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Note on Drupal 6 vs Drupal 7: 
 
This guide occasionally provides different instructions depending on whether you 
are working on a site that is built on Drupal 6 vs. Drupal 7. The majority of our 
sites currently use the Drupal 6 platform (this is true for all sites launched 
between 2010 and 2012). All sites created from 2013 on will use Drupal 7. If you 
are still unsure about which version you have or which instructions you should 
follow, or have any other questions about your site, please contact help-
drupal@bmi.cchmc.org and we will assist you. 
 

Requesting Accounts 
 
If you do not have an account for your Drupal site and need access, send an 
email to help-drupal@bmi.cchmc.org and request your CCHMC account be 
granted access to the site.  In your request please include the following 
information: site name, your name, email, CCHMC username, position, 
department. Requests are typically completed in 1-2 business days. The same 
information can be provided for other users to request additional accounts for 
other editors of your site. 
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Log In 

To log in to your site, type in your site’s URL address and add “/user” to the end 
of it (without the quotes). As an example, the log in page for the site 
https://research.cchmc.org/example/ would be found at 
https://research.cchmc.org/example/user. A user log in form will appear on the 
page, asking for your username and password. Enter your CCHMC credentials 
and click the "Log in" button.  
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Adding/Editing Content 
Adding a new Page 

Once logged in, an administrative 
menu will appear across the top of 
the site. To create a new piece of 
content, choose "Page" from the 
"Create Content" dropdown menu. 
This will create a standard static 
page on the site. Depending on 
the site, there may be additional 
content types that can be created 
and have special properties, such 
as: News, Announcement, Event, 
Story, Webform, etc. Different types may have additional fields to enter 
information into for display, but the basics of editing content are similar across 
the different types. 

Enter the page title in the ‘Title’ field. The 
text entered here will show up in the 
browser title bar as well as at the top of your 
created page. 

Enter content for the page into 
the ‘Body’ area. The Body area 
has a set of rich text editor tools 
that function similar to Microsoft 
Word or any other text editing 
program. More detailed 
documentation of the editing 
tools can be found in section 
'Rich Text Editor". 

If you would like your new page 
to appear as a link in the main 
menu, enter the title (usually the 
same as the page title entered 
above) in the field "Menu link 
title". Then under the "Parent 
Item" option choose the main 
menu for the site (typically 
called "Primary Links", "Primary 
Menu", or "Top Navigation") to 
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have this item display on the main site menu. If the new page should be nested 
underneath an existing page, choose that page as the Parent Item. 

Note: If your site has a customized design, adding new navigation menu items to 
your site theme may require additional design work. If this appears to be the 
case, consult with BMI via the help-drupal@bmi.cchmc.org help desk. 

Create a new revision by 
checking the “Create New 
Revision” option under the 
“Revision” section. This 
information is used as a 
reference for future users if it is 
necessary to revert back to an 
earlier version of the page’s 
content. 
 

Under the ‘Publishing’ section, by 
default the option of ‘Published’ is 
checked, making the page visible 
to all site visitors. If this option is 
unchecked, only users who are 
logged in to the site can view the 
page. The other options for 
"Promoted to front page" and 
"Sticky at top of lists" are typically 
not used on most sites, and can 
be ignored. 

When creating a page, Drupal 
by default assigns a generic 
name for the page which looks 
like ‘node/128” (128 being the id 
for the page in this example). 
This results in a web address of 
www.domain.com/node/128. To 
make your page easier to find 
and link to, edit the ‘URL Alias’ 
section at the bottom of the Edit 
page and enter an alias for the 
page being created. For example if the page being created is related to research 
activities, "research" would be a suitable alias. Drupal then automatically refers 
the page as ‘www.domain.com/research. Note: the alias should always be 
lowercase, and avoid using spaces or specials characters (dashes (-) and 
underscores (_) are acceptable). 
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The final step is to hit either the “Preview” button to get a preview of your page 
before it is published to the site, or if you are ready for it to be added to the site 
hit the “Save” button and it will be published. (NOTE: If you hit preview, and then 
leave the preview page without saving, your changes will all be lost. If you 
preview the page and are happy with it be sure to actually click Save to publish 
your work.) 

Editing an existing page 

There are two ways of opening a page in the Edit mode: 

Option 1: Find the “Content” link 
under the “Content Management” 
section from the "Administer" 
menu to see a list of all the pages. 
(Some sites also have a "View all 
content" page available directly 
from the top menu bar). Find the 
page you wish to edit, then click 
on the “Edit” link next to that 
page's title. 

Option 2: While viewing a page 
when logged in as an editor, there 
will be multiple tabs at the top of the 
page. Click on the Edit Tab to open 
the page in Edit mode. 
 
Once the page is in Edit mode, 
editing is identical to Adding a new 
page. Refer to the previous section in this guide for more details. 

Whenever you are editing a page, 
before saving you will have an option 
to "Create a new revision" at the 
bottom of the Edit page. In the 
comments field, there is a space 
where you can record a message 
describing your changes before 
saving the page. Leaving a comment 
is recommended (but not required) as it allows future users to see what was 
changed, and easily revert to a previous version of the page’s content if 
necessary. 
 
Hit “Preview” to view your changes and make sure there are no mistakes. If you 
are satisfied with your changes hit “Save” to publish them to the site. (NOTE: If 
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you hit preview, and then leave the preview page without saving, your changes 
will all be lost. If you preview the page and are happy with it be sure to actually 
click Save to publish your work.) 

Delete a Page/Story 

If you have permission to delete pages 
on your site, all editable pages will 
have a "Delete" tab at the top of the 
page next to the "View" and "Edit" 
tabs.  When you decide you want to 
remove a page from you site, click the 
"Delete" tab and it will take you to a 
confirmation page.  The next step 
differs between Drupal 6 and Drupal 7.  

In Drupal 6, a page will appear asking you to confirm that you do indeed want to 
delete the selected page, and that the action can be undone later if necessary.  If 
you click to confirm the action, the page will be removed from the site and sent to 
the "Junk" bin.  The Junk bin is an area accessible only to site administrators, 
where a page will be held for at least 30 days during which time it can be 
restored to the site if necessary.

In Drupal 7, a confirmation page will appear informing you that the action 
CANNOT BE UNDONE and if you proceed with deleting the page it will be 
premanently removed from the site. The page cannot be restored by an 
administrator without reverting the entire site to a backup from the previous day. 

If you have deleted a page on accident and need it to be restored, place a help 
ticket by emailing help-drupal@bmi.cchmc.org. Please provide a brief 
explanation of your situation and a description of the page you need to have 
restored to your site.

Revert Page/Story to Previous Version 

Navigate to the page that you 
wish to revert to a previous 
version.  
Select “Revisions” from the 
tabs at the top of the page.  
From the list of revisions 
choose the desired version 
and click on the “Revert” link. 
That page will change back to 
the content that existed when that revision was created. 
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Blocks 

On some pages the content may be contained in “Blocks”, which are containers 
that can be independently edited and configured within a larger page layout, and 
can appear on multiple pages across the site from a single content source (the 
"block"). These containers may have static content that is directly and manually 
editable, or they may be updated automatically when another part of the site 
changes (for example an announcements block that shows the most recent news 
posts, or a quick links sidebar that shows all pages added to a menu).

A few of the advantage of blocks are that they allow content to be created once 
and shown on multiple different pages, and they make it possible to change 
visibility for specific users, pages, or sections of the site. One limitation that 
editors should be aware of, however, is there is no revision or "Junk Bin" system 
for blocks. This means any changes or deletions of blocks are permanent and 
cannot be reversed without a full restoration of the previous day's backup of the 
site.  

Note: Depending on your site configuration this capability might be a feature 
available only upon request to the site administrators. 

Add a Block 

To add a block, go to the 
Administrator page and under 
the “Site Building” section 
(Drupal 6) or "Structure" section 
(Drupal 7), then click the link to 
“Blocks”. 

To create a new block, click “Add Block” at 
the top of the page. On the page that 
appears, add a description for your block 
that will show up on the Block configuration 
page, and then give your block a title that 
will show as the header for your block when 
displayed on the page. (If you do not want it 
to show a title on the page, enter <none> in 
the title field.) Add the content in the same 
way you would add/edit content for a page 
with the text editor window. 



CCHMC BMI Drupal User Training Guide v2.0 - DRAFT - 08.20.2013 11 

You are also given the option to list 
which pages should/should not display 
your block. Follow the description below 
each tool to learn how to enable certain 
features for select users or pages. On 
some sites these options may only be 
accessible by site administrators, in 
which case you should contact help-
drupal@bmi.cchmc.org for assistance. 

When entering text into the "Pages" 
field, you should use the URL of the 
page you want to include without the 
domain name a the front, and with no 
starting or trailing slashes. For example 
if you want the block to appear on a page at 
"http://www.example.com/about/team/", you would remove the domain name up 
to and including the slash ("http://www.example.com/"), leaving you with 
"about/team/", then remove the slash at the end, leaving you with "about/team". 
This is what you would enter into the "Pages" field to target that specific page  
(do not include quotes). Enter only one page per line in the text box. 

Hit “Save” and the block will appear on 
the configuration page in the “Disabled” 
area to start. Drag your newly created 
block into a page area (or choose the 
region from the dropdown list), hit “Save 
Blocks”, and it will show up in that 
region of the page. In Drupal 7, you also 
have the option to choose which region 
the block appears in directly from the 
configuration page. 

Edit a Block 

Go to the page that has the block you wish to edit. Make sure you are logged in, 
then hover your mouse over the block and a small menu should appear in the 
upper right of the object. From that menu, choose the “edit block” link. Edit the 
content in the same way you would for a page or story. You can also view the 
master Block list and click on the "Configure" link for blocks from there. 



CCHMC BMI Drupal User Training Guide v2.0 - DRAFT - 08.20.2013 12 
 

 

Delete a Block 
 
Similar to editing a block, from the block configuration screen you have a link to 
delete any user created blocks. Use caution when deleting a block, as this action 
cannot be undone and will permanently remove the block from all pages on the 
site in which it formerly appeared. 
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Menus 

Occasionally the addition of a new category of content may warrant the addition 
of a new navigation menu item for the site. This can be done as part of the 
Add/Edit process for pages (see the Add Page section above), or through the 
Administer menu. 

To access the menu settings 
outside of the Add/Edit page 
process, go to Administer > 
Site Building > Menus > 
Primary Links (may also be 
called"Primary Menu" or "Top 
Navigation").  

Once on that page, you can either 
edit an existing menu item by 
clicking the "Edit" link next to a 
menu item, you can add a new 
menu item by clicking "Add Item" on 
the upper right corner of the page, 
or you can change the display order 
of the links by clicking the handle to 
the left of the menu item name and 
dragging to rearrange the order of 
the items. Once you have made any 
order changes, click the Save 
Configuration button to publish your 
changes to the site. 

Note: If your site has a customized design, adding new navigation menu items to 
your site theme may require additional design work. If this appears to be the 
case, consult with BMI via the help-drupal@bmi.cchmc.org help desk. 
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Rich Text Editor 

Text 

Text can be entered into the main area of the editor just as you would in any 
other word processing program. To modify your text formatting, use the option in 
the bottom row. As noted in the above figure, the buttons in these areas perform 
the following tasks: 

• #1 reveals the HTML source of the page 
• #2 is a series of tools for cutting/copying/pasting content within the editor 
• #3 allows you to Select All content (left button) and remove formatting 

from any currently selected text (right button) 
• #4 insert images (left button) and insert tables (right button) 
• #5 has a maximise editor button to make it fill the whole window (left 

button) and a "Show Blocks" button which reveals some of the HTML 
formatting elements that determine the content layout in the editor (right 
button) 

• #6 is a single button which inserts a teaser break – everything that 
appears before the break will be used in areas of the site that need a 
summary of the page contentx 

• #7 will allow you to choose a format for selected text (for example a 
standard heading size 

• #8 lets you turn selected text bold, italic, or underlined 
• #9 turns selected text into either a numbered list (left button) or bulleted 

list (right button) 
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• #10 allows you to change the justification of the text (this feature not 
available on some sites if justification is being overridden by the site 
theme) 

• #11 allows you to create and edit links and anchors (see next section for 
details) 

Links 

The link tools (#11 in the above figure) allow you to turn existing text into a 
hyperlink to either a page on your site, a page on an external web site, or to a file 
hosted on your website. 

To start, select the text that you want to turn 
into a link. Next click the link/globe icon 
(area #11 in the above figure). A properties 
window will pop up where you can enter the 
details for this link. There are four types of 
links you can choose: 

• Link to page on this site – Use this 
option if you want your link to point to 
page (not a file) on your site that you 
have previously created. This field is 
unique in that all you have to do is 
begin typing the title of the page you 
want to link to, and it will provide 
suggestions to autocomplete for that 
page. Simply click the suggestions and then hit OK to create your link. 

• URL – Use this option to either:
o create a link to an external site on the internet by entering the site's 

address and hitting OK 
o link to a file on your site for download. See section below "Uploading 

Images and Documents" if you need to upload your file to the server. 
Once it is there, click the Browse Server button, navigate to the folder 
containing your file, then double click the file and its location will be 
sent back to the URL field in 
the rich text editor Link dialog 
box. Just hit OK on the Link 
dialog box and your file link will 
be created. 

• Link to anchor in the text – This 
option will let you link to an area 
on the current page, and scroll the 
user's browser to that point. 
Similar to linking to an internal 
page on the site, before this option 
can be used you must have created the item you want to link to before 
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entering this dialog box. 
To create an anchor in 
the text, use the flag 
button that appears as 
the last button on the 
bottom row of the rich 

text editor (not in the Link dialog box, 
within #11 in the toolbar diagram 
above). Clicking this button will ask you 
for your anchor name (enter a name 
that does not contain any spaces or 
special characters), and then when you 
hit OK it will insert a small yellow 
anchor icon (example at left). This can 
be moved just like any other piece of content in the rich text editor. Now 
that the anchor is on the page, select the text you want to be a link, click 
the Link button to bring up the Link dialog box again, and go to "Link to 
anchor in the text", where you should now see your newly created anchor 
under the "By Anchor Name" menu. Simply select it and then hit OK to 
create the link. 

• E-mail – Links can also  

With all four types of links you also have the option of making the link open up in 
a new browser window for the user. To do this, go to your Link properties (either 
by right clicking the link and choosing "Edit Link" or by selecting the link text 
again and clicking the same button you used to create the link) and find the tab at 
the top of the dialog box that says "Target". On this page open the dropdown box 
and choose "New Window (_blank), then click OK to save your changes. 
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Images 
 
Images can be added by placing your cursor where you want the image to be 
inserted, then clicking the "Add/Edit Image" button (see example to the right).  
 
In the box that pops up, click the "Browse Server" button to find your image. If the 
file is on your local computer and you need to upload it, see the section below 
"Uploading Images and Documents".  If the file is already on the server (or if you 
followed the instructions to upload a new file from your computer), simply 
navigate to it through the file browser and double click it. This will send the 
location back to your editor window, where you can make some minor 
adjustments to the image if necessary.  
 
(If you are need to change the size by more than 20%, you should strongly 
consider resizing the image offline and re-uploading it, as images that use the 
height/width values in the image box can take longer to download and can cause 
display problems in certain situations).  
  
It is also recommended that you provide "Alternate Text", as this is an important 
accessibility feature for visually impaired users and also provides placeholder 
text in the event that the image fails to load. Under the Advanced tab you can 
also include an "Advisory Title" – this will show a small tooltip when the user 
hovers over the image. 
 
Once the settings are configured for your needs, click OK and the image will be 
dropped into the text editor wherever you inserted your cursor. You can now 
position it anywhere in the document, including within tables. If you would like 
your image to also be a link, select the image and click the link button, then 
follow the Link instructions above. If you need to update or edit an image, right 
click it and choose "Image Properties". 
 
NOTE: When adding images showing patients or visitors to CCHMC, please be 
sure you have appropriate signed documentation, and that you are following 
current policies of Marketing and Communications. If you have any questions or 
are not sure if an image is suitable to be put on a public website, contact 
Vanessa.Seeger@cchmc.org. 
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Tables

Tables in the Drupal editor function in 
a very similar way to how they work 
in Microsoft Word, with the main 
difference being that HTML tables 
require a little more detailed 
configuration, as they do not have 
the same handles for resizing and 
moving table cells like Microsoft 
Word does. If you need a table with 
very specific pixel dimensions or 
custom styling, contact help-
drupal@bmi.cchmc.org and someone 
from BMI will assist you. Besides 
that, tables are fairly intuit and a 
good way to organize data that 
needs a structured layout.  

To insert a table, click 
the Table button (right 
button within section 4 
of toolbar diagram above), which will bring up a popup box. Enter 
the starting details for your table, including how many 
columns/rows, if you want a unique row at the top or left as the 

table header, how many pixels thick the border should be for the table (0 will 
remove all borders), the width of the overall table (can be set in pixels by typing 
only a number, or as a percentage by including a trailing % symbol), and finally 
the spacing inside cells, if you don't want the content bumping up against the 
borders. Once everything is configured, hit the OK button and your new table will 
be inserted into the editor. 

Once you have an existing table to work with, 
you can reconfigure it at any time by right 
clicking on the table, and choosing one of the 
options that will be listed in the menu that 
appears. The Cell, Row, and Column options 
all allow you to insert, delete, or split elements, 
and the Table Properties option reopens the 
same dialog used when creating the table, with 
a few options grayed out. 

Once everything is configured, hit the OK button and your new table will 
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Pasting from Microsoft Word 
 
Often it will make sense to prepare content for a page offline, by writing and 
editing within Microsoft Word first. This is an acceptable way to prepare content, 
but there are a few things users should be aware of: 

1) Pasting content from Word requires use of a special tool, which is shown 
in the toolbar as a button with a Microsoft Word "W" on it (far right in 
section 2 of toolbar diagram above). Upon clicking the button, a small 
window will open where you can paste in the Word content, and when you 
click the OK button it will remove extraneous and proprietary information 
that Word includes but can cause display and formatting issues on the 
web. 

2) Any images added within Microsoft Word will need to be reconfigured 
once pasted into the Drupal text editor. When working in word the paths 
will all point to your local computer, so the placeholders for images will all 
need to be updated by following the instructions in the "Image" section 
above after adding the content to the site. 

3)  Bulleted and numbered lists created in Word will often break when pasted 
into the Drupal editor. In order to maintain them as actual list elements, it 
is recommended before pasting into Drupal you create them as simle 
paragraphs with a line break between items, then use the HTML List 
buttons (section 9 in toolbar diagram) to create standardized HTML lists. 
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Uploading Images and Documents

In order to link to an image or a document for users to 
view/download, the file must be uploaded to the web 
server. To upload a file, click the Image or Link button, and 
within the popup that appears click the "Browse Server" 
button (example shown at right). 

This will open a file browser window 
showing the web server directories. Most 
sites will have a folder called "media" 
which is where web files should be stored. 
If your site was built prior to 2012, your 
media folder may be located at the 
location "admin/contributor/media". 

Once you have navigated to the folder where 
you want to place your file, right click in the right 
portion of the window and choose "Upload Files" 
from the menu. This will open a small box with a 
series of upload fields that allow you to choose 
multiple files from your computer to add to the 
server. Add as many fields as you need, select 
your files, and then hit the OK button to upload. 

The files should now appear in the directory you 
chose, and can be sent back to the Drupal editor 
window by double clicking on any individual file. 




