Updating Your
New Website

A Step-by-Step Guide

K 4
d\egdhw = //’\)
P

www.meadowlark.nebraska.gov

Last Updated: 11/29/16

1135 M Street, Suite 220 Need Further Drupal Assistance?
Email: ne-cmc-support@egov.com

Lincoln, NE 68508
Phone: 402-471-7810 www.meadowlark.nebraska.gov




Table of Contents:
]

Section 1 - About Page #
About yournew website. ... 3
1. Familiarize yourself with the buttons & options on your website..................
1-1. How to Log into yOUr WEDSITE............ooeeeeeie e 4-5
1-2. How to Log out of your WebSIte..............oeeeiii i 5
1-3. How to edit the content on your websSite...............cceeiieeiiiiiiiiiaiiiiiae, 6-9
Section 2 - New Pages & Calendar Events Page #
2. How to add new content to your website. ..o, 10
2-1. How to add a new page your WebSite.............c.cuviiueiiiiiiiiiiiieiiaaieaana, 10-11
2-2. How to add a new event to the calendar on your website........................... 12-13
2-3. How to revert back to a previous version of a page on your website............... 14
Section 3 - Images, Files, Videos & Links Page #
3. How to add a link, image, video, or file to your website.........................o.. 15
3-1. How to add a link to a webpage OQUTSIDE of your website........................ 15-17
3-2. How to add a link to a webpage INSIDE of your website........................... 18-20
3-3. How to add an anchor tag link to a webpage (jump to section)........................ 21
3-4. How to add an image (jpg, png, gif) to your webpage................ccccevvviiiienanan..
3-4a. Upload an image to use on your website.....................ccccevuieininn. 22-24
3-4b. Insert an image to your website that you use on another page......... 24-25
3-5. How to add a document (pdf, doc, xIs) to your webpage.............................. 26-27
3-6. How to embed a video from Youtube on your webpage.....................c.c...... 28-29
Section 4 - Slider Page #
4. How to add images to the slider on your website............................ e 30
Section 5 - Menu Page #
5. How to add or modify the menu on your website.............................. 31-32
5-1. How to add a link to the menu of your website.....................c.cevvvvennn... 31-32
5-2. How to remove or reorder links in the menu on your website.................... 32
Section 6 - Gallery Page #
6. How to add images to the gallery on your website........................... 33-34
Section 7 - Tables Page #
7. Editing and creating tables on your website..................... 35
5-1. How to edit a an existing table on your website..................cc.ccooiiiiiiiian.. 35
5-2. How to add a new table to your website.................cccoiiiiiiiiiiiiiiiiia, 35

Page 2



Section 1:

About Your New Website:

Your new website has been fully custom built by Nebraska Interactive
(Nebraska.gov) to utilize the Drupal Content Management System.

Drupal is a free software package that allows you to easily organize,
manage, and publish your content, with an endless variety of customization.

Powered By

Benefits of your website being custom built in Drupal:

* The website is fully responsive, meaning that it transitions from cell DrUpQ
phone, to tablet, to desktop computer seamlessly.

* Nebraska Interactive has fully customized the back-end of the website for you. This means
there is no confusing development, just simple drag and drop front-side editing is all you
need to do!

* The website is easy to update

+ Add images, files, edit content, and add new pages easily!
» Update the website on any computer, in any browser, at any time! All you need is
your webmaster user name & password we provide to you & an Internet connection.

* Drupal is open source, which means no large software fee for you!

* Your website is secure and utilizes a SSL certificate.

» Ongoing support for any questions/help you may need is provided locally by
Nebraska Interactive.

* Your customized website has a similar look to other official State of Nebraska websites and
on-line services that helps users know they are on an official Nebraska Government website.

* And more!

Getting Started:

Username and Password
Your webmaster user name and password have been provided to you. Do not give your user
name and password out to anyone else. If you need an additional user name and password for
an additional webmaster to update the website, please contact us (ne-cmc-support@egov.com)
and we will be happy to provide you with one.

Website Domain Name
Your website domain name will follow the following format to be secure and included under our
SSL certificate (https://county-or-agency-name.nebraska.gov). The portion in green is where
your specific agency name or Nebraska county will be put.

What is Needed to Update a Drupal Website
To update your drupal website you will need the following:

* Acomputer.

+ If using a Windows computer, it will preferably be running at least Windows 7. If your
computer has an older operating system, you may have some issues viewing and
updating the website in outdated browsers.

» If you are using Internet Explorer as your browser, you must have at least IE 9, but
preferably you will have the latest version downloaded, or use a different browser
such as Chrome or Firefox.

* An Internet connection.
* Your webmaster user name and password provided by Nebraska Interactive.
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Familiarize Yourself with the Buttons in Drupal:

BEFORE YOU START: The screen shots throughout this guide are of an example website,
while it may not look exactly like your website does, the basic functionality is the same and many

of the features are the same, but there may be some slight differences. Follow the yellow arrows
and text for an instructional guide to using your new website.

1-1. How to Log-In:
1. Go to your website domain in any browser (Firefox, Chrome, or Internet Explorer) and click
the Login link in the page footer as seen below, or simply type “user” at the end of your url.
Example: https://county-or-agency-name.nebraska.gov/user

Il Beteci Lavgiage | ¥

Neligh, NE
TLﬂ'!I‘“f July 150, 2014

Wednesday. July 16ih, 2014
3Ty Jarvy

petan 137

e

1Nﬂ-¢l‘f -Julr 'I?!h 14

& B

Antefope County Social
Muddia

NOTE: You must be logged into the website to update content and make changes.

2. Enter your user name and password that Nebraska Interactive provided to you for your
Drupal website. If you need to request a new one, click “Request new password” and
enter the email you use for the website (most likely your state or work email address). Do
not share your user name and password with others, if you have another individual that
needs to update the website, contact Nebraska Interactive and we will gladly set up another
user name and password for you.

Screen shot on next page (Image 2)
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Once you are logged in, you will see a black bar at the top of the screen with your user name in it.

1-2. Log Out :

If you are using a public or shared computer, you will want to be sure to log out of the website
after you are done making your changes to the website. There are 2 quick ways to log out, as
pictured below:
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sy Fi%
B enes (-T2 a® 2§ 1 Terscrmee 42
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1-3. Edit Content :

You are able to edit any content in the main body section of the page. Editing the content may
consist of any of the following: Editing text on the page, uploading new images or files, etc.

To edit a page, go to the page you want to edit and click “Edit” as seen in screen shot below:

NOTE: Depending upon your permission, you not have access to edit the navigation or side
panels. Contact Nebraska Interactive (ne-cmc-support@egov.com) if you need your permissions
adjusted or if you need us to edit/update any pieces that you do not have access to.
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Ll
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1-3a. Edit Content - WYSIWYG editor:

After clicking edit, you will see the WYSIWYG (What you see is what you get) editor. It is very
similar to Microsoft Word, where you have the options to change text size, use spell-check, copy
and paste, underline text, etc.

NOTE: if you hover over the buttons in your browser with your mouse and pause over the button
for a moment, a tool tip will appear letting you know what the button does.

Body (Edit summary)

B @Source [% [ lﬁ @ Q

Al
i

If your site utilizes “Paragraphs” you will have to open a section to edit:
* “Paragraphs” allow for a more modular, mobile friendly way to add content.
the next step (1-3b) for further instructions.
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1-3b. Edit Content - Expanding “Paragraph” Sections:
NOTE: Not all Meadowlark sites utilize “Paragraphs.” If you do not see a view similar to below

please skip to section 1-3c.
Paragraphs allow you to easily rearrange the order of the sections by clicking and dragging the
arrows on the left side (pictured below).

Paragraphs NOTE
Parae™- Eull Width Layout “Paragraphs” automatically
. g’:g‘tsand drag these collapse and are named by their
to rearrange “Paragraph Type.”
Paragraph’y _-I: Right Column Layout (2/3 Left Cofumn & 1/3 Right Column) .
. i g - To make it easy on yourself, we
| Edit | recomend opening the site in
two tabs or browser windows. In
Paragraph type: Full Width Layout one window view the “edit” page
| Edit | and in the other window view
the regular view (as a site visitor
Paragraph type: Two Column Layout would see the page). That way
Edit | zlou can compare” and see which
Paragraph Type” you need to
Paragraph type edit.
e =l For a visual example of each
Add another Paragraph Paragraph type, see page 8.

Paragraph Types Visual Examples

Accordion: A collapsible section.

Full Width Layout: Spans the entire width of the container.

Three Column Layout: Three vertical columns.

Two Column Layout: Two vertical columns.

Left Column Layout (1/3 Left Column & 2/3 Right Column): Smaller left column.
Right Column Layout (2/3 Left Column & 1/3 Right Column): Smaller right column.
Featured Well: Colored background section utilized to bring attention to.

Visual examples pictured on page 8

Page 7



1-3b. Edit Content - Expanding “Paragraph” Sections (Continued):

Accordion: A collapsible section.

[

Wolueme 3 - Fall 3016
Wolume 3 - Summer 2016

Waolume T - Spring F6

Full Width Layout: Spans the entire width of the container.

The Assistive Technology Partnership (ATP), through collabeoration, provides all Nebraskans

access and opportunities to better live, learn, and work.

Three Column Layout: Three vertical columns.

Research resources Make connections Send you
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Wit chrvice ard so ¥ o ¥ s s
o Progion dig & gl G

Two Column Layout: Two vertical columns.
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* R E sreees » B punshul de % ol mnatiags end
»
L DN OTETULL ¢ b f 3l o & B ¢t Of O aEly b

& Ragmond W phots Ond wirth in inquicas in o Tinady manss

Left Column Layout (1/3 Left Column & 2/3 Right Column): Smaller left column.

:r.-i! m—l Employers
T am

ATP i here 1o help vou lind aporopriate and cost offeciive eoulpet hot oan ma'e o diflznno wher

R0 I oL BGUITEET 13 heip AMoyent el i wart ofor on sy ren
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Featured Well: Colored background section utilized to bring attention to.

Taka the first step to Identily what programs you qualify for by compiating the Service and
Device Applicalion

Fnglat Applicatian Spaaich Applicaticn
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1-3c. Edit Content - Expand the editor:
There are 2 ways to expand the editor to see more content as shown below in the screen shot.
Expanding the editor will allow you to see more text that you are able to edit instead of scrolling.

NOTE: If you click on the 4 arrow button to expand the editor, you will need to click the same button
again to shrink the editor screen back down to the regular size to return to the original view.

ail Basic page About Antelope Coun Sl Salect Linguegi | 7

T““l‘-"‘ et ATtD, 2014
oy AW o (e oy

— W Teageiaee TIOF
P, ™ Temowrwu 57 °F

<A B I B & & = [ E:

Antelope County Sockal
Media

HEN=_

1-3d. Edit Content - What you can and cannot edit:
Below in is an example of the body section that you are able to edit. Depending upon your
site layout and permissions, the areas pictured below in red may not available for you to edit.

NOTE: Depending upon your permission, you not have access to edit the navigation or side panels.
Contact Nebraska Interactive (ne-cmc-support@egov.com) if you need your permissions adjusted
or if you need us to edit/update any pieces that you do not have access fo.

N 1w Welcome
Ahaad Aseiopd Coumdy ﬁ 5--:..-.11;;. ~

Maligh, NE
Tuesday. July 15th, 2014
Lisgy Tany
Farpecben 120
zhw'ﬂ‘l-
Wednedday, July 10, 2014
o gk ri'y
o Terpmrgs 117
Upcoming Events Thursatay, July 1Tin, 2014
. S e Y
Il—twm g
. -mmm

M=
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Section 2:
]

How to Add New Content to your Website:

2-1. How to add a new page to your website:

Before you add a new page to your website, ask yourself the following questions:
* Does the information need to be printed, such as a form or public notice? If yes,
uploading the information as a pdf or word doc and including the link on the correct

page(s) will be easier for users to print.

Does the information go along with something else that is already on the website?
If yes, maybe the information can be added to the existing page rather than creating a
new page.

1. Hover over the “Content” button at the top left side of the black administrative tool bar at the
top of the page.

2. The available content types (pages) that you have permission to add display below the “Add
Content” button when you hover over it. For this example, please select “Basic Page.

Add content

Home

About

NOTE: We will cover how to add an Event in Section 2-2.
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3. Enter the title that you want the new page to be. Be sure to keep the title specific to the
contents of the page. The title you enter is what will be used to create the name of your new
webpage, so it needs to be specific and clear as you will be linking to it later in this guide.

Bl Gt e g st = - . Y k
+ T T e dey drupa! e Tt it ST i ’ ¢ =

L]

Bcan Dunty CFEa e DfEah L Ry e G

Create Basic page - - 24 St | srunge *

B - ! . y | Meligh, NE
— . Cakerda . !.ﬂﬁel't Tﬁia ﬂf Faﬂﬁ Tucscay, July 15th, 2014
- H — Loty By

S r n e T2 OF

Body o Lurs TeTmesstas 47
iiprg i o 388 Q. Wodnesday, July 15th, 2014

“W=n i T Tt

L-.j Liow Tevpesmiae 5T

E % B E AW = W s

Thisrsday, July 17th, 2014

,'. a a8 2 U 6L B “'E'.:-.:-mm
. Higk Tenmpwxw 76 'F
Liw Temperatas BT
Type in or copy and paste jj

the contents of webpage |

T

]

4. Type in or copy and paste the contents of the webpage. Be sure to utilize the WYSIWYG tool
bar that is similar to Microsoft Word to format any of the text on your page.

NOTE: We will cover how to add an image or a file to the page in Section 3

5. Once you have completed adding the text that you want to be on the new webpage, click one
of the Save buttons (pictured below) to save the webpage.

Edit Basic page Services ) ste Langusgs | ¥
Heligh, NE
= Tuesday, J 1
- Wednesday, July 160h, 2074

Doy [T Ly Pirthy Suirn

= ; C i a_:-___ Q p e _j.--.; .‘1"‘-'::-1;-: b i 43

= . Click S =y Tharsday, July 17th, 2014

= B EVE .fc ; Sny Suomy .

in fal X N o ﬂﬂ j g TerriaisEr rry

o L E- = Feoes

| -mﬁ-ﬁuﬂrjfﬁlnlLﬁhﬂiﬂ'ﬁllsﬂm
OR: at the bottom of the page, C|ICk the blue save button

6. Complete! You have successfully created a new page.
NOTE: See page 15 (section 3-2) to link your new page to an existing page on the site.
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2-2. How to add a new event to the calendar on your website:
NOTE: You must have the calendar module activated on your website, if you do not, ignore this
section or contact Nebraska Interactive (ne-cmc-support@egov.com) if you want it installed.

1. Hover over the “Content” button at the top left side of the black administrative tool bar at the
top of the page.

#  Add content

T
Nebraska Professic
2s %7 o
85 » /=2 Authorization Req
{ a8 =5 Add content
= || You are now masquerading as
E_g I|I Home
o I

About View Edit Track

2. The available content types (pages) that you have permission to add display below the “Add
Content” button when you hover over it. For this example, please select “Event.”

3. On the Create Event page, you will be prompted to enter an event title, body, and date and
time as seen on the next 2 screen shots.

N Cork

Add apriew  Fad cvvent

----------

Create Event -~ L. - U St Lanpuage v
WY BEa i |
- Nefigh, NE
m o Enter Event Thie I Wednesday, July 15th, 2014

Acard Meehiy et e
High Tencararus T3°F

oy ! J‘1 Low Terpeatae 53°F
A B B aEa9] s anr Thurscay, July 171, 2014
Sk - Hty Sniy
- aeia e
Fmoaenals s m = = mlin - el it
™) [ —— Fricay, Jury 18, 2014
J ket o e R L Lsdy A
B a = _.-I? [ .Ln e 1".!.:_5""' o
. Terpeabye & F

L%
Lrtmivgrs Cousty Bcesd Wnlian

Enter Event Info e County Social

—_ -
NN e

"
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NOTE: You must include the time in the Event-Date section at the bottom of the page.

Tem Parsat

= |
-~

4 —_—

Exveant-Dabs *
t Enter Event Date
& Time (Required)

NOTE: You can also attach documents to the events (example: meeting agenda), we will cover
this in Section 3 of this guide.

4. Once you have entered the Event title, information, date, and times, click the save button at
the bottom of the page.

5. The event will now show up on the calendar (shown below) and will show up in the Upcoming
Events feed on your home page (if your website has this feature enabled and if the event is
happening soon).

TETepE- e e e
o= O [ T R derrpl e S AR R & - H S

[
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i

B v Pty Sunny
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[l’-.. Livs Tempesian: 55T

o rismiser

Thsmsoay, Juby 17k, 3014
Pasy Caner
Thgh Terger st 75°F
‘.-‘ § Lo Tampcastare 7Y

-
Friclay, July 18th, 2014

' TR ™ e
] N —l e
et The New Event
We Created Launt.l Soclal
: e

H¥N-:

6. Complete! You have successfully created a new event.
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2-3. How to revert back to a previous version of a page on your website:

NOTE: The page has to be edited and saved more than once for the revisions tab to show.

1. To revert to a previous version of a page, click on the “Revisions” tab.

[ aulin Memtars & S0 Redilg” | "unsﬂ \
Revisions for Comm’ _ \ wRe¥™" _caff
/  ghe o

B lon Opesations

2. On the Revisions tab, you will see a list of all of the available revisions. In the left column, the
revisions are listed by date with the person that last updated the page on that date.

3. To preview what the page looked like on that day, click on the date you want to preview in the
left column.

4. In the right column, you can click on “revert” to revert back to how to the page was on the
selected date.

5. Complete! You have successfully reverted back to a previous version of a page on your web-
site.
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Section 3:
S

How to Add a Link, Image, or File to Your Website:

3-1. How to add a link to a webpage OUTSIDE of your website:
If you want to add a link to an outside website (example: your local newspaper’s website) you will
follow the steps below:
1. Navigate to the page you want to add the link to and click edit (as seen in section 1 of this guide).
2. In the editor, you may choose to either link the external webpage to the domain name (exam-
ple: www.journalstar.com), or you may choose to link the external webpage to wording of your
choice (example: Lancaster County News) it is up to you. In the example pictured below, we

are adding a link to the Nebraska DHHS Birth & Death Certificate Information.

L

Bl (Zoi RuwTaryd
B 5 vens CH-RCE
=@m=0
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gy Funfy
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Antakope County "‘;""a .
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Nebraska Department of Heatlh and Human Services

{EHHE)
Bty b Dt Cpthcmts inbrrates Tr x L. .
Hebraska Department of Motor Vi, h’aﬁ?g‘z?ﬂx{ ¥ ‘..f
E 5
. € ling |

—

w

Once you have the text typed to be used for your new link, highlight the text by clicking and
dragging your mouse over the text.
4. Next, click the link icon pictured below:

Wednasday, July 16th, 2014

Mcay (Ao surTang i,
5 - SO gh Tonpetare P3P
B S XD EE D -QF - E  Torcew wire A3°F
SE#§ O g | Thursday, July 17th, 2014
B . il Wty Bunny
sl

OBt i "™ Button, by soous

Antekope County —
HEN:
Mebraska Department of Agricufiure
Scrghucn, Oy S, brcaie Bz -
+y Cvireg i e e prowt ooty R =
gy Waeady Rsgerty (Dary. g, Toreny k- \
Nebraska Dopartment o Hoa'th ane 1 nt 1““‘
(oms 1. gt

B & O s Y
NatTagka Dopartment af Mater Venicies (B,
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5. Inthe box that pops up, insert the link that you want the text you highlighted to go to (example:
The text pictured below will go to: http://dhhs.ne.gov/PublicHealth/pages/vital_records.aspx)

Winitmsaing, Juky Tl 2014
N s f

=l = 0 Thisraclay, July 1Tth, 204
T w[Ela sE = mx PR sy S
A BTN S m W LM
mﬁ?ﬂ]"ﬂ"ﬂdﬂlﬁlﬂli E'I:Iifl-'ﬁ:'-:f’lmil i E‘“!;'npﬂ County Social
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g — T
- = Tl

o

E;M'Mrm.m JIII_”
e M /
Hbrask s r-‘-""--_

D -

Antsiop __:r:": T
Lk To
(L

Pecloced
Hebdask
o

NOTE: On the pop up box, you will see that there is a drop down for “Link Type.” The available
options are Email, URL, and Link to anchor in the text. You will use the URL and email link most fre-
quently. To insert an email address, you would follow the same steps as we have so far, but instead
of having URL in the Link Type drop down box, you will have email and insert the email information
and click the green OK button.

6. When inserting a link to a website outside of your domain, it is good practice to make the link
open in a new window or new tab. This way, when a user clicks on the link they can still get to
your website without having to click the back button in their browser. To accomplish this, we
need to add a Target: “_blank” to the link. Click the Target tab of the pop-up box as pictured
below and select “New Window (_blank)” from the drop-down menu.

Wednesday, July ToTh, 2074

B =l Thirsday, July 1Tth, 2094
s sm ==« B | & sk o

A- B WG % v L §
BAgRuRERIRENEEEEERSMEE - 4 ntolopo County Social
Tt m— Madia

ANDRORT | e Torget | ihpannd
HEEl-=

ool

TR T ]

Hglranh

2 mm'm, — L“\

Poomit o . select
Mtrag) | T, o
e rme F\\
| -

Mebraska Deoariment of Motor Vehicles (DWW

NOTE: Remember, you only use the New Window (_blank) for external links.

7. Click the green OK button
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8. Once you have completed all of the links you want to add to the page, you must save the page
you edited. There are 2 ways to do this, pictured below:

W it b o Sorviem | =
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OR: at the bottom of the page, click the blue save button
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9. Complete! You have successfully added an external link to your webpage content. Now, be
sure to test the link by clicking on it and making sure everything is correct.
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3-2. How to add a link to a webpage INSIDE of your website:

Adding a link to a webpage INSIDE of your website should be used to:
* Link to a new basic page that you have created inside of your website. Example: the
page we create in section 2-1 of this guide is a page that you would link to INSIDE of your

website.
Adding a link to a webpage INSIDE of your website should NOT be used to:
* Link to a pdf, document, image, or other attachment. That will be covered in the next
section.

* Before you start, you need to complete the example 2-1 on pages 8-9 of this guide. *
In the example 2-1, we created a new page titled TEST. In this example, we will be linking the page
“TEST” to the “About Antelope County” page, but the process will be the same for any website.

1. Go to the page you want to add the link to and click edit.

2. Inthe WYSIWYG editor type the text that you want to link to your new page. Below in the ex-
ample you will see that we will be linking the new page to the text “TEST.”

3. Highlight the wording in the editor by clicking and dragging over the word(s).

4. In the 3rd row of the WYSIWYG editor, you will see a button that is a colored chain link with a
green plus sign on it (pictured below). Click this button to create a link.

NOTE: When you hover over the button, the tool-tip Linkit will appear.
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5. Next, the Linkit dialog box will appear as pictured in the screen shot below.

B Bt b ppr Akt A

6. The text box titled “Search for Content” is the one you will want to use. If you start typing in
the title of the page you created, ie: “TEST”, the results will start showing up under Content. *

B Bt b ppr Akt A

|
Type in page name @

r
F -

- o =8_EA
DO Seloct the comact page
ot in the Content section

T faanrr " -

Tt Puil

NOTE: The more pages you create with a similar name, the more pages you will have to choose
from when linking the page. As seen in the example above, there are multiple test pages. We se-
lected the one in all capital letters because that is exactly how we titled the new page we created
in section 2-1.

7. After you select the page, you will see the “Link URL *” box fills in with the page name for you.
You don’t need to select anything in the Options box, just click the Insert Link button at the
bottom of the Linkit box.

8. You will see that the text you highlighted to link your new page to now looks like a hyper link
(blue text and underlined.) Save the page and you will see the link appear on the webpage. Be
sure to test it out and make sure that it goes to the correct page.

9. Complete! You have successfully linked to a new page you have created.

* Can’t remember the name of the page you created? Follow the steps on page 18.
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If you are unsure what you titled a page after you create one, there is list of all of the pages available
to you in the black admin tool bar at the top of the website once you are logged in. Click on content
(next to the home icon at the top left) and you will see the full list of pages on your website ordered
by newest, or latest updated, at the top of the list.

Antelope County

Welcome =3

Dules! _avpuage | ¥

You can sort through the content by clicking the content tab or media tab. The advertisements tab
will not contain anything of interest to you. You can also filter through the content by selecting the
type of page (basic page or event) and sorting the table displayed below.

Content

B . - “.r..- ACERA ANEEIOE Sy
o " . } O 3abscs g | ¥
o - Cenry Daard
‘ L = A Naligh, NE
B e %, < Weadnasday, July 16th. 2014
4‘3::# ) %%, | #, B
o e lerr s
o &, . ==
o :?ﬁ % 945;-5 Thuraday, July 17th, 2014
b . %% Q‘,,ﬂg . [ L! -I_I- _';.l‘-r e 7T
o, T B T
e G Friday, July 10th, 2014
Bl o
Antelope County Soclal
e s ineatan . oparnss Media

BN =

Remember:
* This method is to link new webpages that you have created to another page in

your website. The method for linking a document or an external webpage will be
explained in the following section(s).
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3-3. How to an anchor tag link to your website (jump to link):

Adding an anchor tag link to a webpage should be used to jump to a specific
section on a page.

You would use anchor links when you wanted to list topics at the top of the page and then have
the ability for a user to click that topic and be taken straight to it without having to read or scroll
through the balance of the text.

This is a two step process. First you must create an Anchor on the destination before you
link your text to it.
A. Creating an Anchor:
1. Go to the page you want to add the link to and click edit.
2. Highlight the text that you want to place the anchor tag on (where you want the page to jump to).
3. Click on the flag button in the WYSIWYG tool bar.
gbu"i.*.@“
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4. Inthe Anchor Properties box that appears after you click the flag button, you will need to enter
a word or number (NO SPACES) to identify the anchor tag. Example, if you are linking to a
news section, you may want to enter news into the anchor name field. Keeping this simple and
clear is the best way to handle anchor tags.

Enter an ancher name

Click the green “OK” button.
You’re not done yet - follow the instructions below in the “Creating a link to the Anchor” section
to link to the anchor you just created.

o o

B. Creating a link to the Anchor:
1. Highlight the text that you want to use as a link to jump to the section that you just created a flag for.
2. In the WYSIWYG tool bar, click on the link button ( e ).
3. In the Link Properties box that appears after you click on the link button, select the “Link to
Anchor in the Text” from the link type selection box.
4. Next, select the anchor
name you just created e
from the drop down box = 2:Select “Link 1o
under “Anchor Name.” wekies i the text SR
Click the green OK button. R ——

5.
6. Save the page. e ' : | .
7. Complete! You have suc- e Pyed O
e e
cessfully added an anchor e :
S .

tag and link to the anchor oo
tag to you webpage.



3-4. How to add an image to your website:

3-4a: Upload an image to your website

Acceptable image types to add the pages: .png, gif, jpg, jpeg

1. While creating a new page or editing an existing one, you have the option to insert an image
into the page. Underneath the WYSIWYG editor, you will find a section titled “addimage” with
an option to choose a file to upload to the website (pictured below in screen shot).
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2. You will need to place your cursor in the editor where you want the image to be placed.

3. When uploading an image through the “addimage” box, you will select the Choose File button
and find the image on your computer that you want to upload to the webpage. Once the file is
selected, click the upload button (shown below in screen shot).

=
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4. You will notice that after the image uploads, you will see a small preview of the image with the
image name and size listed underneath along with an insert button. The insert button will place
the image into the webpage where your cursor is located, but first we need to add alternative
text.

5. Adding alternative text to any image you upload to your website is something you will want to
get into the habit of doing. You will want to enter a short, clear description of what the image
shows in this box. Entering alternative text for images allows your site to meet certain 508
compliance standards, more specifically, if a user is viewing your website with a screen reader
and cannot see the image, the screen reader reads the alternative text attached to the image
to let the user know what is on the page.

6. Once you have entered the alternative text for the image, click the Insert button next to the
image file name. This will place the image into the content editor where you cursor was. If you
have a very large image, it will need to be resized as shown in the next step.
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7. To resize the image, click on the image in the WYSIWYG editor and you will see “handles”
appear on the image*. Those are the small white square boxes that allow you to resize the
image by clicking and dragging the image down to the desired size. (Handles pictured below).

Friday. July 18ih, 3014
el By
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5 1l F ] 3 - ot ] Py Eavwry
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Antaelope County
Social Media

% HEN=

*NOTE: You can only resize the image in Firefox and Internet Explorer. The handles will not show
up in Chrome.
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8. To resize the image proportionally, click on the image and once the handles appear use the
corner handles to drag the image by clicking and dragging your mouse AND at the same time,
hold down the shift key on your keyboard. Holding the shift key down insures that the image
stays the same proportion as the original image when you resize it so that the picture doesn’t
end up looking squished or stretched.

TIP: You can use the align left, center, and right buttons in the WYSIWYG editor to align the image
where you want it to be on the page.

9. After you have the image as the desired size, save the page and you will see the image you
inserted and re-sized now on the webpage (as shown below).
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10.Complete! You have successfully uploaded and added an image to your webpage.

3-4b: Insert an image to your website that you have used on another page

NOTE: You need special website permissions to be able to do this. Please contact Nebraska Inter-
active (ne-cmc-support@egov.com).

If we wanted to use the image that we just uploaded and added to another page, there is a way that
we can browse the server and add the image again on another page without uploading the image
twice.
1. Go to the page you want to add the image on and click Edit.
2. Inthe WYSIWYG editor, place your cursor where you want the image to appear on the page.
3. Next, in the WYSIWYG editor tool bar, click on button that looks like a little scene of a sun and
mountain the in the 2nd row (when you hover over button the tool tip will display “image”).
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NOTE: All of the images that you uploaded through the “addimage” box will be in the img folder
when you browse for the file.

4. In the Image Properties box that appears, click the Browse Server button.

Edit Basic page Historical Infermation
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5. This will open a new window where you are able to browse the server and view the images
and files you have uploaded.

6. In the screen shot below, you will see where you can navigate to the images you can insert in

the page by clicking the img folder in the left column. In the right column, you can select the

image you want to insert, and in the bottom row the image is previewed when selected. To

insert an image in the page, simply double click the file name in the right column or when the

file is selected, click the insert file button at the top in the tool bar.
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7. Once you select an image and insert it, you will be brought back to the Image Properties box
where you will need to press the green OK button to insert the image into the webpage.

8. The image is now ready to be re-sized as we did in step 8 of section 3-3a. Once that is com-
plete, save the page and you will see the image on the webpage.

9. Complete! You have successfully inserted an image on your website that you have used on
another page.
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3-5. Upload add file to your website:

Acceptable file types to add the pages: .ixt, .pdf, .doc, .docx, .rif, .xls, .xIsx
1. While creating a new page or editing an existing one, you have the option to insert a file into

the page. Underneath the WYSIWYG editor, you will find a section titled “addfile” or “Add File”
with an option to choose a file to upload to the website (pictured below in screen shot).

Add & new fi'le

JEoous Pk

2. You will need to place your cursor in the editor where you want the file to be placed.

3. When uploading a file through the “addfile” box, you first will select the Choose File button and
find the file on your computer that you want to upload to the webpage. Once the file is selected,
click the upload button.

4. Once the file is uploaded, you will see a drop down box where you have the choice for the
style of the link. By default, the link to file (with icon) is selected. This icon will help your users
know that when they are clicking on the link, it will open up a document that they can print or
save, instead of a regular webpage. In the Description text box, add the text that you want to
be the link in the webpage. For example, if you are uploading a meeting agenda, type in the
Description text box “Meeting Agenda.”
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5. When you are ready to insert the document, click the insert button next to the style drop down
box. Save the page and you will see the file appear in the webpage.
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6. We're not done yet though! It is good practice to have all of the document files that you add to
the website open in a new tab. This insures that when your user clicks on the file to open it up,
they can view the document and close the tab when they are done instead of clicking the back
button in their browser to go back to your website.

7. To make the file you just uploaded open in a new tab, we have to complete one more step. Edit
the page you added the link on.

8. Highlight the link to the file you uploaded and inserted or click anywhere in the link. Next, click
the gray chain link button (the tool tip will display “link” when you hover over the button with
your mouse) in the WYSIWYG tool bar (pictured in screen shot below).
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9. The link dialog box will appear, click the target tab (pictured in screen shot below).

Edit Basic page Historical Information

10.In the target drop-down box, select New Window (_blank) (pictured in screen shot below).

fFTr
o - -:.f.r“-.._-.m. " - a‘\‘h‘:
Sy 53\0‘::'“\.'.1 o
FR——— tﬂﬂ = " t
e -
S H con

11. Click the green OK button in the link dialog box and save the webpage. Then, test the link and
make sure that the file you uploaded opens in a new tab in your browser. This way you do not
have to click the back button in your browser to get back to the website, just go to the original
tab. More importantly, your website will not be closed accidentally.

12.Complete! You have successfully added a file to your website and set it up to open in a new
tab in the browser.
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3-6. Embed a video from Youtube on your website:

This method for adding a video to your website requires that the video be on Youtube or
another video hosting site already, or you will need to add your video to Youtube first.

1. Go to the video you want to embed on your website via Youtube (or another video hosting site)
2. Below the video there will be a “Share” button. Click it (pictured in screen shot below).
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3. Once you click on share, below that you will see three options, Share, Embed, Email. Click
on Embed.

.
Ll Daey Yinses - Miosi Amariag A-lhwlLS
ltaciar

ol Coge wead Pappy Vimes Campl
The Cutest Puppiea® ¢

Cotnhmadl armySeafl %{0 :

m Gﬁﬁ““ 1,207,915

k- Wt borves Pupjry Tablmy Firaa
f II-.--.I e Flaty

Do fuest dhiod weard 1 Both - Fawovy sliog
hisilag comp-Esnn

i i AT R 31w r youien CorTy serow e} el [imanha-ler W - e wrvm - Covem Pupplin of A0 Thes!

it Mssting Puppies for tha First Tims
m.m o 314 ML 1D

Ty Wikl pssn

I?E@EE

ML AN

N Il (/e P Viseo Lomiamon 2013

. Copy the embedded code (highlighted in blue pictured above) and go back to your website.
On your website, click the edit tab on the page that you want to add the video to.

In the WYSIWYG editor, click and place your cursor where you want the video to be uploaded
on your page.

Next, in the WYSIWYG tool bar, you will see an icon that looks like movie strip, click that button
(pictured below).
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8. Next, a pop up box titled “Embed Media Dialog” will appear. In this box, paste the embedded
code that you copied from Youtube. Click the green OK button.
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9. After you click the green OK button, you will see the video has been added and the box shows
as EMBEDDED MEDIA with icons (pictured below).
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10.You’re not done yet though, don’t forget to save the page! After you save the page the video
will appear with the play icon.
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Section 4:

How to Add an Image to the Slider on your Website:

You must have a slider on your website. If you do not, please ignore this section.

What is a Slider?:
* Aslider is a featured section typically on the home page or every page that has
images along with captions that change. Example pictured below.

5 =
gz = wl " ll \E‘E Wayne State College
1 B : =t | -

Enroflment: 3,470 (Fall 2014)
Degrees & Awards Granted [2013-14k 731
\ Quick Fact: There are more than 14,500 Wayne
£l \ State alumni Wving in the state of Nebraska, Of
the remaining 10,000 alumnd, the next three

largest concentrations of alumni are In lowa,
South Dakota, Colorada and Californa.

Website: war.o

1. You can add or edit a slider in the same manner that you would a webpage or event on your
site. To create a new slider, go to the “Add Content” menu and click on “Slider.”

2. There will be a field for you to upload an image as well as a field for the caption. The image

you upload will be automatically cropped to fit in the image constraints that we set up when

your site was created. If you would like to crop the image before you upload it ask your website

manager what size you should crop the image to.

Save the page.

Complete! You have successfully added a new slider image to your website.

oW
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Section 5:
]

How to Edit/Modify the Menu on your Website:

You may not have permissions to edit the menu. If you do, follow the steps below.
NOTE: If your website utilizes a different menu, you will receive other instructions.

There are multiple ways to add pages to the menu.

5-1a. How to add a link to the main menu - Option 1

1. Select Structure > Menus > Main Menu from the top drop down menu

r?ﬁ"; Content  Structure  People  Configuration  Reports  Help
IR s Bas 2N
Menus *  Add menu
TE Mega Menu Features
Main menu
Management
Navigation

User menu

Settings

2. Click the “Add Link” button towards the top of the Main Menu page

Main menu
LIST LINKS
Ll
[
+ Add link Cli
ick

:-iAdd L"nku

=

3. Enter the Menu title link (example, Contact Us) and the Path (example, contact).

NOTE: what you enter in the path will depend on if it is an external or internal link. An internal link
will be similar to the example listed above. The internal path is everything after the
nema.nebraska.gov/ address, shown below highlighted in green. For an external link, you
will copy and paste the entire website URL into the path (example: http://google.com).

L ] Cantact Us | Nebraska Em x

« C' [ https://nema.nebraska.gov/contact

s

Do not put anything in the description field.

5. Make sure that the Enabled check box is selected. If you want the new menu item to have items
below it (parent > child), select the “Show as Expanded” check box.

Keep the parent link “Main Menu”

Do NOT adjust the weight

Click the green save button

o N

NOTE: To edit a navigation and link and change the title that is displayed to the public or the page
it links to, you can edit the menu from the Structure > Menus > Main Menu page.
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5-1a. How to add links to the main menu - Option 2

1. As you create a new page or edit a page at the bottom you will see an option to add the page to
the menu.

2. Simply type the desired Menu link title, keep the description field blank, and in the Parent Item
drop down box, select the menu item you want the link to fall under and save the page.

NOTE: If you want to reorder the menu links see step 5-2.

Menu settings

Equipment B Provide a menu link

Menu link title

Revision information

New revision Equipment

URL path sattings Description
Automatic allas

Meta tags

iy - Shown when hovering over the mena link
Using defaults

Parent item
- Barvices _:J
Weight

50 -|

Manu links with smaller welghis are displayed before links with larger welghts

Csava ) proview J Deiete.

5-2. How to remove or reorder links to the main menu

1. Select Structure > Menus > Main Menu from the top drop down menu.

2. On the page you can delete menu items (on the right side) or click and drag the arrows on the
left side to reorder links.

Click the Green Save button at the bottom of the page.

Complete!

o

e ik Enabled  Operations

e [didabebedt)

NOTE: You can also edit the menu directly from any page by hovering over the top right corner
and clicking on the gear icon. (pictured below)

Preparedness Operations Recovery Technical Hazards Newsroom
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Section 6:
]

How to Add an Image to the Gallery on your Website:
You must have the gallery option available on your website, if not, ignore this section.

1. Go to the gallery page on your website. You will see a green button that has a + sign on it and
the text “Add Media.” Click this button.
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3. On the next screen, you are able to upload a new file by selecting the “Choose File” button and
browsing your computer for the image you want to add. Once you have selected the image you
want to add, click the blue submit button.

NOTE: If the image you are uploading is large, it could take some time to upload the image depend-
ing upon your Internet connection and the image size.
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4. Once the image has been uploaded, you will see it appear on the gallery webpage. To change
the title that displays below the description of the image, click the Edit Media tab (as show
below in screen shot).
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5. On the Edit Media page, you are able to edit the title of the images, the descriptions of the im-
ages, and you can remove the images from the gallery (as shown in the screen shot below).
Make any edits that you want and click the blue save button at the bottom of the page.
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6. To rearrange the images, on the gallery page you can hover over the images and a blue box
at the top will appear with a 4-arrow button. Click and drag the image to where you want it to
appear. If you click on the image you will see the image description.

7. Complete! You have successfully added an image to your website gallery.
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Section 7:
]

6-1. Edit an existing table on your website:

You must have tables in your website, if not, ignore this section.

1. Edit the page with the table on your website.
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2. To add a new row/cell or delete a row/cell, right click on the row you want to modify. You will
see in the menu that appears after you right click (pictured in screen shot above), there are
other options that you can customize.

Save the page

4. Complete! You have successfully edited an existing table on your website.

w

6-2. Add a new table to your website:

1. Edit or create the page you want to add a table to. In the

WYSIWYG menu, click on the table icon. =
B B source R a » @ m_ Click this table button
EElEen s aes mn ™ -

Format = Size”-' A- B I U S x, x* L 8- B

2. Next, you will see a box that you can enter options for the number of columns, rows, etc. Enter
your desired # and click ok. Begin entering your content into the table.

3. Save the page

4. Complete! You have successfully added a new table on your website.
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Section 8:
]

Notes and Nebraska.gov Contact Info:
Tip: Holding the “Shift” key down while pressing the “Enter” key down on the

keyboard will make the line single spaced rather than double spaced when

entering content in the editor.

Need Assistance? Contact Nebraska.gov - Email: ne-cmc-support@egov.com
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