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How to log into Drupal:

First, make sure you are logged into Drupal if you are ready to do any editing:

https://dese.mo.gov/user

Note: Once you log in, to edit a page, ensure the address starts with https and not http, if you jump to the regular http

address, it will no longer show your login menu.
How to edit a page
To locate a page for editing:

1. Navigate to the address you want to edit by either selecting it from a browser bookmark, pasting in the address

or navigate from the homepage (example: https:// dese.mo.gov/college-career-readiness/assessment)

or

2. Shortcuts — Find content —and do a full or partial search for the page name

Select the “Edit’ tab

View vs. Edit vs. Revisions tab

View: This is equivalent to ‘Browser View” only you will see your login menu at top
Edit: This is edit mode to edit the page

o “Preview” button at bottom while in Edit Mode — this gives you the ability to preview the content before hitting

save. It will show the content portion only and not the content within the template.

Revisions: Every time you hit save, a revision is saved. This gives you the ability to look at an old version, revert back to
an older version of the page, or see who last edited or made any other prior revisions to the page.

Communications
* Administrative Memos

Home - - Communications » Calendars

* DESE News Release Archives

View Edit Revisions * Electronic Mailbag

Mews & Updates * Frequently Asked Questions

* Listserys

Receive Motices From the Department * Logos & Guidance

Uploading a NEW file as you create your link (pdf, word, etc)
e Create/highlight you link text.
e Select the linkit button
e Click File browse button -

e Browse server button, then next screen Upload



https://dese.mo.gov/user

@ Upload | % Insert file

X file name|
lvnb-sm.jpg
Browsze.. | Mo file selected.
lvnb.jpg

Create thumbnails

[ Thumb (30x90) hrysanthemurn.jpg

brormunication-itern.jpg
@ Upload _ .

e Browse to your | drive to locate the file and select Open

e Select Upload, then Insert file - the file will upload to a files folder on the Drupal server.

& uploas

x L |
File
1.pdf
| actproc-dese-invoice pdf
3.pdf
Create thumbnails
4 pdf

[] Thurnb {90x90)

ﬁ Uplaad 5 pdf

7.pdf

Then Insert link

Linkit

Change profile

Search for content.

Start typing ta find content or paste a URL.

Zpen file browser

Link URL *

fsitesfdefault/files/amidocument sfactproc-dese-invaice. pdf

This will be populated by the search, or you can fill it in yourself.

POPTIONS

Insert link Cancel

Size

la0l KB

1a3.56 KB

35545 KB

152,85 KB

163,71 KB

Size wWidth Height Date
1343 KB 150 113 0472772011 -
5727 KB 1600 1200 10/10/2013 -

355.78 KB 1024 763 1041172013 -
52.72 KB 359 415 1041042013 -
Width Height Date

0a 02/14/2014 - 09:15

0a 02/14/2014 - 09:15

0a 0z/14/2014 - 09:13

oo 0241472014 - 09:08

oo 0241472014 - 09:05

16:11
16:02
12126

16:17

L

NOTE: If you notice as you upload the file that appends an _0 or any _number to the end, this indicates the file already

exists on the server. At this point, you should cancel and link to the version that is already located in the Drupal file

library. If you are wanting to update a file which already exists on the server, see directions for replacing a file that is

already in the file library.




How to upload new images

Place cursor in location to insert and choose the ‘image’ button.

Title *

Logos & Guidance

Body (Edit summ ary)

[ source B @ @ [“.3}1 « LIEfFA=E O E b

Normalg .~ || B I U & | X, x° |12 I 99 || = i

11 Right-click on the link of the file you want

2) Select "Save Target As”

3} Choose the file location.

| ] s | s | s
| Black [ ing | ong | eps

[
hody table thody tr td div

Select Browse Server button, Upload, then browse:

) File Browser - Mozilla Firefox

[

b3

| e dev.dese.mo.govfimce?app=ckeditor|sendto%40ckeditar_imceSendTo|&CkEditor=edit-body-und-0-valuedCKEditor Funcium=1308langCode=en

¥ Insert file

S Upload

Eile

Browse...

Create thumbnails
] Thumb {20x90)

2 Upload

o file selected.

Locate image on network drive and select, then select Upload, then Insert file

& Insert file

S Upload

File
| DESE-colorjpg

Create thumbnails

Thurnb {90x20)
2 Upload

s i ) i

ile name| Size Width Height
lvnb-sm.jpg 13.43 KB 150 113
llvnb.jpa 572.7 KB 1600 1200
hrysanthemurm.jpg 8558.78 KB 1024 7ad
hrormunication-itern.jpg 52,72 KB 339 418

ow To - Connecting to the Virtual Desktop on mypc3 oy 134.51 KB oo

ile name| Size Width Height
llvnb-sm.jpg 13.43 KB 150 113
llvnb.jpg 5727 KB 1600 1200
hrysanthemurm.jpg 8558.78 KB 1024 768
brnmunication-itern.jpg 52.72 KB 389 415

ow To - Connecting to the Wirtual Desktop on mypc3c 134.51 KB oo

Date
0472772011
1041042013
10/11/2013
1041042013

10/11/2013

Date
04/27/2011
101042013
101142013
101042013

10/11,/2013

16:

16:

12:

1e:

1z

1o:

1o:

1z:

16:

1z

0z

26

20

The next screen, add your alt attribute (alternative text for Section 508 Compliance) and set image size to mo.gov site.

Setting this image size sets the image to resize and adjust properly no matter what device is accessing the web page

(responsive design).




URL
Isitesidefaultifiles/DESE-Torch-colarjpg ElEIS Bt

The alt attribute may he used hy search engines, and screen readers,

| Color Tarch Logo|

Image Alignment
| NotSets

Image size {require
MO gov Site

The title attribute is used as a tooltip when the mouse havers aver the image.

7 Preview

"
o

Cancel 4

NOTE on images:

1. If you notice as you upload the file that appends an _0 or any _number to the end, this indicates the file already
exists on the server. At this point, you should cancel and link to the version that is already located on the Drupal file
library. If you are wanting to update a file which already exists on the server, see directions for replacing a file that
is already in the file library.

2. For proper image sizing, please size your images ahead of time to the size you need it for desktop view of the page.

Then the image will size down accordingly for smaller devices. You cannot resize images within the Drupal editor.

How to Update/Replace a File/image that is already in the File Library
Go to “Content” tab, then “Files” tab

Dashboard E Content ch structure "\ Configuration © Hep

Content CONTENT || FiLEs || WEBFORM

Home » Administration » Find content . .
List Thurnbnails

* add file
Name Type User
- Any - v Apply Reset
*OPERATIONS
Execute

- Choose an operation - %

(] MAME T¥PE USER SIZE UPLOADED -

O DESE-Tarch-bw. png Image Lainie 5.72 KE 114182013 - 15:50 Edit Usage Delete




Here you can search through the files list by typing part or all of the file name. You can also filter by file type or the user
who uploaded it. Then hit apply. Once you locate it, choose “Edit”

CONTENT

WEBFORM

Home » Administration » Find content . "
List Thurnbnails

+ ~dd file
Name Type User
-W - Any - « ] I Apply Reset
Audio
~ OPERATIONS Document
o 1llmage
- Choose an operatiop LYideo clite

[F] MAME TYPE LSER SIZE UPLOADED -

] logo-guidelines. pdf Diocument Lainie 302 88 KE 1141520153 - 16:28 Usage Dielete

Then you will choose Replace file — browse. Locate the file on your network drive. Make sure the name is exactly same.

# Dashboard B content ‘-!1 Structure ‘K Configuration Q Help

Edit document logo—guidelines. pdf

Horme » logo-guidelines pdf

Name *

logo-guidelines pdf

B

Replace file

Mo file selected.

This file will replace the existing file. This action cannot be undone.
Files must be less than 20 MB.
Allowed file types: pdf.




Then hit save and the file is now updated.

Dashboard B content  gh Structure | W Configuration | @ Help

Edit document |logo-guidelines. pdf view | eor | usace | pEEl

Home » logo-guidelines pdf

HName *
logo-guidelines. pdf

Replace file

logo-guidelines. pdf

This file will replace the existing file. This action cannot be undaone.
Files rmust be less than 20 MB.
Allowed file types: pdf.

Upload multiple files to the library at once

An alternative to uploading files as you link them is to upload multiple files at once.
Menu —>Content = Files Tab > Add File >

You can either drag files from a Windows Explorer window or choose + Add files
Select one or more files and select “Start Upload”

# Dashboard B content h structure I_L People "\ Configuration .II Reparts © Help

Harne
Add file UPLOAD REMOTE WEE
Filename Size Status
2014-5LC-Evaluation-Forrn.pdf 60 KB 0% @ =
2014-5LC-Health-Form pdf 34 KB 0% O
2014-5LC-Leaders-to-Watch . pdf 289 KB 0% O
2014-SLC-Letter.pdf 135 KB 0% O
v
I + Add files 4 Start upload 562 KB 0%

Files must be less than 20 ME.
Allowed file types: jpg jpeg gif png txt doc docx xls xlsx pdf ppt pptx pps ppsx odt ods odp mp3 mov mp4 m4a m4v mpeg avi ogg oga ogv weba webp webm.

Select next and then hit save. You do not need to add a title.

There is also a “remote” and “web” tab to upload files straight from other web sites. (not sure what the difference is
between these two, they both ask for a URL). Typically, you would not want to do this as we usually store local copies of

files on our | drive and that would be skipping this step.




How to link to files when you have added them via multi-file upload
Highlight your text and choose linkit

Choose open file browser and locate the file, choose insert link, then insert link again. Repeat for other files

Linkit =

Change profile

Search for content.

Start typing to find content or paste a UEL.
Open file browzear

Link URL *

fsites/defaultffiles/eal-exl-s-K-12-5L-Toolkit, pdf

This will be populated by the search, or wou can fill it in yourself.

FOPTIONS

Th=ert linle ~arnral

NOTE: do not use “search for content “ to link to uploaded files. If you do, it will link to it incorrectly. Use “search for
content” to link to other website web pages.




Linkit

Search for content.
eel-exl-sH

File

eel-exl-sl-K-12-5L-Toolkit.pdf

Change profile

eel-exl-sl-senvice-learning-cycle.pdf

Link UEL *

Milesfeelaxl-sl-k-12-s-toalkitpdf

This will be populated by the search, or wou can fill it in yourself.

FOPTIONS

Timm ot il e |

How to Edit Table Properties

Click somewhere inside the table, and right-click table prop
Body (Edit summary)

Bsouce| X D B & @ | L || mm= QHE||E|
|N0rma|(...'||B I U S |x, x|z := = ”||@ = |-‘

é\,Missouri

" DEPARTMENT OF ELEMENTARY & SECONDARY
I el YVl Yl Vel W

hody table thody tr td div img

Color

Switch to plain text editor

Text format  Full HTML +

Mare information about text formats

erties

You can adjust several settings: Width, Height, spacing, padding, Headers, border, alignment, etc. Always choose

percentages for widths.

Section 508 Compliance: If it is a data table and the first row is the table headers, you would choose headers - first row.
If the first column was data headers, you would choose Headers - first column. If both first row and first column are data

headers, choose both.




Table Properties

Rows
3
Columns
5

Headers
First column »
Bordersize
1
Alignment
=not set= «

Caption

Summary

Width
T5%
Height

Cell spacing

Cell padding

Cancel

How to add links to other Drupal web pages within the site

In this example, we are linking to the “Health Sciences” homepage.

Highlight your text and select the “Linkit” button

ﬁ Home

# Dashboard

Home s & Agricultural Education

-—
=¥
Menu

B content

* Shortcuts

Edit Basic page Agricultural Ed.

Page Content *

h Structure

‘l Lainie

‘\ Configuration .Il Reports © Hep

Title *

Format -
|.

Ciuick Links

Agricultural Ed

Body (Edit summary)

Bowree || X D @ @ @ bl

Q b

®, ;z g5 3 3y MW Ei =

B I US

VIEW

Al
I~
3
H
10
te}
5

EDIT REVISIONS

]
L
[}
L
[ 4

To locate the page, you will need to know all or part of the page title. In this case, | will type “Health” and it will start

auto-displaying several options, including those from the downloadable files library. Continue to type and it will narrow

down your search.

10



| Linkit x

. L Change profile
e Agrict

5 e - e . ~ 5 hf 1
Edlit Basic page Agricultural Ed. SETENTOT.LonIent VIEW EDIT REVISIONS

Health Sciel

Hode

Link URL *

Select Health Sciences and then you will see the address populate in the link URL. This will also help confirm if this was
the intended file to link to. Select Insert link.

Linkit x

Change profile

Search for content.

Health Sciences

Start typing ta find content or paste a URL

2pen file browser

; | -
| feollege-career-readiness/caresr-education-programs/health-sciences

This will be populated by the search, oryou can fill it in yourself.

FOPTIONS

Insert link Cancel

You can also paste in a web page address if you want. Just make sure to format it like the below, not including

dese.mo.gov at the beginning.

Example:
/college-career-readiness/career-education-programs/health-sciences
Adding External Links

You can also paste in external links.

Highlight your text and select the “Linkit” button

11



* 2013-14 scholarship application

JoAnne Newcomer Scholarship

The Joanne Mewcomer Scholarship is a state project. Chapters that participste in the Joanne Mewcomer scholarship

state project should complete a project form online at [@=E]88 to receive recognition.

<

body p
Switch to plain text editor
Text format Full HTML » More information about text formats

* |rmages with a data-picture-group attribute will be responsive, with a file size appropriate for the browser width.
* eb page addresses and e-rmail addresses tirn into links autormarically.

Paste in your address in Link URL, then expand “Options” and under Target select “_blank”. This will open the page into

a hew window.

i
Linkit

Change profile

Search for content.

Start typing tao find content or paste a URL.

2pen file browser

; |«
| http: fuewan i sourifbla, org

This will be populated by the search, or yvou can fill it in yourself.

*OPTIONS

Classes

Relationship

1d
Title
Target w
self
Insert link Cancel | _parent

top

12



How to save a draft of a page

This is currently not available.

How to send a page to a publisher to be published

This is currently not available.

Linking to an email address

Note: this feature needs to be updated in the Drupal editor. There is an automated way to do this.
For now, this is how you do it.

Highlight text to create link — select Linkit button

In Link URL, type:

mailto:(email address) and select insert link

Linkit x

Change profile

Search for content.

Start typing to find content or paste a UEL.

Cpen file browser

Link URL *

rnailto:comrunications@dese. mo. gov

This will be populated by the search, or you can fill it in yourself.

» OPTIONS

Insert link Cancel

How to copy and paste content into a page

1. Navigate to your source file and select Ctrl + C the content. Come back to your Drupal page, insert your cursor in the
correct location and select “Paste from Word” button (this will retain links and other formatting like bulleted lists,

etc.)

13



ﬁ Home E Mernu * Shortcuts ‘!_ Lainie

# Dashboard “ Content ;-h Structure "\ Configuration 0 Help

Create Basic page

Home s » Add content

Title *
YWehinars - Recorded

Body (Edit summary)

[# Source B @ (=

i~
Bl
|
L
o]

B I U S x x| = i= E 9| = |~

KA
Format || v

2. Select Control +V to paste into box. Select OK.

ﬁ Home E Menu * Shortcuts 1 Lainie

# Dashhoard B content ch structure 9, Ccanfiguration

Missouri Depurtmenf of

Paste from Word

B E
Because of vour browser security settings, the editar is not

ahle to access your cliphoard data directly. vou are required to
paste it again in this window.

Please paste inside the following box using the kevhoard
(CrliCmd+V) and hit Ok

Recorded Webinars by Date

@ B @ @ %

2013 an1z 2011

€y o November ¢ December o Dec ™
< >

Cancel 4

3. If you have any secondary headings within the page like the below, go ahead and double-check they are set to

“Heading 2” under “Format”.

If you have embedded links in the content to downloadable documents, etc. You will need to ensure they are correct

and/or upload the files to the server.

14



reate Basic page

Horne s s Add content

Title *

YWebinars - Recorded

Body (Edit summ ary)

[@ source [é[[ﬁl“ﬁ}!*»l;ﬂ@ig

B I U S x, x*  1Z|:E 4

» e g W=

LY ]
Farmat T || o

Recorded Webinars by Date

2013

s November

s October

How to add section anchors

Click the anchor button

Page Content *
Images

Categorization

A
2012 201 2010
s December s December s December
* November * Mavember + November 3
Place your cursor in front of the line you want to set the anchor down in the content.
Title *
Web Communications & Training
Body (Edit summary)
[l Source B @ @[5« QR EL|IE@QMAEQ®| & =||H
Nomal  ~||B I U § x x|z := o9y W EEIRIGIEE N

Browser requirements for viewing the site
For viewing the site, ANY browser/mobile device browser can be used.

We will be training later on how to moderate/send for publish.

Set you anchor — (no spaces) — remember what you named it or copy it.

Anchor Properties X

Anchor Name

Cancel 24

Go to your text at the top where you will set your link and click your link button

15




Home = Web Commun. & Training

Workbench Access: Communications

Page Content *
ge Lonten Title *

Web Communications & Training

Images

Categorization Body (Edit summary)

Edit Basic page (panelized) Web Communications & Training - EDIT ——

|@Snur{:e||x F|‘3 [E| [ @E|"‘ - Q Ie"é.:%:] I;‘HE H
|Norma| v||B I U S x x

=i o9 B

This will be our Web Communications and Training spot for our web publ|s D
web maintainers.

Office Web publishers and maintainers

Type in, in this example: #maintainers

Save.
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