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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 

• “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. 

 

Uploading a NEW file as you create your link (pdf, word, etc) 
• Create/highlight you link text. 
• Select the linkit button 
• Click File browse button -  
• Browse server button, then next screen Upload 
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https://dese.mo.gov/user


 

• Browse to your I drive to locate the file and select Open 
• Select Upload, then Insert file - the file will upload to a files folder on the Drupal server. 

 

  

Then Insert link 

 

 

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. 
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How to upload new images 
Place cursor in location to insert and choose the ‘image’ button. 

 

Select Browse Server button, Upload, then browse: 

 

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

 

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). 
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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 
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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” 

 

Then you will choose Replace file – browse. Locate the file on your network drive. Make sure the name is exactly same. 
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Then hit save and the file is now updated.

 

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” 

 

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 I drive and that would be skipping this step. 

7  

 



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 

 

 

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. 

 

8  

 



 

How to Edit Table Properties 
Click somewhere inside the table, and right-click table prop

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. 
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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 

 

To locate the page, you will need to know all or part of the page title. In this case, I 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. 
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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. 

 

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

 

 

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

 

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. 
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How to add section anchors 
Place your cursor in front of the line you want to set the anchor down in the content. 

Click the anchor button 

 

 

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

 

Go to your text at the top where you will set your link and click your link button 
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Type in, in this example: #maintainers 

Save. 
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