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1 User Authentication
Users are required to log into the CMS in order to perform certain functions on the web site.  In some cases, they may also need to have a particular role as well.
1.1 Logging In
To log into the CMS, navigate to http://integration.house.fayze2.com/user and enter the username and password that were assigned to you by Phase2.

Alternatively, if you received an email notification that an account was created for you, follow the instructions provided in that email in order to log in.

1.2 View Your Account

While logged in, navigate to http://integration.house.fayze2.com/user to view your account.  From here, you can edit your account and update your name, password, etc.
1.3 Logging Out

To log out of the CMS, navigate to http://integration.house.fayze2.com/logout.  You can also click on “Log out” in the Admin Toolbar atop the page when authenticated.
2 Admin Toolbar

2.1  Using the Admin Toolbar

If you are logged in as a user with administrative capabilities, you should see an administrative toolbar across the top of the screen. 
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3 Creating Content
3.1  Content Types

When you create a piece of content in Drupal, the first thing you will do is specify which type of content you want to create (e.g., event, press release, home page feature).

From the Admin Toolbar, click “Content”.  The Find Content list will appear in an overlay.  Click on the “Add Content” button next to the page title in the overlay.
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The following content types are available on your site:

	Content Type
	Purpose

	Bill
	This is used to create a piece of legislation.

	Editor’s Choice
	This is used to create/populate blocks throughout the site (see section 8 for more details).

	Event
	This is used to create events.

	FAQs
	This is used to create content in a question/answer format. This content type is not fully themed at this time.

	Home Page Feature
	This is used to create content for the rotator atop the home page (see section 9 for more details). 

	In The News
	This is used to create news items from external sources.

	Issue Page
	This is used to create a page that surfaces nodes of various content types that have been tagged with a term from the Issue vocabulary.

	Office Location
	This is used for the created of office locations.

	Photo Gallery
	This is used to embed photo galleries from 3rd-party sources.

	Press Release
	This is used to create press release content (see section 10 for more details).

	Section Front
	This is used to create landing pages (see section 11 for more details).

	Site Page
	This is used to create simple, static HTML pages.

	Story
	This is used to create branded content that shares common fields. 

	Video
	This is used to create embedded videos.


3.2  Creating Nodes

Each individual piece of content you create using a given content type is called a node (i.e. a specific photo gallery or a particular site page).

3.2.1 Creating a Node of a Given Content Type
From the Admin Toolbar, click Content ( Add content.

· Choose a type of content that you would like to create a node from (as covered in previous section).

· Fill out the form provided (varies widely between content types).  Fields marked with a red asterisk are required.  We’ll use a Press Release as an example.

3.2.2 Creating a Press Release Node

To create a Press Release node, you’ll be prompted to fill in the following fields:

3.2.2.1 CCK Fields

· Title – This is the title that will display in a list view

· Detail Page Title (optional) – An alternate title for display on the detail page

· Summary (optional) – A short description of the press release that will display in a list view
· Thumbnail Image (optional) – Upload an image that is used to represent this node when it appears in Editor’s Choice blocks as a “Featured Node”, etc.
· Main Image (optional) – Upload an image to display in the top, left corner of the detail page

· Main Image Caption (optional) – Will display under the main image on the detail page

· Body (optional) – This is the main content of the press release.  See note below on “Using the WYSIWYG Editor” for more specifics.

· Related Content (optional) - Reference any existing nodes to display at the bottom of the detail page

· Files (optional) – Upload any files you want to attach to the bottom of the detail page 

3.2.2.2 Vocabularies

Choose a selection from the Vocabularies dropdowns/lists in order to classify your content via tagging.
· Issues (optional) – Tag the press release with any related issues. These will display in the list view and will link this content to the related Issue page. 
Modifying the contents of these vocabularies will be covered further in the Taxonomy section.
3.2.2.3 Using the WYSIWYG Editor

The contents of the Body field are rendered on this node’s page.  You can use the WYSIWYG editor to quickly add styles and markup to the body; however, we still recommend toggling to Source view to make sure the generated HTML code looks good.
The WYSIWYG editor is a tool that can help you produce basic HTML quickly, but it is not a total substitute for learning some degree of HTML along the way.
3.2.2.4 Menu Settings

This can be used to add a node to the menu; however, it is recommended that the menus be controlled from a higher level. Modifying the menus will be covered further in the Menu section. 

3.2.2.5 Authoring Information

This is used to control who created this node, and when.

	Authoring Option
	How It Works

	Authored By
	This is populated with the username of the person who originally created and saved this node by default, but you can change it to any username you’d like or leave it blank for “anonymous.”

	Authored On
	Leave this blank to use the time of form submission.  This is the date that is used for content throughout the site.


3.2.2.6 Publishing Options
This is used to control the publishing of content on your site.
	Publishing Option
	How It Works

	Published
	If this is checked, this node will be visible to anyone who visits the site and will appear in lists, RSS feeds, etc.

	Promoted to Front Page
	This is not used on this site, and will likely be obscured/hidden.

	Sticky at top of lists
	This is used to float an item to the top of all lists by date.


3.2.2.7 URL Path Settings

This can be used to change the path of this particular node to something other than the default, if you’d like.

4 Editing Content
4.1 Editing Nodes Directly

When you are viewing a node page, you can click on the “edit” link the floats near the top right of your screen to edit it.

4.2 Use The Content List

From the Admin Toolbar, click on Content.

Use the filters to refine the list of content by status and/or type of content.

NOTE: You may need to reset the filters when you return to the content list, in order to filter on other parameters.  Click the “Reset” button under the filters near the top of the page to do this.

5 Taxonomy

In Drupal, taxonomy is used to classify your content.  Think of it as “tagging” your nodes.  
5.1  Vocabularies
A Drupal site’s taxonomy consists of several vocabularies (such as “Flavor”).  Each of these vocabularies contains several terms (such as “Vanilla”, “Chocolate”, etc).

Your Drupal CMS has been pre-configured with a few useful vocabularies.  Here are some examples:
	Vocabulary
	Sample Terms
	How It Works

	Content Status
	· Needs Review/Edit

· Ready for Launch

· Test Content
	This makes it easier to remove test content when approaching site launch, as well as make it easy for your team to keep track of which pages are “ready to roll” and which still need work.

	Issues
	· Defense

· Economy

· Foreign Affairs

· Health Care
	This is used to tag various types of content with an issue. All content tagged with an issue is aggregated on an issue page.

	Story Type
	· Speech
	This is used in place of the word “story” whenever a story node is displayed on the site. 


5.2  Adding/Viewing Taxonomy Terms

From the Admin Toolbar, click on Structure ( Taxonomy. 

· Click on “list terms” to view the existing terms of a given vocabulary.

· Click on “add terms” in order to add a term to a given vocabulary.  
6 Nodequeues

A nodequeue allows you to place a set of chosen nodes in a particular order.  This provides fine-grained editorial control over what appears in prominent areas of the site, and in what order.

From the Admin Toolbar click on Structure ( Nodequeues to view a list of nodequeues.

· Click on “View” to manipulate the contents of a given nodequeue.

The following nodequeues are in use for your Drupal CMS:

	Nodequeue
	How It Works

	Breaking News Queue
	This is used to populate the breaking news items on the home page.

	Home Page Badge Carousel
	This is used to populate the rotating badges on the home page. 

	Home Page Feature Rotator
	This is used to populate and sort the contents of the home page rotator.

	Home Page Issues
	This is used to populate and sort the list of issues on the home page.

	Home Page Services Carousel
	This is used to populate and sort the contents of the services carousel on the home page.


7 Menus

Menus are used by Drupal to establish the navigational hierarchy of your site.  They are used to control the main navigation, as well as the navigation that appears when you click on each of those pages.

To administer menus, click Structure ( Menus from the Admin Toolbar.  
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Here are the menus that are used for your implementation:
	Menu
	How It Works

	Main menu
	This is used to populate and sort the links that appear across the top of your site.

	Footer Utility 
	This is used to populate the menu in the footer of your site.


To edit the main menu, click on “list links” for that menu.

You can move menu links around in the hierarchy using the drag and drop feature (handle is to the left of the menu item title).

You can also disable menu links (so they don’t appear in the UI) using the checkboxes.

Finally, you can edit/delete menu links using the links on the far right of each row.

8 Editor’s Choice
Editor’s Choice provides a flexible mechanism for creating blocks of content and placing them throughout the site.  

8.1 Creating an Editor’s Choice nodeblock
To create an Editor’s Choice node:

· From the Admin Toolbar, click on Content ( Add content ( Editor’s Choice
· Fill in the fields as follows:

· Title

· Display title as block title? – Selecting “Yes” here will display the block title in a blue bar above its contents.
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· Featured Nodes (optional) – Reference any existing nodes to display inside the block. (Note: these are only seen if the block is placed on the home page)
· Featured Image (optional) – Upload an image to display in the block contents.
· Featured Image URL (optional) – Link the image to a URL.

· Body (optional) – Input any text you want to display in the block contents. 
8.2 Editing an Editor’s Choice nodeblock
You can view a list of Editor’s Choice nodes that you’ve created by clicking on “Content” in the Admin Toolbar atop the screen.

Filter by type = “Editor’s Choice” to view all of the available Editor’s Choice nodes.  Click “Edit” next to the one you’d like to modify.

9 Placing Content on the Home Page 
There are several regions in which blocks of content can be placed on the home page using Context. 
The regions used for single-column-width blocks are:
· Home Left Column

· Home Middle Column

· Home Right Column

[image: image5.jpg]Latest News

Bud Smith Tests Jackson Center
Commute Change

Dec 30, 2010 | Press Release

Bud Smith test-drove the Jackson Center

Commute on Tuesday, as reporters stood idly by
and took pictures,

Congressman Smith Visits New
Housing Community

Nov 10, 2010 | Stor

Congressman smithviited the new Waterview

Residences, constructed through a public-private
partnership.

Perpetual energy machine makes
its debut

Nov 10, 2010 | Press Release

Congressman Smith cuts the ribbon on a
machine that will solve the world's problems.

Read More News »

Sign up to receive email updates

Submit

‘ Events Schedule

oct  Townhall Meeting - South
31 County

Come to Congressman Smith's
townhall meeting and participate in the
democratic process nov.

pec  Shaking Hands, Kissing
18 Babies

1t traditional, old-timey, and
well-worn.

res | Townhall Meeting - North
1  County
Cometo Congressman Smitl

townhall meeting and participate in the
democratic process.

Read More Events »

Connected

| Congressman Smith is

| working to promote job
creation while protecting
our long-term economic
health.

Congressman Smith was an
early and outspoken
supporter of Armed Forces
Day

Information Technology

Congressman Smith loves
the tech. He reads
‘TechCrunch and owns an
iPod!

Read More Issues »





The regions used for double-column-width blocks are:
· Home 2-Column Spanner Left

· Home 2-Column Spanner Right
[image: image6.jpg]Latest News

Bud Smith Tests Jackson Center
Commute Change

Dec 30, 2010 | Press Release

Bud Smith test-drove the Jackson Center

‘Commute on Tuesday, as reporters stood idly by
and took pictures.

Perpetual energy machine makes
it's debut

Nov 10,2010 | Press Release

‘Congressman Smith cuts the ribbon on a
machine that will solve the world's problems,

Latest News

Bud Smith Tests Jackson Center

Congressman Smith Visits New
Housing Community
Nov 10, 2010 | Speech

‘Congressman Smith visited the new Waterview
Residences, constructed through a public-
private partnership.

This is a Story about Bud Smith
Nov 3, 2010 | Speech
Summary ipsum dolor sit amet, consectetuer

adipiscing elit. Lorem ipsum dolor sit amet,
consectetuer adipiscing elit.

Read More News »

Events Schedule

oct  Townhall Meeting - South

Economy
[Economy thumbnal image Congressman Smith is

working to promote
Job creation while protecting our long-term
economic health.

Defense

[Defense thumbnail image] Congressman Smith
was an early and
outspoken supporter of Armed Forces Day.

Information Technology

ctue oflaptop] Congressman Smith loves the
tech. He reads TechCrunch and
‘owns an iPod!

Read More Issues »




[image: image7.jpg]Bud Smith Tests Jackson Center
Commute Change
Dec 30, 2010 | Press Release

Bud Smith test-drove the Jackson Center
‘Commute on Tuesday, as reporters stood idly by
and took pictures.

Congressman Smith Visits New
Housing Community
Nov 10, 2010 | Speech

‘Congressman Smith visited the new Waterview
Residences, constructed through a public-private
partnership.

Perpetual energy machine makes
it's debut
Nov 10, 2010 | Press Release

B e R

Bud Smith Tests Jackson Center
Commute Change
Dec 30, 2010 | Press Release

Bud Smith test-drove the Jackson Center
‘Commute on Tuesday, as reporters stood idly by

and took pictures,

Perpetual energy machine makes
it's debut
Nov 10, 2010 | Press Release

‘Congressman Smith cuts the ribbon on a
‘machine that will solve the world's problems.

Congressman Smith Visits New
Housing Community
Nov 10, 2010 | Speech

‘Congressman Smith visited the new Waterview
Residences, constructed through a public-
private partnership.

This is a Story about Bud Smith
Nov3, 2010 | Speech
Summary ipsum dolor sit amet, consectetuer

adipiscing elit. Lorem ipsum dolor sit amet,
consectetuer adipiscing el





9.1 Placing content in a home page region

To place content in a home page region:
· From the Admin Toolbar, click on Structure ( Context

· Edit the region named “homepage”

· Scroll to the bottom of the screen and click “Blocks”

· In the far right column is a list of available blocks. Select the block(s) you want to place and click “Add” next to the region in which you want them placed. 
10 Home Page Feature
Home Page Features contain text and images that are displayed prominently in the main rotator/carousel atop the home page.

10.1 Creating a Home Page Feature
To create a home page feature:

· From the Admin Toolbar, click on Content ( Add Content ( Home Page Feature

· Fill in the fields as follows:

· Title – Will display in the left column of the rotator
· Quick Summary – Will display under the title
· Feature Image – Will fill the right column of the rotator
· URL – Link to a page within the site by inserting the page name here. This is a relative link so do not insert the full URL. For example, to link to the Issues page, you would insert “issues” rather than http://integration.house.fayze2.com/issues.
10.2 Placing a Home Page Feature using nodequeue
A nodequeue is used to add features to the rotator on the home page and/or set the order in which they appear.

To administer the rotator on the home page:

· From the Admin Toolbar, click on Structure ( Nodequeues ( Home Page Feature Rotator

· Click “View” to see a list of items in the nodequeue. Items are listed in the order in which they appear in the rotator. You can change the order by adjusting the position.

· You can enter the title of a node to add it to the queue. You must save the queue before exiting in order to see the changes reflected on the home page.

11 Issue Pages

Issue Pages are used to aggregate content that has been tagged with a particular term from the Issue vocabulary.

The following steps are involved in creating a new Issue Page.

11.1 Create a new term in the Issue vocabulary

As previously discussed in the Taxonomy section:

· From the Admin Toolbar, click on Structure ( Taxonomy ( Issue.

· Click “Add Term” for this vocabulary.

· Fill out the form provided and submit to create your Issue term.

11.2 Tag content with new Issue term

Be sure to tag a couple nodes of each type (Press Releases, Photo Galleries, Videos) with your new Issue term.
· From the Admin Toolbar, click on Content ( Add content ( Section Front

· Fill in the fields as follows:

· Title 

11.3 Create Issue Page node

As previously discussed in the Create Content section:

· From the Admin Toolbar, click on Content and then the Add Content button in the overlay that appears.

· Choose the “Issue Page” content type to create a node of that type.

· Fill out the form provided and submit to create your Issue Page node.

11.4 Create menu item for the Issue Page

As previously discussed in the Menus section:

· From the Admin Toolbar, click on Structure > Menus.

· Choose to list links from the Main Menu.

· Click the button in the upper right to add a link to this menu.

· Fill out the form provided, and point the menu link to the URL of the Issue Page node you just created.

· IMPORTANT: Leave the link disabled for now.

· Return to the list of links for that menu, and drag/drop the new menu link to the appropriate place in the hierarchy.

· Once your menu link is in the proper location in the menu hierarchy, edit the link and enable it.

12 Section Fronts

Section Fronts are used as landing pages for the main sections of the site, typically those contained in the main menu.

12.1 Creating a Section Front

To create a section front:

· From the Admin Toolbar, click on Content ( Add content ( Section Front

· Fill in the fields as follows:

· Title 

· Boilerplate Callout Image (optional) – Upload an image to display in the top left column of the page.

· Boilerplate Callout Text (optional) – Insert text to display in the top right column of the page

· Body (optional) – Insert text to display in the center of the page 

· Related Content (optional) – Reference any existing nodes to display in Right Sidebar 

12.2 Configuring a Section Front using Context

Section Fronts can be configured to contain lists of related sub-pages within a section by using Context. 

First, you must create a region for your Section Front:

· From the Admin Toolbar, click on Structure ( Context ( Add

· Fill in the fields as follows:

· Name – Assign a short name that will help easily identify this new region (must not contain spaces) 

· Tag – Enter “Section Fronts” to group this region with other Section Fronts

· Set the conditions 

· From the drop down list, select Path

· Enter the page name of your Section front (ex. legislative_work)

· Set the reactions

· From the drop down list, select Blocks

· In the far right column is a list of available blocks. Select the block(s) you want to place and click “Add” next to the region in which you want them placed. In the case of section fronts, this will generally include the following blocks:

· Sidebar Navigation (Right Sidebar region)

· Related Content (Right Sidebar region)

· Latest News – Right Sidebar Block (Right Sidebar region)

· Stay Connected (Right Sidebar region)

· Issues (Section Front – Middle Left region)

· In This Section (Section Front – Middle Right region) 
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12.3 Create a top-level menu link for this Section Front

Every Section Front should have a menu item that points to it, and that menu item should have children.

For instance, in the Main Menu you might have:

· Legislative Work (section front)

· Issues (child page in menu)

· Legislative Process (child page in menu)

· Sponsored Legislation (child page in menu)

12.4 Populating In This Section Links on Section Fronts

All of the children of your Section Front’s menu link will be printed out beneath the Body field on the Section Front page.

You can upload an image for each of these menu links, and provide a description/teaser as well.  These actions are done by editing the menu link itself (see section above on Menus).

13 Do’s and Don’ts
13.1 Cutting/pasting content from Microsoft Word and web pages

· DON’T assume that cutting and pasting from Microsoft Word will “scrape” the visible text without carrying over nasty, underlying formatting characters.

· DON’T run the risk of copyright infringement by cutting/pasting content from sources that you don’t have explicit written permission to reprint from.

· DO try using the “Paste from Microsoft Word” button in the WYSIWYG if you are going to try copying/pasting directly from Word docs.

· DO try using the “Remove Formatting” eraser button in the WYSIWYG if you are going to try copying/pasting directly from an existing web page.

· DO try saving your word doc as a plain text .txt file, opening it in Notepad, and copying/pasting from there.

13.2 Formatting using the WYSIWYG editor

· DO use the WYSIWYG to quickly apply basic styling to your content, and insert/position images within the body of a particular content item.

· DON’T become completely reliant upon the WYSIWYG for formatting, and learn to toggle to “Source” view to scrub/fix HTML issues that occasionally result from editing/deleting content using the WYSIWYG.

· DO expect to learn a minimal degree of HTML along the way.

13.3 Categorizing your content

· DO use vocabulary terms to categorize your content in a meaningful fashion that any type of user will understand intuitively (avoid jargon).

· DO use what we’ve seeded the CMS with as a starting point for getting your categorization “just right”.

· DO let your categorization strategy “mature” over time – you can add new vocabularies and terms incrementally over time.

· DON’T over-categorize your content, because you may be over-extending yourself in terms of producing a decent amount of content in each category.
13.4 Reporting minor stylistic issues & glitches during early theming

· DON’T panic too early about aesthetic issues – we are still actively theming the site and will continue to do so right up until launch.

· DO wait until the “all clear” (or about a week or so), and then start tracking/reporting aesthetic issues that remain outstanding in batches, in case we haven’t already logged them.

13.5 Embedding links to site content within the Body field

· DO use the relative form of the URL (i.e. our-approach), when linking to content from within the body of a node, if you need to do so.

· DON’T use the full-path form of the URL (i.e. http://staging.rareconservation.fayze2.com/our-approach) because the link will not work once we migrate to production.
14 Content Entry FAQ’s

14.1 Why does my content look different when I’m editing it versus after I save and view it?

The content editor has its own stylesheet (separate from the main site-wide stylesheet).  It takes a fair amount of work to sync those stylesheets (since the styles change quite a bit during initial development and keeping them in sync would be a waste of time).  
For these reasons, we usually wait until the content entry process starts to determine whether or not we should pursue this synchronization.

Often times, the real-time preview you’re seeing won’t line up exactly with what gets rendered on the page – but it should be fairly close so there aren’t any major surprises.  Let Phase2 know if this is not the case.

14.2 I’m using HTML tags and/or editor toolbar buttons to apply styling to my content, and some of the styles aren’t showing up.  What’s going on?

We might not be supporting the particular style, or it’s getting stripped out by the input filter.  Let Phase2 know about this – likely a quick fix.

14.3 I’m using the buttons in the WYSIWYG to apply styles to selected text, but the styles are being applied to lots of other text as well.  What’s going on?

Sometimes when you are editing/deleting content using the WYSIWYG, closing tags get misplaced, etc.  Click the “Source” button in the top left of the editor to view the HTML equivalent of the rich text you are viewing.  Remember that the WYSIWYG is a tool to generate HTML but isn’t intended to be a substitute for having at least a minimal degree of familiarity with HTML.
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