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Important notes

The NWU uses Drupal, which is one of the most popular content management systems around to
develop our website and publish new created or edited content on our web pages.

URL to open Drupal: http://www.nwu.ac.za/admin/

We recommend you to use Mozilla Firefox as browser when creating or editing in Drupal. If this browser
is not available on your workstation, please log a Call-it and request the Firefox version as used for
Share.

Login with your NWU# and given Drupal password. You can change your Drupal password after login
and remember it doesn’t expire or synchronize with your network password.

Just as in Word, different templates are created for NWU web pages. We select the Information About
template because we publish information about our faculty, school or department.

Each web file or page has a node number as well as a user friendly name, choose a file name short
and easily recognizable for later editing e.g. Old IT Home page.

There are 2 methods to create new web pages: Content management > Create content >
Information About or Clone (copy) an existing web page.

When copying text from other sources such as Word or Email, first paste the text in Notepad to remove
the formatting.

To move from one cell to another in a table use the Tab key or the arrow keys.
Use the shortcut keys for Copy (Ctrl + C), Cut (Ctrl + X) and Paste (Ctrl + V) in the editor.

It is recommended to upload .pdf format documents, thus saving them as .pdf beforehand and uploading
them with the New Window (_blank) target option. The target option will cause the document to open in
a separate window in the browser.

How to login

Open your Firefox browser and type http://www.nwu.ac.za/admin/ in die address line to open Drupal.

Login with your NWU# and the given password.

‘ﬂﬁﬁﬁﬁ! & Access denied | NWU | North-West Univ... | + ﬁ

€= W wwwnwuaczal/adming Address line

——

4
@e¢ NWU | North-West University

; Before successful login, Access
User login Access del denied will be displayed on the right

You are not a

Usernampp\\/U# hand side of the window
12407496

password: Drupal Password

Request new password
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http://www.nwu.ac.za/node/14523
http://www.nwu.ac.za/admin/
http://callit.nwu.ac.za/
http://www.nwu.ac.za/admin/

3. After successful login the following screen with the black Administration toolbar at the top of the Drupal
window will appear.

nent  Site building ser Info b A Help Log out

7/
®¢ NWU | North-West University

10176640 Administer ¥ UserInfo By module

< Mubile Site
o My account
o ‘Vleb Filz Manager
o Warkflow summary Hide descriptions

Welcorne to the administration section. Here you may control how your site functions,

(> ClEED Gain Content management Site building
[> Feed aggregator Manage your site's content, Contral how your site looks and feels,
= Administer
> Content managemnent Edit Content Blocks "
(> Site building Brupal Dacumentation - * MWL Web Pages Qonf\gure what black content appears in your site's
- Sits configuration sidebars and other regions,
[ Image galleries
[> User management Create and manage image galleries, Menus
- Reports Control your site's navigation menu, primary links and
i al P Im?gne IDTtD”D_n”g & From the flesysterm secondary links, as well as rename and reorganize
© ossarfy P 9 ¥ ' menu items.
o User Info
Taxenorny . URL aliases
o Users Manage tagaing, categorization, and classification of Change vour site’s URL paths by aliasing them.
o Advanced help your content, .
Views
o Help Contral how your site looks and feels.
@ Log out

3 How to create a Bookmark to your Business Unit
(1) After you have logged into Drupal, click Edit Content link.

pe NWU | North-West University

Q8795 Content management
bbda Site (1)] dt content
BOOOLINT Drvupal Documentation - = MWL Web Pages
leky File Manager Image galleries
lorkdflow summary Create and manage image gallenes
wate contant Imags mport
ed aggregator Impart enage from the filesyatem.
friirustér T3 Gy
Content management Manage tagpgng, categonzation, and dassification of your conbent.
Edit Content
Drupal Documeantation - =
MWL Web Pages

(2) Select your Business Unit from the drop-down list on the following screen.
(3) Click the Apply button.

Home * Administer

Edit Content
Select your Business Linit:

[<any> =](2)
Choose the Page Language: Title {contains the following word)
Apply |(3:'

Current user's language
Default site language
No lan

afrikaans

Title path Node Type }1"']';1,““’" publish  Edit
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(4)  All the web pages to which you have permission will appear as shown below.

Edit Content

Select your Business Unit:

[ --rwyU Faculties -]
Choose the Page Language: Tide {contains the following word)

Current user's language —J |
Default site language Apply
Mo language

Tite Path Mode Type ‘l:.llpdahed Publish  Edit User Translate
ate nane

MWL, foontent . _

Facultiss &  /nwu-faculties- s3ge Information  10/12/2002 - edit 20035772  tranzlats
Abaut 09:03

Schoals zchoals

ML, i )

Fakulteite &  /node/S512 551z Information 10072002 - edit 20035772 translate
Abaut 1z:00

Skale

MW, Magaro Inforrnation 1170172012 - ;

& Dikaolo frodefS639 SE39 Abaut iz:00 ez edit 20035772 translate

(5) Click Bookmarks > Bookmark This Page

) Edit Content | MU | Morth-“West University - Mozilla Firefox
File Edit ‘fiew History| Bookmarks Tools ﬂelp(ﬁ]

Eg a W . Bookmark This Page Chrl+D E

(6) Type a name (6a) for your Bookmark and select Bookmarks Toolbar or Bookmarks menu (6b)
depending on your preference e.g. Edit name of your Business Unit.

\/ Page Bookmarked (B]

Mame: | Marne (Ga)

Falder: | Bookmarks Menu j ﬂ

E Bookmarks Toolb..
IE ookmarks ket

(&4 Unsarted Boakma..

Tags:

| |[Choose..

(7)  You have now created a bookmark for easier or faster access in the future — just remember to login.

4 How to create a new web page

1. To create a new web page: Click on Content management > Create content > Information About
on the black Administration toolbar. See image below.

figuratio

Forum topic
Image
Information About
10176640 Information For
Maohile Site Multiple choice guestion

[y account
Web File Manager
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The following screen will appear and each topic labelled with a red number will be explained. A red asterisk
(%) means required information.

1Title [for sitemap]: *

2 Page title:

Provide a description of this node to appear in the <title= tag which search engines can use in search result
liztings (optional). | is generally sccepted this field should be less than 70 characters.
Characters Entered: 0

3 Buginess Unit: *

| - Please choose - j

Plesse make sure that your correct Business unit iz selected before savingdublishing your page. The
Business unit determine which menu are displayed on your page (a2 well as yaur access rights).

» Menu setting:

4 Language:

Afrikaans =

» Attached image

5Budy: M show summary in full view
E] source 15 G (e | Ae B &b [ @
HOBEESO)IBEP=xEE

B I U == X, x2| 1= = = »w lE =

LI ||

- = i — " AT | @ B

4

Sweitch to plain text editor

CHEditor: the ID for excluding or including this element iz wanfo-gbost@inode’ada info-a bout. edi-booy.
* Input formst

¥ Location
B ) Meta tag

FiiEb M Attachment:
T URL path setting:
} File attachmant

8rublish |gSa\re as draft | Preview

1. Title [for sitemap]:*

This field resembles the user friendly file name of your web page. This file name should be short and
easily recognizable, e.g. Course Practise.

Title [for sitemap]: *

2. Page title:
The information in this field is displayed at the top of the browser window to indicate which web page
you are currently viewing. This field should be filled out in accordance to the NWU standard:
NWU, Faculty, School/Department, Content Topic

Example: NWU, Faculty of Natural Sciences, Research Entities Space Physics
Page title:

Provide a description of thiz node to appear inthe <title= tag which search engines can use in search resutt
liztings (optional). | is generally accepted this field should be less than 70 characters.
Characters Entered: O

Drupal Manual 4



3. Business Unit:*
Click the drop-down menu and select your Business Unit from the list displayed.
Please make sure it is your correct Business Unit that is selected before
saving or publishing your page.

Business Unit: *

-

| - Please choose -

Please make sure that your carrect Business unit iz selected before saving/publishing your page. The

Businezs unit determine wwhich menu are dizplayed on your page (az well az your access rightz).

Drop-down menu

- Please choose - -

| Institutional Office [
[ —Institutional Support Services

—Academic Support and Development

-—International Students office

-——Community Engagement

-—(Career Centre

-—Corporate Affairs and Relations

—Convocation

—Diversity; Equity and Human Rights

—ITC

—————— Information Technology

—————— Webform

------ Information Technology - Students

------ Drupal NWU Publisher's Documentation

------ Drupal kursusse

------ IT Service Catalogue

-------- Access: Accounts and passwords

-------- Back-end Services

-------- Collaboration and web services 2

-Please choose -

Flezse make sure that your comrect Business unit 1= sslected before saving/publishing your page. The Business unit determine

which menu are displayed on your page (3= well 35 your access rights).

4. Language:

Click the drop-down menu and select the applicable language depending on the language of the
content to be published.

Language:
Afrikaans ﬂ

English
Setswana

5. Body:
The Editor Toolbar:

Body:

¥ Show SUMmany 10 full view

j Gh | A A #H ok E o

P
'“‘a% od=%0 %n a2 EE

El source =

B I U == x x2[i= = EM E E EE T
Format - Styles o Font e Size e AT 1
Narmal Template styles <] Maximize editor
Monmal (DIV) =
Formatted

eading 1)
Address

. Content Topic (Heading 2)

Heading 1

al)
Heading 2

=

Drupal Manual 5



Please take note: It is very important that you use the formatting as defined in the NWU web

template.
Styles Typed and Applied to:
Heading 1 FACULTY / DEPARTMENT — (name in CAPITAL letters. Press Shift + Enter)
School/Centre/Division — (name in CAPITAL and small letters)
Heading 2 Content Topic / Other Important headings
Heading 3 Other less important Headings (Black and bold in text)
Normal
6. Meta tags (Click on the » arrow the expand the meta tags)
Fill in the Keywords and Description of your page. These keywords will help to conduct a Internet
search.
- heta tag
Description:

Enter a description. Limit your description to about 20 words, with a maximum of 230 characters.
It =hould not contain any HTML tags or other farmatting.

CEEditor: the 1D for excluding or including this element is ma i ampusibnodeacicd
WeL-C atnpu s edit nodewards-descHiptiorn-valle.

Keywords:
[|NWU, Pukke, Potchefstroom, Mafikeng, Waal Triangle, University, PUK, Study at IJ
Enter a comma separated list of kewwords. Avoid duplication ofwords as this will lower your
search engine ranking.

7. URL path settings (Click on the » arrow the expand the path settings)

Normally you keep this option checked and when you click the Publish button to save the page, Drupal
will create an alias according to the name you have specified in the Title [for sitemap]:* field, e.g.
/content/course-practise.

- URL path settings

W futomatic alias
An alias will be generated for vou. [fvou wish to create vour own alias below, uncheck this aption.

Example of an alias generated by the system:

Information 08/17/2012

Old IT Home page Jfeontentfold-it-horme-page 6379 About 0133 Tes edit 10176640 translate
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NB: Only de-select it if you want to specify an alternative URL by which this node can be accessed.
» LREL path settings

[ Autornatic alias

Analias will be generated for you. Ifyou wish to create yvour own alias below, uncheck this option.

Optianally specify an alternative URL by which this node can he accessed. Far example, type
“ahout" when writing an about page. Use a relative path and don't add a trailing slash orthe LRL
alias won't warlk,

8. Publish, Save as draft and Preview buttons

Click the Publish button to save the new web page to the database. These buttons will only be
displayed when creating a new web page from scratch.

9. Save as draft button is self-explanatory.

5 How to edit an existing web page

NB: Follow steps 1 till 2 if you have forgotten to Bookmark your Business Unit otherwise you just login, select
the relevant language, click the Apply button and follow from step 3 onward.

1. Click the Edit Content link as shown in the image below.

E Conkent management  Sike building  Site configuration Gl anagement  Lser

7

@e¢ NWU | North-West University

10176640 Administer User Info
Mobile Site
My ac;ount wielcome to the administration section, Here yc
Wiieh File Manager
wiforkflow summary Hide descriptions

Create content
Feed aggregator
administer

Content management
Manaage your site's content,

Content management
Site building

P T - DU S,

Drupal Documentation - * MWL Web Pages
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2.

5.

5.1

The following screen showing all the web pages of the NWU will appear.

Select your Business Unit and Language (preferably English) from the drop-down menu and click
the Apply_button.

Edit Content

Select your Business Unit:

[ <any= F
Choose the Page Language: Title {contains the followity<ord)
Current user's language =
Default site language
Mo language

£ ey

1! =l

. Updated . . User
Title Path Node Type date Publish  Edit name
WTC Ditirelo Tsa T L 04/26/2012 p
Setegeniki - Kamogelo /node/1232 — Campuses - 12:04 VEE edit 12581550
PC Campus Registrar - fcontent/pc-campus-registrar- AL 0z/29/2012 .
Ahout us about-us 1233 Campuses - 14:01 fES edit 10857141
MWL, Wirtual Tour, Joontent/nwu-virtual- ML 08/16/2011 ]
Potchefstroom tour-potchefstroom 1293 Campuses -00:11 TES edit 22989834

When the screen listing your web pages is displayed, click on Title to sort the list alphabetically
because it is easier to remember a file name than a lot of long nhode numbers.

Click the edit link on the right hand side next to the web page you want to edit - in this example course
practise web page you have just created.

foontent/oourse- Information  10/17/2012 ;
vl 16952 oMM TN g 10176640 translate

The edit page screen with your course practise web page will be displayed

Course Practise

How to format the headings and paragraphs

Format the paragraphs according to the style displayed in brackets next to it as shown in the image above.
If no style is specified, it is a Normal paragraph style.

1.
2.

Highlight the text
Click the drop-down menu and select the relevant style from the list. See picture below.

Mlarmal e Sheles s Font
Paragraph Format =
PMormal
HMormal (DIV)
Formatted —
2
Adidrass
hoto create a p
Hﬂﬂdiﬂg 1 ceitto editan e
[=hgraphs accordi
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5.2 How to create Hyperlinks

1. Hyperlinks can be created to:
%k Another website — get the web address.
%k Another web page — it is best to use the node number of that web page.
%k Documents — pdf format. You have to upload the file (see page 12 for the procedure).
% Mail to: — get the relevant email address.
% Images — jpg, png and gif format. You have to upload the image (see page 12 for the procedure).
%k Anchor — create an anchor to link to on the same web page
Always highlight the text that has to be linked.

2. Click the Link button &8 — the Link dialog box will be displayed.
Link @

Advanced

Target

% Creating alink to another website

Link &

Advanced

Target

e Beforehand get the address of that
website e.g. www.google.com for Google.

e Click the Link Type drop-down menu q
and select URL in the list. I:: i
| ]
E-mail

Drupal Manual



e Type the web address in the field below
URL as shown in the image. || A

Link &

Advanced

Target

g | | wowgoogiecor |

e Click the Target tab, select New Window
(_blank) and click the OK button.

7

-

| .|I: L, blank)
oprnost Window (_toph
Sarme Window (_sell)

Farant Window {_panen]

% Creating alink to another web page

web page.

e Beforehand get the node number of that

e Type the link in this format /node/number

in the field below Link as shown in the q
image and click the OK button. |::/

Link @

Target Advanced

e )

Drupal Manual
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% Creating alink to a Document or Image
You can upload the document or image beforehand or during the link process (Turn to page 12 for the

procedure).
e Click the Link Type drop-down menu, select URL in the list and click the Browse Server button.
Link &

e The File Browser window with all the Business Units displayed in alphabetical order will be
displayed — Be very careful when using the mouse because you can accidentally move a folder.

e Scroll down and click on your Business Unit.

") File Browser - Mozilla Firefox
I L] | hittp: Ao, nwu, ac. zadindes, php? g=webfm_popuptcaller=ckeditorkCKE ditor=edit-body&CEE ditorFuncMum=159%langCode=en ﬁ
Right-click (Opera: AN+ eft) on files or folders opens the context menn._+]
settings .. ][more help...
2 o D E B! files RS
[ files * Name * Modified  ® Size ¥ Owner |
| accomtnodation 25i06/12 10:47
| affilliations 19910011 10:15
| cotrvocation 03611411 09:30
[ date s 230512 16:14
I donors o3noitt 1116
) falurani 2808120807
[ Lcareer-centre 30008112 15.06
ol rntaranmit - enesase et 1411 1115

¢ Normally there should be an image as well as a documents folder in your Business Unit. Click the
documents folder and scroll down till you find the document you want to link. If the file is not yet
uploaded, you can upload it now (see page 12 How to upload a file).

¢ Right click on the document link and select the Send to rich text editor option in the popup list.

toa you have uploaded (PDF farmat)
h
Link &

Dielete File ol ink | Target  Advanced
Fename File

S edl-l L g

s call-it-regue
s ChangestoT]
[=| Chrysanthe File roeta data

s Connect@H Vigw file
) cstsconts) Dovnload s i

@ createconted Petnove file from database
- GroupWige| File perradssions !
A GroupWise| Paste link in editor wipdow E

A= CroupWise| Send to rich text editor
M= OroupWiseForTraveling pdf

ng

Drupal Manual 11



e Click the Target tab and select
New Window (_blank) so that the

document can open in a new
window and click the OK button.

e Documents must open in a new
window.

% Creating a Mailto: link

opmost Window (_lop)
Sarne Window (_self
Parent Window (_paren(

You can make it easier for a reader to send
email to a specific person or mail alias by
including a mailto link.

e Beforehand get the email address of the
person that need to receive email.

/

e Click the Link Type drop-down menu
and select Email in the list. “

Link

Target  Advanced

y E-mail

e Type the email address in the field
provided.

e Click the OK button.

Drupal Manual
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% Creating an Anchor link

Anchor Properties ®

You can link to a position on the same web
page by creating an Anchor link.

e Select the text that is to contain the
anchor.

e Click on the Anchor [ button.
e Type a name for the anchor.
e Click on OK button.

e Select the text that should link to the
anchor.

o Click the Link button & — the Link dialog
box will be displayed.

e Click the Link Type drop-down menu.

e Select Link to anchor in the text in the
list.

e Choose the anchor to link to in the By
Anchor Name list (if no anchor is
available it implies that you have not yet
created an anchor to link to).

Linkto anchor in the text v
e Click the OK button.

6 How to upload a document or an image to the server
1. Navigate to the Drupal home page.

7
@®e<¢ NWU | North-West University

i

10088458 Administer
' Mobile Site

SIERE e b Welcome to the administration section. Here you may control how your site functions.
. Web File Manager

Hide descriptions

User Info By module

o1 Workflow summary

Drupal Manual 13



2. Click on the Web File Manager option.

3. In the File Browser window of your Business Unit, browse to the folder where you want to upload the
document or image to. Normally there should be a folder for both your documents and images.

i files / i-information-technology ¥ docurnents

* Name * Modified
drupal 18/10/12 11:05
efundi 07/10i11 10:57
oAt 07/10/11 10:57
it-news 07/10/11 10:58
it_departsments 07/10/11 10:57
it_service_catalozue 130312 1429
it_gervices 07i10i11 10:58
office 13103712 08:12
5 _admin 07i10i11 10:58
staff ermponrerment 0710011 10:58
student_laptop 07i10i1 10:57
toets_search 0710011 10:58

A= AfSkryoed2011 pdf 060711 1437

4, Scroll down to the bottom left hand side of the page, click the File Upload link.

Click on the Browse button.

+ File Upload
Uploaded file will be saved to the current directory.

Upload file:
(Gowe )
I Upload ‘
6. Browse to the document or image that you want to upload. This document or image may be located

on the workstation’s hard drive, network drive, USB drive or from My Documents.
7. Select the document or image and click the Open button.
8. Click on the Upload Button.

9. The document/image has now been uploaded, but won't be available in the browser for “surfers” to
see unless you do the following step — Click on the Add files in this folder to database button.

Right-click (Opera: AN+Left) on files or folders opens the context rmenn, «

settings. ] [rmore help. ..
”f-_?? ! fileg | i-information-technology / docurnents 3 -ﬂ
* Name ¥ Modified * Size ¥ Oymer
drupal 1202 1105 |ﬂ.u:|n:| files in this folder to database
I

Drupal Manual 14



7 Creating Tables

Tables are very useful tools that can be used to organize the content in a specific place on the web page.

Click on the Table button j in the toolbar. The Table Properties popup window will be displayed.

) 1
Table Properties ® @)
Tahle Properies  Advanced
1 Rows 2 Width
3 100 percentj
3 Columns Height
2 pixels
Headers 5 cell spacing
Mone - 1
ABorder size & Cell padding
1 2
7 Alignment
<nntset:~j
Caption 2
Summary
ok '
i
(3) Columns 4)

e Specify the number of Columns the table
may have.

e You can always Insert more cells Before or

After, Split or Merge cells (see image
below).
¢ Right click the cell and select the relevant
option:
7= Paste |
J': Cell ‘Y
Row e
Calumn 4 Insert Column Before
Delete Table Insert Column After
7] Tahle Properties Delete Columns
(5) Cell spacing (6)

e Cell spacing: Is the pixel width between
the individual data cells in the TABLE. (The
thickness of the lines making the TABLE

grid).

e The cell spacing tag is to create space
between different cells within your table.

CellSpacing CellSpacing ()

Rows
e Here you specify the number of rows the
table may have.

¢ You can always Insert more rows Before
or After a row.

e Right click the
relevant option.

row and select the

O
Ei 15 Paste I
Cell 4 I
l Row ¢ Insert Row Before
[ Fow]iumn ’ Insert Row After
Delete Tahle Delete Rows

71 Tahle Properties

Width

e ltis best to specify the width of the table
in percentage. This will ensure that the
table will adjust automatically to each
user’'s browser settings or to the width
of a cell if you create another table
within that cell.

Border size

e 1 specifies that the table has borders as
well as the thickness of the lines.

e 0 means no lines.

Cell padding

e Cell padding: Is the pixel space
between the cell contents and the cell
border.

CellPadding | CellPadding

Alignment

To align the table left, right or centre on the
page.

Drupal Manual
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Creating complicated tables

You can split or merge cells, a cell can span more than one row,

change the alignment of text inside a cell by right clicking the cell
and selecting the correct option or insert rows.

The table below was originally created with 3 rows

and 2 columns.

Rowe
Column

Open the Delete Table

Datewhe| 77 Table Properties

body tahle thody tr td

N

3

3

3

Insernt Cell Befare
Insert Cell After
Delete Cells

Merge Right

Merge Down

Split Cell Horizontalky
Split Cell Verdically

Cell Propetties

Afterwards it was changed using the correct cell

and row options to look like this as shown below.

This is how it was done — Cells were merged and rows were added.

(1) Right click in the first cel
(2) Select Cell = Merge Dawn

(3) Right click this cell =lnsert Row Before

to add this row

(4) Extra rows was added: Right click cell

= Insert Row Befora (3 times)

(8) This row was merge:. Click 15t call = Merge Right

(81 Right click this cell =Insert Row Before

to add this row

(&) Right click in tha first cel

(71 Select Cell > Merge Down

Drupal Manual
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8 How to insert an image to a web page

1. Place the cursor in the position where you want the image to appear on the web page.
2. Click the Image button =
3. Click the Browse button, scroll down and | image Properties [ ]
click on your Business Unit.
ImageInfa  Link Agvanced
4. Click on the images folder and scroll down till | =5
the image you want to insert in your web | |
page. (You can also upload it now if NOt | | aematie Tes
available turn to page 12 for the procedure).
5. Right-click on the image and select the Send | | " L) - -
N ) ~ ) Lorem ipsum dolor sit amet, consectetusr =
to rich text editor option to add the image. Height ©ladipiscing ellt Maecenas feugial consequal diam
Magcenas metus. Vivamus diam purus, cursus a,
: commado non, facilisis vitae, nulla. Asnean dictum
IE BIBEF. Bordar lacinla tortor. Munc kaculls, nlish non |aculls aliguanm,
1.1 Y. orci felis euismod neque, sed omare Massa mauris
£ Dielete File sed welil. Mulla pretium mi el risus. Fusce mi pede,
I elele Hapace ternpor it cursus ac. ullamcomer nec, enim. Sed
E i torar. Curabitur molestie. Duis valit augue,
U Bename File YSpace condimenium af, ulices a, luchus ul, orcl. Donee
4. pellentezgue egesias eros. Infeger cursus, augue in
! File meta data Aloamer tUrgUs faucibus, eros pede bibendum serm, in
g tarnnaic tallive ot mnie limsla Etians amat tartor b
I View file =nof sef= d _lJ
1| Download as file
Y Beraoree file frorm database K R
Y File permissions oz
Y Paste link in editor windoar
B Send to rich text editor
Y Resize to thurmbnail
Y Resize to Preview
Y Resize to Front Page Block
= LA pe
6. Image Properties (1) Some users turn off image loading
| p i ® when using a modem or have a slow
mage Fropertes connection. The ALT attribute lets
| AT, ; you specify text to be displayed
TR S AU instead of an image.
URL . .
hitpoihwnnaw. mwd. ac.zalwehbfm_sendfd 5129 Browse Server (2) T.emplate specmes the .Wldth of
—_— pictures shoul be 190 pixels. The
Alternative Text height will be changed
(1} hoofgebau correspondingly.
Width Preiew (3) A number here will result in a border
(2)7 190 . Lorem ipsum [ &4 4] around the picture and the line
Height SSLUSrESC't‘EatS;?‘- : thickness depends on the number
98
adipiscing elit. entered.
Maecenas .
(3) 5'30”3"” feugiat 1@ \Lou r(]:an specify th((ej ar:nqunt of space
consequat ; e that has to surround the image.
s EEEE diam. Maecenas metus, Yivamus diam purus, o . .
(4} cursus &, commodo non, facilisis vitae, nulla, (5) Specify if the image must be aligned
YSpace Aenean dictum lacinia tortar. Munc iaculis, nibh non to the left or right side of the page or
iaculis aliguam, orci felis euismod negue, sed tabl Il
; ornare massa mauris sed velit. Mulla pretium mi et anie cell.
(5)‘ A“gnment viciic Fuera mai nada tammnarid corcne ae _Ij
Rignt o] L]
=not set=
Letft
o
A
7. Click the OK button.
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9 How to Clone (Copy) an existing web page

The advantage of cloning an existing web page is that the left menu that appears on your entire Faculty,
School or Department web pages is automatically link to the cloned page. All you have to do is to change the
name of your web page and the content.

(1) Edit the relevant web page to be cloned e.g. the Course Practise and click the Clone tab at the top of
the page on the right hand side.

IT Home

Wiy Edit Webfarm Results Translate {1} Clone
News ) .
(2)Title [for sitemap]: *
Policies |Clore of Course Practise
Semnvice Catalogue Page title:
Projects MWL, IT, Course Practise(3)

Training Provide a description of this node to appear in the =title= tag which search engines can use in
search result listings {optional). Itis generally accepted this field should be less than 70
FAQs characters.,
(2) Title [for sitemap]:* — Replace the name of the old web page with the name of the new web page.
(3) Page title: — Change the Content Topic name as well.
(4) Delete the irrelevant Headings and content in the Body and type and format the new content.

(5)  Scroll down and click the Publish button.

10 How to change your Drupal password
1. Click My account as shown in the image below.

10176640 Administer User Infa By module
Mobile Site
Ay & i
e I Welcome to the administration section. Hare you may cont
Web File Manager
Workflow summary Hide descriptions

Craate content Cantont fmam o orn ek

2. Click the Edit tab on the following screen.

Wiewy by results Result Statistics

History
Member for

1 wear 14 weeks

Blog

Wiewy recent blog entries
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3. Type your new password in the Password and Confirm password fields.

Wiemy Edit fly results Reszult Statistics

Account information

E-mail address: *
10176640@nwu.ac.2a

A, walicd e-mail address . & e-mails from the system will be sent to this address. The e-mail addrezs is not

made public and will only be used if you wizh to receive a new password or wish to receive certain news

or notifications by e-mail.

Password:

|.......... Pazswword strencth; High

Confirm password:

|.o.o....oo Pazzwords match: ves

To change the current user password, enter the new passyyord in bath fields.

4. Scroll down and click the Save button.

11 How to use the Translate option

The NWU's website caters for 3 languages, namely Afrikaans, English and Setswana. Each page has the
option to view the specific page in another language.

The available languages are indicated at the top of the screen as seen in the example below. Should
Setswana for example not be available, then Setswana won't be displayed.

Print Font Size RSS Feeds

WOCRDWE S-UNIVERSITEIT Set=wana

Afrikaans
NORTH-WEST UNIVERSITY alis et - N P
nU NUKIBESITE Y BORONE BOPHIRIMA Englizh Contact Us Sitemap Quicklinks -

The Translate option doesn’t imply that your pages will automatically be translated into another language.

The Translate option is used to link the corresponding Afrikaans and Setswana pages to the English page
and vice versa. If there is no corresponding Afrikaans or Setswana page you will skip the Translate option.

Very Important: Translations are setup from the English page (source).

There are two ways to use the Translate option. You can either create the Afrikaans and Setswana pages
before-hand or can create the pages in the Translate option.

11.1 Create the pages before-hand

(1) Get the node numbers of the corresponding Afrikaans and Setswana web pages e.g. Afrikaans
(17001) and Setswana (17002.

(2)  Edit the English source page e.g. 17000).

Information 10/29/2012 -

Testing Translate Jfoontent/testing-translate 17000 Ahout 515 Yes 10176640 translate

Testing Afr Translate /node/17001 17ooy | [nformation  10/29/2012 - edit 10176640 translate
About 15:17

Testing Setswana Translate fnodef17002 17002 gg‘gal?atlon 13{3312012— Yes edit 10176640 translate

(3) Click the Translate tab at the top on the right hand side of the page.

ey Edit Wehfarm Fesults Translate Clane

Title [for sitemap]: *

|Tezting Translate

Page title:
|NWU, ITC, IT @ MWL, Testing Translation
FProvide a description of this node to appear in the =title= tag which search engines can use in
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(4) Type the node numbers of the corresponding web pages in the appropriate fields as shown in the
image below e.g. [nid:17001] and [nid:17002].

Selecttranslations for Testing Trahaiate

Alternatively, you can select existing nodes as translations ofthis one or remaove nodes from this

translation set. Onhl nodes that have the right language and don't belong to ather translation set
weill be availahle here.

( 5)afrikaans |[nid: 17001]
|Set5wana|[nid:l?DDE]

Update translations |

(5) Click the Update translations button.

Wi Edit Wehform Results Translate Clone
Language Title Status  Operations
Afrikaans Testing Afr Translate Publishededit
English {source}Testing Translate Publizhededit
Setswana Testing Setswana TranslatePublishededit

Selecttranslations far Testing Translate
Alternatively, you can select existing nodes as translations of this one or remove nodes fram this

translation set. Only nodes that have the right language and dont helong to other translation set
will be available here.

Afrikaans ITEStiI“Ig Afr Translate [nid:17001]
Setswana|Testing Setswana Translate [nid: 17002]

IUpdate translations |

(6) The Title of the pages are automatically added.

11.2 Create the pages while in the Translate option
e Edit the English page.
e Click on the Translate option.

View Edit Webform Translate Clene
Language Title Status Operations
Afrikaans n/a Mot translategadd tranzlation

Englizh (zource)}MWU IT Service CataloguePublished edit

Setswana nia Mot translatedadd translation
Select translations for NWUIT Service Catalogus
Alternatively, vou can select existing nodes as translations of this one or remove nodes from this translation
zet. Only nodes that have the right language and don't belong to other translation set wil be available here.
Afrikaansl

Setswan al

[ Update translations

e Click on the add translation button as shown in the example above.

e A copy of the English page will be made with the language automatically set to the language you chose
to translate.

e Modify the body of the page and save the page.

Original details: Geraldine Gerhardi(12407496) P:\2012 empower stuff\Drupal Manual.docm
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