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A brief introduction to your new website: 

���� What is UWP? 

���� Why have we implemented Drupal? 

���� Who should I contact? 

 

Overview 

This user manual is a brief guide on how to use Drupal, a Content Management 

System (CMS) that governs how content displays on your organization’s website.  

This manual is not intended to be comprehensive.  It introduces users to the basic 

features necessary to keep their website content up to date and how to create new 

content.   

UWP 

The Unified Web Presence seeks to provide a consistent brand framework and easy-

to-navigate online experience that aligns to The George Washington University 

experience and goals. 

Main pages for the school and college web sites have been redesigned to improve 

navigation, create standard layouts and allow for easier content updates. This refresh 

includes dynamic stories and photography that communicate the spirit of George 

Washington. 

Some of the schools and colleges including the Medical Center, the School of 

Medicine and Health Sciences, the School of Public Health and Health Services and 

the Columbian College of Arts and Sciences embarked on a "deeper dive" that 

included additional administrative areas and department pages. 

 

CChhaapptteerr  11::  
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Who to contact 

The Columbian College Helpdesk should be the first line of support for all CMS 

related issues: 

 

(202) 994-8096 

caslsp@gwu.edu 

 

Columbian College Web Development is available for larger development projects 

or advanced troubleshooting/training.  The Columbian College Helpdesk will 

escalate issues as necessary. 

 

Terminology 

 

���� Drupal - the application that this manual provides documentation for.  If 
you are reading this, then Drupal has already been installed and 

configured for your website.   

���� Content Management System (CMS) - a web application that enables 
users to manage their website.  It allows users to create and edit pages, 

upload and manipulate images, among many other features. 

���� Browser - a computer program that allows you to connect to and browse 
the Internet.  Examples of a browser include Firefox, Internet Explorer, 

Chrome, Safari, and Opera, among others. 

���� Cache - a location on your computer where copies of web pages you have 
visited are stored.  You may need to clear the cache to see changes made 

to you site.  This can usually be achieved by simply refreshing the page in 

question or by accessing the browser’s settings to force clear the cache.  

For information on how to clear your browser’s cache, please see Ch 4 

“Additional Help”  
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���� Download a file - to get a file from the Internet so that a version exists on 
your computer. 

���� Upload a file - to put a file on the Internet, or more pertinent to our 
purposes, to put a file in the Drupal system so that it can be placed on a 

web page.   

���� Link - text or an image that, when clicked on, will open a new web page or 
direct the visitor to a specified address.  A link will usually be a bright blue 

color and will be underlined, though this is not a law, only a general trend.   

���� Web Page - a single page of code that is part of a web site.  A web page is 
actually a file consisting of many lines of code.  This code is “read” by your 

browser which then in turn visually renders the page you see on screen.  

���� Sidebar - a sidebar is a region located on the right side of a page.  
Sidebars can contain both text and images.  They can link to anywhere with 

a URL path.  They are best utilized as short teaser bits of information.  In 

Drupal, up to 8 sidebars can be associated with a page, and sidebars can 

be associated with more than one page.   

���� Front end - the publicly visible website, or anything that can be accessed 
navigating the site.   

���� Back end - the Drupal interface that is accessed by logging in with a user 
name and password.  Everything behind the Drupal login is considered in 

the back end. 

���� Address bar - where your browser displays the URL path of the website 
you are currently visiting. 

���� URL Path - also known as the address, a URL path is the exact location of a 
website on the Internet.  Literally, URL is Universal Resource Locator.  A 

URL path will always start with either http:// or www.  (or sometimes both).  

To log into Drupal, you will have to enter the following URL path in your 

browser’s address bar:   

http://departments.columbian.gwu.edu/departmentname/admin 

���� Slug - a slug is a Drupal term that means a page’s URL path extension.  A 
slug is everything that follows the last / in your site’s primary URL path.  

For example, the “About Us” page on the Columbian College site has a URL 

path of http://columbian.gwu.edu/aboutus  but it’s slug is only the 

“aboutus”, or everything after the last /.  Thus, the slug for the “Message 

from the Dean” page on the Columbian College site is 

“aboutus/messagefromthedean”.  Slugs must be created by hand and can 

be done so by finding the “URL Path Setting” field in the back end side of 

any website page. 

���� WYSIWYG - an editing tool that helps style or format text.  Literally stands 
for “What You See Is What You Get”.   

���� Formatting - commonly referred to as styling, formatting consists of such 
things as bold, italics, underline, size, color, bulleted or non-bulleted, etc.  

Formatting is embedded into the text at the code level.  When 

copying/pasting text from another location and intending to add it to an 

existing page, all formatting needs to be stripped out in order to maintain 
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consistency throughout the website.  For information on how to strip out 

formatting, see “Additional Help” 

���� Plain Text - text that has no formatting.  Plain text may also be code, such 
as basic HTML (for example: <b> example </b>. Everything in this 

example is plain text, or in other words, all characters between the first < 

and the last >.  The user sees both the text and the basic HTML coding that 

generates the bold formatting when viewed on a web page. 

���� Rich text - text that has formatting.  Rich text will appear bold, italic, 
underlined, etc, but the user will not see the plain text, i.e., the code that 

generates the formatting.  See Plain Text for information on the 

differences between rich and plain text.   

���� Heading - a heading is a previously specified style or format for text.  It 
usually includes formatting such as size, color, etc.  Headings can be 

accessed via the Formatting drop down via the WYSIWYG.   

���� Bullet - a bullet is a formatting punctuation mark that resembles a dot just 
to the left of a line of text.  This list of terms, for instance, is a bulleted list.  

Bullets can be added to text via the WYSIWYG. 

���� Cropping - triming the parameters of an image.  Some images may need 
to be cropped before uploading them to the web. 

���� Resolution - for image resolution, please see Pixels Per Inch. 
���� Pixels Per Inch (PPI) - Also known as resolution.  all images to be 

uploaded to the web should be 72 ppi.  A simple photo editing application 

usually has the ability to adjust the ppi.  If images are not 72 ppi when 

uploaded to the web, they will slow down page load time, dramatically 

decreasing a visitors experience when they visit your web page.  

���� Resizing - changing the size and/or resolution of an image.  Most if not all 

images should be resized to the appropriate parameters before uploading 

them to the web.  In Drupal, image fields usually have small captions 

beneath them that list what the size of the image should be.  For example, 

faculty profile pictures should be 150 pixels wide by 200 pixels tall, or 

150x200.   

���� Also note: All images to be uploaded to the web should be 72 pixels per 
inch (ppi).  See Pixels Per Inch for additional information.  

���� Menu Item - menu items, also referred to as navigation items, are a web 
site’s primary links that allow the visitor to navigate.  Typically, a visitor will 

see such menu items as “About Us” or “Home” or “New”.  Menu items can 

be created and rearranged with ease in Drupal.   

���� Navigation - see Menu Items. 
���� Anchor - an anchor is a snippet of code placed somewhere on a web page that can 

be linked to.  For instance, often times on long pages there will be a set of links at 

the top of said page that when clicked will jump the user to. 
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An overview of editing existing content in your site: 

���� How do I log in? 

���� How do I edit an existing page? 

���� How do I edit an existing sidebar? 

���� How do I add an image to an existing page? 

���� How do I add a file to an existing page? 

���� How do I rearrange the menu? 

 

Overview 

Once logged-in, your site can be edited in-line making content edits as simple as 

browsing to the page you would like to edit. 

Logging in 

To log in to your site: 

1. Add /admin to the end of your website homepage URL and browse to this 

address in a web browser: 

http://departments.columbian.gwu.edu/department/admin  

 

For example, http://departments.columbian.gwu.edu/biology/admin 

           http://departments.columbian.gwu.edu/sociology/admin 

 

 

 

 

2. Enter your username and password in the “User login” box and click login. 
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Editing existing pages 

Once you are logged in, you will notice ‘Edit’ buttons that will appear 

across your site.  These buttons are only visible to logged in users, and 

will disappear once you log out.  You can use these buttons to quickly 

edit site content: 

1. Browse to the page you want to edit 

2. Click edit 

 

 

 

 

 

 

 

 

 

 

3. You will be brought to the editing screen 

 

 

Note:  This process is valid for editing both pages and faculty members. 

 

 

 



Chapter 2: Editing Content 

UWP Department Drupal Website Manual          7  Confidential 

 

 

 



Chapter 2: Editing Content 

UWP Department Drupal Website Manual                8                                                                                                                Confidential 

 

4.  Click within any of the text fields to edit the content. For example, to edit the Title, 
click in the text field below the word “Title” and type the content you would like to 
use instead. 

5. Once you are done making changes, click ‘Save’ at the bottom of the page. 

 

Editing existing sidebars 

Editing sidebars is a similar process to editing pages. 

1. Browse to a page where the sidebar you would like to edit appears. 

2. An edit button will appear above every sidebar on the site.  To edit a sidebar, click 

this edit button. 

 

3. You will then be greeted with a content edit screen. 

 

 

4. When finished editing, click ‘Save’. 
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Adding images to an existing page 

 

1. Log in and go to the editing screen for the page you would like to add an image 

to 

2. Click the ‘Insert Image” Button 

 

 

 

 

 

 

 

 

 

 

 

3. A pop-up window will now appear: 
4. You now have two options. If you 

have a URL for the image, you 
may enter it here.  If the image is 
on your computer and you would 
like to upload it, proceed with 
steps 5 forward. 

5. Select the small square icon next 
to the Image URL text field  

6. A new pop-up window will appear. 

 

7. Click the “Upload” button at the top 
left of the page 

8. Click the “Browse” button to select the image 

you would like to use from your computer. 

Once you have selected the file, click “Open”. 

9. Now click the lower “Upload” button 

10. Now click “Insert File” at the top of the 

window. 

11. A pop-up window should appear. Click 

“Insert” 

12. Type the URL of the image in the “Image 

URL” text field. 

13. Click “Insert” 

14. Your image should now be in the body text 

1 
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field. You may now move the image if you wish. Be careful when resizing images 

as changing the size or proportion may detract from the aesthetic quality of your 

image.  

Adding files to an existing page 

1. Highlight the text you would like to link the file to, in the Rich Text editor on the 

content editing screen  

2. Click the link button  

3. Repeat steps 5-13 above 

 

Rearranging Menu Items 

When first logging in to your website, you will be greeted with the Drupal 

administration main menu . 

1. Click ‘Menus’ 

 

2. Click ‘Phase 2 Menu’ 
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3. You will now be brought to the menu modification screen, where items can be 

dragged and dropped using the crosshair tool. 

 

 

 

4. When you have finished modifications, click ‘Save configuration”. 
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An overview of adding new pages and other site content 

���� How do I create a page, add sidebars and add it to the menu? 

���� How do I create a new sidebar? 

���� How do I create a new faculty member? 

 

Overview 

Creating content is done through the Drupal admin.  To begin, log in to your account.  

You will be greeted with the blue Drupal administration screen 

Creating a new page 

1. Click ‘Create content’ on the left hand side 

2. You will be redirected to this page: 
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3. Click ‘Page’ 

4. You will now be taken to the “Create Page” 

screen. 

 

 

5. Click ‘Menu settings’ to expand it.  This will allow 

you to add this new page to the menu.  If you 

would like to not add this page to the menu , 

please skip step 6 and 7. 

6. For example, if you wish to create a page titled “Department History”, 
then you would type that into the title field. 
Then you would type in what you wish the page to be titled in the left-
hand menu of your website. 
To choose where the page will be in the menu of the website, click on 
the scroll-down option under “Parent item” and choose whichever 
location you wish under the “<Phase 2 Menu>” option. 

 
In the following picture, the “Department History” page will be located 
under “About” in the menu. 
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7. You will now be ready to enter the content for the page. 
To do so, simply click in the content box and type in the content. 

 

 

8. By default, the page will have the following URL:  
http://departments.columbian.gwu.edu/departme
nt/node/###.  To create a custom url for the 
page, scroll down to “URL Path Settings” and 
type a replacement for ‘node/###’, e.g. typing 
‘about/departmenthistory’ into this box would 
yield 
http://departments.columbian.gwu.edu/departme
nt/about/departmenthistory. 
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9. To add in an existing sidebar, click in the sidebar 
field and begin typing the title of the sidebar you 
wish to insert. 

 

 

 

 

 

10. When you are done adding sidebars and adding 
content/url path, click ‘Save’ 
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Creating a new sidebar 

Follow the steps to create a brand new sidebar . 

1. Click ‘Create content’ on the left 

hand side of the Drupal 

administration screen, which greets 

you after login. 

2. Then select ‘Sidebar’ 

 

3. Complete the content entry screen 

for this new sidebar 

 

4. The sidebar image and URL fields 

are optional.  A sidebar image must 

be 220x120 pixels. 

 

 

 

This sidebar will now be available 

for placement on pages with 

sidebar auto-complete fields.  
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Creating a new faculty member 

Follow the steps to create a brand new faculty member . 

1. Click ‘Create content’ on the left hand 

side of the Drupal administration 

screen, which greets you after login. 

2. Then select ‘Faculty’ 

 

3. Complete the content entry screen for 

the new faculty member 

4. Only First and Last name are required. 

If you would like this faculty member’s 

name to link elsewhere and not have 

its own page on this site, enter an 

override URL in addition to first and 

last name.  Other than Last name and 

First name, all other fields are optional and will only display if 

populated with content.  
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An overview of best practices and troubleshooting 

���� Dos and Don’t 

���� Tips and Troubleshooting 

���� How and why to remove formatting? 

 

 

Overview 

Drupal tips and tricks and sources of additional troubleshooting to keep you site running smoothly. 

Don’ts 

1. Do not share the username/password for Drupal. This will allow others to log 

in and make any changes to the website.  If you need additional usernames 

for additional users within your organization, please contact the Web 

Development team at the Columbian College. 

2. Do not double click on the “publish” or “save” buttons.  Double clicking will 

prompt an error message and your changes may be lost. 

3. Do not upload an image without resizing and/or changing its resolution first 

so that it appropriately fits the desired area.  Failure to do so, i.e., using the 

resizing handle bars of an image, will result in longer page load times and will 

significantly demerit a visitor’s experience. 

4. Do not attempt to use other features of Drupal that you are not familiar with.  

This may result in errors on the website. Please inquire first. 

Chapter 4: 

Additional Help 
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Tips and Troubleshooting 

1. If you encounter a what seems to be a problem, an error, or 

something just is not behaving as expected, please review 

the following guidelines: 

• Make sure you are using the latest version of Firefox 

when editing your website with Drupal.  You can 

download Firefox for free online or update your 

browser for free by visiting the official Firefox 

website. 

• Make sure your operating system software (usually 

either Windows or Macintosh) is the current version.  

2. If you cannot see the changes you have made on the 

website, try refreshing/reloading the page. If that does not 

work, try clearing your browser’s cache, followed by 

restarting your browser if it still does not load. If none of 

these solutions work, edit the page again and remember to 

click the Submit or Apply button to apply the changes. 

• To clear your browser’s cache in Internet Explorer 8, 

go to Tools – Delete Browsing History, select 

Temporary Internet Files, and click on Delete. 

• For Internet Explorer 7 and below, go to Tools – 

Internet Options, select the General tab, click Delete 

under Browsing History, and click Delete Files in the 

Temporary Internet Files section. 

• For Firefox 3.5, go to Tools – Clear Recent History, 

select the Time range “Everything”, click on Details 

and select Cache, and click on Clear Now. 

• For Firefox 3.0 and below: go to Tools – Options, 

select the Privacy tab, click on Settings and select 

Cache, and click on Clear Now. 

• Alternatively, you can use the keyboard shortcut Ctrl 

+ F5. While holding down the Ctrl key, press the F5 

key. This will bypass the cache for the website you 

are currently on. 

3. If you continue to experience difficulties in updating your 

site, please contact Web Development at the Columbian 

College with a specific description of the situation. 
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How to strip formatting 

When copying and pasting into Drupal, formatting is often preserved from the 

source application.  This source formatting will cause multiple errors, and must 

be cleared before you can save your page in Drupal. 

Strip formatting from existing text 

1. In the WYSIWYG, highlight the text you wish to strip the formatting out of. 

2. Find and click on the “Strip Formatting” button. 

  

Strip formatting from new text 

1.  In the WYSIWYG, place your cursor 

where you want the new text to be 

inserted 

2. Find and click on the “Insert as Plain 

Text” button to turn the Past as Plain 

Text feature on 
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