Editing Guide for Existing Drupal Website
CTSI Guide for Editing UCSF Drupal-Hosted Websites
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For all items in this document, you must log in as an editor by going to:
[youwebsite].ucsf.edu/user. If you need to be set up as an editor, request the
website owner to create you a login (a username and password will be emailed to
you), or submit an IT help ticket.

Learning Resources List
We suggest consulting this list of resources:
e Drupal Training Video (second video on page):

Drupal website FAQ:

Drupal website Specific Tutorials:

e Community:
Accessibility information:


bookmark://learnignresourcelist
bookmark://_Log_On_as
bookmark://_Create_a_New
bookmark://_Create_a_New%22%C3%AF%C2%B7%C2%9FHYPERLINK%20%22bookmark://sliderbanner
bookmark://link
bookmark://anchor
bookmark://image
bookmark://video
bookmark://quote
bookmark://columns
bookmark://collapseitemaccordion
bookmark://AddaBlock
bookmark://publishpage
bookmark://_How_to_Edit
bookmark://_What_are_Blocks?
bookmark://_How_to_Create
bookmark://_How_to_Review
bookmark://_How_to_Add
bookmark://_Add_a_Menu
bookmark://_Create_News_Page
bookmark://_Create_a_News
bookmark://_Make_a_People
bookmark://_Add_People_to
https://websites.ucsf.edu/training
https://websites.ucsf.edu/training
https://websites.ucsf.edu/frequently-asked-questions
https://websites.ucsf.edu/frequently-asked-questions
https://websites.ucsf.edu/drupal-tutorials
https://websites.ucsf.edu/drupal-tutorials
https://teams.microsoft.com/l/channel/19%3a5aaac8048f354ce8bfa7b76a466c22cd%40thread.tacv2/Drupal?groupId=8770cdd8-fb55-4de6-a0a2-eb275b658fa9&tenantId=a52fd37d-7666-49ce-b534-c4505c2f5226
http://siteimprove.ucsf.edu/

Log On as Editor
1. You will receive a username and password from the website administrator
upon request.
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4. Navigate to your preferred internet browser and go to the login page.
Login pages are as follows:
[yoursite].ucsf.edu/user
For example, if you are logging in to ctsi.ucsf.edu, you will navigate to

ctsi.ucsf.edu/user
v meme
User
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Create a New Page + Page Editing Options:
1. From the navigation at the top, go to Content > I'd like to create a: >
Page.
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4. Enter a Title.
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1. Slider/Banner:

To add a slider/banner at the top, expand the '‘Add slide/banner to top of

page’ accordion.
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» Add slider/banner to top of page
Enter title
[ Hide ttie on the page
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4. Slider/Banner:
Select Slider/Banner Type:
1. Option 1: Home Page Slider — allows for 1 or multiple images (that can
slide).

o o

2. Option 2: Secondary Page Banner — only allows for 1image (is a banner).
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Science Institute Our Work » Programs » Nows & Meda About Us =

Testing Page

Testing Title
Testing Description

1. Slider/Banner:
Add all the slider/banner image(s):
Add an Image by selecting ‘Browse’ and selecting your image. After
selecting the image, press Upload.

- Add siderbanner 10 10p of page

Hexo Tempiate *

mage 1 v
| Srowse.. Mo fe selected Upload

Fhes must D st han 284 W8

Alowed te hypes png OF |pg j0eg

Tite

Description

Link Text (128 characiers maximom)

B UnkURL

N

1. Slider/Banner:
Once the image uploads, place the cross-hair on the main focal point of

the photo.
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4. Slider/Banner:
Add Title, Description, Link Text, and Link URL as needed.
Home Page Slider: Only shows Title, Link Text, and Link URL.

Secondary Page Banner: Includes Title, Description, Link Text, and Link
URL. View the location of these below.

= Add siidesibanner 10 1op of page
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View samples of how the text will appear in Step 4 on the Slider/Banner.

7. Slider/Banner:
For the Home Page Slider, add additional slides through the ‘Add a new
Slide' button.

» Add sliderbanner 10 top of page
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10.

Content Area - Insert a Link:

This is where you will enter all your page-specific content. This guide will
walk through adding links, anchors, Images, videos, quotes, columns,
featured content, and a collapse item (often called an accordion).

11. Content Area - Insert a Link:
Highlight the text you want to become a link and click the chain-link icon.

12.
13.

- Content Acea
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Sample Text as a Heading
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14. Content Area - Insert a Link:
Select the Link Type in the dialogue box window that appears:
Internal path — another page on your website.
URL - any webpage on the internet.
Link to anchor in the text — if you have added an anchor .
E-mail — select recipient, message subject, and begin message body.
Add Content — Content Area: Insert a Link.

LINK INFO

Display Text

Have you considered a link?

Link Type

[ urL v

Internal path

URL

Link 1o anchor in the text
E-mad
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17. Content Area - Insert a Link:
Under 'Target’, set how the link will open.
Suggest ‘New Window' for all.

Target

[ <not set> “|

<ot set>

<rame>

<popup window>

New Window (_blank)
Topmost Window (_top)
Same Wincow (_self)
Parent Window (_parent)
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Content Area - Anchor:

An Anchor is a place that can be linked to from the same page it is on. If
you have a long page with lots of text/scrolling, creating a link to an
anchor will let users jump to the part of the webpage they want to see.

Highlight the text of the location you want to jump to, and click the
anchor (flag) icon.

« Content Area
Boowee | Memst - B I U 6 L [m 2 8 = := * = [Mzom=ae

Sample Text as a Heading

Sample text as normal text

* Bullet pont 1
= Bullet pont 2
* Bullet pont 3

Have you considered a link?

Or what about a button?

What if you want to JEITIEEE when you click someting?

Content Area - Anchor:
From the dialogue box that appears, name your anchor and press okay.

Anchor Propcruics

Anchor Name

When inserting a link, you will now be able to select this point if linking to
an anchor.

The anchored text will appear on a flag when editing, but will not be
visible when published.



Editing View:

~ Content Area

Sample Text as a Heading

Sampie text as normal texd

* Bullet point 1
* Bullet point 2
* Bullet point 3

Have you considered a link?

Or what about a bution?

\What d you want 1o jump herd when you ciick someting?
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Save view:




Testing Title

Testing Description

YESTING TEXY

Sample Text as a Heading

Sample text as normal text

* Bullet point 1
= Bullet point 2
* Bullet point 3

Have you considered a ink?

Or what about a button?

What if you want to jump here when you dlick someting?

1. Content Area - Image:
Click the Image icon, and the Image Properties dialogue box will appear.

Image Propertics
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4. Content Area - Image:



Select the image by clicking ‘Browse Server'’

5. Content Area - Image:
Click Upload, then click Browse and find your image, and once you have
selected the image, click ‘Upload’

@ File Browser — Mogils Firefox - (=]
O 8 & nupsy/csivestedufimeelapp = ckeditorfsendtoNdOckeditor_imaeSendTopCKEdor = edit-Seld- body-und-0-valkue&CKEditorFuncNum = 0&langCode= er @
& Usloss R Delete [ Divecteey  Insent file
x File name Size  Width Height Date:
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[I—_ No file selected
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1. Content Area - Image:
Once the file uploads, click on the image to select it.

2. Content Area - Image:
The Browse server dialogue box will automatically close, and the Image
Properties dialogue box will have the image server URL populated.
Choose Alternative Text, size, alignment, and add a caption if needed.
Click OK when the selection is complete.

Imagc Properuics

URL

Isites/gffilesitkssra3s( Browse Server

Alternative Text

Width Height
2000 2000

Alignment
(@® None () Left (O Center () Right



4.

5.

N

Content Area - Image:

If you would like to change the Image Properties of an already inserted
image, simply double-click the image and the Image Properties window
will reappear.

. Content Area - Video:

Click the play button and enter the YouTube, Vimeo, or Dailymotion URL,
alignment (recommend avoiding full width), and size. Click OK when the
selection is complete.

Inscrt a Youtube, Vimeo or Dailymotion URL

Youtute, Vimeo or Dallymotion URL

End result:

» Contert Area
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Content Area - Quote:
Click the Cog, then click ‘quote’.

~ Content Area
Bowen | v - B I U S L R R Az % = MEOGEE QO
. L]
Sample Text as a Heading I wocoumn
qute

Sampile text as normal text B reeColums
B featwedContent
] conspseten

- Bullet point 1

* Bullot point 2

- Bullet point 3

Have you considered a link?

Or what about a button?

Resources
Available to
Staff

Content Area - Quote:
‘Edit Quote Settings' dialogue box will appear.

Select Background Color, Alignment, and Size, then click OK.

Edit Quotc Sctungs

Background Color

Navy v

Align

Align Right v

Size

Two Fifth v




1. Content Area - Quote:
The 'Edit Quote Settings’ dialogue box will automatically close, and you
can insert details of your quote like a normal text box.

Boowee | Femae - B I U § I, e = * = L OE=- 08

Sample Text as a Heading

Sample text as normal text

“ Lorem ipsum dolor sit amet, ex labore
vivendo laboramus has, vel at putant
legendos. Quod appareat id cos, noster

malorum et mea.
”»

Firstname Lastname, Title
Organization'Company/Source

* Bullet pont 1

* Bullet pont 2

* Bullet pont 3

Have you considered a ink?
2 body Ow

4. Content Area — Columns (2 or 3, same instructions):
Columns provide structure options for the page.
Click the Cog, then click 'twoColumn’ or ‘threeColumn’ depending on
your need for the page.

~ Content Area
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7. Content Area — Columns:
In the dialogue box that appears, decide on the layout and background

transparency, then click 'OK’

Layowr
|0z o

First Colum Eackyround Color
Tranaparert -
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10. Content Area — Columns:
A column with placeholder text will be inserted.
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Lorem ipsum dolor st amet, ox labore vivendo laboramus has, vl at putant
Lorem psum dolor sit amed, ex labore vivendo laboramus has, vel at putant legendos. Quod appareat id eos, noster malorum et mea

legendos. Quod appareal i @0s, noster malorum et mea
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Content Area — Columns:

If you would like to change the column settings in the dialogue box, click
on the space between the columns to re-enter the Columns dialogue
box.

= Content Area
Bowee fumx - B J YU ST E®AZS * e  mMQOETQOSE

Lorem ipsum dolor st amet, ex labore vivendo laboramus has, ved at putant
Lorem psum dolor sit amed, ex labore vivendo laboramus has, vel at putant legendos. Quod appareat id eos, noster malorum et mea

legendos. Quod appareat ki eos, noster malorum et mea
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4. Content Area - collapseltem (Accordion):

These colapseltems are good for tucking information away, and allowing
site visitors to expand sections they are interested in.
Click the Cog, then click ‘collapseltem’.
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7. Content Area - collapseltem (Accordion):
The collape item will appear with the title of ‘Item 1. When you click on the
gray bar of ‘lItem 1) the item will expand to show the content area, where 'Enter
content’' appears.
Personalize the ‘ltem 1" and 'Enter content’ fields.

» Content Area

Hiws s - B I WS B2 2D a - rTOGEQOO®

1. Add a Block: You can add previously created blocks or views by clicking
the '‘Block’ button under ‘Add:' under the Content Area box.
Learn more about Blocks in the ‘What is a Block' section

Enter title
0 Hude Wthe 0n e pago

= Content Area

Biows  famx « B 1 U ST &2 2 a - "L ®asn0o
. o pUes |
* Bullet pont 2
* Bufiet pomt 3

Mave you conmadeced @ ink?

Or what about @ bution?

Wht f you ward 10 parp horn when you chck somoting?
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4. Add a Block: Select the block from the drop-down window:

o1

7. Add a Block: Add as many blocks as you want by using the '‘Add another
item’ button.
Please note: the ‘Order’' number denotes the order in which the blocks/
views are displayed — the smaller the number, the higher up it appears
(starts with 0, then 1, then 2, etc.)
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10. Publish Page — Menu settings:
Menu setting: select if Page should appear on the website - this is almost
always yes.

Menu settings ) Provide 8 menu link

Revision information
URL redirects
Comment settings
URL path settings

Authoring information

Publishing options

11.
12.




If you do not provide a menu link, the page will not be navigable from
your website and will only be accessible by direct URL link. This is useful
for testing and for temporary/discrete linking (the webpage can still be
found by search engines!).

Useful/permanent pages will select ‘Provide a menu link’ once ready to
Share.

13. Publish Page — Menu settings:
Choose where the new page should live:
Menu link title: this is what the link will look like in the navigable menu
(may be different from Page Title, or the same)
Description: Shown when hovering over the menu link — keep this short if
using.
*Important* Parent item: This is under what other Menu item this page
will appear in. For example, if you have a menu item of ‘Publications’ and
this is a new page about '‘Publication Y’ the Parent item of the new page
would be Publications.

Provide a menu bnk
Revision Information Menu link title
Test Page
URL redirects Descrpbon
Comment settings Shown when hovering over the menu ink
Parent fem
URL path settings | <Main menu> =
Wexght
Authoring information 0
Menw Bnks with smalier wesghts are dspiayed befoce Inks wih larger weights.
Publishing options
14 [ ookt |

If you select ‘'<Main menu> for the Parent item, the webpage will appear
in the top navigation Menu:

% Clinical & Translational
Science Institute Our Work = Progroms « Nows & Modia About Us « Tost Page

me > Tost Page

Test Page

Testing Title

Testing Description

TEETING TEXT
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1. Publish Page — Publishing options:
Select 'Published’, '‘Promoted to front page’, and/or ‘Sticky at top of lists’
as needed.

Menu settings ® Publshed
Revision information E¥iomoled to fronl page

) Sticky at top of lists
URL redirects

Comment settings

URL path settings
Authoring information
Publishing options
[ Doiete |
2.
3.

If you deselect '‘Published’, the page will still be viewable to those with a
URL address, but it will not appear in the menu items. The page content
will also have a pink background to remind the editor that the page is not
published.

I v Page Test Page has beon updatod

Test Page

23" =

Testing Title

Testing Description

Sample Text as a Heading

Samplo text as normal fext

= Bulet point 1
* Bulet point 2
* Bulet pomt 3

Have you consdered a Ink?

Or what about a bution?

VWhat  you want 10 Jump hece when you cick Someting?




1. Publish Page: A reminder on what ‘Save' means
When you click Save, all changes are immediately live and viewable
online.

2. Publish Page: Delete button
The Delete button will delete the page completely (not undo any
changes). There will be a confirmation screen to turn back in.

it titut Our Work »

VISIONS

Progra

vel
Home > TestPage > Delete

Are you sure you want to delete Test Page?

This action cannot be undone

Cancel

P w

Edit an Existing Page
1. Navigate to the page you would like to edit.

2. On the top left corner of the page, there will be a constant box that has
the following options:
View, Edit, Revisions, Devel.
Select Edit.

3. Edit the page normally, same as instructions in ‘Create a New Page +
Page Editing Options’

What are Blocks?
A "block" is a Drupal term; think of it as a building block of content you can add to

any page.

Blocks can be used as Headers, Content, sidebars, and footers.



Blocks are especially useful for repeating information. For example, if you would
like every page to have a reminder at the bottom about who to contact for more
information, you can add a ‘contact’ footer to all pages on the website. Instead of
copy + pasting that content to every new page, it would automatically be applied
to all pages.

Blocks are also useful for single-use content, like special sidebar links to
resources on one specific page.

Create a Block:
1. At the top navigation select Structure > Blocks > Add block

O e
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d E
oot § e Q
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Slocks bulon of e SOROm of Te pege ChCk B CONigure Ik Neat 10 6CH DIOCK 10 CONBOUe 3 10AORC tEe NS vty Jelings
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A new Block will be created.
1. Add Block title, description, and body.

1. Set a 'REGION SETTINGS' for the Block - this will decide where it shows
up on the page:
Header: Goes at the very top of the webpage, where the logo/main
menus are.
Content Top: Goes at the top of the content area of a page (below any
slider/banner).
Content: Goes in the content area (would show up below any Content Top
category Blocks).
Sidebar Top: Goes on the top of the right-hand side, as a skinnier sidebar
for more information.
Sidebar: Goes on the right-hand side, as a skinnier sidebar for more
information (would show up below any Sidebar Top category Blocks).
Footer: At the bottom of the webpages, usually evergreen material for all



website pages.

Footer Bottom: At the very bottom of the webpages, below any Footer

category Blocks.

Help — do not use.
Highlighted — do not use.

TH1

REGION SETTINGS

l’)ES’F Sie Builder (default theme)

Speaiy in which themes and regions this block s displayed

Show bilock on specific pages
O Al pages except those listed
@® Only the listed pages

Specey pages Dy using their patns. Enter one path per ine. The * character is a widkard. Example patns are DIog for the DIog page and dlog™
for every personal biog  <fronf> 5 the froet page

1. Select on what pages the block will show under 'Visual settings’ in the

'‘Pages’ section:

All pages except those listed show up on all website pages.
Only the listed pages show up on the specified pages.

*IMPORTANT*: When using ‘Only the listed pages’ setting, you must list
the pages by the URL trailing the homepage URL.
Example: If you want the block to only appear on the following webpage:

Under ‘Only the listed pages’ you would write ‘about us/celebrates’
(without the quotation marks)

Roles

Users

Visibiity settngs
Pages Show block on specific pages
® Al pages except those listed
Content types

© Only the listed pages

Specty pages by using therr paths. Enter one path per ine. The ™ characler is 3 widcard. Exampie paths are HIog for the biog page and o™
10r every personal biog. <froat> is the front page



https://ctsi.ucsf.edu/about-us/celebrates

3.

4. Save Block and review to make sure Block shows up only on the desired

pages.

Review Blocks and Edit Existing Blocks
1. To all Blocks, at the top navigation bar, go to Structure > Blocks.

N

This will showcase all currently used blocks under: Header, Content Top,
Content, Sidebar Top, Sidebar, Footer, Footer Bottom, Help, Highlighted,
and Disabled. Disabled blocks are not currently showing anywhere.

Pocks
"=
— & [0
! types L@ Clinical & Transiational
Science Institute Our Work » Programs « N

-y Acmnatranoe
[ ap——

e pomiien o Blocks

Ths page provides a drag-and-drop inlerface for assigreng a block 10 & regon. and for conboling the order of blocks wilthin regons. Since
same rogiorn, o daglay rogions in the same wary. Blocks are posBionod 0n & porShemo bans Remember Bal your changos will not be s
blocks bution al e botiom of e page Click the configure knk naxd 10 each Block 1o configere #s speciic e and visbity soltngs
pmONSIrate Hhock 1eguons (UCSE Ste Bulder

Block Region =T

*Troubleshooting* If you created a block and it is ‘stuck’ under disabled/
you cannot find it on the webpage, configure it and set what pages you
want it to show on Visibility Settings and set a REGION SETTINGS.

. The '"Weight' column sets how far up the page/section a Block appears.

The lower the number, the higher it appears.

. To edit a Block, click on ‘Configure’ of the individual Block you want to

edit.

()

Sadetiar

s St condgure
Satng Poet - Locel Events Cacwtar confpre
UCSF Catondar Foud - See More Tt . conégre
Topecs eeia » configue
News Newsiofer & Madcwrg Lecwter




7.

Add a Sidebar
There are two options for adding a sidebar: From Navigation, and from a Page.

1. [From Navigation — same as How to Create a Block Instructions] At the
top navigation select Structure > Blocks > Add block.

G
Sechs v A Med N
g Ha@e@ a
Wn-m & Translational
Scence nsttute Out Work » Program » Nows & Moda Mod s -
Blocks

Thes DOOS SrOVISeS & Are) 00 AOD N0 17 B5S0MNY & DIOCK 10 8 NN, 873 1Y CONNOING 1w Order Of DIOCKS Wln MO0NS. SNCH N0 81 emes MpRmant P
SAMO MAQIONS, OF GSPAEY NegONS 1N the SaMe way, DIOCKS 8r0 POSBONSd 0N & Der thame bass. Hemember tat your Changes wil not be saved untl you Cick e Save
SIOCKS DuBon of T DOMOM Of T De0e Tk I CONBpure Ink Neat 10 66Ch DIOCK 10 CONBOUNS S 10RORC B8 And ity elngs.

Do rado bk rogos ICSE Sto Daltder

Domonnieate bix
A Bk
ASS M Dok

2.
3.
A new Block will be created.

1. [From Navigation] Add Block title, description, and body.

2. [From Navigation] To make the Block a Sidebar, in the 'REGION
SETTINGS' region, select it as a Sidebar or a Sidebar Top.

The content of the block as shown 10 the user

REGION SETTINGS
Specily n which themes and regions this block 1S displayed

UCSF Site Builder (default theme)
[~ None - |

Cortert Bomem Show block on specific pages
Sidebar Top @ Al pages except those sted
¢
\ Sidebar O Only the listed pages

Specify pages by using their pains. Enter one path per ine. The ™ character s a wiccard Examgle paths are Hiog for the biog page and diog”™
for every personal biog. <fronf> 15 the front page

w



5. [From Navigation] Select where the side bar will show on the Pages

section of the Visibility settings. Then save the block. A reminder that you
can have multiple Blocks be sidebars on a single page.

Visbiity settngs

Pages Show block on specific pages
® Al pages except those listed
O Only the isted pages

Content types

Roles

Users

Specy pages by using ther paths Enter one path per ine. The ™ characier is & widcard. Exampie paths are HIiog for the biog page and biog”™
for every personal biog. <front> is the front page:

1. [From Navigation] Save Block and review to make sure Block shows up
only on the desired pages.

Add a Sidebar from a Page — Block must already be created:
1. [From a Page] Navigate to the page you want to add a Sidebar to.

2. [From a Page] When signed in, click the hovering option on the left-hand
side to 'Edit’ the page.

0 Content  Structure Appearance People Modules Configuration Migration Announcements Reports

University of California San Francisco

View l&F Clinical & Translational
Edit

Science Institute
Revisions

Devel

Home > Rapid Response Grant Awardees

Rapid Response Grant Award

w

5. Click '‘Build a Sidebar' by the Content Area.

sM@ "

bor Work » royems - Nows & Meda Aot

»  Add sidetbannet 10 10p of page

Rapid Response Grant Awardees




7.

8.

9.

Select your desired pre-built Sidebar (view earlier instructions on how to
build a new Sidebar).

Save Page.

Add a Menu Block

1.

P w

Info — What is a Menu Block: A Menu Block is a Block that automatically
shows the pages that are nested under a page. This is nice if you have a
topic page, with many related pages that are nested underneath it.

Example use:

Event Landing Page

Agenda (nested under Event Landing Page)

Abstracts (nested under Event Landing Page)

Past Event Recordings (nested under Event Landing Page)

In this example, a Menu Block would create an automatic sidebar to
showcase the landing page and all the nested pages, instead of having to
build them with individual links in a sidebar.

. To add a Menu Block, from the top navigation, go to Structure > Blocks >

Add menu block.

Blacks > Add block
Ainl™
W\ cal & Translational
Science Institute Our Work » Programs Now]

......

e Blocks
' s ot [ETTTRY

Block e

Overnde the detaul tie for the Block Use <none> 10 spiay no M or leave Diank 10 use The Oetaut biock Stie This Nesd supports tokens.

[ Block te as link
Mae e OfaUR DIOCK D€ 3 Mok 10 TG Meny Dem. AN Owermooen DIOCK Ile wi 80l De 3 ok

[ Aways displary e

Depiiny e BIOCK wilth 1S 308 ven £ 79 DIOCK CONBINE 1 emply
Adminstratve e

T 100 Wi DO Ud SOMNsdaively 10 enafy Tes DIOCK ¥ DIBNK 7w reguiar 1e Wi 0o ued




5. Click through to the ‘Advanced Options' on the Block.

6.
7.

8.

9.

10.
11.

12.

i & @
— &
W\-;Jl & Trarstabona
Sclence Institute Owr Work » Py - N

Blocks
—

Oumene e et Wie br o Bk Gae s 0 aginy f Mim or inmer Bar B e B detnst Bock Wie TR Sl g ees

fRock Mo o ek
WA T St Lok B & B0 0 I e B A o DRoch e Wl e B 4 e

Aways npury e

Oy e DIOCK w0 05 W0 v £ T DROCK (ONMIE & gy
Al stve to

T W0 il b ) It w15 ity o tioce. £ Oue. B gt e wi e v

Fill out Block Title, Admin title, and any of the other settings that are
useful for your webpage.

Fixed parent item: The place where the menu block will show will be
decided using the ‘Fixed parent item' section. Select your ‘landing page//
umbrella page for the menu. This should be the page that has other
pages nested under, having been selected as the Parent Item for those
other pages.

p— ]
Bock We

OWermoe T GeTndl 10 fir T DICK USe <ndnes 15 gy A0 IBe o idwe DXAnN 1 USe Ihe Setael DRCK 18e TINS Bed] Supons Mters

Bock e o5 Ink
it W Ot BOCK 0 4 I 00 TR P e A v TS SOCK B il 10 D & e

Ay dngley Ve
oagiiny e DROCK wilh 05 10w ewans £ B BAOCK COMMRE B gty

AQTEEAY atve 0

108 200 wil D uned SOl sivery 10 Denify Ths DIOCE I Dars. e fouAn Me il De uned

Mera

war mons v

17 retered Suras v Ly <P Fery Seecing Dy P 000r " (o0 e CUBRnmand o6 Bhe Merns ook selings Soge

“twteng eved

12 el (prmary)  +

ERoChs Tk 310 Wl T 190 vl w8 hwarys D wibe ER00KS It 3001 A e 200 dewed O Gy Wil Gy e Wi wiven The sl 10 e Scive Merns e umses howgh e BOXK 'S
ST e

Make o starby level follow the sctve mon Som
B e 20 hen Mt Bem 1 Seeper P B vl 100 Bed 200ve. T Maring beve il 1300w B Sctve meny Sem Ofwrwne B stanieg tevel of T See Wi reman teed

Maneum g
veded -
From T Srmag wel Spad fy Tw) Masimem 00T OF Tw St 100

Expand ol children of B bee

Soet moru oo by B active menu fem's bal
S0 QRN DO I T AT H 10 T 100 OF 15 vt NN URed 0 3 0P BF SA00 Mt D00 TW0 A0TVE Mrns 0N 5 O wil D a6 10 00 0en TN Page & Meated

Flued parent Sem
o mon> -
AN T ST M WD TR IR OORORS 10 T RV 10 T Te0d DONNE B Tha 10 OF s ol Orly COMAN CMMNN OF T SE0CWE Muvas fom

Under Visibility settings, on the Pages section, select what pages the



block should appear on.
13. Click 'Save block’.
Create News Page

1. To create a page specifically to show News about your organization/
created by your team, go to: Structure > Starting Points.

= i —Q

Storting Points Services v Facites & Contacts » Work with CRS » Tranng
Starting Points
Blog
. \?
Events ) Site-Specific News
Uso thes 10 croato a news content type 10 add sito-spechc news
Profile
Publications L'CSF ‘\'c“.g

Uso thes 10 add UCSF naws %0 your sio pulled from ucs! odu/naws

N

4. On the Starting Points page, click ‘News’, then Site-Specific News.

Q
L@ Cinical Research Services
Cincal & Trarsistions Soence Instbute

Services » Facihites & Contacls « WOk wih CRS » Tranng

Starting Points

B
log T ?
Y N . .
Events ) Site-Specific News
Uso thes 10 Croata o nows content typo 10 add siho-spechc nows
Profile
Publications L:CSF NC\VS

Uso thes 10 add UCSF naws 10 your 80 pulled froem ucs! odu/naws

o1

o



7. Click 'Create Starting Point’

- ———
% Clinical & Translational
Science Institute

Our Work = Programs « Nows & Moda Aot Us -

Starting Points

Biog

Gvents N Site-Specific News

| Newn 'L'. — - —— Use thes 1o crosto & news condend hype 10 add sespociic nows
Profie

Pubicaons

UCSF News

Use the 10 800 UCSH news 10 your S8 pulled from ucs! edu/'news.

8.
9.

10. A news menu item will automatically appear in your main menu, and you

can change the name of the menu item, move it, or even delete it
altogether.

L% Clinical Research Services
Cinvcal & Trarsiational Scence rsttute

Services - Facilites & Contacts « Work with CRS « News Tramning

Home > Admnstrabon > Structure > Starting Points

I ¥ Starting Pomt News enabled

Starting Points

| seo
News Use this to create a custom blog with blog entnes, a blog

Profile feed, authors and topics

Publications

11.
12.

Create a News Article
1. On the navigation, select Content > I'd like to create a > News.



0 Structure  Appearance People Modules Configuration

Comments

Files

I'd like to create a: > News

INical e Page
Clinical & Trar. R
Services v Facilities & Contacts
Home > Administration > Content
I'd like to create a
Title Type Author
Contains v -Any - v
Enter a comma separated list of user names

4. Enter all the details for the News page, including title, topics, body,
Image, and URL path, or author specifications.

*IMPORTANT NOTE* You do not need to provide a Menu link — this will
automatically show up in the automatically created News page, and any

News widget you have on the website.

5. Click ‘Save' at the bottom.

Menu settings ) Provide a menu link
URL path settings

Revision information

Comment settings

Authoring information

Publishing options

6.
7.

Make a People Page (Also known as Team Page)
1. At the top navigation, go to Structure > Starting Points.



Menus l@: Clinical Research Services
Cinicad & Translational Science Institute

Starting Points

Starting Points

Taxonomy

Blog

N e e
Events 1Y —— ucCs
News Use this

content f§

Profile | o— ] profile
Publications

... e

Bl —— - Feau

N

4. Click Profile, and then UCSF Profiles Integration. Select the Style of the
Profile Page:
Choosing Grid will create a structure with 3 profiles across, and choosing
Expanded will have one person across (with more details).

Starting Points

Events E == UCSF Profiles Integration (profiles.ucsf.cdu)
News Use #ws 10 Create proflos that automatically pulls images, cortact niormation, and ofher
I Profile confient Bom profiles. ucs! a0y You Can Choose which peogie and what Content 10 nclude 0 your
prode
Publcations Savie of the Profile psge
e v
| Croate Staring Port |
H =TT Featured Profiles Block
Use s 10 fosture speciic peopie in & SOsbar O Secion of & page
L —

5.
6.

7. This will automatically create a People Page at the top menu of your
website.

Cirical Research Services

Cirecal & Tavsistioral Sciorce ettute Sorvioes « Focktes & Contacts » Work with CHS « Pecpio I-anng



Add People to the People Page
1. At the top navigation, go to Content > I'd like to create a: > UCSF Person

I'd like to create a:

Page Clinical Research Services
Cinical & Transiational Science Institute Services «

UCSF Person

People

2.
3.

4. Enter that individual's email address and click Submit.

5. A People profile will be created from Profiles data. Please override or add
details as needed.

6. Cantinct ko Owervcie
7.
There is no need to provide a menu link, as it will automatically be pulled



to the People page.

8. Click Save when all details are confirmed/entered.

Menu settings () Provide & menu ink
Revision information

Comment settings

URL path settngs

Authoring information

Publishing optcns




