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To	access	the	Drupal	CMS:	
https://www.anselm.edu/user/	
	

	
(You	will	use	the	training	password	the	first	time	you	log	into	your	own	account.	Select	your	
name	and	Edit	profile	to	change	the	password.	If	you	ever	get	locked	out,	do	NOT	use	the	Reset	
password	button	on	the	login	screen.)	
	
This	is	the	Training	account	navigation/heading	you’ll	see	when	you	first	log	in.	

	
	
	
CREATE	A	NEW	PAGE	
(Option	1:	hover	and	drill	down)	
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(Option	2:	click	on	Content;	then	the	‘+	Add	content’	button,	then	select	‘Inner	Page’	or	
‘Event’)	

	
	
INNER	PAGE	
There	are	two	sections	of	the	Inner	Page	type	managed	by	two	tabs:	Hero	and	Main	Content	
						
The	Hero	tab	edits	the	banner	image	at	the	top	of	the	page;	
including	text,	and	linking	options	to	add	a	CTA	button	or	play	
video.	(NOTE:	red	asterisk	(*)	indicates	the	field	must	be	filled	in.)	
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The	Title*	is	the	URL	(displayed	in	the	browser’s	address	bar).		
• You	can	edit	the	Title	at	any	time,	but	if	you	change	it	after	it’s	linked	from	another	page	using	a	
short	link,	that	link	may	break.	
• The	URL	and	Left	nav	item	can	be	edited	via	separate	settings.	If	you	have	a	long	title	to	display	
in	the	banner	but	want	a	shorter	URL,	a	shorter	left	navigation	item,	or	a	custom	URL,	please	
contact	Dyan	Ciccone	(dciccone@anselm.edu).	
	
Image	in	the	Hero*	Tab	
• Locate	the	image	in	the	IMCE	Image	folder	(files	MUST	be	added	to	the	department’s	folder	

only;	see	page	___		for	more	information.	
• The	Alternative	text*	is	required!	To	change	an	image,	select	the	Remove	button.	

	

	
	
Video	in	the	Hero*	Tab	
• Locate	the	video	by	selecting	the	Share	option	in	YouTube	and	enter	it	in	the	Video	field.	
• Example	of	video	in	the	banner:	www.anselm.edu/academics/departments/chemistry-
department	
	

	
	
Call	to	Action	Option	in	the	Hero*	Tab	
• If	you	want	to	add	a	CTA	to	your	banner,	use	the	HERO	LINK	
• Type	the	name	of	the	page	to	link	the	CTA	button	to	in	the	URL	field	(this	field	uses	the	type	-	

ahead	feature,	so	all	pages	that	match	will	be	displayed	–	make	sure	it’s	the	right	page	by	
checking	the	node)	

• Type	the	text	to	appear	in	the	CTA	button	in	the	Link	text*	field	(which	is	required!)	
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ADDING	CONTENT	TO	A	NEW	OR	EXISTING	PAGE	
Click	on	the	Main	Content	tab,	to	the	right	of	the	Hero*	tab.		
	
• Type	new	content,	or	copy	and	paste	from	another	source	

(Note:	text	from	MSWord	and	other	applications	must	be	
put	into	a	text	editor	first	to	strip	out	<span>	and	other	
tags	in	order	for	the	Drupal	fonts/styling	to	render	
correctly	on	the	live	site.)	

• Notice	that	the	content	will	be	pasted	into	the	page	
regardless	of	the	selection:	Cancel	or	OK.		

	
	
SETTING	LINKS	
	

Internal	Links	
NOTE:	Always	(1)	Fill	in	the	Relationship	field.	
• Navigate	to	the	page	you	want	to	link	to	and	hover	over	the	gray	New	draft	button	to	find	the	

node	in	the	Status	bar	(bottom	left	in	browser)	
• You	can	also	find	the	node	using	the	Content	view:	hover	the	Edit	button	under	OPERATIONS	
• Select	the	Link	icon	(from	the	main	menu	in	the	Body	section)	

	
	

• Link	to	the	page	using	this	path	format	
ONLY	in	all	Body	section	content:	
/node/1234		
(Pages	with	hard-code	URL’s	won’t	be	
published:	ex.	
https://www.anselm.edu/styleguide)		
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External	Links	
NOTE:	Always	(1)	check	the	‘Open	in	new	window’	box;	(2)	Fill	in	the	Relationship	field.	
• External	links	are	

o websites	outside	of	the	anselm.edu	domain	
o PDF,	Word,	and	other	documents	
o email	

• For	email	–	be	sure	to	select	the	blue	box	that	appears	when	typing	in	the	email	address:	
	

	
	
UPLOADING	DOCUMENTS	FROM	YOUR	SYSTEM	TO	THE	‘IMCE	FILE	BROWSER’	
	
Add/Link	Documents	and	Add	Images	
This	is	the	equivalent	to	the	Assets	folders	in	Ingenuix.	

	
	
	
	
	
	
	
	
	
	
		

• Navigate	to	the	Documents	folder	to	upload	and	link	PDFs,	Word	docs,	etc.	
• Navigate	to	the	Images	folder	to	upload	and	insert	photographs	into	your	page.	
• Note:	Upload	to	your	group’s	department	folder	ONLY.	

o Whether	you	double	click	on	an	existing	link	to	edit	it	or	you	use	the	chain	link	icon,	
please	DO	NOT	add	your	files	to	the	public://	folder.	

• Note:	DO	NOT	access	any	other	folders	in	IMCE!	
• Display	the	file	size	in	this	format:	(PDF/123KB)	|	(Word/123/KB),	etc.	
• We	kindly	ask	that	you	let	us	know	of	older	documents	and	images	that	can	be	deleted	for	

maintaining	server	storage	and	performance.	Contact	CCM	with	the	files	to	be	deleted.	
• File	names:	Use	hyphens	between	words	in	a	file	name	(avoid	empty	spaces)	

correct:	no-space-file-name.pdf	|	incorrect:	no	space	file	name.pdf	
• Images:	Use	photoshop/other	tool	to	size	files	correctly	(see	Style	Guide	webpage).		

Do	NOT	upload	files	larger	than	1600w	x	856h.	
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EDIT	AN	EXISTING	PAGE	
	
Log	into	your	account.	Navigate	to	the	page	you	want	to	edit,	and	click	on	the	gray	New	draft	
button	beneath	the	banner	image.	This	will	open	the	page	in	edit	mode.	

• If	you’ve	edited	this	page	previously	and	had	not	yet	submitted	it	for	publishing,	the	gray	
button	will	read:	Edit	draft.	

	
	
Select	the	Main	Content	tab	to	edit	the	body	of	your	page.	
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SAVE	YOUR	EDITS	OR	SUBMIT	FOR	PUBLISHING		
	
Save	your	page	to	edit	it	at	a	later	time:	

	
If	you	are	done	editing	and	ready	to	submit	the	page	for	publishing	to	the	live	site,	follow	these	
TWO	STEPS.	
	

1. You	will	now	see	the	page	in	draft	mode	[which	is	the	Latest	version]	and	a	new	set	of	
buttons:	

	
	

2. To	edit	the	page	again,	or	submit	for	publishing,	select	the	gray	button:	Edit	draft.	
a. 			Make	your	new	edits	and	either	Save	and	Create	New	Draft	(again),	or		
b. Use	the	white	arrow	to	the	right	of	this	option	to	expand	the	blue	button,	and	select	

that	second	option:	Save	and	Request	Review.		

	
	
COMMUNICATING	YOUR	CHANGES	
PLEASE	Add	a	Message	BEFORE	submitting	your	page	for	review/publishing:	

	
	
CHECK	THE	STATUS	OF	YOUR	PAGES	IN	WORKFLOW	
Navigate	to	the	page	on	the	live	site	and	select	the	Revisions	tab.	
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This	opens	the	page	to	edit	again	if	your	last	edits	have	been	published	(it’s	not	recommended	to	
send	multiple	versions	through	workflow	to	ensure	changes	are	not	lost):	if	you	don’t	yet	see	a	
message	from	me	or	a	colleague	in	CCM,	it	means	the	page	has	not	yet	been	published	(we	will	
always	include	a	message	back	to	users	once	the	page	is	reviewed	and	published).	When	you	see	a	
message,	you	can	create	another	version	of	edits	to	save	and/or	submit	for	publishing.	
	

	
	
	
SEARCH	PAGES	VIA	CONTENT	(TO	EDIT/ADD	PAGES)	

• Navigating	to	the	live	page	that	you	want	to	edit	is	the	easiest	way	to	edit	a	page.	However,	
you	can	find	and	view	pages	via	Content.	Use	this	view	to	Edit	pages,	Add	Content	(same	
as	creating	an	Inner	Page)	and	Search	for	pages	that	you	saved,	are	not	yet	live,	and	you	
want	to	continue	editing.	

• To	Search:	Query	by	Title	only	–	add	title	and	hit	enter	–	or	use	the	other	filter	options.	
• To	Edit	an	existing	page,	search	for	it	in	the	Title	field:	Click	on	the	Title	of	the	page	to	open	

it,	then	select	the	New	draft	(gray	button),	OR,	simply	click	on	the	Edit	button	under	
OPERATIONS	(right	hand	side	of	Content)	

• Tip:	Hover	the	Edit	button	under	OPERATIONS	to	see	the	node	(be	sure	you	are	looking	at	
the	correct	page	as	there	are	some	pages	with	the	same	titles)		
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ACCORDIONS	
• Accordions	are	used	to	organize	content,	and	it’s	the	format	used	for	all	faculty	bio	pages.	
• When	editing	your	page,	scroll	to	the	bottom	and	Click	on	Add	Accordions	

	

	
	
	
EDIT	A	FACULTY	BIO	PAGE	
• Search	in	Content	view	for	your	name.	Or	use	the	live	Faculty	Directory.		
• Click	on	the	Title	to	open	the	page,	and	Select	New	draft.	
• The	Bio	info*	tab	contains	the	headshot	and	content	is	pulled	from	Paycom:	Title	and	

Department,	and	contact	information.		
o Headshots	are	managed	by	CCM.	Contact	our	creative	director	with	any	questions.	
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• Select	the	Content	tab	when	editing	the	page.	This	is	where	the	faculty	member’s	education,	
research,	teaching	and	other	information	is	added/edited	using	the	Add	Accordions	feature.	

	
EDIT	A	DEPARTMENT	OR	PROGRAM	PAGE	
The	Department	and	Program	page	types	are	used	to	build	the	Academics	section.	While	CCM	
manages	these	pages	for	the	integration,	they	have	body	copy	that	you	can	add	content	to,	so	you	
may	edit	all	of	the	pages	under	the	Academic	Departments	(exception	is	the	Courses	page).	The	
Program	pages	are	used	to	allow	the	feed	from	the	catalogue	(these	are	the	pages	under	Majors	
and	Minors	in	the	left	nav).	
	
IMPORTANT!	
• If	you	add	content	to	Program	pages,	be	sure	you	do	NOT	remove	any	of	the	settings	in	the	top	

portion	of	the	Content	tab	(INSIDE	RED	BOX	shown	below)	
• Do	NOT	remove	Program	Requirements	under	SECTIONS	at	the	bottom	of	the	Main	Content	

tab	(INSIDE	RED	BOX	shown	below).	
Without	the	correct	settings,	the	feed	from	the	catalogue	will	break!	
• In	addition	to	adding	Body	copy,	you	can	add	blocks	to	the	pages.	Your	copy	and	blocks	will	

appear	above	the	catalogue	content.	
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EVENT	PAGE	TYPE	
	
Create	New	Event	

• If you see a single black menu bar, click on Manage to expand the menu. 
• Hover mouse over Content (don’t click on Content), then Add content (which will display another list to 

the right), continue to hover to Event … 
• Click on Event. 

	

	
	

	
	
Create	Event	Page	Example	
Step	1:	Add	a	Title	on	the	Hero*	Tab	

• If you have a hi-res photo for the banner of the page, and cut to 1600x856 (or 1600 x600), add it on this 
Tab as well under Hero Image. 

• When adding a new photo, navigate to your department folder under ‘Images’ in the IMCE. 
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Step	2:	Click	on	Main	Content*	Tab	

• Fill in ALL Event details 
(note: Department is ‘Academic Department’) 

• The Body (Edit summary) field is the description of your event, and is Required. 
• Notice the time format: 08:30:00 AM 
• Don’t forget to paste your content in a Text Editor first before pasting it in the CMS. 
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Step	4:	Click	on	the	Teaser*	Tab	

• The Teaser Body must be filled in.  
• This content creates the description on the event card, and is Required. 
• Limit content to two sentences so that all of the content is displayed and readable. 
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Card	Example:	

	
Save	Your	Event	or	Submit	for	Publishing	
	
Step	5:	Either	…	

• Save and Create New Draft (if you need to edit it at a later date/add more details, etc.) 

 
 

• Save and Request Review (if you’re ready for this event to be published) 
(use the white arrow to the right of this button to expand and select this option) 
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ONLINE	HELP	
Visit	the	Online	Style	Guide	page	for	information	on	(i.e. images, document name, file size displayed, 
numbers/figures, On page blocks). https://www.anselm.edu/styleguide	
	
Tips and Guidelines for Editing Web Content 
• Accessibility (ADA)/UX is a top priority for the college: 	

o Always fill in “Alternative text*” and “Relationship” fields (with short description)	
o Always use photo Caption on photos added in body copy	
o Use a bulleted list whenever possible instead of a table (best for mobile devices). If a table is 

necessary, use a simple table vs. complex: no merged cells/columns, and use a header row	
• Check the box for ‘Open in new window” for all external links (non anselm.edu domains, PDFs, 

Word, email).	
• Use a text editor (NotePad, WordPad, TextEdit) to copy and paste text from email or MsWord 

documents to clean the text (and other tags in your html code will overwrite the Drupal style sheets, 
and the pages may need to be sent back to the content creator to be cleaned before publishing). Font 
sizes and styles are both branding and ADA issues.	

• Use single spaces between sentences.	
• Use a “return” (or enter) to set the correct spacing between paragraphs. No space after a bullet.	
• Use a “shift return” to set a single space between content (ex. Bold header and text below it)	
• PDF/Word file names: Use “hyphens” in document names – do NOT leave blank spaces.	
• Upload	documents	and	images	into	your	department’s	folder	under	Documents	and	Images	

ONLY	in	the	IMCE.	
• Use descriptive links and Call to Actions, rather than “Click here.”	
• Submitting your updates for publishing: Please include a Message to describe the changes to your 

content/new pages. Pages without a message may be declined and sent back to the content creator. At 
a minimum, the page(s) will be held up in the queue, as the entire copy would need to be reviewed.	

• Submit only one version of a page through workflow until it’s been published to avoid losing your 
updates. You can use the Revision button to view the status and CCM message to you in workflow.	

• Never provide a “Login code” or “password” on your pages for security reasons.	
• Social media feeds can be added to your pages.	
• CCM can help with content layout and solutions; URL paths; left navigation labels and ordering; and 

global blocks.	
• Many In-page Blocks are available on Inner, Department, and Program pages; view these online. 

Contact CCM for help with setting up blocks that are managed by CCM (i.e. Contact block left 
column, News and Events feeds, global blocks).	

• Design your content using the CCM approved brand elements. Refer to the Online Style Guide at 
https://www.anselm.edu/styleguide. Our office is available to assist you to create and maintain 
college Web pages (landing pages, etc.).	

• CCM can also assist you with building a blog and social media sites that incorporate the college 
brand.	

• Think mobile! Web content should always be clear and concise, but this is more important than ever 
as mobile users will not read lengthy or confusing content on their mobile devices. Write new content 
and edit your existing content with mobile-responsive design in mind.	

	
For all CMS related questions, issues, registration forms, and training, please contact Dyan Ciccone, 
x6184, dciccone@anslem.edu. 
For edits to Catalog content on the Majors and Minors, please contact the Registrar’s Office. 
For edits to faculty and staff employee information, please contact Human Resources.	


