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[bookmark: _Toc450229512][bookmark: _Toc517250173]Purpose of This Guide
This is intended to serve as a guide during in-person training for the Metrarail.com site. 

The permanent guidelines will be located within the website administrative tools on the Dashboard as “CMS Instructions.”

What we are covering today:
Overview of the Drupal administration tools
Content editing and creation for basic pages
Concept of workflow

[bookmark: h.ser3b0morv0b][bookmark: _Toc450229513][bookmark: _Toc517250174]Global Site Features
[bookmark: _Toc450229514][bookmark: _Toc517250175]Signing in and Basic Account Information: Training

Two Environments:

1. Staging (Training): This is the “sandbox” used for training and testing purposes. Any content you add to the staging environment site will not be public-facing, even if it is published in this environment. Any content added to the staging environment that should be added to the public-facing site must be re-added to production and published in that environment in order to become “live”. Only Metra site administrators have access to view and edit content in the staging environment.
STAGING URL = https://stage.metratest.com

2. Production: This is the “live site” used only for valid, public-facing content. Any content you add and publish in this environment will be visible to all website visitors.
PRODUCTION URL: https://metrarail.com


Create a New Account:
1. [image: ]Click on the MyMetra Sign In link in the global header 
2. Click on “Create Account” in the left-hand menu
3. Enter email, choose a password, confirm the password, add your first & last name, and then click on the “Sign Up” button to trigger the verification email to be sent.
4. You should receive an email shortly that will contain instructions to verify your account so that you can login. Once you click the verification link within the email, you’ll be redirected back to the site where you’ll be required to enter your password again.

NOTE: This verification process will happen individually on Staging and in Production. You will be required to register and login on both sites separately.

Login to Existing Account:
1. Click on the MyMetra Sign In link in the global header.
2. Sign in using the username created for your account along with the password.

Reset Your Password:
1. [image: ]On the Sign In page, click the “Forgot Password” link below the Sign In button or in the left-hand menu.
2. On the Forgot Password page, enter your email and click “Submit”.
3. Check your email for a verification email from communications@metramail.com with the subject of “[Metra] Password Reset Request. Click on the link within the body of the email to confirm your request and reset your password.
4. From the Change Password page, enter your new password twice and click the “Change Password” button. Note: the new password must be different than your old password.

Edit Account Information
1. [image: ]Once logged into MyMetra, an administrator can update first and last name, email address, phone number, and password associated with the account by clicking on “Account Settings” in the left-hand menu. 
2. From the Account Settings page, click the “edit” link to the right of the information that needs updating.
3. Add the new information to the appropriate field(s) and click “Submit” when finished. The new information will be associated with only the account that you changed. Staging and Production accounts are maintained separately.

[bookmark: _Toc450229519][bookmark: _Toc517250176]Explanation of Metra Administrative Roles
Site permissions are divided into two groups: Department-Specific and Site-Wide.

[bookmark: _Toc450229520]Department-Specific Roles
Most admin users in the system will have an Author or Editor role under one or more departments. These department-specific roles are given permissions based on the content types your department will have access to create, edit, and publish.  If needed, one person can have multiple roles.  For example, a user could be an Author role for one Department and an Editor role in another Department. 

Author
· Can create and edit specific content types for publication, dependent on their department
· Can push content to “Needs Review” status
· Cannot publish content

Editor
· Can create and edit specific content types, dependent on their department
· Can approve content for publishing submitted by Authors in their department
· Can push content to “Needs Published” status
· Cannot publish content directly to site, but is final departmental review

Department Publisher
· Specific departments (i.e. Procurement, HR, Transportation) have department publishers that can create, edit, or publish select content types within their departmental roles
· Can make select content live by choosing “Published” status
· Manages select content publishing and revisioning for a particular content type within the department
· Can view and revert any revisions of a particular content type within the department

[bookmark: _Toc450229521]Site-Wide Role
Site Publisher
· Can create, edit, and publish any content
· Can make content live by choosing “Published” status
· Manages content publishing and revisioning for all content types across all departments
· Can view and revert any revisions
· Can feature content on the home page and add to the main and mega menus

[bookmark: _Toc450229522]Summary of Roles
	Department
	Author
	Editor
	Dept. Publisher
	Site Publisher

	External Communications
	C, E
	C, E, S
	
	C, E, S, P, F
(All Depts.)

	Engineering
	C, E
	     C, E, S
	
	

	Marketing
	C, E
	C, E, S
	
	

	Law
	C, E
	C, E, S
	
	

	HR
	C, E
	C, E, S
	C, E, S, P
(Career Content)
	

	OBDCR
	C, E
	C, E, S
	
	

	Planning
	C, E
	C, E, S
	
	

	Procurement
	C, E
	C, E, S
	C, E, S, P
(Bid Content)
	

	Safety
	C, E
	C, E, S
	
	

	Station Services
	C, E
	C, E, S
	
	

	Transportation
	C, E
	C, E, S
	C, E, S, P
(Alert Content)
	

	EEO
	C, E
	C, E, S
	
	


C = Can Create content within this department
E = Can Edit content within this department
S = Can Submit content for Publishing within this department
P = Can Publish content within this department
F = Can Feature content on the homepage, menus, or within this department
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[bookmark: _Toc517250177][image: ]Workflow Publishing/Rejecting for Each Role
The publishing workflow for Metrarail.com is based on the tried and true publishing workflow in the print industry. Authors submit content to Editors who can either accept, reject, or re-edit the materials for publication. Departmental or Site Editors then review, revise, and publish content.

[image: ]As an Author: You can create new content, or revisions to existing content within your department. Your content must then be set to “Needs Review” to be seen by Editors for review. Your content will not be visible on the site until an Editor has reviewed your content and a Publisher has made it “live” on the site.

As an Editor: You can create new content, edit existing content, and set content as “Needs Published” for any content submitted by an Author, or that you authored yourself.

As a Publisher (Site or Department): You can create new content, edit existing content and set content as “Published” for any content submitted by an Author, Editor, or that you authored yourself.

[bookmark: _Toc450229524][bookmark: _Toc517250178]Locating Content to Perform Edits 
A logged in user with the appropriate editing rights can access the content for editing in three different ways:

· My Workbench - Clicking “My Workbench” in the administration menu will show your recently edited content, and if you are an Editor or a Publisher - all recent content by users within your department.

· Dashboard - - Clicking “Dashboard” in the administration menu will show your recently edited content, as well as content in states of moderation.

· In-Page Context - Depending on the type and placement of the content, there will either be:
· Tabs displaying VIEW | EDIT | MODERATE in the page.
· A link to “edit this item” next to the actual item on the page (i.e. Alerts, etc.).

When you are editing content, you can save any work in progress by clicking on the save button at the bottom. 
IMPORTANT: There is no auto-save functionality.

[bookmark: _Toc517250179]Publishing Content
[image: ]At the bottom of the content item, admin can quickly save a draft of their work by clicking the green “Save” button. However, if the draft is ready for review or publishing (i.e. moderation), then the admin will need to select the desired “Moderation state” from the Publishing options tab visible at the bottom of the page. Clicking “Save” after the moderation state is changed, will save the content item in that state and trigger any notifications necessary.


The Publishing options tab also allows admin to add notes about the revision (what and why edits were made, notes about when to publish, etc.) prior to changing the moderation to “Needs Review” or “Needs Published” in the “Moderation state” dropdown menu. Publishers will have the extra option of “Published” in the dropdown menu as they have the permission to publish content directly to the public-facing site. 

[image: ]

[bookmark: _Toc450229525][bookmark: _Toc517250180]Versioning and Rolling Back to an Earlier Version
[image: ]If an item of content has had more than one revision, an additional tab “Moderate” will appear next to the “View Published” and “New Draft” tabs across the top of the page.
· Clicking the tab will show each revision of the content, who edited it, and when it was edited. 

· Clicking Compare revisions selecting 2 revisions and clicking Compare will show a side-by-side comparison of those revisions, highlighting any differences in red text. Note: The highlighted view will include both text content and code.
[image: ]
· Clicking on a linked title for a specific instance will show you that revision.

· Clicking on “revert” (and confirming), will make the chosen version the most recent revision of the content.  Authors and Editors may revert to an earlier revision, but only Publishers may publish an earlier revision.


[bookmark: _Toc450229526][bookmark: _Toc517250181]Creating Main Site Content
[bookmark: _Toc450229527][bookmark: _Toc517250182]Content Types Overview
Drupal, like most other content management systems, uses a templating system to display content. Different templates are used because each content type does not share a common structure. The data fields entered for a news item (e.g. date, documents) are different than data fields entered for a business location (e.g. address, phone, hours), so they each require different content types. 

It would be overwhelming to have every piece of content using the same “mega-template,” as unused fields would be confusing for the person entering content.

The specifics of creating the following content types are detailed in the sections below: 
· Default Page
· Page – Safety

[bookmark: _Toc450229528][bookmark: _Toc517250183]Default Page
One of the most basic content types in Metrarail.com is the Default Page.  This content type consists of a Title and a Rich-Text (WYSIWYG) Editor.  Most departments will have a department-specific version of this type of Default Page, but the administrative fields will look the same. 

[image: ][image: ]
Prerequisites:

Department(s): 
External Communications

Roles: 
Author, Editor, Site Publisher

Content:
“Parent” Pages must be created first before any “Child” pages for menu hierarchy purposes.
(i.e. Our History = Parent Page, Metra Electric District History = Child Page.)  
To Create a new Default Page:

· From the administrative toolbar, Choose Content -> Add Content -> Default Page. Here you will see all of the fields (presented linearly) that make up the core content of each Default Page.

· Each field is labeled and has help text. You will fill out the required (*) sections as needed and click “save” when complete. Details of each field and their final presentation are shown in the figures above and right. 


[bookmark: _Toc450229529][bookmark: _Toc517250184]Page - Safety
One of the department-specific basic pages includes Page – Safety.  These basic pages will act similarly to a Default Page with a title field and a WYSIWYG Editor to enter content into the Body of the page.
To Create a new Page - Safety:

· From the administrative toolbar, Choose Content -> Add Content -> Page - Safety. Here you will see all of the fields (presented linearly) that make up the core content of each Page - Safety.

· Each field is labeled and has help text. You will fill out the required (*) sections as needed and click “save” when complete. An example of a Page – Safety is shown in the figure to the right. 


[image: ] Prerequisites:

Department(s): 
External Communications, Safety

Roles: 
Safety Author, Safety Editor, Site Publisher

Content:
“Parent” Pages must be created first before any “Child” pages for menu hierarchy purposes.
(i.e. Our History = Parent Page, Metra Electric District History = Child Page.)  
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[bookmark: _Toc517250185]Appendices

[bookmark: _Toc450229531][bookmark: _Toc517250186]Summary of Rich-Text Toolbar (WYSIWYG Editor)
	[image: https://lh5.googleusercontent.com/BHZoNCNOQmVDfI-28tbvqFDT5CC3ripL-eqCRMzQYvgDe_VZRb3XLI_MBBH-CPPBSr97U8-wQYKRW0petLN9F06ePNMcXu7iKOxQks69jf7LS2_u_elTBIo8HPj4ckuFPXQ1YzzS]
	Bold - makes text bold

	[image: https://lh5.googleusercontent.com/caFp7til3OGV5Hw0o4wue1QeVh0OH-vD4C6WTufV4d7-54ziOwxa_JtI-hjUeHG4ripnojh68IrflfFCfx7gEL5sykFJMI5AYaQjusCiLssvo5RST6Nn_AhBMcXIumbiZOPXCysq]
	Italics - makes text italics

	[image: ]
	Strikethrough - adds a strikethrough to text 

	[image: https://lh4.googleusercontent.com/PlWs2s9oqtefkUlHnb8Kz8HHNzIlyY_R2unnMWJYPRfKqfsc5Y6DG-yQuwUEJddTHUy2Utryq-wKJ-AFdAPvkhulyvmqv6Pp0UmfiUpH_HHLRliv2shWzJ1hZVVwPEaI1bBYGIcx]
	Turns selected text into a bulleted list. (Carriage return to start the next bullet)

	[image: https://lh6.googleusercontent.com/QRRO9f4OG3zGaUksI5LLwiIlTLl2lj0_2Km1BWzNnQ7f9lO0yb2Xj7SQqaQ_YniOI6RCk1VXIV7BBRj1XLJjlKOQdwtHDPeHk1HJ28Uquj0z3gJcqjTy9Xk7rqeg3KGNdJ-fdoz5]
	Turns selected text into a numbered list. (Carriage return to start the next bullet)

	[image: https://lh6.googleusercontent.com/fNxJQYMlpCUqRweRNB_PqNckxOl8-zR5tmJYg6XjNz7xvEDNTkcoGyt7EZEtY_R2HXeXePk3YnJFmIeiZTtj1dSjlRaZuFR0YV3iXgDNsoEJ9aL_tXqGsDuu_SUeEsW5-c93BHBn]
	Indent text. Can be pressed multiple times to indent further. Use this to nest items in a numbered/ bulleted list

	[image: https://lh5.googleusercontent.com/5Imvxbu-9G8bujcAW9xcNZzVOPOmbpImMeSlpJGjtPze5gs5zg9mQdupPvYa-XuyVsFX9uAm_oH6qOjSdBYolvpV9e-6MzuZy1pGw_MRm_2zcNQrlKEq_Z6JvLI7n6NPtpckmTrY]
	Out dent. Reverses the action on a previous indent action.

	[image: ]
	Link. Add a link to the selection. Link properties include choosing the target window of the link. Target “_blank” opens the link in a new window, which is used when linking to an external site.

	[image: ]
	Un link. Remove a link from the selection. (selection must be a link.)

	[image: ]
	Anchor. Adds an invisible, in-page anchor that can be used to link to a position on the page.

	 [image: ]
	Media. Add an in-line image or video in the WYSIWYG. Place your cursor in the area where you would like the media to appear, then click this button to select or upload media.

	[image: https://lh3.googleusercontent.com/2423ztNIjggrfZMyqL6cOVjh5taWdeHAkpVrCEHeRQPo742TevxKoH2RT9aHJr4xrJYks5vdn6aarkabmnDMkcSk5UhYjK1-oUzKeAUbO-TZgMKYoSC0UorpLmvxBu-2GlcxOPiy]
	Superscript - use this to add superscript text

	[image: https://lh4.googleusercontent.com/KDkdD3EY6JmPmpGISGgQA-73zwmnuLcRF3zSIK99zPpcvx99PY2T-cWX8Rz9nOeXMiWb-knrfGsflYFgaKiYg6jFXxQBx9ywJDPDj4Du-RA4Fum7WeX2vi1kyzwJBixkuWmGEyJA]
	Subscript - use this to add subscript text

	[image: https://lh3.googleusercontent.com/Paf4I01eJ4p3N5nIImGp1Ezt-MsesRge_nPTOuLmnPzGn-CnrJrj02ToTkx-efm8uN-2mQhxZiU61DAybEs7fi502sjihhN6Lw67ajiHU2yFP_MkgSigfWeqWrCO5NyCJea9bGuo]
	Block quote. Produces indented text that is stylized with a 3-pixel line along the left side of the text (Different than “indent” button)

	[image: ]
	Source - view the code source of the page. Comes in handy for troubleshooting any odd formatting that is not easily removable. (Note: not available to all user roles.)

	[image: https://lh6.googleusercontent.com/72Ch0r3YxijcuxDgRtzg8-6_uExQ5ZqU2sn_aEHJw6WcCNTMx2fI0sqeSoAcmlv6Vv5aL6QL2mlG1ea78C2R-12oSaGIvqXQwojoTTYSskRmpAeGagORuxL-2PlFEE65o7ZBHjDA]
	Horizontal Rule - adds a horizontal rule into the page.

	[image: ]
	Paste as plain text - Use this button to “strip out” all formatting of the text on your system clipboard. Formatting will have to be applied using the toolbar buttons. This is useful when you are pasting from a source that has formatting that is beyond repair, but the text content is valuable. 

	[image: ]
	Paste from Word - use this button to “strip out” all extraneous Word formatting data from the text on your system clipboard -- while retaining the important structural formatting.

	[image: https://lh6.googleusercontent.com/NgUSYkPag7Amc7SsW8e8slRVfAfOiLf5Q__3vY1m3IlcdpYY3LvFBtUQ053WyPrMABZ_0ZcESPNBsmhEFPBS92t7wqU1X9GAJPXejRr92R-WzLeRYnjiWeJLBuqzYSey2uh8GNF-]
	Show blocks - Shows the “invisible” structure of the page. Similar to how word can show demarcations of paragraphs and tabs within the page.

	[image: ]
	Remove format - If you want to remove all formatting from a selection, use this. Note that it will not scrub stray characters that would have been eliminated using either of the “paste from” tools.

	[image: https://lh3.googleusercontent.com/CENsuz0JVcyLU_rwFiFN_2iYHO-vMafJ7EiR61rlcc3DrQvvKBXnOdwr_uY4OpnS078nYYcT_SktI8dRuPb9Qla15EWHImTHPDWPB3k6DZg08Tc6NEkRhuabx7izd9CdI_NW_RYw]
	Insert special character - Allows non-keyboard ANSCII characters to be used.

	[image: https://lh4.googleusercontent.com/o5RjeHZnM3lJMkcrjZsCvy4jSo70o5Ez-_HYLNeL_px_DaA6tR5OqUANf0-iTRW1TcRPS3tinN_q5wikAHyDGFaozFwm6vG-fvds8m7vjHHpuu-FIW_qguKKRjqKyAdJt-W8LlPx]
	Table - Used to insert tablature data. This is not meant to be used for page layout or positioning. 

	[image: ]
	Maximize - If the text editing area is feeling too claustrophobic, you can maximize the text area to match the size of your browser window. Clicking the button again minimizes it back to the original size where you can continue to edit the page.

	[image: ]
	Spell Checker – click on the button and select “Check Spelling” to check the entire Body field or highlight a portion of text to check separately. Click on alternate spellings within the dialog box if any errors are identified.

	[image: ]
	Add Video – add a URL of a YouTube video to your content and specify the height, width, and alignment of the video preview.




[bookmark: _Toc450229533][bookmark: _Toc517250187]Meta Tag Best Practices
Meta tags are largely an automated task in Drupal. 

Page title -- This is the link that comes up at the bold title link in search results. It uses the values ([node:title] | [site:name]) that were entered for the page’s title, and also the site’s name. You can manually edit all or part of value, but generally users expect the link they click to lead to a page that is directly related to the text of the link that they just clicked.
Description -- This is the small snippet that accompanies the title/link in search results.
Abstract -- You can enter a summary of the page here, possibly adding synonyms for topics covered in the page.
Keywords -- You can enter comma-separated values, touching on the major points of the page. Due to abuse known as “keyword stuffing”, most search engines ignore this field and simply summarize the page’s content using their own algorithm. They are still used by the site’s internal search engine.

Read more about how to best write meta tags here: http://www.hobo-web.co.uk/definitive-guide-to-using-important-meta-tags/ 
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