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Introduction

This manual provides detailed guidance for staff who are responsible for creating,
editing or updating content to the DAERA public facing Internet page —
www.daera-ni.gov.uk. Those DAERA staff who are approved to either create or
approve content to be published to the intranet page will require a licence to do
so. This licence provide access to the Drupal Content Management System. Users
will be permitted to create, edit and update, and approve (publish) content on the
DAERA intranet page. The aim of this manual is therefore to ensure that staff are
aware of the procedures and policies in place when adding information to the
DAERA website / internet page.

This manual brings together guidance and procedural instructions from various
sources into a single point of reference that web authors and editors will find easy
to use as a reference tool. It is a living document and will be updated as new
procedures are developed through the evolution of the site, Drupal system or
following any NICS direction which will impact on the procedures in place at that
time. Staff must bear this in mind, and be sure to refer to the most recent version
of the guidance available.

If there is any doubt about the practice or procedure to be followed, or to report
any changes in personnel who require any web publishing role, please contact the
Web Admin Team at daerawebsite-admin@daera-ni.qov.uk.

For the purposes of interpreting this manual web authors / editors are those staff
who create, update or edit content on the DAERA internet page. The DAERA
internet page is www.daera-ni.gov.uk.

In addition, some of these approved Drupal licence holders will also be nominated
within their respective branch to review and authorise or publish content. These
individuals will also be provided with Publisher Access in additional to all other
standard author / editor permissions. There should be at least one nominated staff
member with Publisher Access. For information on licence holders within your
business area contact the Web Admin Team if required.

Please note: A web editor should NOT be approving their own content. This
should only be done by another web editor with Editor/Publisher Access
permissions.

1.1 Future

Moving forward, all new licence holders will be required to complete training.
Existing licence holders can undertake refresher training if desired. This will be
available on the intranet.
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The Web Admin Team will no longer be uploading and approving
(publishing) content onto the intranet for business areas. Responsibility will
be given to approved Drupal users in each business area within DAERA.

This manual is aimed at assisting licence holders in all aspects of adding content
to the DAERA intranet page.

Web Admin Team

The Web Admin Team are part of the Data Protection and Information Management
Branch (DPIMB) within Digital Service Division (DSD).

The role of the Web Admin Unit is to:

e ensure compliance with NICS Guidelines and Policy relating to departmental
intranet pages

e ensure compliance with NICS Style guidelines for publication of information on
intranet and internet pages

e assist in checking that DAERA web authors / editors are complying with
accessibility of information, which is a statutory requirement of every
governmental department

The Web Admin Team will ensure that all DAERA staff comply with the above
conditions when publishing content to the DAERA public facing website. Whilst the
responsibility for creating the content and approving that content for publishing onto
the public facing DAERA website will fall to individual branches, and those approved
Drupal users within that branch, the Web Admin Team will make regular checks to
ensure that compliance is being met by all. This will involve ongoing audits of
sections of the DAERA public facing website.

Where a branch is non-compliant the Web Admin Team may adopt one of the

following approaches:

e Amend the content (minor changes)

¢ Provide feedback to the relevant department / branch by way of an audit report
— to assist in future web publishing activity to ensure compliance

e In cases where there are major breaches of compliance the content will be
temporarily unpublished by the Web Admin team. The relevant department /
branch will be notified and instructed to amend within a specified timeframe

Fni Sustainability at the heart of a
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3. Web Publishing Process

The following flowchart provides a step-by-step guide to the process of creating,
updating or editing web content and publishing this to the DAERA intranet.

PROCESS TO UPDATE DAERA WEBSITE OR INTRANET

Business area needs to make an update to
the internet or intranet. Yes
Is the change a structural change?

Contact the DAERA Web Admin
Team for further advice

Web Author/Editor for the Business area
creates content in the correct format and
using the associate manual & DAERA style
guide.

DAERAWebsite-Admin@daera-
ni.gov.uk

Web Author/Editor sends a link of the draft
content to the Business area’s Local Web
Approver (with Publisher Access
Permissions) for approval.

Web Editor checks content for accuracy,
accessibility and correct formatting in line
with core principles and DAERA style
guide. Can the new content be approved?

Yes

Local Web Approver authorises and
publishes content to LIVE Intranet/Internet
page (depending on requirements within
the business area).

If WebAdmin find an error then

Web Editor/Author then sends the link and WebAdmin will correct the issue

Proforma of the new LIVE content to the
DAERA Web Admin team by email to
DAERAWebsite-Admin@daera-ni.gov.uk

and provide feedback to both the
Web Author and Web Editor.

Web Admin find error|

Web Admin Team conduct checks for
accessibility, technical content check, Web Admin approved

checking links.

WebAdmin complete checks on
the new content, if the content is in

the correct format then it remains
LIVE and a confirmation email will
issue from WebAdmin.

Sustainability
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3.1. Pro Forma

Once content has been published onto the public facing, DAERA internet website, web
authors / editors must complete a pro forma for each content page created, updated
or edited. The pro forma should be completed in full and then saved to CM Container
AE2 -22-17642. The web author / editor must then notify the Wed Admin Team.

An email should be forwarded to deraerawebsite-admin@daera-ni.gov.uk stating:
e Branch/ Division

CM number of the saved pro forma

CM title of the saved pro forma

Date published

Name of Local Editor (Publisher/Approver)

3.1.1 Pro Forma Templates

Depending on the complexity of the intranet content to be created, edited and
updated web auditors / editors must complete a pro forma advising of the
changes. This should be available to allow the Web Admin Team to undertake
ongoing checks on live content.

3.1.2 Minor Changes

Changes within this category include adding up to date publications and policies,
attaching images to an exist page, adding text to an existing section within the
intranet page. This is typically not a new area to be developed within the internet
page. Changes are small with minimal text and format changes to the overall
page and content within that page.

See Web Publishing Minor Amendment Pro Forma link for more details on
information required.

3.1.3 Major (Project) Changes

Changes within the category would include creating a new landing page and
involves more complex work including creating new content, images, topic areas
etc. This will require more time to develop and therefore check by the Web Admin
Team. It is likely that this work will require the involvement of the Web Admin
Team in creating the content. Work of this nature will require approval in advance
and an agreement relating to input from the Web Admin Team.

See Web Publishing Major (Project) Amendment Pro Forma link for more
details on information required.

Please contact the Web Admin Team at dearawebsite-admin@daera-ni.gov.uk
if you have any queries in relation to the web publishing process.

6
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If you are unsure about publishing content then in the first instance speak with a
member of the Web Admin Team who will advise accordingly.

Important: Under no circumstances must a web author / editor delete any
content on Drupal. Content can be unpublished and therefore not visible
by the reader. It MUST NEVER be deleted.

If it is essential that content needs to be deleted, then the web author /
editor should contact the Web Admin Team at daerawebsite-admin@daera-

ni.qov.uk.
The only Drupal users that should be deleting content, and only in

exceptional circumstances, is the Wed Admin Team. Prior agreement with
Web Admin Team will be required.

Authority

If you are submitting a request for a new Drupal account, an email should be
submitted to daerawebsite-admin@daera-ni.gov.uk detailing the following
information:
e User full name
User email address
Payroll number
ESS number
DAERA branch / Division / Department
Type of account — author/editor licence
Line manager approval

New Drupal account users must be approved by the Web Admin Team. Web Admin
Team will send the request (if content to do so) to the Service Request team for IT
Assist to create the licence. Once this has been actioned the user will be notified
by IT Assist.

Accountability

Individual users must have a unique and verified identity and all transactions must
be attributable to the user.

The Web Admin Team will provide advice and guidance on how to contribute
accessible content to the website (please read the Section 6 - Accessibility for
more details).
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Accessibility is a key statutory responsibility of all government departments. The
Web Admin Team will provide contributor support at all times and clarify any
guidance that has not been understood.

All DAERA staff should however be aware of the requirements regarding
accessibility and all authors / editors are expected to adhere to this guidance.
Further guidance documents can be accessed in Section 6 of this manual.

Accessibility

6.1 Introduction

New legislation came into force in September 2018. It produced new regulations to
ensure public sector websites and mobile applications are accessible to all users,
especially those with disabilities. Departments have carried out accessibility audits
and have published accessibility statements on internet sites.

To be truly accessible, it is not enough for a document just to look well-presented.
For it to be read and understood by as wide an audience as possible — including,
for example, people with visual impairments, dyslexia or learning difficulties — your
document also has to work well with screen reading software.

6.2 Things to Remember

It is good practice to write as though for electronic publishing — based on the
following main principles:

6.2.1 Text

Use a Proper ‘Headings’ Structure

You should use an appropriate heading structure for your document. This
means using a hierarchy of headings — such as Heading 1, Heading 2,
Heading 3 etc. This enables screen readers to identify headings for the
listener, and also allows navigation of the document by its headings.
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Write in Short, Simple Sentences

It is essential to use clear, simple language to communicate effectively. Using
‘plain language’ is a key aspect of organising and presenting information so that
it is easy to follow.

Plain language means communication that the listener or reader can
understand the first time they hear or read it. It can be defined as a simple,
clear, conversational style that uses everyday words and an active voice.

Write in Plain Language and Avoid Jargon and Abbreviations

The presentation and layout of information can make a big difference to reading
and comprehension.

Choosing a font

There are no hard and fast rules about the best fonts to use and users have
their own preferences. However, for printed documents, many organisations
recommend using a clear, ‘sans-serif’ font without too many flourishes — such
as Arial, Helvetica or Verdana. These types of sans-serif fonts are also
generally used in web design. Light or thin fonts should be avoided. People with
sight problems generally find heavier weight types easier to read.

Point size

Text size of 12 point or higher will benefit most users. However, it is good
practice to make ‘large print’ versions of documents available on request. The
RNIB define large print as 16 point Arial or bigger. It is also important to
remember that point sizes can vary between fonts. For example:

e thisis 12 point text in Arial

e thisis 12 point text in Verdana

e this is 12 point text in Times New Roman

Other important guidelines to consider in producing more accessible content
are that:
e |owercase letters are easier to read — avoid using capitals for continuous
text
e high contrast makes documents more legible — alternative colour
contrasts (including black text on a yellow background) can be beneficial,
particularly to readers who are dyslexic or have a learning difficulty
e avoid using colour alone to convey meaning - if you use colour to convey
information (for example, by formatting certain items in a list in a different
colour) then ensure that this is accompanied by a text alternative
¢ white space makes information easier to read — do not overcrowd the
page with text; make sure you leave sufficient space between
paragraphs; and consider increasing the space between lines
e large and bold font is useful for highlighting and emphasising text — italics
and underlining can make text more difficult to read
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e numbers from one to nine are easier to read (in normal text) if they are
written as words — numbers from 10 upwards should be presented as
numerals

e justify text to the left — this makes it easier to find the start and end of each
line and ensures an even gap between words

e do not hyphenate words at the end of lines

e use proper list formatting for numbered or bullet lists

e provide a meaningful description of important images

e check the accessibility of your document using Word’s built-in checker

6.2.2 Tables

Tables in Word need to have a simple structure and give column header
information. To work with a screen reader, Word tables must not contain split or
merged cells, completely blank rows or columns, or nested tables. For screen
reader users, it is also useful to add a short descriptive caption for each table
under Table Properties > Alt Text.

6.2.3 Lists

Using numbered or bulleted lists in documents can be a very useful way of
breaking up complex, content-heavy information, making it easier to read and
follow.

For people using a screen reader, the list itself can convey some valuable
information including:

e where the list starts and finishes
e how many items are in the list
e what list item the user is on

For the listing feature to work with screen-reading software, the author must
create the list using the built-in list formatting within Word.

6.2.4 Images

Using images in a document can help convey complex information. The use of
appropriate images can also often help readers with dyslexia and learning
difficulties to follow meaning.

However, the placement of images on the page should be carefully considered.
Images placed in a random way can interrupt the flow of the text and make it
even harder to follow. Information producers should generally avoid fitting text
around images. Rather, you should consider placing images at the end of
paragraphs and allow sufficient space between the text and the image. You
should also avoid placing text over any background image.

10
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Not everyone reading your document will be able to see it. If a document is likely
to be made available electronically, you must also consider adding ‘alternative
text’ to your images via the 'Edit Alt Text' function which can be accessed by
right-clicking on any image. Screen readers will subsequently convey description
that you have added as an alternative to the user being able to view it.

When writing your ‘alt text’, you should consider what the image conveys. This
will help you decide how to describe it so that all of your document makes sense
to everyone. You do not need to include words like 'image of' in your text
alternative - screen readers will automatically announce that it is an image. "Alt
Text' should also ideally be kept short - about 150 characters at most. If the image
additionally requires a longer description, then consider including this in the
visible text of the document.

If the image is purely decorative you should mark it as such in the 'Alt Text'
options so that screen readers are informed to ignore it.

6.2.5 Hyperlinks

For documents that are accessed electronically, including hyperlinks to web
pages can enhance their usefulness for the reader.

Adding hyperlinks in Word is very easy through right-clicking on any word or
group of words. However, it is important that the hyperlink makes sense as
standalone information. It needs to convey clear and accurate information about
what it links to — for example, by including the full title of the destination page. It
can also be useful to provide the full URL in brackets after the descriptive link so
that it is available if the document is printed of if users wish to cut and paste it.

Avoid restyling links to remove the underline, as this may make them difficult to
distinguish as links for some users.

6.2.6 Use the Accessibility Checker

You can check the accessibility of your document in Word by using its built-in
checker. The ‘Check Accessibility’ button is available under the ‘Review’ menu.
This will highlight any accessibility-related problems with your document,
describe why you should fix them, and give you guidance on how to do so.

You can also have the accessibility checker check your work while you are writing
by checking the 'Keep accessibility checker running while 1 work' checkbox
available under the checker.

11
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6.2.7 Converting to PDF

If you need to convert a Word document to a PDF, follow the instructions above
to format headings, tables and lists with Word styles. Also, convert any
embedded Office objects to images and add alternative text to all your images.

Ensure that the following options are selected in the PDF creation settings:
e Enable tagged PDF
e Create headings using Word headings

Creating a tagged PDF is especially important for accessibility as it ensures that
information about document structure such as headings, lists and alternative text
will be available within the PDF document.

6.3 Useful Resources
6.3.1 Office Document Accessibility

Microsoft provide extensive resources in different media on how to make your
content accessible for all — in each of the Office 365 apps. These resources are
free to access at Create accessible Office documents.

6.3.2 Writing Alternative Text

Benetech provides a useful free tutorial for writing alternative text - the Poet
Training Tool.

6.3.3 PDF accessibility

If you need to know more about PDF accessibility, Adobe provides a range of
resources on making PDFs accessible covering different versions of their PDF
creation software.

6.3.4 In-House Support in DAERA

DAERA’s Accessibility Statement can be viewed at the following link:
https://www.daera-ni.gov.uk/articles/accessibility-statement-department-
agriculture-environment-and-rural-affairs-daera-ni

This will provide more information on what the department is doing as regards
accessibility for staff internally and members of the public externally.

Our own digital services also provide some useful information available via this
link http://nics.intranet.nigov.net/daera/campaigns/user-experience-reference-
cards.

12

& K’é’:’c"”h MR  Sustainability at the heart ofa
iculture, Envi
and Rural Affairs living, working, active landscape

valued by everyone.



https://www.daera-ni.gov.uk/articles/accessibility-statement-department-agriculture-environment-and-rural-affairs-daera-ni
https://www.daera-ni.gov.uk/articles/accessibility-statement-department-agriculture-environment-and-rural-affairs-daera-ni
http://nics.intranet.nigov.net/daera/campaigns/user-experience-reference-cards
http://nics.intranet.nigov.net/daera/campaigns/user-experience-reference-cards

Internet Contributors Manual (DRUPAL) — www.daera-ni.gov.uk

There is a WAI tool which can be used to check accessibility available at
https://www.w3.org/WAI/eval/report-tool/#!/evaluation/report.

Finally, the Web Admin Team are also always available if you need any help or
advice regarding accessibility. We can be contacted by emailing daerawebsite-
admin@daera-ni.gov.uk.

Making our information
accessible to everyone is
everyone’s responsibility!

13
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Contingency & Emergency Arrangements

It is important that the website is available to our customers 24 hours per day, 7
days per week. Each branch / division / department should have procedures in
place to ensure that essential services are maintained at all times, including
arrangements for outside normal working hours. In both cases, if you experience
any difficulties with web pages, you should contact the Web Admin Team for
assistance (during normal working hours) using the following email address:

daerawebsite-admin@daera-ni.gov.uk

Please note that any technical difficulties with IT systems and software should be
raised with IT Assist on 155 or itassist@nigov.net.

The Web Admin Team are available for support Monday to Friday during normal
business hours. Operations outside these hours are in exceptional circumstances
only with prior agreement between the respective branch / division or department
and the DAERA Web Admin Team.

Drupal users are reminded that all content published must meet with Department
guidelines. Any content deemed to be in contradiction with DAERA guidelines and
statutory obligations regarding Accessibility should be ‘unpublished’ immediately if
discovered. It is the business areas responsibility to check content is accessible, up
to date and in keeping with all statutory guidelines. Each business area should have
one or more Editors (approvers) with Publisher Access which will allow for content
to be unpublished if required.

The Web Admin Team will remove such content without prior notice if they find the
same type of content whilst carrying out their daily role of audit checks on web
content for the DAERA public facing website.

Users are reminded that on no occasion should content be deleted. If in doubt
please contact Web Admin Team at daerawebsite-admin@daera-ni.gov.uk
immediately.

14
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Logging into Drupal
The DAERA website is accessed at www.daera-ni.qov.uk. The preferred browser
when updating the internet site is Chrome (see desktop icon below).

)

Google Chrome

You can also use Microsoft Edge or Internet Explorer however Chrome is the
easiest browser to use.

Press & hold the ctrl key and click on the above link: to open the website on your
browser directly from this manual. Alternatively, you can copy and paste the above
link into the address bar of your browser window. You may also wish to store this
link to your favourites by selecting favourites, add to favourites, choose a name e.g.
DAERA website, DRUPAL etc, and click ok).

et of gt x |

Department of
Agriculture, Environment
and Rural Affairs

Sustainability at the heart of a living, working, Home
active landscape valued by everyone

CORONAVIRUS (COVID-19)

Featured Quick Links

Poots promotes the quality of
Northern Ireland food and drink

opeful an additional 64 Voluntary and
ity Organisations will benefit from the Rural

- Rural Edwin Poots has visited of
rural fit from his £2m fund to
™
More news ... Follow us o

To access DRUPAL, click on the address bar www.daera-ni.gov.uk and type “/user’
at the end of the link, and press return.
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tps://www.daera-ni.gov.uk/user

Department of |
Agricuhure’ EnVirOnment Search this site...
and Rural Affairs

Sustainability at the heart of a living, working, Home _Topics _Publications _Consultations _Contact

You will then view the screen below:

Department of —
Insert your ‘Username’ and g jriirnd | fiis: =
Fairms an
‘Password’ B e f -
User account

Username *

Username should always | 1

Enter your DARD username.

be your surname and first I ]
|n|t!al of your first name and

all in lower case. For

example, if your name is

Joe Bloggs, your username

is bloggsj.

Next enter the password
that the Web Unit have
provided you, and once you
are content, click “Log in”
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8.1 New Users

Once the training course has been completed, the Web Admin Team will organise for
an account to be set up. You will be issued with confirmation of your username and
password.

You are advised to change your password immediately after you log on for the
first time! There should be an automatic prompt to do so on first login.

You can opt to have the system remember your login details for future login attempts,
rather than having to manual key in the details at each login.

If you have any problems logging into your Drupal Workbench for the Internet page
then contact IT Assist at itassist@nigov.net.

8.1.1 Changing your Password

On the Log in screen for Agriculture and ot s ]
DRUPAL, you will see a R
TAB called “Request new
password”. Click on that  |,..; account
TAB, fill in your email
address, and click “E-mail  fememeoremsitasaress-
new password”. Follow the
instructions emailed to you.
This method can also be
used if you have forgotten
your password for
DRUPAL.

Kintra Fordérin

Your username is either your surname followed by the first letter in your first name i.e.
smithj for John Smith or your DAERA email address:

Firstname.Surname@daera-ni.gov.uk

john.smith@daera-ni.gov.uk

You can also request a new password if you have forgotten your password.

17
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Your Drupal Workbench

When you log in to DRUPAL, you will be shown the workbench area.

My Workbench

My content = Create content  File list Mydrafts  All drafts  Needs review  Needs audit

U can see a list of content which you have recently edited and a list of all content which has been recently published on the site. These lists are searchable and sortable by column heading.
oryemad My Edits

You haven' created or edited any content

All Recent Content

Title ype Published status Author

It is from here that you can:

e Access your current draft content (not yet active on the site)
e View your recent content as well as creating new content

Just above the title “My Workbench”, you will see a link to “HOME”.

ench  Content  Structure  Help

My Workbench

Clicking on this link will return you to the homepage of the site, with the additional
DRUPAL menu options on display directly under the address bar. This is useful if
you want to navigate through the site to find the page you need to edit.

& O Al @h:‘.ps:}‘wxw.r.daera-ni.gov‘uk

‘Addcontent MyWorkbench ~ Configuration ~ Help

Department of S
' ' 28aIcn tnis site...
m Agriculture, Environment
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10. Content Types in DRUPAL

There are several different types of content that can be created, so it is important
to think about what type you need before you start publishing, as it is not
possible to change from one content type to another once you have
commenced the process and selected a content type.

The screenshot below lists all the different types of content that can be created
for the DAERA public facing website (internet page).

0 | [§ Useraccount|DepartmentofAc X = @ My Workbench | DAERA x ==

f.h Ifl https://www.daera-ni.gov.uk/admin/workbench

Add content My Workbench Configuration Help

Application

Artide ? n C h

Consultation

Contact q content  Filelist Mydrafts Alldrafts Needs review Needs audit

Gallery
1t

Profile
Project ntent which you have recently edited and a list of all content which has been recently published on the site. The
Protected area

Publication

All Recent Content

Title

10.1 Most Commonly Used Content Types

The main content types that you will make use off, are listed below and are explained
in more detail later in the guidance. A brief summary is provided within this section.

Article
Use this content type for generic pages of content

Example: https://www.daera-ni.gov.uk/articles/more-information-ni-plant-health-risk-
reqister

Consultation

Use this content type for non-HTML content that has a closing date (i.e. public
consultations)

Example: https://www.daera-ni.gov.uk/consultations/eia-consultation-tullycreevy-
monea-co-fermanagh-eral1920-86
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Contact
Use this content type for pages containing contact information only

Example: https://www.daera-ni.gov.uk/contacts/contact-ni-forest-service

News

Use this content type for news items, press releases and announcements (these
pages are generally but not exclusively used by the Press Office and Internal Comms
staff)

Example: https://www.daera-ni.gov.uk/news/innovation-and-expansion-are-key-
getting-our-rural-economy-moving

Publication
Use this content type for generic non-HTML content such as PDF documents

Example: https://www.daera-ni.gov.uk/publications/felling-charter-2014

Please note that all documents should be published on a publication page only.

There are other templates available via the “Add content” tab however you will not
have the required level of permissions to allow you to use these templates and you
should speak to a member of the Web Admin team if you need to discuss any of these.

10.2 Key Features for the DAERA Internet Site

Topic / Sub Topic

Topics are used to group pages together, often to a specific business area. Web admin
can advise on the creation and use of topic pages and their use.

Link

We use this to add a “quick link” from the DAERA home page to a designated web
page. There are 8 “quick links” available on the home page which can be used to make
it easy for users to access a web page without using the search function.

Landing Page

Landing pages are useful for providing access quickly to web pages using images /
graphics in an engaging way.

Please see htips://www.daera-ni.gov.uk/grants-and-funding for an example of a
landing page currently in use on our website.
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This type of content would be deemed to be a major project and requires input from
the Web Admin Team in developing the Landing Page. Need for a new Landing Page
must be justified and agreed in advance with the Web Admin Team. You are asked to
contact the team at dearawebsite-admin@daera-ni.gov.uk in the first instance to
discuss the proposal.

11. Structure in Drupal

Home Page (Landing Page)

Global Topic

& % ®

4 &
S O

L__-

In this example diagram, you can see that each Site Topic is associated with the
homepage, and likewise, any Site subtopics are associated with a Site Topic, and so
on with Sub subtopics. All Topic pages have already been created to form the structure
of the website. Article pages are the ones that hold the specific information, and these
must in turn be associated with either a Site subtopic, or in some cases a Sub subtopic.
An Article page cannot be directly associated with a Site Topic.

21

“""“.’"u"l i Sustainability at the heart of a
Agriculture, Environment - [EMS STV

and Rural Affairs
- valued by everyone.



mailto:dearawebsite-admin@daera-ni.gov.uk

Internet Contributors Manual (DRUPAL) — www.daera-ni.gov.uk

Using our own website as an example, we can redraw the above diagram for the DAERA Website (Internet) -
www.daera-ni.gov.uk

DAERA Website
www.daera-ni.gov.uk

Homepage

Global Topic

Wildlife &
Animal Welfare

Rural &
Countryside

v v v v

Food & Farming

Site Topic(25)

Site Sub Topic
(100+)

Sub Subtopic (100+)

Article 3 Article 1
Article 2 Article

Please note the list of site topics, sub topics and sub subtopics is not exhaustive. This diagram is used only to demonstrate Drupal for the DAERA website
and remit of the department. To maximise audience reach you should select as many global topics, site topics and sub topics that are applicable.
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A global topic is the overarching theme, objective or purpose of the department. In the
case of DAERA there are 51 Global topics (as of March 2022).

The list of topics can change and there is no definitive list. They are updated depending
on suitability to the services offered within the Department at the time. Please contact
the daerawebsite-admin@daera-ni.gov.uk if you wish to add or remove a topic.

An author will select the global topic that is specific to their content and / or department.
Once a global topic is selected the options will filter down through site topic, site
subtopic and sub subtopic (as required).

Whilst the above diagrams give the impression of a hierarchy (or tree structure), it is
important to note that each Topic page, whether Site Topic, Site subtopic or Sub
subtopic, are all held at the same level in a linear form.

Similarly, each Article page is also held at the same level as another Article page.

The way DRUPAL interprets the structure of the website depends on a process called
TAGGING.

When new content is created, it is necessary to “tag” it with appropriate Site Topic, Site
subtopic (and in some cases sub subtopics). When done so correctly, this process will
help build the structure of the website automatically, allow you to have the same
information appear in different areas of the website without duplication as well as
ensuring that similar information can be made available to a visitor to the website
should they require further details.

Tagging correctly is extremely important so that the same information is not put onto
two different parts of the website at the same time without being linked. In the event
that this would happen there is potential risk that information is updated or edited under
one site topic of the website and the same information may not be updated in another
part of the website. This is important for example with changes to legislation, processes
or rules and when they come into effect.

The way to avoid such duplication is to create one template and add as many related
topics to that one template, as opposed to creating a new template for each topic area.
Drupal is pre-populated with topic and sub topic titles and authors can select the most
appropriate to their content.

The benefit of adding multiple topics is that this will reach a wider audience when a
search is carried out on the website for phrases or words.

The remaining content types do not fall within this rule, and sit outside of the main
structure. With the exception of projects, each one has its own area of the website, but
through the TAGGING process, they are also accessible through the main content of
the website. TAGGING will be covered in more detail later in the guidance.
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11.1 DAERA Internet Staff Facing Page

Starting on the Internet Homepage users can navigate through the Topic structure of
the website.

Department of
Agriculture, Environment

and Rural Affairs

Sustainability at the heart of a living, working,
active landscape valued by everyone

CORONAVIRUS (COVID-19)

LET'S KEEP
MAKING
SAFER

cHoICES

Featured

News

S even easier

DAREA Website and Intranet

Quick Links

akes finding information « DAERA COV

Clicking the Topics link on the navigation bar will direct users to a list of all site topics.

Department of
Agriculture, Environment

and Rural Affairs

Sustainability at the heart of a living, working,
active landscape valued by everyone

Search this site...

Home Topics Publications Consultations Contact

Topics

Angling

Angling policy including the role of Inland Fisheries, angling
farms and stations and the conservation and protection of
salmon and eels. .. more

Animal Health, Welfare and Trade

Information about diseases, disease control and prevention,
welfare of farmed and non-farmed animals, trade, importing
and exporting animals and authorisation of PVPs for these
official activities. .. more

Biodiversity

Protecting and preserving Northern Ireland's wildlife and
habitats from invasive alien species and other environmental
threats. ... more

Countryside Management and Managing
your Business

Information on agri-environment schemes, water quality,
renewable energy and employing people on your farm. .. more

Crops and Horticulture

Information on areas of crop growing and horticulture
including comhinable crops, potatoes, fruits and vegetables,
seeds and nursery stock. .. more

Education and Research

Education and training courses for the land-based and food
industries and development programmes. ... more

From here we can select any topic.
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Typically, Topic Pages will display a short blurb, followed by a list of Sub-Topics. Under

each Sub-Topic a short list or Articles are displayed. For example, Animal Health,
Welfare and Trade:

Animal Health, Welfare and Trade
Information about diseases, disease control and prevention,
welfare of farmed and non-farmed animals, trade, importing and
exporting animals and authorisation of PVPs for these official
activities.
Animal diseases Animal welfare
* ADCTPB Pig Text Alert Service Privacy Notice ® |ntroduction to animal welfare
* ADCTPB Text Alert Service Privacy Notice ® Farmed animal welfare
* Antimicrobial Resistance (AMR) ® Non-farmed animal welfare
Read more Read more
Bees Disease control and prevention
* Bees policy and legislation * |ntroduction to disease control and prevention
® Bee health * Biosecurity
* Honeybee and bumblebee imports and exports ® |nformation for owners of pet pigs
Read more Read more

Clicking either the Heading, or “Read More” on ant Sub-Topic will show the Sub-Topic
page, which shows a full list of Articles under that sub topic.

Animal welfare

Topics: Animal Health, Welfare and Trade

*ntroduction to animal welfare
*Farmed animal welfare

*Non-farmed animal welfare

*Enforcement of farmed animal welfare — DAERA policy and activity

*Enforcement and recent prosecution cases

*Welfare of animals during transport

* Water advice for livestock farmers

* Information for owners of pet pigs

 Pet Travel Guidance

*aPVP updates and briefing notes

*Paws for Thought

* Transporter Authorisation, Certificates of Competence, Yehicle Approval and Journey Log rules from 1st January 2021
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Some areas may have instead requested that their topic or sub-topic is instead represented
by a Landing Page. In this instance a redirect will divert users from seeing the true
Topic/Sub-Topic page, and instead open the Landing Page create for this topic/sub-topic.
For Example, Avian Influenza (Al):

Update: 01 June 2022

The Avian Influenza Prevention Zone has been lifted

from 00:01 on Wednesday 1 June 2022. Scrupulous
! LATEST up n ATE standards of biosecurity remain essential as the risk
of avian influenza continues.

BIRD FLU More information here
ALERT

v New Biosecurity Checklist, in conjunction with the
(‘.'.1:1" .'\'(z::m""m" 9 British Poultry Council, is available to download here.

New Biosecurity Guidance Poster is
available to download here.

MOVEMENT WITHIN
LATEST SITUATION DECLARATIONS ZONES: LICENCES

% Keep up to date il % Check full details of amopy % Obtain licence s
with the latest scope and measures before you move

information required within within zone
@ y declared zone % w @ y

Latest Situation Declarations Movement within Zones:
Licences

The layout of these pages is much more versatile and allows for grids containing images,
text and links to be included. The links included are often links to the main Article pages or
Sub-Topics under the associated Topic or Sub-Topic.
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12. How to Create Content on DRUPAL

From the My Workbench screen, you can either click on the Create Content tab and then
click on the content type you wish to create:

@ Myworkbench  Content

My Workbench

Create content

My content

Create content

@ Article
Use this ¢

content type far generic pages of canten

(3) Docu

Alternatively, from any screen, you can hover over the Content tab, and onto Add
Content the top of the screen and select the content type you wish to create from there:

My content

By using either of the above methods you will be directed to a Create Content Screen.

On this screen, there will be several fields to complete. Fields marked with * are
required, more information is provided below for each content type on how to properly
save an update (see Sections 13 — 17) of this manual.
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13. How to Create an Article Page

Use this content type for generic pages of content.
Once you have chosen the Article content type, the screen will refresh and looks like

this:

Add content My Workbench | Configuration  Help

Create Article

draft will be placed in

Title (Main heading) *

Global toplcs *
Choose some options
Choose relevant global topic|
Site topics *
Choose some o plions

for this article. Hold down Ctrl to choose mu

Choose relevant site topic(s) for this art

Site subtopics *

/i

)
3
ar
¢

Body *
a4 @ = = ™ @source L QA Forma

w

%

X
[

There are several important fields to complete. Fields marked with a red Asterix (*)

which are mandatory.

The Article Content type contains several field types:

Title (Main heading) *

Title (Main heading) *

This field is fairly self-explanatory, what you type in here will appear at the top of your
page as the main heading. As a side note, it is the “title” of a page that you need when
it comes to creating a link from another section of the website, but we will cover that in

more detail later.
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Global Topics*

Global topics *
|
British/Irish co-operation
Business and enterprise
Children and young people
Community and society tiple site topics,
Consumer rights and issues
Crime, law and the justice system
Employment

Energy E multiple site subtopics.

| Enviroament |

When you click in this field, a list of topics will appear. This list has been developed through
collaboration between all NICS Departments as an over-arching list of topics that covers (or
should cover) every aspect of Government responsibility. As you continue to create content,
you will become familiar with the global topics that relate to DAERA, for example Food and
farming, Rural and countryside etc.

You can have as many or as few global topics as is required, but you must have at least
one.

Site Topics*

Site topics *

Angling tiple site top
Animal Health, Welfare and Trade

Biodiversity

Countryside Management and Managing your Business
COVID-18 g multiple site subtopics.
Crops and Harticulture

Education and Research
Environmental Advice for Planning
EU Exit

Eisharias

When you click in this field, a list of thirteen site topics will appear. These are the main areas
of responsibility for DAERA, and can be seen on the homepage. You can choose as many
or as few site topics as is required, but you must have at least one. Only choose site topics
that are appropriate for the content you are publishing.
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Site Subtopics*

Site subtopics *

2007 - 2013 Rural Develcpment Programme subtopics.
About biodiversity

About DAERA statistics

About plant and tree health

Advice and guidance

‘Advice for Public Authorities

Agricultural and market prices

Agric puts and outputs

As previously indicated, each site topic is broken down into subtopics. Clicking on this field
will display a list of all subtopics (including sub subtopics). As with site topics, you can
choose as many or as few site topics as is required, but you must have at least one. Only
choose site topics that are appropriate for the content you are publishing.

Summary* (Brief Summary Sentence)

Summary *

Another self-explanatory field, the summary should consist of a paragraph of text providing
visitors with a short introduction to the page’s content.

This content is shown on the website so should be concise, meet style guidelines and be
accessible for all to read.

This can only be one paragraph, so line breaks will be ignored.

This field cannot contain any images, headings, tables, links, bullet points, videos, email
addresses or formatting of any kind.
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Body* (Main Text)

Body *

Enable Table of Contents

The field will contain the main content for the page.

As well as normal text, you can enter images, headings, tables, links, bullet points,
videos, email addresses, tabs, etc. within this field. Further details on each of these
elements will be covered later in the guidance.

Text can either be typed or copied and pasted from another source such as a web
page or word document.

Users should be cautious when copying text from another source as it may not
format as expected.

Enabling Table of Contents (As circled above in red)

This can be used where there is volume of information to assist readers to view specific
content relevant to their needs. By ticking this box in the main body section Drupal
automatically selects all the Heading 2s from the Body section. When the content is
published links will be created to the right-hand side of the content. This will allow
readers to click on a specific link and be directed to that specific section of the content.
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Removing Format

B ® < Bsoue [L| Q@ romx - Ew.Qb ¥ 0@

You can use the Remove Format button to strip out this formatting, however, this may not
fix all issues, as some editors may have inserted hidden characters, these can be invisible
to most users, but can cause accessibility software, including screen readers, to have
difficulties.

Copying text from a simple editor, like notepad, can help to ensure that these kind of issues
are avoided.

Once text is added, the buttons at the top of the body field can be used to change formatting
of your text, including superscript/subscript text, bullet points, quotation formatting, headings
and adding links.

Draft and Publishing

Once you have finished your article page, click on the Save button at the bottom of the page.

Save

Providing that you have completed all the fields indicated above, the page will now refresh
and you will see a draft version of how the page will look.

If you have not completed all mandatory fields, you will get an error message similar to this:

Draft pages cannot be viewed by the public. To make a page live it must be published. This
can only be done by a user with Editor Role.

Revision state: Need's Review
Most recent revision: Yes
Set moderation state:

Draft v

-

You can then change the state to Needs Reviewed in order to designate that it is ready to
be published, and click Apply.
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Revision state: Draft
Most recent revision: Yes
Set moderation state:

Needs Review

1\

X

Approval and Publishing

Once the final draft content is ready for publishing the web author / editor must inform the
approved publisher for the business area. An email should be sent to the local editor /
approver from the web author / editor to inform them that there is now content needing
reviewed and publish if the editor / approver is satisfied it meets with guidelines. The URL
should also be copied and pasted into the email for the editor/publisher to review.

The local editor / approver will review the content and publish if appropriate. The local editor
/ approver will then confirm with the web author / editor that the content has been published
/ not published. If it has been published the local approver will provide the web author /
content with a screenshot of the live URL / page. Once this process has been completed the
web author / editor will complete a Pro Forma (see Section 3.1 page 6 for details).
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14. How to Create a Publication Page

Use this content type for generic non-HTML content such as PDF documents.

Once you have chosen the Publication content type, the screen will refresh and looks
like this:

As with an article page, in this section of the publication page screen, there are several
important fields to complete.

Title (Main heading)*

Title (Main heading) *

This field is fairly self-explanatory, what you type in here will appear at the top of your
page as the main heading. As a side note, it is the “title” of a page that you need when
it comes to creating a link from another section of the website, but we will cover that in
more detalil later.
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Global Topics*

Global topics *

|

British/Irish co-operation
Business and enterprise

Children and young people
Community and society
Consumer rights and issues
Crime, law and the justice system

Employment

Energy

multiple topics.

tiple site topics.

E multiple site subtopics.

When you click in this field, a list of topics will appear. This list has been developed
through collaboration between all NICS Departments as an over-arching list of topics
that covers (or should cover) every aspect of Government responsibility. As you
continue to create content, you will become familiar with the global topics that relate to
DAERA, for example Food and farming, Rural and countryside etc.

You can have as many or as few global topics as is required, but you must have at

least one.

Site Topics

Add content | MyWorkbench  Configuration | Help

Create Publication

Global topics *
Choose some o ptions

Choose relevant global topic(s) for this publication. Hold down Ctr ta choose multiple topics.

Site topics
|

Animal Health, Welfare and Trade

Biodiversity

Countryside Management and Managing your Business

covID-19 00se multiple site subtopic:
Crops and Horticulture

Education and Research

Environmen tal Advice for Planning

EU Exit

=BltTshed date

please select the published date for this publication, or accept the default value of today.

When you click in this field, a list of thirteen site topics will appear. These are the main
areas of responsibility for DAERA, and can be seen on the homepage. You can choose
as many or as few site topics as is required, but there is no requirement to have any.
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Site Subtopics

Site topics
Choose some options

Choose relevant site topicls) for this publication. Hold down Cerl to choase multiple site topi

Site subtopics

2007 - 2013 Rural Development Programme:

About biodiversity
About DAERA statistics

About plant and tree health

Abstraction

Advice and guidance

ue of today.

As previously indicated, each site topic is broken down into subtopics. Clicking on this
field will display a list of all subtopics (including sub subtopics). As with site topics, you
can choose as many or as few site topics as is required, but in this case, there is no
requirement to have any.

Type*

Type *

-Select avalue -
| Q

- Select avalue -

Agendas and minutes

e default value of today.
Business plans

Circulars

Classified adverts
Consultation reports
Contract management

Corporate reports

Please select the Iast published date for this document, leave blank if there is no updated published date.

This field relates to the type of information you are publishing, for example, minutes
and agendas, policies or forms. You can only have one “type” per publication page, so
consider carefully. This field is mandatory.
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Published Date*

This is the date that the document was published on the website and should be entered
either by using the calendar that pops up when you click in the field, or else by manually
entering the date using the following format — dd mmm yyyy (for example 24 Jul 2014).

Last Updated*

« C @

Add content My Workbench  Configuration

1 https://www.daera-ni.gov.uk/node/add/publication

Help

= Last updated

Please select the last published date for this document, leave blank if there is no updated published date.

Date

Eg, 22 Jun 2022

This is the date that the document was last updated on the website and should be
entered either by using the calendar that pops up when you click in the field, or else by
manually entering the date using the following format — dd mmm yyyy (for example 24

Jul 2014).
This should be left blank if there is no updated published date.

Summary* (Brief Summary Sentence)

Summary *

Another self-explanatory field, the summary should consist of a paragraph of text
providing visitors with a short introduction to the page’s content.

This content is shown on the website so should be concise, meet style guidelines and

be accessible for all to read.
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This can only be one paragraph, so line breaks will be ignored.

This field cannot contain any images, headings, tables, links, bullet points, videos,
email addresses or formatting of any kind.

Body (Main Text)

The field will contain the main content for the page. Unlike with an article page, this
field is not mandatory. You can use this field to provide some additional information not
included in the summary, or perhaps a contact address for further information.

As well as normal text, you can enter images, headings, tables, links, bullet points,
videos, email addresses, tabs, etc. within this field. Further details on each of these
elements will be covered later in the guidance.

Text can either be typed or copied and pasted from another source such as a web
page or word document.

Users should be cautious when copying text from another source as it may not
format as expected.

Removing Format

[ source QM Fformat ~ ¥ DO@§

You can use the Remove Format button to strip out this formatting, however, this may
not fix all issues, as some editors may have inserted hidden characters, these can be
invisible to most users, but can cause accessibility software, including screen readers,
to have difficulties.

Copying text from a simple editor, like notepad, can help to ensure that these kind of
issues are avoided.

Once text is added, the buttons at the top of the body field can be used to change
formatting of your text, including superscript/subscript text, bullet points, quotation
formatting, headings and adding links.
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Attaching a Document

The final section of a publication page involves attaching the document(s) as shown
below:

= Attachment

Choose one or more individual files to attach to this publication.

Attach media
Browse

Each publication page needs at least one document attached to it (please note you
cannot save a page unless you have at least one document attached).

Document formats currently acceptable are Word, PDF, Excel, PowerPoint, CSV
(Comma Separated Values), ZIP and ODT (OpenDocument Text).

Generally speaking, documents should only be used on the website on occasions
where a normal (HTML) web page is not appropriate. There are some pre-
requirements in relation to PDF files that need to be addressed before they are
published on the website. Details of this are available later in the guidance note.

Proceed to click on the browse button. This will open up a dialogue box as below:

Media browser

Upload My files

Upload a new file *

hoose one or more in

If the document you wish to add to the page is already available from the website, click
on the “Documents” tab and search for it.

To upload a new document, it is advised to have it saved on your desktop for ease of
reference. Click on the “choose file” button which will open the next window.

39

Sustainability at the heart of a

e
Agriculture, Environment
@ and Rural Affairs living, working, active landscape
valued by everyone.




Internet Contributors Manual (DRUPAL) — www.daera-ni.gov.uk

B New item ™ B open

Properties

. ]
Iy History

« v 4 B > ThisPC » Downloads

M This PC
[ %D) Objects B image.png
r.Desktop
l Documents
B Downloads
B Music
s Pictures
E: videos

Titem |

Make sure this is showing your desktop, and look for the document you want to upload,
and then press open. The screen will now revert back to the previous stage with the
name of your document inserted in the field. Click “next” to upload the document and
move on to the next stage in the process as below:

On this screen, you have the chance to give your document a title that will appear on
the webpage as a link for visitors to click on in order to open it. As with page title, do
not use a capital letter for each word, stick to sentence case. Also try to make them as
concise as possible as long titles can be off putting. Finally, click on the “save” button
to go back to the draft page.

You can follow this process to attach as many documents as you need to. Please note
the order in which documents will appear on the screen is determined by the order in
which they are attached.
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The attachment section of your page should now look something similar to this:

-Attachment

Choose at least between one and five individual files to attach to this publication.

File information Operations

+

Once you have finished your publication page, click on the SAVE button at the bottom
of the page. Providing that you have completed all the fields indicated above, the page
will now refresh and you will see a draft version of how the page will look. If you have
not completed all mandatory fields, you will get an error message asking you to
revisiting the information.

Publishing PDF Documents

When it comes to publishing PDF documents, you need to ensure that it is fully
accessible. You achieve this by ensuring your PDF document has been tagged, and
that a language and title have been added to its properties. Please note that in order
to do this, Adobe Acrobat Pro is required, so it is probably best to do this as the
document is being created in branch, or by the Graphics Unit.

Adding a Title and Language to a PDF

Open your PDF document, click on the “File” menu and select “Properties”. In the
“Description” tab, ensure that there is at least a title added for the document.

Click on the “Advanced” tab and ensure that under the reading options, “English” is
chosen as the language. Close the properties window.

For reasons | will explain in the next step, it is best to save your document now.

Tagging Your PDF to Make it Accessible

With your document still open, click on the green label icon on the left-hand side of the
screen. On the “Tags” panel, there is a dropdown list giving you the option to “Add tags
to document”, click on this and tags will be placed in your document.

On occasion, you may notice that tagging will cause some corruption to your document,
most notably with the Departmental Logo and other graphics. This is caused by the
tagging process.
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If this happens, close your document without saving the changes (you’ll recall you have
already saved it during the previous step, so the title and language will remain, only
the tags will be removed).

The document should be recreated either by the branch or the Graphics Unit so that
when tagged, it does not become corrupted, or to correct the corruption already in
place.

Draft and Publishing

Once you have finished your publication page, click on the Save button at the bottom
of the page.

Save

Providing that you have completed all the fields indicated above, the page will now
refresh and you will see a draft version of how the page will look.

If you have not completed all mandatory fields, you will get an error message similar
to this:

» Title (Main headiin

Draft pages cannot be viewed by the public. To make a page live it must be published.
This can only be done by a user with Editor Role.

Revision state: Needs Review
Most recent revision: Yes
Set moderation state:

Draft v

-

You can then change the state to Needs Reviewed in order to designate that it is
ready to be published, and click Apply.

Revision state; Draft
Most recent revision; Yes
Set moderation state;

< Needs R@

N
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Approval and Publishing

Once the final draft content is ready for publishing the web author / editor must inform
the approved publisher for the business area.

An email should be sent to the local editor / approver from the web author / editor to
inform them that there is now content needing reviewed and publish if the editor /
approver is satisfied it meets with guidelines. The URL should also be copied and
pasted into the email for the editor/publisher to review.

The local editor / approver will review the content and publish if appropriate. The local
editor / approver will then confirm with the web author / editor that the content has
been published / not published. If it has been published the local approver will provide
the web author / content with a screenshot of the live URL / page.

Once this process has been completed the web author / editor will complete a Pro
Forma (see Section 3.1 page 6 for details).
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15. How to Create a Consultation Page

Use this content type for non-HTML content that has a closing date (i.e. public
consultations). Similar to a publication page, consultation pages allow you to publish
documents (relating to the consultation) and sit outside the normal structure of the website.

Once you have chosen the Consultation content type, the screen will refresh and looks like

this:

Title* (Main Heading)

Create Consultation

& G @

0] @ CreateConsultation | DAERA

) httpsy,

Add content My Workbench  Configuration  Help

Create Consultation

Title (Main heading) *

This field is fairly self-explanatory, what you type in here will appear at the top of your page
as the main heading. As a side note, it is the “title” of a page that you need when it comes
to creating a link from another section of the website, but we will cover that in more detail

later.
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Global Topics*

[0 | @ Create Consultation | DAERA x |+

&« O )] [} https://www.daera-ni.gov.uk/node/add/consultation

Add content | My Workbench  Configuration | Help

Create Consultation

New content: Your draft will be placed in maderation.

Title (Main heading) *

Global topics *

Arts and culture lhoose multiple topics.

ish co-operation

Business and enterprise
Children and young people
Community and society lose multiple site topics,
Consumer rights and issues
Crime, law and the justice system
Employment

Energy lchoose multiple site subtopics.

Enuirnnmant
= Published date *

When you click in this field, a list of topics will appear. This list has been developed through
collaboration between all NICS Departments as an over-arching list of topics that covers (or
should cover) every aspect of Government responsibility. As you continue to create content,
you will become familiar with the global topics that relate to DAERA, for example Food and
farming, Rural and countryside etc. You can have as many or as few global topics as is
required, but you must have at least one.

Site Topics

Add content My Workbench | Configuration  Help

Create Publication

Global topics *
Chaose some options

Cho nt global topic(s) for this publication. Hold down Curl to cheese multiple topics.

Site topics

itiple
Animal Health, Welfare and Trade

Biodiversity

Countryside Management and Managing your Business

CoviD-19 hoose multiple site subtopic:

Crops and Horticulture
Education and Research
Envirenmental Advice for Planning

EU Exit

~Fibished dae *

Please select the published date for this publication, or accept the default value of today.
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When you click in this field, a list of thirteen site topics will appear. These are the main areas
of responsibility for DAERA, and can be seen on the homepage. You can choose as many
or as few site topics as is required, but there is no requirement to have any.

Site Subtopics

Site topics

As previously indicated, each site topic is broken down into subtopics. Clicking on this field
will display a list of all subtopics (including sub subtopics). As with site topics, you can

choose as many or as few site topics as is required, but in this case, there is no requirement
to have any.

Published Date*

This is the date that the consultation was published on the website and should be entered
either by using the calendar that pops up when you click in the field, or else by manually
entering the date using the following format — dd mmm yyyy (for example 24 Jul 2014).
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Consultation Dates*

These are the dates that the consultation starts, and when it is expected to end. Please note

that you have to enter in a start and end time as well as date.

[0 @ Create Consultation | DAERA

Date
9 Jun 2022

Eg. 9)un 2022

= Consultation dates *

Date

9 Jun 2022

Eg. 9 Jun 2022

x |+

Add content My Workbench Configuration Help

< G @ & https//www.daera-ni.gov.uk/node/add/consultation

Enter a start date/time and closing date/time for this consultation.

Time
1937

Eg, 1937

to: *

Summary* (Brief Summary Sentence)

Summary *

Another self-explanatory field, the summary should consist of a paragraph of text providing
visitors with a short introduction to the page’s content.

This content is shown on the website so should be concise, meet style guidelines and be
accessible for all to read.

This can only be one paragraph, so line breaks will be ignored.

This field cannot contain any images, headings, tables, links, bullet points, videos, email
addresses or formatting of any kind.
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Body* (Main Text)

ﬁocy B

Bx2x, @ =% 2R & ElSource | O3 - | seyle -

Use this field to provide the visitor with relevant information on the consultation, more detalil
than the summary. This is a mandatory field, and should therefore contain some information.
You may find it useful to copy some of the information from some of the attachments to be
published on this page.

As well as normal text, you can enter images, headings, tables, links, bullet points, videos,
email addresses, tabs, etc. within this field. Further details on each of these elements will be
covered later in the guidance.

Text can either be typed or copied and pasted from another source such as a web page or
word document.

Users should be cautious when copying text from another source as it may not format
as expected.

Removing Format

B xx, 21219 ENE] [ source Qm rmt - E®.QLh ¥ 08

You can use the Remove Format button to strip out this formatting, however, this may not
fix all issues, as some editors may have inserted hidden characters, these can be invisible
to most users, but can cause accessibility software, including screen readers, to have
difficulties.

Copying text from a simple editor, like notepad, can help to ensure that these kind of issues
are avoided.
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Once text is added, the buttons at the top of the body field can be used to change formatting
of your text, including superscript/subscript text, bullet points, quotation formatting, headings
and adding links.

Adding an Attachment to a Consultation Page

Use this field for optional additional information. Use ‘Normal format, no headings required,

= Attachment

Choose individual files ta attach te this consultation,

Attach media

Browse

Each consultation page needs at least one document attached to it (please note you cannot
save a page unless you have at least one document attached).

Document formats currently acceptable are Word, PDF, Excel, PowerPoint, CSV (Comma
Separated Values), ZIP and ODT (OpenDocument Text). Please remember the pre-
requirements in relation to PDF files that need to be addressed before they are
published on the website.

Click on the browse button. This will open up a dialogue box as below:

Add content My Workbench Configuration Help

Media browser

Upload Web My files Images Videos

Upload a new flle *
Use this field for optional 2 Click the "Choose file" button to pick a file to upload from your computer.
Then click the "Upload” buttan o uplaad it 1o the site

= Attachment == Once uploaded, click the "Next" button to proceed, or the "Remove” button to remove the uploaded file,

Choose individual files
Choose File | No file choden Upload

es must be less thap e
ed Tile types: pdf doc docx xlIs xIsx ppt pptx odt ods odp dot csv zip.

Attach medi
Browse

Respond Online

Paste in the URL for online

Email address

If the document you wish to add to the page is already available from the website, click on
the “Documents” tab and search for it.

To upload a new document, it is advised to have it saved on your desktop for ease of
reference. Click on the “choose file” button which will open the following window:
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TE
File Home Share

,{ ‘ . 2 B New item ~

E:

Pi opy [Paste

; e erties " .
ar tout . istory  mm Invert selection

&« = v 1 B ThisPC » Downloads

3 This PC
R 30 Objects B Image.png
r. Desktop
B Documents
B Downloads
F Music
L Pictures
F

1item |

Make sure this is showing your desktop, and look for the document you want to upload, and
then press open. The screen will now revert back to the previous stage with the name of
your document inserted in the field. Click “next” to upload the document and move on to the
next stage in the process as below:

Upload Web My files Documents Images Videos

Name *

public-ofice-opening-h

Attachment — File title *

Choose individual files

Attach media
Browse

Respond Online

= »URL redirects

in the URL for online

Paste in
Email address LT s |
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On this screen, you have the chance to give your document a title that will appear on the
webpage as a link for visitors to click on in order to open it. As with page title, do not use a
capital letter for each word, stick to sentence case. Also try to make them as concise as
possible as long titles can be off putting. Finally, click on the “save” button to go back to the
draft page.

You can follow this process to attach as many documents as you need to. Please note the
order in which documents will appear on the screen is determined by the order in which they
are attached. The attachment section of your page should now look something similar to
this:

Use this field for optional additional information. Use "Normal’ format, no headings required.

= Attachment

Choose individual files to attach to this consultation.

File information Operations

Attach media

Browse

Ways to Respond

In this last part of the page you can provide various methods of responding to the
consultation including online, via email or a postal address.

[ @ Create Consultation | DAERA x |+
&« (&) i) (2]  https://www.daera-ni.gov.uk/node/add/consultation

Add content | My Workbench | Configuration | Help

addresses-public-

office-opening-

Attach media

Browse

Respond Online

Paste in the URL for online responses. Remember to include htip:// or hreps://

Email address

51

‘:, oure, Envi Sustainability at the heart of a
griculture, nvironment  [HRIRR PR

B:A“‘mmlk Affirs valued by everyone.




Internet Contributors Manual (DRUPAL) — www.daera-ni.gov.uk
Draft and Publishing

Once you have finished your consultation page, click on the Save button at the bottom of
the page.

Save

Providing that you have completed all the fields indicated above, the page will now refresh
and you will see a draft version of how the page will look.

If you have not completed all mandatory fields, you will get an error message similar to this:

Draft pages cannot be viewed by the public. To make a page live it must be published. This
can only be done by a user with Editor Role.

Revision state: Need's Review
Most recent revision: Yes
Set moderation state:

Draft v

£

You can then change the state to Needs Reviewed in order to designate that it is ready to
be published, and click Apply.

Revision state: Draft
Most recent revision: Yes
Set moderation state:

Needs Review

-

O\
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Approval and Publishing

Once the final draft content is ready for publishing the web author / editor must inform the
approved publisher for the business area.

An email should be sent to the local editor / approver from the web author / editor to inform
them that there is now content needing reviewed and publish if the editor / approver is
satisfied it meets with guidelines. The URL should also be copied and pasted into the email
for the editor/publisher to review.

The local editor / approver will review the content and publish if appropriate. The local editor
/ approver will then confirm with the web author / editor that the content has been published
/ not published. If it has been published the local approver will provide the web author /
content with a screenshot of the live URL / page.

Once this process has been completed the web author / editor will complete a Pro Forma
(see Section 3.1 page 6 for details).

53

Sustainability at the heart of a
t living, working, active landscape
valued by everyone.




Internet Contributors Manual (DRUPAL) — www.daera-ni.gov.uk

16. How to Create a Contact Page

Use this content type for pages containing contact information only. Contact pages
should only be used for listing branch or business area contact information. Once
created, all contact pages will be available under the main contacts page.

Once you have chosen the Contact content type, the screen will refresh and looks like
this:

Add content My Workbench | Configuration  Help

Create Contact

Point of contact (Main heading) *

Site topics
Choose some options

Choose relevant site topidls) for this point of contact, Hold down Curl to cheese multiple site topics.

Site subtopics

Point of Contact* (Main heading)

D @ Create Contact | DAERA x | +
& G Q |f| https://www.daera-ni.gov.uk/noede/add/contact

Add content | My Workbench  Configurstion | Help

Create Contact

New content: Your draft will be placed in moderation

Point of contact (Main headin

Enter the name of the branch or business area that this information relates to. This will
be the main heading for the page.

54

@ zagriculmre Eavironment Sustainability at the heart of a
and Rural r{ffairs living, working, active landscape

valued by everyone.




Internet Contributors Manual (DRUPAL) — www.daera-ni.gov.uk

Site Topics

Create Contact

New content: Your draft will be placed in maderation

Point of contact (Main heading) *

Site topics
Choose some options

Choose relevant site topid(s) for this point of contact. Hold dewn Ctrl to choose multiple site topics.

When you click in this field, a list of thirteen site topics will appear. These are the main
areas of responsibility for DAERA, and can be seen on the homepage. You can choose
as many or as few site topics as is required, but in this case, there is no requirement
to have any.

Site Subtopics

Site subtopics

Choose some options

Choose relevant site subtopic(s) far this point of contact. Hold down Ctrl to choose multiple site subtopics.
Body
B x iz @@ ™ Bsowe & QER | foms - Sy - =Qw ¥ -

As previously indicated, each site topic is broken down into subtopics. Clicking on this
field will display a list of all subtopics (including sub subtopics). As with site topics, you
can choose as many or as few site topics as is required, but in this case, there is no
requirement to have any.

Body

Use this field to provide the contact information relating to the branch.

Do oure, Envi Sustainability at the heart of a
Agriculture, Environment - [ SRR,

and Rura{ Affsirs valued by everyone.




Internet Contributors Manual (DRUPAL) — www.daera-ni.gov.uk

Define Location

= ~Define Location
set the location for this point of contact using Google Maps.
Give the map a name, and click the "Set Map Marker' button to browse Google Maps and choose a location.

Map Name
Map Preview
0 - R
d 12 Map Satellite
Latitude - .
= gy foanser
54.570636821503776 b Bst
Newlownards
Longitude e e +
Portadown
-5.925200524206466 s R —_
rmagh
Zoom G?@ Thinp dern ©2022 TermscfUse  Reporta map emor
8 Set Map Marker

Defaults Clear Fields

Only use this section of the template if you intend to provide a map showing the location
of your office/building. If you do not wish to include this information, please remove the
default details for longitude and latitude.

Draft and Publishing

Once you have finished your contact page, click on the Save button at the bottom of
the page.

Save

Providing that you have completed all the fields indicated above, the page will now
refresh and you will see a draft version of how the page will look.

If you have not completed all mandatory fields, you will get an error message similar
to this:

feld is required.

0.

» Topics (Department of Agriculture, Enmviranment and Rural Affairs) field is required

Draft pages cannot be viewed by the public. To make a page live it must be published.
This can only be done by a user with Editor Role.

Revision state: Needs Review
Most recent revision: Yes
Set moderation state:

Draft v

-
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You can then change the state to Needs Reviewed in order to designate that it is ready
to be published, and click Apply.

Revision state; Draft
Most recent revision: Yes
Set moderation state;

Approval and Publishing

Once the final draft content is ready for publishing the web author / editor must inform
the approved publisher for the business area.

An email should be sent to the local editor / approver from the web author / editor to
inform them that there is now content needing reviewed and publish if the editor /
approver is satisfied it meets with guidelines. The URL should also be copied and
pasted into the email for the editor/publisher to review.

The local editor / approver will review the content and publish if appropriate. The local
editor / approver will then confirm with the web author / editor that the content has been
published / not published. If it has been published the local approver will provide the
web author / content with a screenshot of the live URL / page.

Once this process has been completed the web author / editor will complete a Pro
Forma (see Section 3.1 page 6 for details).
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17. How to Create a News Page

A news page should only be used to publish press releases or articles (news story)
and as such, should only be used by the Press Office. If you would like to organise for
a press release or article to be published on the website, please contact the Press
Office who will provide further guidance.

The Press Office can be contacted via email

internal.comms@daera-ni.gov.uk

News items are designed to feature on the homepage of the website, and therefore
you will see that some additional information is required when creating a news item
page, namely Photo and teasers. We will cover these shortly.

Once you have chosen the News content type, the screen will refresh and looks like
this:

Add content | My Wor

Create News

nt: Your d e placed in moderation.

Title (Main heading) *

News type *

- Select avalue -

on the NI Executive website in addition to this website.

Choose relevant global topic(s) for this news item. Hold down Crl to choose multiple topics.
Site topics

Choose some options
Choose relevant site topicls) for this news irem. Hold down Cerl to choose muktiple sice topi
Site subtopics

Choose some options

Choose relevant site subtopic(s) for this news item. Hold down Ctrl to choose multiple site subtopic:

= Publication date *

Please select the publication date of this news item, or accept the default value of today.

Date
9 Jun 2022

Esg. 0Jun 2022

As with other content types, there are several important fields to complete.
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Title (Main heading)*

Add content My Workbench Configuration Help

Create News

New content: Your draft will be placed in moderation.

Title (Main heading) *

This field is fairly self-explanatory, what you type in here will appear at the top of your
page as the main heading.

News Type*

Create News

tent:

(Main heading) *

Your draft will be placed in moderation.

News type *

-Select a value -

itive website in addition to this website.

-Select avalue -
News story

N Press release

Choose relevant global topicis) for this news

tem. Hold down Cirl to choose multiple topics.

Use this field to select the type of news item you are publishing, News Story (press
article) or Press Release.

59

‘:, oure, Envi Sustainability at the heart of a
griculture, nvironment  [HRIRR PR

and Rura{ Affsirs valued by everyone.




Internet Contributors Manual (DRUPAL) — www.daera-ni.gov.uk

Global Topics*

Add content My Workbench  Configuration  Help

Create News

New content: Your draft will be placed in moderation.
Title (Main heading) *

News type *

bose multiple topics.

= Publication date ¥

When you click in this field, a list of topics will appear. This list has been developed
through collaboration between all NICS Departments as an over-arching list of topics
that covers (or should cover) every aspect of Government responsibility. As you
continue to create content, you will become familiar with the global topics that relate to
DAERA, for example Food and farming, Rural and countryside etc. You can have as
many or as few global topics as is required, but you must have at least one.

Site Topics

When you click in this field, a list of thirteen site topics will appear. These are the main
areas of responsibility for DAERA, and can be seen on the homepage. You can choose
as many or as few site topics as is required, but in this case, there is no requirement
to have any.

New content: Your draft will be placed in moderation.
Title (Main heading) *

News type *

o0se multiple site subtopics

le defautt value of today.

9 Jun 2022
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Site Subtopics

w content: Your draft will be placed in moderation.

Title (Main heading) *

News type *
-Select avalue -

Choose the type fo
Note that Press

site in addition to this website,

Global topics *

Choose some options

Choose relevant global topic(s) for this news item. Hold down Cerl to choose multiple topics.
Site topics

Choose some options

Choose relevant site topic(s) for this news item. Hold down Ctrl to choose multiple site topi

Site subtopics

2007 - 2013 Rural Development Programme site subtopics.

About biodiversity

About DAERA statistics
About plant and tree health e of taday.
Abstraction

Advice and guidance

Advice for Public Authorities
Agricultural and market prices

Agricultural inputs and outputs

ricultiiral sector incnms enste and reveny

As previously indicated, each site topic is broken down into subtopics. Clicking on this
field will display a list of all subtopics (including sub subtopics). As with site topics, you
can choose as many or as few site topics as is required, but in this case, there is no
requirement to have any. Only choose site topics that are appropriate for the content
you are publishing.

Publication Date*

This is the date that the news item was published on the website and should be entered
either by using the calendar that pops up when you click in the field, or else by manually
entering the date using the following format — dd mmm yyyy (for example 24 Jul 2014).

= Publication date *

Please select the publication date of this news item, or accept the default value of today.

Date

9 Jun 2022

Eg. 9Jun 2022
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Teaser*

Eg. O Jun 2022

Teaser *

Enter some shorr teaser text far this news item. This can be displayed on the site home page.

Introductory paragraph *

The teaser field is used to provide a short intro to the news item from the main
homepage. In almost all cases, the first line of the news item can be copied and pasted
into this field. Please note however that this is a limited field, and will only allow you to
enter a maximum of 120 characters (including spaces).

However, when published on the homepage, the teaser text will end with a “... more”
statement, indicating to the reader that more information is available, so don’t worry if
you cannot fit all your teaser into this field, as we will use it again in the next field.

Introductory Paragraph*

Add content My Workbench | Configuration | Help

st for this news item. Thi:

Use this field to introduce the news item. Please ensure to include the original teaser
text (in its entirety) as the teaser field is only designed to appear on the homepage.
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Photo / Video “browse” Button

Add content My Workbench  Configuration  Help

Photo
Browse
Please choase an image to be displayed with this news item.

Browse

Adding an image or video to a page is covered later in the guidance booklet. However,
there is an opportunity here to raise it in relation to news items. Each news item,
whether a Press release or otherwise, should be accompanied by an image, and in this
case, this particular image is also used by Drupal to promote the news item on the
homepage. Please note that unlike adding an image to an article page, the images
added via this button will have a fixed position at the top right-hand side of the

page.

Body*

Use this field to insert the main content of the news item.

Use this field to provide the visitor with relevant information on the consultation, more
detail than the summary. This is a mandatory field, and should therefore contain some
information. You may find it useful to copy some of the information from some of the
attachments to be published on this page.

As well as normal text, you can enter images, headings, tables, links, bullet points,
videos, email addresses, tabs, etc. within this field. Further details on each of these
elements will be covered later in the guidance.
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Text can either be typed or copied and pasted from another source such as a web
page or word document.

Users should be cautious when copying text from another source as it may not
format as expected.

Removing Format

[ source Qm foma - Em.Qby ¥ D@9

You can use the Remove Format button to strip out this formatting, however, this may
not fix all issues, as some editors may have inserted hidden characters, these can be
invisible to most users, but can cause accessibility software, including screen readers,
to have difficulties.

Copying text from a simple editor, like notepad, can help to ensure that these kind of
issues are avoided. Once text is added, the buttons at the top of the body field can be
used to change formatting of your text, including superscript/subscript text, bullet
points, quotation formatting, headings and adding links.

Notes to Editors

Each news item issued from the Press Office will come with “Notes to Editors”. This
field is used for that information. Once you have entered all the notes, highlight them
and click on the “numbered list” button to add number bullet points.

Notes to editors

Box %, =9 @B|® = M Bsouce| & Q|| Forma | syes - = Qbyw- ¥|Ee
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As previously mentioned, news items should appear on the homepage of the website.
In order to do this, we make use of “Flags”. Under the notes for editors, you will see
some tabs down the left-hand side, one of which is called Flags. Click on that tab.

Enter some text as g.licarce for media editors.
URL path settings - F|; og
Automatic alias =
Flags 0 splay as the main feature
T\CngE Lheck this Tiag to Indicate that this content sho
Book outline Feature on home page
Not in book Check this Tiag to Indicate that this content should be listed on the DAERA home page
Revision information
New revision
Save

You'll notice that there are 2 options, “Feature on home page” and “Display as the
main feature”. If you want your news item to appear first on the homepage, then please
select the latter option. If you just want it to feature on the homepage as the second or
third news item, then select the first option.

Please note that if you select “Display as the main feature” then you need to edit the
current main feature page to remove the flag making it the main feature. There is no
need to remove the “feature on homepage” flag as normally they will be replaced with
more recent news items as they are published.

Draft and Publishing

Once you have finished your news page, click on the Save button at the bottom of the
page.

Save

Providing that you have completed all the fields indicated above, the page will now
refresh and you will see a draft version of how the page will look.

If you have not completed all mandatory fields, you will get an error message similar
to this:
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Draft pages cannot be viewed by the public. To make a page live it must be published.
This can only be done by a user with Editor Role.

Revision state: Needs Review
Most recent revision: Yes
Set moderation state:

Draft

You can then change the state to Needs Reviewed in order to designate that it is ready
to be published, and click Apply.

Revision state; Draft
Most recent revision: Yes
Set moderation state:

Approval and Publishing

Once the final draft content is ready for publishing the web author / editor must inform
the approved publisher for the business area.

An email should be sent to the local editor / approver from the web author / editor to
inform them that there is now content needing reviewed and publish if the editor /
approver is satisfied it meets with guidelines. The URL should also be copied and
pasted into the email for the editor/publisher to review.

The local editor / approver will review the content and publish if appropriate. The local
editor / approver will then confirm with the web author / editor that the content has been
published / not published. If it has been published the local approver will provide the
web author / content with a screenshot of the live URL / page.

Once this process has been completed the web author / editor will complete a Pro
Forma (see Section 3.1 page 6 for details).
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18. Best Practice in Creating Content for Drupal

The remainder of this manual, Section 17 to Section 25, provide guidance in relation to
best practice when creating content for the DAERA Internet page on Drupal. This
guidance can be used across all content types and is important to undertake to ensure
that content meets with accessibility as best possible.

If you are unsure of any of the details and wish to seek clarity in the first instance you
should contact the Web Admin Team via email.

18.1 Guidelines for Adding Text to a Page

When adding text to your page, please ensure that you adhere to the following short
guidelines:

e The first element in the body field should always be a heading.

e Try to avoid using run-on text in uppercase/bold, it is difficult to read and by
convention on the web it indicates shouting.

e Use hulleted lists for listing information. Please refrain from using a capital letter at
the start of each bullet point unless required to do so grammatically. Please also
refrain from adding “;” and/or “; and” at the end of each bullet point.

e Paragraph you text appropriately breaking down large sections of content to make it
easier to read.

Headings

Bxx :Z=9%9 B e Dsource L, QMR | Normal (o B . Qb3 H D@ §
Paragraph Format
Normal

Address

Heading 2 .

Headings should be nested. In other words, don’t skip heading levels. There are 4
heading styles.

e Heading 1 is automatically used for the page title.
e Heading 2 should be used as your first heading on the page.
e Sub Heading from heading 2 should be heading 3s.

e Likewise, a sub heading from heading 3 should be a heading 4.

Any new sections to your page should have a heading 2.
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For Example:
Heading 1 — heading 2 — heading 3 — heading 4
or
Heading 1 — heading 2
— heading 2 (New Section) — heading 3
— heading 2 (New Section) — heading 3

Enable Table of Contents

Enable Table of Contents

to render a list of quick nav links to each of the

Please note that if the check box to “Enable table of contents” is checked, DRUPAL will
automatically pull together all the heading 2s on the page and display them as a list at
the top right-hand side of the page. Clicking on an item on this list will take you
automatically to that section of the text.
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19. Creating a Link

There are 3 kinds of links that can be created, an internal link, an external link and an
email link, all of which we will cover in this section.

A forth link option is available (Link to anchor on the page), but this is unavailable for use
as such practice is not recommended, and a similar method of scanning information is
available through the use of heading 2s.

19.1 Internal Link

In the body field of your page, highlight the text that you would like to use as a link. This
could either be a list of links at the bottom of the page (i.e. more useful links) or it can also
be text in the middle of a paragraph.

Once the text has been highlighted, click on the “hyperlink” button which opens up a Link

dialogue box as below. \

B Link
From this box, you can select 3 X
the type of link you want to Link

create. Internal path is the

default Optlon’ and the one Link Info Target Advanced
we want to create this time.

Link Type

Internal path

Intemnal path
URL
Link to anchor in the text

In the Link field, type or paste
the title (main heading) of the
page you want to link to.
DRUPAL will start displaying
possible pages you want to
link to. Once you are happy
you have found the page you
need, click on it in the results
list and then click ok. The

window will close, and your
. . Cancel X
link will be created.

E-mail
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19.2 External Link (Link to Another Website)

Follow the initial steps above until you get to the link dialogue box. This time, instead of
keeping the default option of internal path, click on the dropdown arrow and select URL.
A new dialogue box will open as below:

to know the URL (web
address) of the page on
the different website that

you want to link to. You ik Typ
can either get this from 4d v
document or other

literature and type it into] " WAL
the URL box, or you can
visit the website in another
browser window and copy
& paste the URL into the
box.

Please note that DRUPAL

will automatically drop the - Comeel
http:// from your address

Link Infoe  Target Advanced

httpe!f ¥
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19.3 Creating an Email Link

Follow the initial steps above until you get to the link dialogue box. This time, instead of
keeping the default option of Internal path, click on the dropdown arrow and select Email.
A new dialogue box will open as below:

Paste the email address into . x
can click ok and create the
email link, however it is worth Link Info  Advanced

noting the purpose of the _
remaining 2 fields and how they Ll iis

can be useful. @a“ ) v

Message Subject — The text E-Mazil Address
you enter into this field will be

used as the default subject Message Subject
field in emails sent using this

link

Message Body
Message Body — The text you
enter into this field will be used
as part of the body in emails
sent using this link

Using this information could - Cancel X

prove a useful tool in the
absence of online forms
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20. Adding an Image

Used correctly an image can enhance the page presentation. Please note that there are
two types of images you can use, those for News items, and those found in the main body
of pages.

When creating a News item, please click on the Photo “browse” button and follow the
instructions below.

When adding an image to the body of a page, please click on the “Add media” button as
indicated below, and then follow the same proceeding instructions.

Body *

B x* X%,

” B = ™ [ source T Q HQ | Normal || Soyles - Eatywe H O

Media browser

72

o Sustainability at the heart of a
f"fv'm"""’"' living, working, active landscape
airs

valued by everyone.




Internet Contributors Manual (DRUPAL) — www.daera-ni.gov.uk

Selecting Your Image to Attach to the Page

If you want to use an image from the pool of images already used on the website, click on
the “Images” tab

Media browser

Images Videos

Upload a new file *

Click the "Chooze file" button to pick & file to upload from your compurer.
Then click the "Upload” button to upload it to the site.

Once uploaded, click the "Next" button to proceed, or the "Remeve" button to remove the uploaded file,

Choose File | No file chosen Upload

Files must be less than 64 MB.
Allowed file types: jpg jpeg gif png.

Next

which will load a window like this:

File name Sort by Order

Filesize v Desc v Apply

e
pan- W | Celtronic MV Strangford mbinabl
. jp: joint-forum.jpg sn pJFG ‘‘‘‘‘‘‘‘‘‘‘‘‘ 4jpg cropsfPG | | Potatoes)
(4798 % 3198) 83 x 2613 6) (ss’s 3744; (4;03 e 55, (4288 x 23437 (3889 x 2553) (4508 x 3456) (4503 x34 55.
/ :
B hrai , g
ckJP DSC1459jpg | | screenjpg (| || Xtreme 2jpg IMG_0711JPG
-xs) (4288 % 2848) (4285 254 ) (4235 z 16) (3504 x 2336) (3504 x 2336)

l@_Parist jpg

Enter a term into the File Name box and click “apply” to filter the results on the screen. Once
you have found an appropriate image you would like to use, select it and click on the
“Submit” button. This will place the image on the page for you.
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If you want to use an image from your desktop, make sure to remain on the “upload” tab and
then click on the “Choose file” button which opens the following window:

I . By New item - B Open - [BE Selectall
_ B Easyaccess - B cait :

Delete Rename Mew

folder

Properties

This PC * Downloads

B image.png

. Documents
B Downloads
P Music
E '|¥ri US>

1item |

Use this window to locate the image you wish to upload. Once you have selected it, click
the open button. The name of the file will appear in the “Choose file” box, now click on the
“Next” button. The page will refresh to the next step and seek the following information:
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Alt Text

Alternative text is used by screen readers, search engines, and when the image cannot be
loaded. By adding Alt text, you improve accessibility and search engine optimization.

Title Text

Title text is used in the tool tip when a user hovers their mouse over the image. Adding title
text makes it easier to understand the context of an image and improves usability.

Caption Text

Enter some optional caption text for this image which will appear beneath the image on the
web page.

Please note that none of these fields are mandatory, but you are encouraged to make use
of them.

Once appropriate information has been added, click on the “Save” button which will return
you to the main editing page.

It is important to remember that we must have permission to use any images on our
website. You must either own the rights to an image or have a licence which allows
their use.

Please speak to the staff in Graphics Unit or the Web Admin staff if you are unsure about
this. We can provide a stock image for use if required. The Graphics Unit can be contacted
on the details below:

Graphics Unit
Telephone: 028 9052 5486

e-mail: graphic.design@daera-ni.qgov.uk
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21. Adding a Table

Tables should not be used for display purposes, but simple data/text and can be placed
in the body of a page. Click on the table button as indicated below:

Body ) /

Clicking on the table button will open the following window:

From here, you can select . x
would like in your table
(although you can

add/subtract extra rows and Rows
columns after the table has E
been created). Columns
The “headers” drop down a
menu allows you to choose
between having headers in the LIl s e
first row of your table, the first Naone M
column, both of these or none
at all. Caption

If you would like to add a
caption to the table, please
enter some text into the
caption field (this will appear

just above the first row of your )
table) Cancel X

After following the instructions above, your table will be created and available for you to
enter data/text. If you need to add/subtract rows or columns, simply right click in the cells
of the table and make your selection. Please note that there is no choice of styles, all
tables look the same.

76

o Sustainability at the heart of a
f"fv'm"""’"' living, working, active landscape
airs
valued by everyone.




Internet Contributors Manual (DRUPAL) — www.daera-ni.gov.uk

22. Adding a Video

It is now possible to add a video to your webpage. This is done by embedding the
video onto the page itself. We recommend using a service such as YouTube for
this. DAERA have a YouTube channel specifically for this and you should speak to
the Web Admin Team in order to ensure your video is added to this channel prior
to upload.

As with images, start this process by clicking on the add media button indicated
below:

From the screen below, click on the “Web” tab
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File URL or Media Resource
Enter the URL (web address) for the video you want to embed here. For example:

https://www.youtube.com/watch?v=MAWQwi6azd0

Click next, and if successful, the page will refresh and show something similar to this:

mbedding New Dairy Unit @ Greenmount

=options

Display as| Defautt v
uld like fo

This page will show you a still preview of the video, so make sure it is the right one
before proceeding. Under “options”, click on the box for “Display as” and select
“video”. This is important as the video will not function if you don’t change that setting.

Finally click on submit, and you should see your video appear in the body of the page.
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Making your Page Active

Once you have saved a draft version of the page, you will notice the following at the
top of the screen:

Revision state: Draft
Most recent revision: Yes
Set moderation state:

Needs Review

View published Edit draft Moderate What links here Outline

View published — this shows the live version of the page, what a standard user will
see

View draft — this shows the draft version of the page. If you notice a mistake, and/or
need to make a further change to the page, click on Edit draft

Edit draft - this takes you back to the editing page where you can make additional
amendments to the content if necessary

What links here — this shows a list of pages that link to the current page using
Internal Path links. This information can be useful for ensuring that irrelevant or
dead links are not left when content is updated or unpublished

If you are content with the draft and are happy for it to be published, click on the
Apply button, which will change the revision state from “draft” to “needs review”.

You now need to advise your local approver, with Publisher Access rights, that you
have created / amended content for them to make the new content live on the
department's Intranet page.

You should send an email to your approver with a link to the page that you created
/ amended.

If your local approver is not available then members of the Web Admin team can
carry out this role for you in exceptional circumstances i.e. if the information is
urgent and needs published as an emergency response.
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The future role of the Web Admin team will be to carry out checks on all web content
to ensure that it is accessible and meets the other required standards for our web
content.

The Web Admin team will not be checking spelling, grammar or the relevance
etc. of the information. That remains the responsibility of the business area.

Once published, the following will be displayed above the content:

[l Revision state: Published
Most recent revision: Yes

Actions: URpuBnsn this revision

View published New draft Moderate What links here Outline

From here you can still access the tabs outlined above, and you can click Unpublish
this revision as a quick way to unpublish an entire page, if it is no longer relevant.
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Editing Content

Editing content is a fairly straight forward process, it is very similar to the process
of creating content in the first place.

On all relevant pages, options, similar to the following will be displayed, above the
content:

Revision state: Published
Most recent revision: Yes

Actions: Unpublish this revision

View published . ew draft Moderate

What links here Qutline

If the page is currently live to users of the site, then the option to View published
will be displayed in the first position. This option displays the page as it appears to
users.

If the page is currently published, and there are currently no changes in draft, the
New draft option will be displayed. If you select this option you will be directed to
the edit screen. This screen looks almost identical to the Create Content screen.

If, however the page is not live then View draft will be displayed here. This option
displays the page as it would appears to users if it was published.

Revision state; Draft
Most recent revision: Yes
Set moderation state:

Needs Review
: m Edit draft Moderate What links here Qutline

Regardless of whether the page is published or not, if there is are changes currently
in draft, the Edit draft option is displayed. If you select this option you will be
directed to the edit screen. This screen looks almost identical to the Create Content
screen.

PN

If updating a Document page ensure that the Last Updated Date has been set to
the current date.
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24.1 Editing Images

There are two approaches to consider when updating Images:
e Replace the Image
e Edit the Image

24.1.1 Replace the Image

This is the more common approach. It means to delete the image from the Body field
(or remove it from the News Photo) and adding a new image to take its place.

It is more straightforward than editing the image, and also ensures that if the image
has been added to any other pages, that these pages are now affected by the change.

24.1.2 Edit the Image

There are circumstances when an image is shown on multiple pages, and due to an
error or change all the images must be updated.

In this instance you can select a page that includes the image and click on the image.
Then once again click on the Media browser button in the top toolbar.

Bx X, 2129 « B Bsource T, QM Normal -~ = 4. Q by ¥ [‘:];-

This will display the same screen as when an existing image is selected from the
Images tab.

mbedding person-placeholder-portrait3.png
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On this screen you can then click the Edit file button.

Media browser

lame *

parson-placeholder-porirait3. png

eplace file

Choose file | No file chosen
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Keep original filename:

At Text

This will then display the details of the image. These details can all be updated from
this screen, including the image file. To do to this click on the Choose file button, and
select the replacement file from your computer.

Once you a are happy with the update click the Save button.

You will then be redirected to a page displaying the Image and its details. This screen
can be closed as the changes have already been saved.

In some cases, these changes will not be displayed instantly — this is due to local
memory issues, but the changes will be reflected when the server has pushed through
all updates.

24.2 Updating a Document on a Publication Page

Log into DRUPAL and navigate to the page you need to edit/update. As the page is
currently live on the website, the following options will be available from the top of the

page:

View published  New draft | Moderate = Track | Outline

Revision state: Published
Most recent revision: Yes
Actions: Unpublish this revision
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The default tab selected means that you are viewing the published content. Beside
this, if you click on the “New draft” tab, you will create a new version of the page.

This page will look identical to the page you used when you initially created the page.
Scroll down to the part of the page that holes the document. Beside each document
on the page, you will see two buttons, Edit and Remove. Click on the Edit button
which will open the following window:

Click on the Choose File button to begin searching for the document you wish to
upload.

Downloads
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Use this window to find the new version of the document you wish to upload and click
Open which will bring you back to this screen:

Jistof-approved-feed tusiness-operators premises-establishments xsx

Choose File | No file chose

Use this screen to update the file name etc is appropriate. Once happy, click “save”
which will bring you back to the main editing page.

You may wish to update the publish date for the document. However, if content with
the changes, click save at the bottom of the page and then apply at the top to set the
status to needs approved. Next, alert your local approver (editor/publisher) that your
page needs reviewed and published.
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25. Removing Content

Pages can only be Deleted by a user with Publisher Access.

Preview [RVUETREUNEIN Delete document

We strongly urge that you do not delete any content unless absolutely
necessary!

Once a page is Deleted it cannot be recovered!

It is advised that in almost every situation, pages that are
no longer required are instead unpublished.

If you are positive that a page must be deleted, please contact the Web Unit,
providing the link to the page that you wish to delete, at the following email address:

daerawebsite-admin@daera-ni.gov.uk

25.1 Unpublishing Content

The following will be displayed above the content on a published page:

Revision state: Published
Mast recent revision: Yes
Actions: Unpublish this revision

View published New draft Moderate What links here Outline

You can click Unpublish this revision to unpublish the selected page.

Remember, if you unpublish a page, it can then only be published again by a user with
Publisher Access.

If this is required you should send an email to your approver with a link to the page
that you need published. If your local approver is not available then members of the
Web Admin team can carry out this role for you, in exceptional circumstances.
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Top Tips & Reminders:

1. To create an internet page the best platform is Google Chrome.

2. To create content for the Internet (public facing website page) you must
access Drupal via www.daera-ni.gov.uk.

3. DAERA Web Admin Team are the only authors or editors who can create a new
or edit an existing landing page. If you require this please contact daerawebsite-
admin@daera-ni.gov.uk to discuss your requirements with a member of the
team.

4. If you require a new topic (including global topics, site topics and sub topics) to
be created you must request this via daerawebsite-admin@daera-ni.gov.uk.

Before a new global topic can be created, the Web Admin Team must seek
agreement from all other NICS departments. Checks must be undertaken to
ensure that there are no objections or similar proposals in the pipeline. If there
is unilateral agreement across all NICS departments then a Service Request to
create the new global topic is forwarded to Enterprise Shared Services by web
admin.

5. Publication content is the only type that can attach a pdf or word document.

6. When uploading documents to web pages HTML should be used as the default
format. The HTML provides a link to the information as opposed to attaching
volumes of information to a web page making it more difficult to navigate and
find the information required
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