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How do | log into Drupal?

1. NOTE: We recommend using Mozilla or Chrome web browser to when logging into Drupal.
Log in to Drupal at Https://www4.dcu.ie/user

Login page appears and you will need to enter your Network User Name and

Password
€6 3] Pe o ow- In the Address bar you need to type

By usiiiq this website, you consent to the use of cookies in accordance with the www.DCU.je Privacy and Cookies statement.

http://wwwa4.dcu.ie/user

2 pusunary EXPLORE DCU. STUDY AT DCU RESEARCH & ENGAGEMENT  INFO & SERVICES
DCU  unwversTy

Appendix 1

Enter your Network
Username & Password

2. Once logged in you will see something similar to the image below
Appendix 2

[ o FER e . R e ..

Hello admin  Log out

Edit shortcuts

77 pusLINCITY EXPLORE DCU STUDY AT DCU RESEARCH & ENGAGEMENT | INFO & SERVICES Eome
DCU  unwesTY iged

View Authorization Edit Shorleuts

Dcu

History
Member for
2 years 6 months

oo Hel



Creating a new Page
1. Click on the “Add Content” option (top left hand corner)

Appendix 3

6 B https:/fvowwd deuiefiss/indexshtml

& __Dashboard Content  Structure Appearance People Modules  Configuration

Add content Find content

DUBLIN CITY EXPLORE DCU STUDY AT DCU

DCU unwveRrsiTy

=

Information Systems & Service

View Edit Revisions Access control Node export Unpublish Log

Information Sygtems & Services DCU » Information Systems & Services

LalzstNown Qur mission is to collaborate with the DCU
Community to transform The University
through the integration and
Support implemeniation of technology into many
aspecis, Teaching and Learning &
+ About IS5 Research Activity and Administration
while emnowering all staif and stidents o

A to Z of Services

2. Click on “Basic Page” option

Appendix 4
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Creating a new Page

3. There are four things that you need configure when creating a basic page

a. Department: - the department name used within the URL
NOTE: It is very important to choose the correct department, should you choose an
incorrect department you will not have the correct permissions to edit the page you create

b. Body: - your web pages content (Make sure the WYSIWYG option circled in
Red above in Appendix 4 is selected in the Text Format option)

c. Title: - should be in the format Page Title | Department
for example: Tutorial | Information Systems & Services

d. URL Path Settings: - Name of your department and name of your web page

for example: - iss/contact-us.shtml.
NOTE: It is very important to never use spaces in web address or file names if however you
wish to break up a name always us a — (hyphen) instead of a space.

4. Define a URL alias for the new page. The URL alias allows you the content creator to
define the URL that will be used to access the new page. The alias inserted is the part
of the URL after http://www.dcu.ie. Therefore for a webpage
“http://www.dcu.ie/iss/new-page.shtml” will have an alias of

“iss/new-page.shtml”
5. Make a note of the URL alias you have created and click Save.



How to insert an image

There are two ways to upload an image into the body of your webpage, clicking on the
“upload an image from the Drupal toolbar circled in Appendix 5” or simply right click in the
body where you wish to place

Appendix 5

shboard Content Structure  Appearance People Modules  Configuration  Reports  Help

nt  Find content

Title *
Test Page | 1SS

Body (Edit summary)
B I UEEZ=E:= i A N3 (B 2 §2 MM T4 Paragraph v Style
adaad R ANET=

After inserting an image, an insert image dialog box will appear (appendix 6) will need to click
onto the “Browse Public folder” circled here in red.

Appendix 6

[ Insert/edit imat E_ ol Farefos
@ mag 2 R F R .
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| General U Appearance 'i Advanced |
- Genaral 1
(=) Insert image into the into
1 URL [ [ - 5 :
S \L@/ the Browse Public Folder

Image description |

Title |

r Preview




How to insert an image

After Clicking onto the “Browse Public Folder” another dialog box pops up. This dialog box

shows the folders files and images associated with your department.

Appendix 7

B & <root=
B Diss

& Edrupal
Bdocs
Eimages
ll_:_ﬁl-cayaku
B pdts
ll_:_ﬁsystemlugin

File name|

__en.wikipedia.org_wiki_Blah_E
agresso_ready.png
agresso_rollover.png
android.gif

android_1.png

android_2.png

android_3.png
android_4.png
android_5.png
android_6.png
android_9.png
applelogo.gif

baywatch-goorus.png

146 files using 18,24 MB of unlimited guota

Size

31.56 KB

118 KB

124.14 KB

21.13 KB

100.99 KB

57.12 KB

592.08 KB

101.88 KB

45.26 KB

i04.1 KB

49.77 KB

24.58 KB

37.88 KB

KR

800
800
507
338
338
338
338
338
338
338
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600

600

600

600

600

600

600

600

600

600

600

209

inn

Date
2011-06-27 12:54
2013-06-17 11:09
2013-06-17 11:09
2013-05-13 11:45
2013-08-13 13:33
2013-08-13 13:34
2013-08-13 13:34
2013-08-13 13:34
2013-08-13 13:35
2013-08-13 13:35
2013-08-1313:35
2013-05-10 14:24

2013-06-25 15:02

NNA-N7-N72 11+18

However if the image that you wish to insert is not available from within the images folder
you will need to upload this image from your computer.

Appendix 8 B
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File =|
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How to insert an image

When image is selected click “upload” the image will then appear in your department’s
folder. To display or add the image to your webpage you just simply double click on the
image. You will then be brought back to the very first dialog box “see appendix 6” where you
will need to add a “title” to the image before clicking on the “Insert button”



How to insert a Word or PDF document

First you need to either select text or enter the text you wish to have as your hyperlink to

your Word or PDF document.

Just like inserting an image you need to either right click or choose from the toolbar

“insert/edit link”

option. See Appendix 9

Note: - when uploading a new file onto the webserver using this process please make sure there are not

spaces in your file name, either use a — or _ to replace a space

Appendix 9
Body (Edit summary)
| S )
Gl adnud
ISS TEST

First you need to select or highlight
the text you want to make a
hyperlink to and click on the
“insert/edit link” option on the
toolbar

The “insert/edit link” dialog box is similar to the insert image dialog box

Appendix 10

[~

N(@ Insert/edit link - Mozilla Fi

B @ hitps/wwwidewie/sites/all/ librares/ tingmce/jscripts/ting. mee/plugins/advli

-General properties

General || Popup || Ewents || Advanced |

Link URL |

k&)

Anchars |

Target | Open in this window [/ frame

] [£]

Title |

Class | -- Not set

When the Insert/edit link dialog
box opens, you then need to click
onto the “Browse Public” or
“Browse Private” option. “Public”
means all links are available for
public to see where the “Private”
means all links are available for

staff and students only.

NOTE: you will need to contact ISS web team
to have this option configured for you
department.




How to insert a Word or PDF document

Appendix 11

= ) kroot>

Thumbnails % Delete ‘<FResize < Insertfile

File name

__en.wikipedia.org_wiki_Blah_BI3

ELiss
¥ () docs

Jdrupal

LJimages
Jkayako
pdfs
Q

3]
3]
3]
3]
2l

systemlogin

agresso_ready.png

agresso_rollover.png

NOTE 1: - Select the Sub folder within
your department in which you want to
upload your word/PDF too

android.gif
android_1.png
android_2.png
android_3.png
. android_4.png
1 android_5.png

android_6.png >

android_9.png
applelogo.gif

baywatch-gooru5.png

NOTE 2: - When folder is selected click
on the “upload” button on the top left
hand corner. You can see this button
above folder options

Note: - : if the file you’re uploading already exists and the new file has to replace existing make sure the

original file on the database is deleted before uploading the new fi. This is to make sure that any other

department web pages are automatically updated with this new document

Appendix 12

SUp\oad E}Thumbnai\s X Delete f}Resize o Insert file

rile Y/

Create thumbnails

_Z Upload

[7] Medium (120x124)
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‘ Browse.. | No file selected.
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L

Organize v Mew folder

i Favorites

s Libraries

. Computer

NOTE 1: - After you have clicked on
the “upload” option, click on the
Browse button

This will allow you to upload the file
needed from your hard-drive to the
webserver where it will be stores

& DriveC(C)

% DVD RW Drive (D) Mar31 2013

L olearyk (\PROTEUS\DATAVISS\USR) (+
5 Applications ()

S8 IS5 (L)

Click on the upload button and close
manually by clicking on the “X”
button on the top right hand corner
of this box

NOTE 2: - Once file (either PDF or -
Word) is selected it will appear here.

v [AnFies - |Bxs

Cancel 8 KB




How to insert a Word or PDF document

Appendix 13

(@) tnsert/edit fink - Mozilla Frefox

8 https://vewwdeuie/sites/all/libranes/tinymeefjseripts/tiny. mee/plugins/advli

General || Popup || Events || Advanced |

r General properties
Link URL |https:!r'www4.dc:u.le.-"mtesu"default.r‘ﬂlesflssfapplelogo. -

Anchors [ (=]
Target | Open in this window / frame
Title [ |
Class [ Mot set - (=]

After the chosen file has been
uploaded you can either
double click or insert it. The
file and the path will appear in
the “Link URL” option here.
Clink the insert button at the
bottom of the dialog box.

After the chosen file has been uploaded you can either double click or insert it. The file and
the path will appear in the “Link URL” option here. Clink the insert button at the bottom of
the dialog box. You will then be brought back to the webpage you’re working on scroll down

to the bottom and save. Your word or PDF link is now live
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How to insert a hyperlink to another webpage

Similar to inserting a link to a PDF / Word document you highlight the sentence you wish to
link from, either right click or use the “insert edit link” from the toolbar. See appendix 14

Appendix 14

Create Basic page &

DCU » Add content

Department

iss E

Tide *
Iss Test

Body (Edit summary)
B 7 UE=E=E == iE 9 e 25 Q0 B F ¥ % & ;r.'ﬂ-;-::g_zﬂv"rm Paragraph - Styles ~ 3 =]

@ G a..ﬁt_a}a:u-_fr . \ | H2ONEES

ISS TEST PAGE

= Insertfedi link
22 Unlink T —
Insert/edit link
2 Insert/edit image

Alignment L4

j Inserts a new table

After clicking “insert edit link” the dialog box will pop open. You then insert the URL or web
link of you chosen site into the “Link URL” option. See Appendix 15.

Appendix 15.
(@) tnservedit link - Mozila Firefa e 5] i
| 8 https://www.dcuiefsites/all/libranes/finymee/jscnpts/tiny_mee/ plugins/advly . R |U For example |f I wa nted to Iink to either
(General ||_Popup || Events || Advanced | another page within my department or a
P‘*f " YouTube video | simply either type or
(Link URL [http://www.dcu.ie/iss/index.shtml] )P }% ) copy the URL or web address link into
A | [=] the “Link URL” option. Example of a URL
Target | Open in this window / frame .
e | | web address is
S T “http://www.dcu.ie/iss/index.shtml”
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How to create an anchor

An Anchor is the visible characters and words that hyperlinks display when linking to

another document or location within a document or on the web.

Body (Edit summary)
B JUIEERNE:

i:-r:dhji":*‘l-l ]

855 TEST PAGE

Anchoar Link 1

Anchor Link 2

i«

s—

_}4.

H "lJI R

hmm?"rwmﬂ‘

o '\.*- -‘|l:

(IR N ST TN

Step 2: -

Click on the “Anchor Icon”

on the tool bar and enter an

anchor name

Step 1: -
Select the position where

you would your anchor to go

Step 1: - begin with inserting any or all anchors within your webpage first.

The reason for creating anchors first is because when you make a link reference to these

anchors they are all listed in the anchor list.

To create the anchor, place cursor at the beginning of a sentence. Click the anchor icon on

the toolbar shown in Appendix 21. Give the anchor a name with NO spaces and click insert.

You should see the anchor sign at the beginning of this sentence.

Step 2: - create the link to the anchors by highlighting the text you want to link the anchor
from. Click on the “insert/edit link” icon on the toolbar. In the “insert/edit link” dialog box

there is a drop down option beside the anchor option.
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Adding a link to the left hand menu

The left hand menu is classed as a “Block”. This menu block will appear on the left hand side
of all of your department’s webpages. To edit this menu block hover tour cursor over the
top right of your menu block and click on the “cog symbol”, see Appendix 16

Appendix 16

Add content  Find content

ﬂ-"J DUBLIN CITY EXPLORE DCU STUDY AT DCU RESEARCH & INFO & SERVICE!
DCU unversTy C ENGAGEMENT i

Information Systems & Services

View Edit Access control Node export Unpublish Log

Q Basic page Jse™Te e een created. When yOU C||Ck on the

Ingrmation Guste Tv
Listlinks 3

DCU » Information Systems & Senices

“cog symbol” you will
need to select list links

Editmenu
Configure block
Latest News |

ISS TEST PAGE

from the drop down menu.

"res |

Support
i This is a link to another Webpage
+ About ISS !

+ Staff Services

People

Contact |

The list link dialog box will appear with a list of all your departments’ left hand menu links.

At the top you will need to click on “Add Link” see Appendix 17 it will bring you to a page that
will allow you to add and configure your new left hand menu link. The two things that need
to be configure when adding a new link is 1) Menu link title and 2) Path.

* Menu link title is simply the name of your left hand menu link. For example 1SS test
page.

¢ The path should be identical to the URL alias you have given your page, i.e. the part
after the http://www.dcu.ie/ part of the address. Or again if you want this link to link
to an outside page you just simply copy and paste the URL / Web address into the
path section as discussed in How to insert a hyperlink to another webpage page 11
of this document.
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Adding a link to the left hand menu

Appendix 17

» Administr n » Structure » Menus

- Add Link

+ Add link

ENABLED OPERATIONS
4 Information Systems & Services edit
++ Contact / Map (disabled) =1 edit
4+ Latest Mews edit
+ A to Z of Services edit
% Support edit
4 About ISS edit
++ Feedback (disabled) = edit
« IS5 Staff List (disabled) =1 edit
+}+ ICT Policies & Cuidelines edit

edit

I
a5
0
=]
[

g

]
1
3
)
§
i
)
\
L
J
)
\
)
|
4
|
J
?
Hl
L
:
)
1
)
L

Appendix 18

Menu link title *

1SS test page Name of your left hand menu link

or this link in the menus

test_page_shtml

The Path of your left hand menu link

Jhe path foruthis mepd link. This can be an| should consist of department name RL such as htip-/,
pPRyewmELIEL etk >" to generate non-lin tem.

and page name for example

Enabled iss/test_page.shtml
Menu links that are not enabled will not

[[] Show as expanded

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

Parent link
<iss-OLD> B

The maximum depth for a link and all its children is fixed at 9. Some menu links may not be available as parents if s



Adding a link to the left hand menu

Click on save and you are then brought back to the add link dialog box where you will see
your added menu link at the bottom of the list of links

Appendix 19

# Google Talk Help
Contact 1S5 (disabled)

#+ Feedback (disabled)
People

#+ Contact

test page

Save configuration

To move your menu link to appropriate location simply click on the move icon circled in
Appendix 19 and drag it to the chosen place in your menu structure. See Appendix 20

once happy with menu link move you then “Save Configuration” and new link will appear
within your left hand menu links.

Appendix 20

Alumni FAQs (disabled)

Student DCU Apps Support (disabled)
Student Email FAQS (disabled)
Google Calendar Help

Google Docs Help

Google Talk Help

Contact 155 (disabled)

ISS test page*

Feedback (disabled)
People

Contact

Save configuration
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Adding a news article

Creating a “News Article” is quite similar to creating a “Basic Page” page in Drupal see

appendix 3 page 3. After clicking on the Add content link on the top right corner of your

browser window, you should select News Article from the dialog box. As you can see in

Appendix 21 & Appendix 22 the following configuration is needed when creating a “News Article”

e Title: - What you fill in should
* News Article page Title: - be identical in both

¢ Image upload
e Article Content
e Department

e URL Path Settings: - name of department/news/name-of page.shtml for example
“iss/news/news-130714.shtml”

Appendix 21

Title *

Mews Article Page Title *

DATE
Date Time
22/04/2014 11:30
Eg., 22/04,2014 Eag.,11-30
IMAGE

Add a mew file
Upload | File browser

Date and time is
automatically set

I Browse. .. Upload

Files must be less than 4 ME.
Allowed file types: png gif jpg Jpeg.
Images must be larger than 0030 pixels.

Image caption

Date and time is
automatically set

News title and News article page title can be set to the same wording. The function of these is that
the title appears with image on your main Department news page see Appendix 23
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Adding a news article

Appendix 22

Summary (Hide summary)

Leave blank to use trimmed value of full text as the summary.
Article Content *
Text format HTML
Department *
- Select a value -
[] Frontpage Slideshow
The Frontpage Slideshow checkbox is for C ications and ing use only.
VIDEO

If a Video is included the article will become a video article

Video URL

ARTICLE CONTENT

NOTE: - Make sure WYSIWYG
editor is selectedin the “text
format” option.

=TT URL alias

Not in menu

URL path settings Optionally specify an alternative URL by which this content can be acc
No alias add a trailing slash or the URL alias won't work.

URL Path Setting NOTE: -
Make sure WYSIWYG editor is
selectedin the “text format”
option.

As you can see in Appendix 23 what your news article should look like after it is saved.

Appendix 23

Go/Further with Study Smart | <& : .
— e = = — — — _n:‘ ATAW S B '

IMAGE
> NOTE: To avoid distortion

Article image must be set at
900 x 370 pixels

> TITLE

ARTICLE

CONTENT

[+ [ B TheHelix GEER §F =3

3| DATE
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Adding a news article

Appendix 24

Share Shire «ue| After Creating and
16 May saving the new news
e e ey article it should
Pharmh... Windows XP.°

appear like a New
Basic page.

Poster printing

However clinking on

. APPS Email

/4
Improved Spam /
and Virus Filtering *

the “news & Events”
link of your

The old DCU spam system was installed a i s o Wicrosofi have recently announced that ’
number of years ago. You will have noticed thg Foster P rinti n‘g s their support for Windows XP will end on the department S Ieft
it has become less effective in filtering spam ) s =5 4 Bth April, 2014 .
from your oid e-mail account as fime has e L R s A A " FLAD MOTE > hand I|nk5 the page
passed _READ MORE
. READ MORE J should display like
Share Share Share th .
IS
2 Ma 25 Ju

Active Directory DCU Staff Zenworks
Mligrations... Software In.. Inf
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Testing when configuring a Drupal Web form

Just like adding a “Basic page” goes to add content but choose “web form”

Appendix 25

Tithe =

1S5 Teal Wek For o reation Sywieme & Senaces

By (EAIN Siamrmanry)
B 5 U EEENE=-|E~- EE = L 5 ¥ =" =, &
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R T | B = 35S

IS8 Test Web Farm

L
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" b g P PR T
i e UKL alias

=1 - b-Sarrm i
Praninr, @mmil anel PIOF versiom

Custzirn freacdcrumbns

UL park sermngs

As soon as you go to save the web form page in “Appendix 25” you are automatically brought
to a new section that will allow you to add the label fields for your form see “Appendix 26”

Appendix 26

155 Test Web Form | Information Syster wew | emr i
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LABEL MARDATORY DPEZATIONS
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Appendix 27

155 Test Web Form | Information Syster

T Mhoae atdded

MANDATORY DPERATIONS

L

+

Appendix 28
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SUBJECT
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E-mail to address

Appendix29
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Appendix30
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Testing when configuring a Drupal Web form

Result / outcome

Can the user

Appendix 26

Automatically directed to the label fields section after saving the web form page?
Can each of the fields be selected and configured for examples can the user select

e Date (Date can be selected from a drop down box)
e Email (when selected has to be configured) Appendix27

After adding and configuring the following components in the email label the form owner
and the user filling out the form should receive the following

* E-mail to address
e E-mail subject
* E-mail from address
* E-mail from name
¢ Confirmation message
* Redirection location
* Feildset (can be made collapsible)

e File
e Grid
e Hidden

* Markup (can this be configured as a sentence field with no label)

*  Number

* Pagebreak

* Selected options (can be configured as radio buttons or multiple choice)

e Textarea (can this be configured as an area where multiple sentences can be typed)

e Textfeild (single sentence typed here)

e Time (can the user configure time label so that time can be selected with either a 12
hour or 24 hour clock)

22



Testing when configuring a Drupal Web form

Email field

Appendix 29

After adding and configuring the following components in the email label the form owner
and the user filling out the form should receive the following

* E-mail to address

e E-mail subject

* E-mail from address

* E-mail from name

e Confirmation message
* Redirection location
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