
Posting Content to the DE Public Website

The Iowa Department of Education uses a content management system called Drupal as the foundation of its public website. As a content poster to this website you will need to logon to the site using the following URL for the posting tools to be available:
https://www.educateiowa.gov/user

TIP: Internet browsers can behave slightly different. For the DE public website the Google Chrome browser seems to work the best.
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Logging In
Your Username is:	alison.jepsen - note this is not your email address (Username Format: firstname.lastname) 

Your INITIAL Password is: Sunshine1 (Change the INITIAL Password right away to the password you use to logon to your computer each workday. You will want to change your Drupal password each time you are prompted to change the password on your computer. Changing your password often, helps keep our site secure)

Once logged into the site a black bar will appear at the top of the website screen, looking like this:
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Vocabulary
It is very important to know some vocabulary when working in Drupal.

Node - All content on a Drupal website is stored and treated as "nodes". A node is any posting, such as a page, article, or document.

Content Type - A pre-defined collection of data types (Fields) which relate to each other by an informational context. In this sense, "context" means "parts that should be considered as a correlated whole." Content Types are how site editors can input original content on a Drupal site. The DE public website has the following content types:
A-Z Alias
Article* - Headlines and Press Releases
Director’s Blog* - Not currently using this content type.
Documents
Event+
Event Registration Template+
FAQ – No longer use this content type
Image Banner* - Slideshow
Page
Priority Link* - Features
Webform
YouTube Video* - No longer use this content type

* Indicates content types associated with the homepage.
+ Indicate content types associated with the calendar/registration system.


Homepage Defined
The EducateIowa.gov website homepage has three tiers of information.

Tier 1
Slideshow = the Content Type: Image Banner		Headlines = the Content Type: Article
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Tier 2
Features = the Content Type: Priority Link	Upcoming Events = the Content Type: Events 
[image: ]
Tier 3
This section has areas that “hook” into other websites where we post information such as Twitter and Flickr and display the content automatically. This is also the area where we have links to our various social media accounts.
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Posting Documents to EducateIowa.gov Webpages
Posting documents to EducateIowa.gov webpages is a three-step process
1. All documents posted to the website MUST BE checked and pass 508 compliance in the format in which they are posted.
a. PFDs - PDF documents are the most common and desirable type of document posted to the EducateIowa.gov website. PDF documents must pass the Adobe Acrobat Pro DC accessibility checker before they are posted to the website.
b. Microsoft Word - While the majority of documents from the Department start off as Word documents, they should only be posted to the website as Word documents (.docx) if they are meant to be documents end users might need to edit. An example is a sample letter to parents. Word documents must pass the Word checker before they are posted to the website.
c. Microsoft Excel - Excel documents are generally spreadsheets of data and can be posted. Excel documents must pass the Excel checker before they are posted to the website.
d. Microsoft PowerPoint - PowerPoint files can be posted. PowerPoint files must pass the PowerPoint checker before they are posted to the website.
2. Uploading the document to the website.
a. To add a document, from the black admin tool bar select Content>Add content>Documents
[image: ]
Fill out the following fields:
i. Document Title – Give the document title a readable name. The document title should match what you see on the document when you open it up. Avoid using words like revised, updated, new as part of the Document Title. Also avoid using dates in the Document Title unless it is important to the content of the document. An example would be “2020-10-13 State Board of Education Agenda.”
ii. Document Type – This represents where the file will live in the document filing system for the website. This is similar, but not exact to what the menu structure of the website is.
iii. Date – The default date will be the date you add the document, but if you update a document, go ahead and put the new date in this field.
iv. Document File – upload the file from the location where it is saved on your computer.
v. Select the save button at the bottom of the page.
[image: ]
The result will be what is called the “Document Page”
[image: ]
3. Place the document on the webpage in the appropriate location.
a. Navigate to the webpage you want to place the document on.
b. Select the “Edit” button from the upper right-hand side of the page.
[image: ]
c. Place your curser at the end of the spot right before the location you want to place the document.
d. Hit “End” then “Enter" on your keyboard.
e. Click on the “Linkit” icon. [image: ]
f. As you start typing the name of the document into the “Search content” field different nodes will pop up. Select the one that is appropriate, then click the “Insert link” button.
[image: ]

Another way to Post Documents to EducateIowa.gov Webpages
Follow steps 1 through 3d as stated above.
e. Type and highlight what you want the link to be.
f. [bookmark: _GoBack]Click on the “Link” icon. [image: ] and paste the URL of the document and click “OK.” The link tool is also used for linking email addresses and to anchors that have been set up on a page.
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