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About Drupal
Drupal, launched in 2001, is a highly robust and 
user-friendly content management system 
(CMS) that has a massive community of 
developers.  As one of the world’s most popular 
CMS platforms, Drupal is used by some of the 
world’s most recognizable brands.

Drupal sites are easily maintainable, scalable and 
available with a broad range of modules to add 
virtually unlimited functionality to any web 
presence. Since Drupal is open-source, it is free 
to use and very customizable. 
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Logging Into Drupal
• Go to www.yoursite.com/user using your Internet 

browser.

• Type in your username and password. 
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Adding a New Page
• Once you’re logged in, click “Content” in the top 

menu. 

• When the content directory loads, click the link 
near the top that reads “Add content.”

Click here
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Adding a New Page
• You’ll be presented with several content-type 

options: blog entry, news, page, product, slide and 
webform. 

• Click the “Page” option to add a regular page of 
content to your site. 

Click here
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Adding a New Page

• If you’re pasting from Microsoft Word, OpenOffice 
or another word processing application, click the    
button to paste as plain text.

• Paste the desired text into the screen that pops up 
and click the           button. 

• Pasting directly from Microsoft Word and similar 
software can cause serious formatting issues and 
negatively affect your site’s design. 
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Adding a New Page

Put new page’s title here.

Content goes here
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Adding a Page

Adds new page to menu

Choose a custom URL for your page (ex: new-page.html)

Save your new page as 
a draft, publish it or 
promote it to the 

home page.
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Adding a Page
• To save a new page, click the “Save” button at the 

bottom of the page. 

• To see what your new page will look like, click 
“Preview.”
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Using the WYSIWYG 
Editor

• Drupal’s WYSIWYG (What You See Is What You 
Get) editor makes it easy for people with little or 
no web editing experience to modify content.

• Most of the icons are self explanatory, but what 
follows is a breakdown of what they all do. 
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Using the WYSIWYG 
Editor

Bold

Italic

Underline

Strike-thru

Align left

Center

Align left

Justify

Insert/remove bullet points

Insert/remove numbers

Decrease indent

Increase indent

Undo

Redo

Link

Unlink

Create anchor

Insert/edit image

Text color

Background color

Superscript

Subscript

Block quote

Source code

Insert horizontal line

Cut

Copy

Paste

Paste as plain text

Paste from Microsoft Word

Show blocks

Remove formatting

Insert special character

Paragraph format

Select font

Font size

Formatting styles

Create table

Select all

Find

Replace

Insert emoticon

Create div container

Maximize

Check spelling

About editor

Insert “read more”
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Linking to Content
To link to an internal or external web page, click 
the     icon in the page’s editor while the text or 
image you want to anchor the link is highlighted.

Type URL you want to link to here. 
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Linking to Content
Under the “Target” tab, there are several options for 
linking to internal/external content:

New Window (_blank): This will open the web page in a new tab in the visitor’s Internet browser. 
This is the preferred option for linking to external content. The user can view outside information 
without having to leave your site. 

Same Window (_self): This will open the web page in the visitor’s current browser window. This is 
the default (<not set>) option, and the one you’ll most likely want to use when linking to internal 
content. 

Topmost Window (_top): This replaces all frames, and is not recommended in most instances.

Parent Window (_parent): This opens a whole new browser window. It is also not recommended 
for the most part. 
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Editing Existing Pages
• To edit existing pages on your site, click Content in 

the top menu. 

• Once the page loads, you’ll see a list of all the pages 
in your site’s directory.

• The pages are ordered by when they were last 
updated by default. 
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Editing Existing Pages
Sort by page type

Sort by published 
status

Sort by date updated
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Editing Existing Content
• To edit content on your site, click “edit” underneath 

the OPERATIONS tab. 

• To remove content, click the “delete” link next to 
“edit.” This is not reversible. 

• After clicking “edit,” you’ll arrive at the WYSIWYG 
editor for that page. Follow the same guidelines for 
adding a new page. 
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Uploading/Inserting Images

• To add an image while editing a page, click the     
button.

• After the new screen pops up, click the “Upload” 
tab.

• Once you locate the image, click the blue “Send it to 
the Server” button to complete the upload. 

Wednesday, August 1, 2012



Editing Images in Drupal
• Once the image is uploaded, you’ll have several 

options for how to present it. 

• The Image Properties editor allows you to edit 
details such as alternative text, dimensions, 
alignment, margin and borders. 
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Editing Images in Drupal
Set alt text here. This is 

what will appear for users 
whose Internet connections 
are too slow to load images 
or have disabled graphics in 

their browser settings. 

Adjust image size here. 
Enlarging an image will 
reduce its sharpness, 

but shrinking it will not.

Borders are optional.

Horizontal/vertical 
padding. 10 is a 

standard option.

Alignment options are right and left.
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Adding Menu Items
• To add a page you’ve created to your site’s main 

menu, click the Structure link on the top menu while 
logged in. 

• Once the page loads, choose the “Menus” option 
near the bottom. 

Click here
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Adding a Menu Item
• Once you’re in the menu manager, select the “add 

link” option in the “Main menu” section. 

• If you want to edit an existing menu item, select “list 
links.”

Click here
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Adding a Menu Item
Menu item title

Link URL

Text that appears when 
users hover over menu item.

Check this if you’re 
ready for the link 

to go live. If you want the link to 
go under a menu item, 

select it here. 
Otherwise, leave as is.

The higher the 
weight, the closers to 
the top the menu item 

will appear.

Click here to 
save menu 

item.

So you know! 

You can also link menu 
items to external 
websites, but internal 
links are the most 
common. 
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Adding a User
• In the top menu, click the “People” link that’s 

between “Appearance” and “Modules.”

• Once the page loads, click the “+Add user” link near 
the top of the page.

Click here
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Adding a New User
Pick memorable username.

Enter new user’s email address.

Pick unique password that hackers won’t be able to guess.

Check “Active” to make 
account live.

Check this box to send new user 
an email with account information.

Optional user information.

Click here to save account.
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Content Blocks
• Blocks are small boxes of content that are placed 

throughout the site. They usually appear in sidebars, 
but can be placed virtually anywhere on your site.

• You can view your site’s blocks by clicking Structure 
in the top menu and then selecting Blocks, which 
will likely be the first option. 

Click here

Wednesday, August 1, 2012



Content Blocks
• To edit a content block, find it in the directory and 

click “configure” under “Operations.”

• Deleting a content block cannot be undone.
Click here
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Editing Content Blocks
• You will likely only want to change a block’s 

content, not it position, ordering or title. Tread with 
caution if you with to modify anything other than 
text. 

• Content blocks have the same WYSIWYG editor as 
regular pages, and the editing guidelines are the 
same. 
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Adding a Content Block
To add a content block, click the “+Add block” link near the top 
of the block directory page. 

Click here
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Adding a Content Block
Name your block here. (Optional).

This is the title that will 
appear in the block 
directory, so make it 

obvious.

Enter content block text here. Follow 
same guidelines as adding/editing a 

regular page.

Select “Rich-text 
HTML” to activate 
WYSIWYG editor.

Select where on the page you want the block to appear. 
Options include header, menu, content, left, right-top, left-top, 

right and footer.

Wednesday, August 1, 2012



Adding a Content Block

• The “Visibility settings,” located at the bottom of the 
page, allow you to pick which pages/types of content 
on which the block appears.

• You can have the block appear on only pages listed 
or all pages except those listed.  You can also restrict 
blocks from appearing on certain content types 
(pages, blog posts, news items, etc.).

• To specify pages, paste the url (ex: contact.us.html) 
into the field.
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Adding a Content Block

Enter specified URLs (paths) here. 
One URL per line. <front> is the 

home page.

Select here to specify 
which content types on 
which the new block will 

appear.

Click here to activate 
block. 
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Bits of Advice
• Give files easy names to remember so that you can 

locate them quicker whenever you’re uploading 
PDFs or images to your site. 

• Practice editing and adding content frequently. You 
can always add content, take it down, and make 
changes. The more you do it, the more comfortable 
you will be managing your site. 
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Epilogue
We hope you found this basic Drupal guide for beginners helpful. If you 
need more assistance, extensive CMS training or custom Drupal 
development, feel free to call us at (603) 529-8175.

Visit us online: www.danconia.com
Follow us on Twitter: twitter.com/danconiamedia
Like us on Facebook: facebook.com/danconiamedia
Follow us on LinkedIn: linkedin.com/company/danconia-media
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