remember to Save your content. If you navigate away from the content and do not save it first,
your work will be lost.
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The Person Listing has the ability to be displayed in a Table layout or in a Card Style layout. To select the

layout you want select Structure.....Person Listing.....Select the Style Option you want and then Select

the Field Options and Save Configuration.

Examples of ways to format the Person Listing.

4 = Person Listing - Style Options

Our Team Table Layout

Name Position title Email

Devin G Peterson, PhD Director peterson.892@osu.edu

Select a layout format for your p le lizting.

®) Table Layout

Style Options

Card-5Style Layout

= Person Listing - Field Options

Select the fields you'd like to display for your people. Options that are

Staff gray in color are dizabled for your selected type.
Name Position title Email B Name
Laurianne B | Position Title
Saravienl PRO Lead Senior Scientist paravisini.1@osu.edu Staff Combined Mame and Basiy” h Title
e e e A e . Field Options
Eric Schwartz, PhD Senior Scientist schwartz.1620@osu.edu  Staff Specialization
Mariana Trikusuma _ Institution
trikusuma.l@osu.edu Staff s
MS Dffice
Phone
) Center Coordinator and )
Julie Peterson, MS - - peterson.910@osu.edu Staff ®| Email
ensory sclentis Combined Email and Phone
™
Save Configuration
[

Our Team

Card-Style Layout

Devin G Peterson, PhD
Director

peterson.892@osu.edu

Staff

Laurianne Paravisini, PhD
Lead Senior Scientist

Eric Schwartz, PhD
Senior Scientist

paravisini.1@osu.edu schwartz. 1620@0su.edu

Mariana Trikusuma , MS
trikusuma.l@osu.edu

Julie Peterson, MS

Center Coordinator and Sensory Scientist
peterson.910@osu.edu

= Person Listing - Style Options

4 Select a layout format for your people listin

Table Layout Style Options

(® Card-Style Layout

= Person Listing - Field Options
Select the fields you'd like ta display for your people. Options that are
gray in color are dizabled for your selected type.
m| MName
B | Position Title

Pheoto
Specislization

Field Options

Institution

®| Email

Save Configuration

Save configuration

—
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Staff

Laurianne Paravisini, PhD
Lead Senior Scientist

paravisini.l@osu.edu

Eric Schwartz, PhD
Senior Scientist

schwartz.1620&@osu.edu

Mariana Trikusuma , MS

trikusuma.l@osu.edu

Post Docs

Adeline Bonneau, PhD
Postdoctoral Associate
bonneau.ll@osu.edu

Julie Peterson, MS
Center Coordinator and Sensory Scientist

peterson.9210@osu.edu

Sagar Deshpande, PhD
Postdoctoral Associate
deshpandeli6@osu.edu

Drupal 7 Template

ke
= Person Listing - Style Option

Select a |ayout format for your people | .
Stvle Ontions

Table Layout
® Card-Style Layout

= Person Listing - Field Options
Select the fields you'd like to display for your people. Options that are
gray in color are dizabled for your selected type.
| Name
u| Pasition Title

u| Photo
Specislization

Field Options

Institution

®| Email

Sawve configuration

—F

Style Configuration
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Team Page

Body text for a Team Page.

4 (L

Team Members
AaTon Beczxiewlcz [kt:32]
Barara Kowslopk [nkt31]

Gashaw Andargle Blks [nld 58]

Add another item

Display Style *

Display Style

Body Text

Team Members

Combined Email and Phone

Displav Fields

Grouping Field

Grouping Field

Wanu ssttings = Menu settings
URL path settings Bl Provide 3 mery lir<
2 Menu link title
Ravision Information
f— LAB
Authoring Information Parent item

— Ao,
Pubdishing options
Published .

Weight
Q
Save
Ea

Settings

Drupal 7 Template

If you want to add a Table or
Card layout of people who are
members of a Team you can
request that the Team Page be
added to your website.

To create a Team Page; Login to
your website....Select
Content....Add Content.....Team
Page.

Title — Name of the page, for
example the name of the team
that will be listed on the page.

Body Text — This text will appear
above the Table or Card layout
that you have chosen.

Team Members — When you
start typing the persons name a
dropdown list will appear of the
people you have added to the
Person section of your website.
Select the team member from
the list. Use the “Add another
item” to add additional team
members.

Display Style — Select the Display
Style you want to use for your
Team Page.

Display Fields — Select the fields
you want to display on your
team page.

Grouping Field — Select the way
you would like to have your
team page grouped.

Settings
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Menu Link — Your page will appear in the left side navigation menu of the parent item you select, click
the Provide a Menu Link check box. This will cause the other options for setting a menu item to appear.

Menu Link Title — This is the phrasing that will appear in the left side navigation menu
that will navigate viewers to this page. Remember that you should make this descriptive
and as short as possible. It will automatically put the title of the page in this box. If
appropriate just use the title.

Parent item — Click the dropdown and select the Parent item of the Basic Page you are
creating. Using Main Menu as the Parent item will create a new top level navigation tab.

Please note that all Pages need to have a Parent item.

Weight — Click on the drop down arrow to select the position of the Basic Page you are
creating with regards to any other items under the same Parent item. Menu links with
smaller weights are displayed before links with larger weights. The weight goes from
(negative) -50 to positive 50. For example a Basic Page given a Weight of (negative) — 5
will appear above a Basic Page with a Weight of Zero (0). You can also use
Structure...Menus to reorganize items on the site.

Menu Link Attributes — The only thing you might want to change here is the
Target option. If you select New Window from the dropdown menu the viewer
of your page will get a new tab/window when they select the content item.

Menu Item Attributes — You will not need to make any changes here.

URL path settings - The “Generate automatic URL alias” is checked by default and you should not have
to change the alias.

Revision information - Provide an explanation of the changes you are making. This will help other
authors understand your motivations.

Authoring information — The login name of the person doing the edit and the date and time.

Publishing options — Publish or Unpublished by checking or unchecking the Published box. The default is
Published.

Save - Remember to Save your Basic Page. If you navigate away from the page and do not save it first,
your work will be lost.
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CFAES Home &hout People Research  Education and Outreach  Learn More  In the News

# // ABOUT // LAB Example of Team Page
Title
Mission and Vision LAB Search F
(ST T R Body text for a Team Page. Body Text
Coliebaratons Florida State University
Photo Gallery
LAB

Card Style sorted by
Institution/Organization

Aaron Beczkiewicz
Graduate Research Associate

beczkiewicz.l@osu.edu

Georgia State University

Gashaw Andargie Biks Barbara Kowalcyk
Researcher, Administrative Vice President for HDSS Assistant Professar
gashawab@gmail.com kowalcyk 1@osu.edu

Page 39 of 45



Menu Links

Drupal 7 Template

Allows you to add new menus to your site, edit existing menus and rename and reorganize menu links.

One of the functions you can do is create a menu item that acts as an internal or external hyperlink. For

example to create an external link:

e Click on Structure
e C(Click on Menus
e Click on Main menu
e Click on + Add link (upper left of
page)
e Fill'in the information needed on
the form:
o Menu link title — appears on
site as link
Path —internal or external URL
Description — will not appear
to public
Enabled — should be checked
Parent link — determine path
for public view
o Weight — where the link will
appear in relation to other
items in the same menu
o Menu Link Attributes — you
will not need to change any of
the items in this section except
the Target. If you want this link
to open in a new window/tab
please select New window
(_blank) from the drop down
list.
Save — Save your new link.

Menu link title #

Path *

Parent link

<Main mem>

Weight

sl

= »lenu item attribut

e

Title

Name

Relationship

Style

Target

Mons (ie

ACcess Key

me window) Izl

Save

Menu link title

URL path

= Aodeiacior an mdernal URL such s Srissdiimelorg: Enter

Enabled by Default

Parent link

Menu Link Attributes

Target
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Menu Structure

Main menu

- N
(_ Addiink )
Menu link

+  CFAES Home
t+ Home
4 Photo Gallery

i+ Dressage

+ Images {menu position rule)
+ Events

< Calendar

i+ Past Events

+  Events (menu position rule)
t News

+ News (menu position rule)
4 People

* People(menu position rule)
+ Animals

+ Beaver

+ Bobcat - Lynx rufus

+  Raccoons

< CFAES Sandbox Newsletter

Archive
+ Newsletters (menu pasition rule)
+ ODNR Wildlife
+ Registration for Butterfly Hunt

4 Buffalo

Save configuration

Enabled Operations

=

Show row weights

edit delete
edit delete
edit reset
edit
edit
edrc delete
et rese
edrc delete
edit
Drag and i
Drop items

into the order

you want. L
4] edit delete
edit delete
edit delete
edit delete
edit delete

edit
edit delete
edit delete
edit delete

Drupal 7 Template

Note: CFAES Home (OARDC Home and or
Extension) then Home must be left in this
order.

Menus allow you to structure how
navigation and listed links will appear on
your site. Once you are logged into your
site go to Structure...Menus...Main
Menu. You can now restructure your
menus by dragging and dropping items.
Lists that do not have a weight or that
have not been place in order under List
links will appear in alphabetical order.
Remember to Save your configuration
or your changes will be lost.
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Tags

Under Structure...Taxonomy...Tags you can add, delete, or correct the spelling of tags by selecting the
add terms or list terms. To delete a tag select list terms, select edit for the tag you want to delete and
select delete at the bottom of the form, select delete to confirm.

Relate to content

Allows you to relate a content item to other content on your site.
Related items will appear in the right sidebar, except for the Home
page. It will not appear on the Home page.

Example of a Person as a Related Item on a page.

Mr Ranger

ODNR Park Ranger
ODNR Park Office
p

614-555-1212

m

MrRanger@odnrparks.org
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Social Media

Menu link rtitle * ﬂ

Menu Link Title

The text to be used for this link in the me

AN

Path *

i Path
The path for this menu link. This can B uch as nmede/add or an external
URL such as Arp://drupal org. Enter <fr page

Enabled

Menu links that are not enabled will not be i

Enabled
[] Show as expanded

If selected and this menu link has children, the menuWill always appear expanded

Parent link
<Social Media> E|

The maximum depth for a link and all its children
available as parents if selecting them would exceed

Parent Link

ay not be

Weight

0 [
Optional_ In the menu, the heavier links will sink and the lighter links will be positioned nearer the
top

~MENU ITEM ATTRIBUTES

Menu Link Attributes

Title

N

The description displayed when hovering over the link

1D

Specifies a unique ID for the link.

Name

Relationship

Specifies the relationship between the current page and the link. Enter "nofollow’ here to
nofollow this link.

Classes

Enter additional classes to be added to the link.

Style

Enter additional styles to be applied to the link.

Target
MNone (i.e. same window) E|

Target ML validation.

Specifies where to open the link.

Access Key

Specifies a keyboard shortcut to access this link.

Save
Save

Drupal 7 Template

If your site has a Social Media Block. To Add a Social
Media Link navigate to: Structure...Menus then select
Social Media...add link.

Menu Link Title — The title of the Social Media link.
Example: OSU Extension

Path — The full URL for the Social Media.
Enabled — Enabled should be selected.

Parent Link — For Social Media, the parent link is
Social Media.

Menu Link Attributes — The only change you should
make in this area is the Target.

Target — Select how you want the link to open. If you
want it to open in a new tab or window, select New
window (_blank).

Save — Remember to Save your work.
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Rename a Basic Page

Title *

Tailgate 2016 T|t|e

Sody (Edit summary) If you want to reuse a Basic Page and

=] Source Pl M o E e B = O

e i LA R need to change the name, for example
B I U = X x* = = EMa E === n B = . .

: - Tailgate 2016 becomes Tailgate 2017,
Styles =| Mormal = 51 =

you will have to change the name of the
page three places.

In Edit mode, change the Title and the
body p y Menu Link Title then Save the page.

Switch to plain text editor

Text format_Full HTNL [7] More information about text formars Check the URL in the browser to make

* Web page addresses and e-mail addresses turn into links automatically.

sure it is correct.
Relate to content

- None - =

Bobcat - /fanimals/bobcat

American Painted Lady - /newsletters/butterflies-newsletter-2014/american-painted-lady -
Animals - fanimals

Menu settings _
g Provide a menu link

Tailgate 2016
Revision information Menu link titl
N revisien Tailgate 2016 Menu link Title

URL path settings

Automatic alias Parent item

Authoring information — Animals |z|
By scranton.9

Publishing options Weight

Published 0 |z|

Menu links with smaller weights are displayed

Delete a Content Item
You can delete a content item that you created in two ways:

Navigate to the content item you want to delete and in edit mode use the Delete at the top right of the

page or scroll to the bottom of the form and select Delete. When the conformation box appears, select
Delete and the item will be deleted.

Or go to Content and find the content item you want to delete, on the right side of the Content list

select @ Delete. When the conformation box appears, select Delete and the item will be deleted.

Deleted items cannot be retrieved. Once deleted, they are gone permanently. Do not
delete top level pages such as: News, Events, Home etc.
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Create a Button
To create a Button as a link.

In the document where you want the button/link type the button text.
Select the text and click on the link tool in the CKEditor.
Create the link by filling in the necessary information.

After the link is created select the Styles drop down in CKEditor and you will have button options.
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