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Drupal 7 Manual: Omega theme

1. Take note

e Remember this url to log in with: http://www.nwu.ac.za/user/login

e Always use Mozilla Firefox or Google Chrome as browser when creating or editing in Drupal. If
this browser is not available on your workstation, please log an IT-Help and request the Firefox
version as used for Share.

e Never upload documents in Word format. Save the document to PDF first.

e Keep images to below 1MB filesize.

e Tryto upload images in png format rather than jpeg.

e There must be no spaces in filenames when uploading documents or images to Drupal, for example:

0 testimage.png should rather be test-image.png or testimage.png

Contact the Web Office any time:

WebOffice@nwu.ac.za



http://www.nwu.ac.za/user/login
http://ithelp.nwu.ac.za/otrs/customer.pl

2. How to login

Open your Firefox browser and type http://www.nwu.ac.za/user/login in die address line to open Drupal.
Login with your NWU staff number and network password. (We recommend that you bookmark this page)

(@ User account | NWU | North-West University - Mozilla Firefox S -
File Edit View History Bookmarks Tools Help
Create Inf About | NWU | No... = | {1 Alfresco Web Client | User account | NWU | North-West Uni... | + | P
& | @ www.nwu.aczasuser/login | |B - Google P ¥ & T

D

NORTH-WEST UNIVERSITY ©
YUNIBESITI YA BEOKONE-BEOPHIRIMA
NOORDWES-UNIVERSITEIT E English  Afrikaans  Setswana

ﬁ‘ Study Here ~  DiscoverMore ¥ Campuses ~ OurStory ~  Aumni v Contact Us | Quick inks [
Username *
Enter your NWU | North-West University username.
Password *
YY1 Network Password
Enter the password that accompanies your username.
Log in
© North-West University 2013 | Webmail-Mafikeng | Webmail-Potchefstroom | Webmail-Vaal Triangle

Terms & Conditions

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

F ] Content Structure Configuratian Quiz Reports Advanced help Help

Add content

o

NORTH-WEST UNIVERSITY

YUNIBESITI YA BOKONE-BOPHIRIMA
NOORDWES-UNIVERSITEIT m
ﬁ Studeer hier Ontdek meer Kampusse Ons Storie Alumni

Tuis

View Edit My results

History
Blog

View recent blog entries

Member for

2 years 10 months



http://www.nwu.ac.za/user/login

3. Starting a page
3.1. Create a new page
e Loginto Drupal (see section 2)

e Goto Content> Add content
e Choose Information About

M Content  Structure  Configuration  Quiz  Reports  Advanced help  Help

Add content

Forum topic

A forum topic is the initial post to a new discussion thread within a forum.

Image
An image (with thumbnail). This is ideal for publishing photographs or screenshots.

Information About

Information About

Information For

Infarmation For

Information For - Wide
Information For - Wide

Multiple choice question
This provides multiple choice questions for use by the Quiz module.

NWU Campuses

NWU campuses

e Continue with page set-up (see the next section).

3.2. Page set-up

The page set-up is very important, as it will determine your page ranking, language settings, which business
unit the page will fall under (important for navigation) and more. It is also very easy!

.
NORTHWEST UNVERSITY
YUNIBESIT YA BOKONE-B0PHIIMA
NOORDWES UNIVERSITEIT Sook Engish  Aftkaans  Seiswana
A Studeernier ~  Oniekmeer v Kampusse v OnsSoe v Amni v Kantak ons
Tite [for sitemap]*
Body (Edit summary)

B source [CRCHCE-S Q% FL @oem=e 0 HJd
-/B I US % x A B z:x EV|iE 3 E T0

SWteR 1o plain text eaiy

More information about text formats
Textformat  Full HTML

information About

Language

Business Unit

URL path settings
Automatic alas

Revision Information
Mo revision

1p& "aBUT when wlting an about

Authoring information
By 12407496

Promotion settings
Hot promoted




You will need to complete the following fields:

e Title

e Body (do the rest of the set-ups first, then return to body)

e Language (start with English. Once your page is complete, there is a translate option to create
the Afrikaans and Setswana equivalents).

e URL path settings (This will be your web address)

e Meta tags (important for search engine optimisation and page ranking)

3.2.1. Title [for sitemap]:*

Title [for sitemap] *

a) Home page

If the page you are creating is the first page (home page) of your new site, use only the name of your
department. The NWU name will be added automatically. An example is:

You type:

Research Support

Your web page visitors will see the following:

kL
/ iy Research Support| NWL x ) _jn.- -

< C | @ www.nwu.ac.za/research-support

b) Secondary pages

If the page you are creating is a secondary page, the order changes somewhat. Now write page
topic, then your business unit. The NWU name will once again be added automatically. You type for
example:

Contact | Research Support

Tip: Google cuts the page title after 70 characters remember to keep the limitation in mind. You can use
acronyms provided it is the recognised name of your department (e.g. CTexT instead of Centre for Text
Technology).

3.2.2. Language

Choose the relevant language (do not choose Language neutral). We recommend that you start with
English. Once your page has been set up, there is a translate option to create Afrikaans and Setswana
versions of the same page.




3.2.3. Business Unit*

Click the drop-down menu and select your Business Unit from the list displayed.
Please make sure that you have chosen the right Business Unit before saving or publishing your page.

Business Unit ™| [nstitutional Office v

Flease make sure that your correct Business unit is selected before saving/publishing your page. The Business unit determine which menu are displayed on your page (as
well as your access rights).

3.2.4. URL path settings

The page URL is the “address” that people see when the page is listed in search engine results:

CTexT | Potichefstroom Campus | North-West University
wWww.nwu.ac.za/ctext/ -

The Centre for Text Technology (CTexT) is a research and development centre in the field of
human language technology, specialising in text technology

Go to URL path settings to create a custom URL:

Menu settings Generate automatic URL alias

Not in menu Uncheck this to create a custom alias below. Configure URL alias patterns.
URL path settings URL alias

Alias: ctext/index ctext/index

URL redirects Optionally specify an alternative URL by which this content can be accessed. For

gxample, type "about’ when writing an about page. Use a relative path and don't add a

No redirects
trailing slash or the URL alias won't work,

e “Generate automatic URL alias should not be ticked
e Anything you add in the field will automatically be added to the NWU domain URL, for example:

You type:

ctext

The URL that will be created will be:
WWWwW.Nnwu.ac.za/ctext

Similarly, if you type:

ctext/staff

The URL will be:
Wwww.nwu.ac.za/ctext/staff

e If you are creating a home page, only type the name of your department or business unit. It should
be as short as possible, but should also still make sense to the user. If you have an acronym, use
only that, e.g. www.nwu.ac.zal/trade

e For secondary pages, do the above, but add the subject of the page, e.g: trade/vision-and-mission.
The URL will then be www.nwu.ac.za/trade/vision-and-mission

IMPORTANT: use only lower case for URL path settings, and put “-“ between words where necessary. There
must be no spaces!



http://www.nwu.ac.za/ctext
http://www.nwu.ac.za/ctext/staff
http://www.nwu.ac.za/trade
http://www.nwu.ac.za/trade/vision-and-mission

4. Editing an existing page

4.1.Method 1 (Selecting a Business Unit)

e Log into Drupal by going to www.nwu.ac.za/user/login
e Click on Content
e Select the relevant Business Unit from the given drop-down list
e Click on Apply
@ Content | NWU | North-West University - Mozilla Firefox PR —— — — i St
File Edit View History Bookmarks Taols Help
iy Create Information About | NWU | No... »* [ {7 Alfresco Web Client | Content | NWU | North-West University xl + | "
& ayu.ac.za/admin/content (<] P ¥+ # -
IGOREEAY ) Structure  Configuration Quiz  User Info plugins  Reports wced help  Help 1/48 Hello 10088458 Log out
Home » Administration
Content CONTENT FLES 1
+ Add content
Title Type Author Published Vocabulary
<Any= =] <Any>[=]  <Any> =
Business Unit
<Any> Reset
—Staff Support
—Study Abroad =
---Mafikeng Campus w
—Potchefstroom Campus
—Vaal Triangle Campus
--Community Engagement
—Career Centre
--Corporate Affairs and Relations
_Comvocation LANGUAGE = TYPE AUTHOR PUELISHED = UPDATED >  OPERATIONS
DivecsibuEouiteand Dighi.
01/20/2014 - .
English Information For 121245400 Yes 12-08 edit delete
—Information Technology - Students Information 01/20/2014 - ~
—Drupal NWU Publisher's Documentation S About 11938803 Yes 1145 edit delete
---Drupal kursusse
—IT Senvice Catalogue Information 01/20/2014 - .
——Accounts and passwords English 11938803 Yes edit delete
About 11:44
——Back-and Senices
;Cn\labnraunn and web senices - ) N 01/20/2014 - ) i

o Alist of all the pages within that business unit will appear:

@ Content | NWU | North-West University - Mozilla Firefox - —— Sp— — - —— S St

File Edit View History Bookmarks Tocls Help
) Create Information About | NWU | No... - |

| Alfresco Web Client

v.nwu.ac.za/admin/content 1S

Home » Administration

Content CONTENT FILES 1
+ Add content
Title Type Author Published Vocabulary
<Any> E <Any> |z| <Any> El
Business Unit
—Information Technology E Apply Reset
~ OPERATIONS
- Choose an operation - = Execute
F| Tme LANGUAGE  TYPE AUTHOR PUBLISHED UPDATED ~  OPERATIONS
B Tnome English Information About 10176640 Yes 01/17/2014 - 15:49 edit delete
= PC Labs Potchefstroom updated English Information About 10176640 Yes 01/17/2014 -11:12 edit delete
[F]  Emp, ITC, Drupal Information About 12407496 Yes 01/16/2014 - 14:46 edit delete
] T Service Desks for Students English Information About 10176640 Yes 01/15/2014 - 12:40 edit delete
(=] IT Service Desks for Staff English Information About 10176640 Yes 01/15/2014 - 12:39 edit delete



http://www.nwu.ac.za/user/login

e To list these pages in alphabetical order, click on Title to sort the list.
e Find the relevant page and click on edit (in the operations column).

| Emp, ITC, Drupal Information About 12407496 01/16/2014 - 14:46 delete

e You will now be in the editing page (see section 5)

4.2.Method 2 (navigating via home page)

e Log into Drupal by going to www.nwu.ac.za/user/login
e Click on the home icon in the upper right corner
e Navigate to your page (the same way you would if you were a user visiting the home page)

e|[B- oo £ B ﬁl

NORTH-WEST UNIVERSITY ©
'YUNIBESITI YA BOKONE-BOPHIRIMA
NOORDWES-UNIVERSITEIT m English Afrikaans Setswana

ﬁ‘ Studeer hier ~  Ontdek meer ~ Kampusse ~  OnsStorie >  Alumni ~ Kontak ons | Snelskakels [w]

View Edit My results Result Statistics

History
Blog

View recent blog enfries

Member for

2 years 6 months

© Noordwes-Universiteit 2013 | Webmail-Mafikeng | Webmail-Potchefstroom | Webmail-Vaaldriehoek
Bepalings & Voorwaardes

e You will see several tabs. Select the edit tab. If you cannot see the tab, you either did not log in
correctly, or you do not have permission to edit this page. Contact the Web Office for assistance.

@ ithome | NWU | North-West University - Mozilla Firefox - — S S — R
File Edit View History Bookmarks Iools Help

Y CreateInformation About | NWU | Ne... » | £ Alfresco Web Client |@J\thomE|NWU|North'WEst University x| + \

- -
&« nwi.ac.za/ithorme i v & | B - Google P ¥ @ -
Structure  Configuration Quiz  User Info gins sorts  Adwanced help  Help — 0/38 Hello 10088458
NORTH-WEST UNIVERSITY v
YUNIBESITI YA BOKONE-BOPHIRIMA
NOORDWES-UNIVERSITEIT m English
ﬁ Study Here ¥  DiscoverMore ¥ Campuses ~ OurStory ~  Aumni ¥ Contact Us | Quick inks [
View Edit Webform Translate Clone content
IT Home
News Information Technology (IT)
Policies Welcome to IT@NWU A
Service Catalogue & o IT Service Catalogue
Projects "‘ggl':ﬁ“ IT@NWU strives to offer excellent IT solutions to support the core business of the
University.
Training The purpose of the Service Catalogue is to provide an overview of the IT services we
EaCs provide and support, and to help you to use, access or request them



http://www.nwu.ac.za/user/login

4.3.Method 3 (using page URL)

e Log in to Drupal by going to www.nwu.ac.za/user/login
e Insert page URL in browser address bar

e Enter

/(tl, Faculty of Humanities | V= x
« C D .nwu.acza/Taculty-humanities-vaal-triangle-campus ——alifj—

[, Hello MOIR|
Content  Structure Appearance People | Taxonomy access control Modules Calendar Configuration Date Tools Quiz Reports Adwv help Help CSSinjector Date F
jQuery Multi Settings  Feed aggregator Rules Search API  Broken links  Cache Expiration Features Feeds importers Feeds log  Field collections  Honeypot configuration  Juiceb|

Real name  Strongarm  jQuery UI filter Taxonomy-based access control for content

Add content Add Service Catalogue Performance

NORTH-WEST UNIVERSITY ©
YUNIBESITI YA BOKONE-BOPHIRIMA
NOORDWES-UNIVERSITEIT m English  Afrkaans  Setswana

ﬁ Study Here ~  DiscoverMore ¥ Campuses ¥  OurStory ™  Alumni ¥ Contact Us | | Quick iinks

Home

View Edit IManage display Webform Results Translate Clone content Log

e You will see several tabs. Select the edit tab. If you cannot see the tab, you either did not log in
correctly, or you do not have permission to edit this page. Contact the Web Office for assistance.

@ ithome | NWU | North-West University - Mozilla Firefox - — S— S —-— = e
File Edit View History Bookmarks Iools Help

il Create Information About | NWU | No... = | {7 Alfresco Web Client |@J\thome|NWU|North-West University x| + \ = B

€ wor.nwu.acza/ithome %7 v @ | B~ Google P A o

Quiz  User Info gins Advanced help  Help Hello 10088458  Log out

NORTH-WEST UNIVERSITY ®

YUNIBESITI YA BOKONE-BOPHIRIMA

NOORDWES-UNIVERSITEIT m English
ﬁ Study Here Discover More ¥ Campuses ¥ Qur Story ~ Alumni ¥ Contact Us | Quick links E

View Webform Translate Clone content
IT Home
News Information Technology (IT)
Policies Welcome to IT@NWU B
Service Catalogue - o IT Service Catalogue
rvice VU strives to offer excellent IT solutions to support the core business of the
Projects Service  IT@NWU sfrives to off llent IT solutions rt th busi fth
university.

Training The purpose of the Service Catalogue is to provide an overview of the IT services we

provide and support. and fo help you fo use, access or request them

FAQs

e You will now be in the editing page (see section 5)

5. Editing page

You should now be on the editing page

Ensure that all pre-sets are completed (see section 3)
Go to the “Body” area

Familiarise yourself with the toolbar

Insert your headings

Start adding content



http://www.nwu.ac.za/user/login

5.1.Toolbar

[@) Source B @ @ % « Qi EL|lmoemM=Eo© Q
=
Heading1 -|| B I U & %, x* |A- [- = iS IE 99
=z = === M
[3 Source Source: to edit the html source code
¥ O Cut, Paste
@ @ (@ Paste, Paste as plain text, Paste from Word
=, Undo, Redo
Q EE Find, Replace
Ed Image: to insert a picture
O Flash: to insert flash content
= Table: to insert a table
E Insert Horizontal Line
Q Insert Special Character
o Maximize: to enlarge the editor to full page size
= Show Blocks: to show paragraph blocks
Heading1 = Paragraph Format: NWU Web Template styles
B I US x, x¥ A- Q- For font formatting
=2 JE 99 For paragraph formatting
[==] Link, unlink
| Anchor: to add an anchor

5.2.Headings

Correct use of headings is very important, not only to orientate readers, but also for search engine
optimisation. All NWU pages use styles that were pre-set as part of the NWU'’s theme in Drupal 7 (Search
engines prioritise text that was given the Heading 1 styles for example).




Body (Edit summary)

Service Catalogue

/8]
&7
[l
I~
B
]
H
1

|@Source|| o BERE & HF/E'H

Projects Py —

Training

nn
[}
1
T
-
-

[ Mormal ']| B I US x x*
FAQs ekl Paragraph Format |- |
- Normal ==

Normal (DIV)
Formatted

Address

‘Heading -

We recommend the following format in the interest of standardisation:

5.2.1.Your business unit home page

0 Heading 1: Faculty name
0 Heading 1 (new line): Business unit
0 Heading 2: Topic

Qcorce X B B @B % Qi B, mOmM=0 Q

| Heaong1 - | -Defmeeme  x, x* Z = F E | == = = Em|

= A -

] O Iil
Faculty of Arts

Centre for Text Technology (CTexT®)

Latest news i
'y ]

body table thody tr td b1 4

Font colours may be changed, provided it adheres to the NWU corporate identity.

5.2.2.Secondary pages

0 Heading 1: Business Unit
0 Heading 1: Topic
0 Heading 2: Sub-topics

10



@ soure B 6a % Q% 25 @M= © 0
ZaS

Heading1 ~ || B I U & x. x| 1= := 4511?555717.
= = W A-

| »

Centre for Text Technology (CTexT®) I
Products|

Proofing Tools

body hi

5.2.3.Banners

There is an option to use banners instead of text headings. Banners, while visually more attractive, do
however involve more careful set-up to ensure SEO. The following has to be set in the picture properties:

e Alternative text (shows up when browsers do not show pictures. Also important for programmes that
make use of speech technology when users can’t see the screen).

e Width and height must both be set at 100%. This ensures scalability for users who use different
devices (e.g mobile screens). It will however not work if the banner is not designed in the right size.

e Contact Graphikos, your marketing department or the Institutional Web Office for assistance!

e Example:

n NORTH-WEST UNIVERSITY :
YUNIBESITI YA BOKONE-BOPHIRIMA : :
NOORDWES-UNIVERSITEIT Enaleh

VirtualTour »  Current Students »  ContactUs

STUDY ATNWU ~  RESEARCH v  LIBRARY NEWS FACULTIES ~

11



5.3. Adding content

5.3.1. Uploading files

IMPORTANT: In order to be able to link to a document for example, the document (file) must first be
uploaded onto the Drupal server. Make sure that your filename contains no spaces as this will result in error
messages in on your editing page. Replace spaces with hyphens (e.g. test-document.pdf). The filename
should also make sense and act as a type of description of the document (e.g.NWUAnnualReport.pdf). This
will benefit SEO

e Assuming you are logged in on Drupal, go to Content > Files
@ NWU IT Senvice Catalogue | NWU | North-West University - Mozilla Firefox - - — - — — - = —
File Edit View History Bookmarks Tools Help
‘@JNWLHNorth-West University | ® 1nstitutional Office noticeboard | NW... [ ) Alfresco Web Client | ffy MU TT Service Catologue | WU I N.. 3 | + | &~ &
& wu.ac.za/content/nuu-it-service-catalogue Y7 v & | |B- Google c 3 A -

Content  Structure  Co ijon Quiz UserInfo Views plugins Reports Advanced help  Help _

2/58 Hello 10088458 Log out

m. NORTH-WEST UNIVERSITY e

e The file browser window, displaying all the business units in alphabetical order, will appear.
e Navigate to your business unit and choose (or create) a folder to store your documents in.
e Click on the “upload files” icon
> = LJJ H @ - @
e Click on Browse so find the file on your computer hard drive. Multiple uploads are possible. Just
browse to each file you want to upload.
e Click on Ok.
e The file(s) are now uploaded onto the Drupal server, and are ready to be linked to (see section
5.3.2).
| | | |
drupal efundi excel goV-man it_
btude
N [ zip EN [ zip [ polf |
Upload files X oo add
ar
Maximum allowed files size: 32M
Mo file selected.
MNo file selected. [
late Pd
MNo file selected. I
ment- 0 Add field
‘Book-G
_pdf gl
- Cancel Ok
2

IMPORTANT: If you upload a file/document in a folder, and a file/document already exists within that same
folder with the same name, the newer version will automatically overwrite the old version

12




5.3.2. Hyperlinks

5.3.2.1. Linking to a website

e You should now be in the body window on the editing page.

e Highlight the text that has to link to a website

e Click onthe link button @ and the Link dialogue box will open up.
e Choose Link Type URL and insert the page URL that you want to link to in the URL field

Link R

Link Info Target || Advanced

Link Type

URL (=]
Protocol URL

hitp:tl [= | www.google.com]

Browse Server

¢ Now navigate to the Target tab and select New Window (_blank). Click on OK.

Link X

Link Info || Target || Advanced

Target
New Window (_blank) [v] |

QK Cancel
o | .

5.3.2.2. Linking to another Drupal page on the NWU domain

Highlight the text that has to link to the Durpal page.

you visit the page in your browser).

You should now be in the body window on the editing page.

Click on the link button @ and the Link dialogue box will open up.
Choose Link Type URL and insert the URL of the page that you want to link to (copy the URL when

% NWU, Institutional Office, Information Technalogy (IT), FAQs - Windows Internet Explorer

@ |(ﬂj http://www.nwu.ac.za/content/fags-0

13



Link x

Link Info || Target || Advanced
Link Type
URL (=]
Protocol URL
hitp:t! [ | | WWW.nwu.ac.za/contentfagqs-0|

Browse Server

¢ Now navigate to the Target tab and select New Window (_blank). Click on OK.

Link x

Link Info || Target || Advanced

Target
New Window (_blank) [=] |

Cancel
o | .

5.3.2.3. Linking to a document

IMPORTANT: Linking to a document can only occur once the document has been uploaded (see section
5.3.1). This example will be based on linking to a document that had already been uploaded.

You should now be in the body window on the editing page.

Highlight the text that has to link to the document.

Click on the link button & and the Link dialogue box will open up.
Choose Link Type URL

Click on the Browse Server button

14




Link X

LinkInfo || Target || Advanced

Link Type

Rt =

Protocol URL

http:#f [=]

Browse Server

Cancel
e The File Browser window will appear. Business units are displayed in alphabetical order.

w
@& File Browser - Mogzilla Firefox l - '

winww. nwu.ac.za/index.php?g=elfinderflapp=ckeditor8 CKEditor= edit-body-
= =
> L Li]

Ll Places i — — —

» 1-cgov 1-cgov 1 1 PK Kash|
_— PC_Postgradu- websil)
» L 1 PC_Postgraduate Stude ate Students
» L0 1 PK Koshuise website | | -
» L] archive
bursaries cal for papers convocation donor

bursaries Fna

. call for papers | |

» L] convocation
» donors i-career centre ico i-corporaf
—_ fairs-rel
» L f-letwys
L Hreid cv's _l _l -
» L] i-academic-development-
i-career centre i-governance- i-hc i-informal
. management technolg
Ll ico A8
4 [ 0 = 3 _| _| o
Home
e Scroll to and select the relevant business unit.
e Go the folder where your uploaded the document that you want to link to (see section 5.3.1).
¢ Right click on the document and choose Select file
e Now navigate to the Target tab and select New Window (_blank). Click on OK.

5.3.2.4. Linking to an e-mail address

A so-called “mailto” link allows the user to send an e-mail when clicking on it.

You should now be in the body window on the editing page.

Highlight the text that has to link to the e-mail address.

Click on the link button @ and the Link dialogue box will open up.
Choose Link Type E-mail




Link X
Link Info Advanced

Link Type
E-mail =] |

E-Mail Address

Message Subject

Message Body

Cancel p

e Type (or paste) the relevant e-mail address in the E-Mail Address field.

e You have the option to create a customised subject and message to accompany the e-mail
automatically. This is however not compulsory.

e Click on OK.

5.3.2.5. Linking to an anchor

Anchors allow you to link to a specific place within the same webpage by creating an anchor link.

Inserting an anchor

e You should now be in the body window on the editing page.
e Highlight the text (or put the cursor right before it) that has to link to be an anchor.

e Click on the anchor button I and the anchor dialogue box will open up.

e Type in any name for your anchor that will make sense to you, provided it is only one word or is
hyphenated where more than one word is needed (there can be no spaces in the name!)

e You will now have an anchor to link to.

You will be kept informed of any new developments
| Anchor Properties x|
Alert — Spreading of misinformation acnorame edia

e people’s night to freedom of speech are central pillars of our democracy. The online media channels,

16



Linking to the anchor

You should now be in the body window on the editing page.

Highlight the text that has to link to be an anchor.

Click on the link button & and the Link dialogue box will open up.
Choose Link Type Link to anchor in the text

Click on the anchor name that you created.

5.3.3. Images

IMPORTANT: When uploading your image onto the Drupal server (using the same steps you would when
uploading a document — see section 5.3.1), ensure that it is as close to the right size as possible and not
bigger than 1MB. Resizing the image in Drupal may cause distortion. It also just resizes the image without
reducing the filesize (space the image will take up in the server).

Preferrably use PNG formats.

5.3.3.1. Resizing images before uploading them to Drupal

You may use any photo-editing software (such as Adobe Photoshop) to edit your photos. The below
example makes use of Windows Paint (a default programme included in most versions of Windows).

e Go to the Windows start button on the bottom left side of your screen and select Paint

._*;,-_;f Paint « 3
VE YMC Server

»  AllPrograms

Search programs and files 0 | f

e You will now be in the Paint programme
e Click on the File icon and select Open

e Click on the File icon and select Open
e Navigate to the image you want and open it
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Copy | =
Paste Select

Clipboard

The image now

1 & Crop I > S/ OO0 & A - | [ outline - E —DDDDDDDDDD
; DResize e A Q NO OO0 - - E— D D ] ] E|

“\ Rotate = 4 /0 (‘- Bruihes Q¢Q$DQQ = Sivze C(;-Ior Cuzlul H—” ||—||—| cgﬂltrs

Image Tools Shapes Colors

has to be resized. Do not upload the image to Drupal before the image is roughly the right

size. Resizing directly in Drupal, will change the image measurements, but the file size (the space the image
will take up on the Drupal server) will remain the same, thus wasting precious memory. There are two ways

to resize in Pain

t:

e You want to make the image smaller but do not have exact measurements:

O O0O0O0

Go to Home>Resize

Choose the Percentage option

Make sure that Maintain aspect ratio is ticked

Enter Horizontal and Vertical percentages. This indicates the percentage by which the image
will be made smaller. If you insert 25 for example (it will automatically be the same for both
because you have chosen to maintain aspect ratio...meaning it will resize proportionally), it
means that your image will be resized to 25% of its current size. Similarly, had you inserted
50%, both the width and height would have been halved.

—: W MR
= 13 Copy
Paste

Clipboard

View

Crop
] Resize
"k Rotate -

Select

Image

= = | Koala - Paint -

b Cut

LA L/ AL

Resize

-|:fo

By: (@ Percentage

l:l Horizontal:

DI Vertical

Maintain a

spect ratio
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e You have the exact size that your image should be in pixels

An example is when you know the photo you should upload with your news article should be at least 600
pixels wide.

Go to Home>Resize

Choose the Pixels option

Make sure that Maintain aspect ratio is ticked

Here you need only enter one pixel value (e.g. 600 horizontal). Because you have chosen to
maintain aspect ratio, the vertical pixel value will automatically adjust to the new horizontal
value, while maintaining the image proportions. If you do not maintain aspect ratio, distortion
of the image could take place.

O O0O0Oo

Home View
= 3{, Cut Crop
J :.:'|'_§| Copy ] Resize
Paste Select |
= = | Rotate ~
Clipboard Image
T I ) O = [ Kosla= Paint |

;
—

Resize

By: () Percentage @ Pixels

I:I Harizontal: 600|

DI Vertical: 450

I Maintain aspect ratio I

e Go to File>Save as>PNG picture to save the image in PNG format on your computer. We
recommend this format for all web images.

| PaintResizePixels

3 — .
] . Ve as
% | PMG picture F
'm Save a photo or drawing with high gquality =
l‘{ Open and use it on your computer or on the web. |
| JPEG picture
Q Save h‘ Save a photo with good quality and use it
on your computer, in e-mail, or on the web,
5| BEMP picture
Save as g % ] . ; : .
= Save any kind of picture with high quality
and use it on your computer,

Your image is now ready to be uploaded to Drupal and to insert into your website.
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5.3.3.2. Uploading images to Drupal

e You should now be in the body window on the editing page.
e Place the cursor where the image should appear on the web page.

e Click on the [aal Image button. The Image Properties popup window will be displayed.

Image Properties x
Image Info Link Advanced
URL

Browse Server

Click on Browse Server

The file browser window, displaying all the business units in alphabetical order, will appear.

Navigate to your business unit and open.

Find the file within your business unit that you wish to upload your image to (you can, for example,
create a file called Images under your business unit. You can then upload all your images to this one
central place).

|

[ www.nwu.acza/index.php?q=elfinder&app=ckedit

2 L HEN
p-aka p— —
p-AKADEMIE

p-alumni

B

+ .

3 .
- dokuments images

» B p-arcmus

B parents

13 n-w'l’ﬁ

v L p-ass

» B8 dokuments

» Bl images

e Click on the Upload files icon

= I S i) =@

e Click on Browse so find the image on your computer hard drive. Multiple uploads are possible. Just
browse to each file you want to upload.
e Click on Ok.
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| | | -
drupal efundi excel goV-man it_
btude
. ECH 7ip zip [ poif |
- |
[ [ ] N
Upload files X oor agd
ar
Maximum allowed files size: 32M
No file selected.
No file selected. [
late Pd
It
No file selected.
ment- © Add field
{ \Book-G
_pdf gl
- Cancel Ok
P

e The images are now uploaded onto the Drupal server, and are ready to be inserted into your
webpage (see section 5.3.3.3).

IMPORTANT: If you upload an image in a folder, and an image already exists within that same folder with
the same name, the newer version will automatically overwrite the old version

5.3.3.3. Inserting an image in your website

e |If you had followed the steps in section 5.3.3.2 correctly, you should now see the images that you
have uploaded.

Navigate to the image you wish to insert and double click
The Image properties pop-up window will appear.

e If you followed the steps in section 5.3.3.1 correctly your image sizes will be correct, and you will not
need to change that.

e You will, however, need to add Alternative text. Some users turn off image loading when using a
modem or have a slow connection. Whatever you type in this field will then display instead, still
informing the user what they would have seen, had the image displayed. It should therefore be quite
descriptive.

[ Image Properties. x
Image Info Link || Advanced

URL

Isites/www. nwu ac zaffiles/filesfi-solarcar/Sirus | (_Browse Server |

Alternative Text |

‘Width Preview
337

Height

337

Barder

HSpace

i “Space

Alignment

=not set=

Cancel 4

e Choose whether your image must align left, right or centre in the Alignment field.
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e The HSpace (horisontal space) and VSpace (vertical space) fields refer to the space that will
surround the image. Only insert values if you want “padding” around your image.

e The value that you insert in the Border will determine the thickness (if any) of the border
around your image (where 1 is very thin and 5 is much thicker for example). If you want no
border, simply leave the field blank or insert 0.

6. Multilingual pages and page translation

e Log in to Drupal by going to www.nwu.ac.za/user/login
e Insert page URL in browser address bar
e Enter

Edit the English page.
Click on the Translate option.

NORTH-WEST UNIVERSITY @
YUNIBESITI YA BOKONE-BOPHIRIMA
NOORDWES-UNIVERSITEIT m English

ﬁ Study Here ¥  DiscoverMore ¥ Campuses ¥ OurStory ¥  Alumni v Contact Us | Quick links [ ]
View Edit \Webform Translate Clone

IT Home

Language Title Status Operations
News English (source) Published

NWU IT Service Catalogue edit

Palicies

Afrikaans nia Not translated
Service Catalogue add translation
Projects Setswana n/a Nof translated

add translation

Click on the add translation button.

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

Modify the body of the page and save the page.
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