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Part 1 | The Basics

1.1 Access to Drupal Platform

1.1.1 Login

1. Go to the site URL.
2. Add “/user” at the end of the URL to go to the login page.

@ @ (Ei Home | Drugal Platform Demor X +

< C @ demonstration5.aegir-dev2.ust.hkjuser

”

3. There are two methods to login, direct login click "LOG IN” and using “"CAS Login”.

|~ &
& THE HOMG KONG

m UMIVERSITY OF SCIEMCE
AND TECHMOLOGY

HEUST DRUPAL PLATFORM DEMONSTRATION E

Username

admin

Enter your Drupal Platform Demonstration - The Hong Kong University of
Science and Technology username.

Password
LEL LR

Enter the password that accompanies your username.

CAS LOGIN

1.1.2 Logout

”

1. Go to “admin”.
2. Click “Logout”.

E HKUST Drupal Platform E Manage * Shortcuts ‘l admin -I:l- Devel

\iew profile Edit profile

1.1.3 Reset Password

If you have forgotten your password, please refer to the guide in the link below.
https://itsc.ust.hk/services/general-it-services/user-account/forgot-password

Open Digital Delivered.
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1.2 Landing Page

A landing page acts as an entry point to the website or sections of the website. In order to create new
page, users are suggested to create new landing page.

1.2.1 Create New Landing Page (Demo Video 1)

1. Go to “HKUST Drupal Platform” - “Pages / Content” —» “Landing Pages”. Click “Add Landing Page”.

== HKUST Drupal Platform == Manage * Shortcuts l admin

Pages/Content Appearance Structure User accounts
Landing Pages > (Add Landing_Page _
Content Pages > Import
Webforms IcE ‘ HKUST DRUPAL PLATFO

2. Input the page name (Page Title) and URL alias#*! (Path), which will be shown after the domain
name and click “Submit”.

Pages/Content Appearance Structure User accounts

Add new Landing Page i
X

Home » Admin » Landing page » Add
Page Title *
Playground

Path *

/playground

Published

3. Landing page has been created and the page is redirected to Layout Builder. For details, please
go to 2.1 Introduction to Layout Builder.

® THE HONG KONG X
() unaversiry OF science HKUST DRUPAL PLATFORM DEMONSTRATION Q
AND TECHNOLOGY

NEWS EVENTS PEOPLE MULTIMEDIA FAQ EXAMPLE

Home > Node > 399 > Layout

+ Add o
laceholder for the "Links® field T
‘laceholder for the "Links" field

+ Add Blo
..............................................................................................................................................

+ Add

Open Digital Delivered.
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#1 What is URL Alias?

URL alias is the path of the link to direct visitors to the landing page that you create. Please be
reminded that the path should not include any space. After completion of creating landing page, the
path would be shown at the URL bar of that landing page.

For example, if user would like to create a new landing page "Message from Dean” under the existing
landing page, "About Us”, path of the new landing page should be under that of "About Us”, i.e.,
“/about-us/message-from-dean”.

o [ (T—, Me e from Dean | Drupa x =+

ag

:u_r;o—‘mm—:iou) e G

& C  (® Not Secure dcmonstration5.acgir—dcvz,ust.n@bcur_—m;_.-'-"':x:x

E HKUST Drupal Platform E Manage * Shorteuts 1 admin LF Devel
B Content | by Structure | 44 Appearance | Plge Extend | S Configuration | fg People | Iy Reports | @ Help

Information for =

® THE HOMNG KONG
T UNIVERSITY OF SCIEMCE ‘ HKUST DRUPAL PLATFORM DEMONSTRATION Q
AND TECHNOLOGY

ABOUTUS  NEWS EVENTS PEOPLE  MULTIMEDIA  FAQ EXAMPLE PLAYGROUND

Message from Dean

Home = About Us > Message from Dean

i ¢ Si J M
Privacy Sitemap Contact Us Follow HKUST on f in (8 (o

2
l\U_UJ H K U S T Copyright © The Hong Kong University of Science and Technology. All rights reserved.

1.2.2 Edit Landing Page#?

1. Go to the toolbar under the landing page.

Open Digital Delivered.
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2. Click “Edit” from the toolbar in right bottom corner.

E HKUST Drupal Platform E Manage * Shortcuts l admin ﬁ» Devel ¢ Edit

Pages/Content Appearance Structure User accounts Events Synchronisation Multimedia Configuration

People Synchronisation

~Q_ THE HONG KONG
llﬂ UNIVERSITY OF SCIENCE
AND TECHNOLOGY

HKUST DRUPAL PLATFORM DEMONSTRATION —

SUSTAINABILITY MISSION

Delete Layout Revisions Devel Clone Translate Export Overwrite

3. Click “Save” after editing the Page Title and Path.

L9 Back to site E HKUST Drupal Platform E Manage * Shortcuts

Pages/Content Appearance Structure User accounts Ev

People Synchronisation

Edit Landing Page 7~

Home » Administration » Landing Pages » Edit Landing Page

Page Title *

Home

Path *

Jhome

Published

Save

Remark
#2 Do not edit the paths of modules with dynamic content which are FAQ, Multimedia (Publication,

Video and Gallery), News, Event and People.

Open Digital Delivered.
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1.2.3 Disable Landing Page

1. Go to “HKUST Drupal Platform” - "Pages / Content” » “Content Pages”.

E HKUST Drupal Platform E Manage * Shortcuts

Pages/Content Appearance Structure

Landing Pages

>
(Content Pages 9 Add Content Page .
T

Webforms

_JE ‘ HKUST DRUPAL PLATFOI

Open Digital Delivered.
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2. Select “Landing Page” under “Content type” and click “Filter” to filter the Landing Page type
contents only.

Content 7

Content Scheduled Comments Feeds Files Media

Haome » Administration » Cantent

+ Add content

Title Content type Published status Language
(Landing Page v)| - Any - - | | - Any - -

(Filter) | Reset |

3. Select the landing page to be disabled. Select the Action “Unpublish content” and click “Apply to
selected items”.

Action
(Llnpuhlish content V_D

( Apply to selected items )

TITLE CONTENT TYPE AUTHOR STATUS UPDATED *  OPERATIONS
Home Landing Page admin Published 01/07/2019 - 16:44 | Edit - |

@ Practice Playground Landing Page admin Published 01/07/2019 - 15:23 | Edit - )

10
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Part 2 | Introduction to Layout Builder

2.1 Layout Builder*3

Layout Builder is the tool used to update page layout and content. The structure of a page as below.

Page

The view of Layout Builder is as below. Layout Builder could be redirected from Creating New Landing
Page. Another method to enter Layout Builder is to click “Layout” at the Drupal footer toolbar at right
bottom corner.

E HKUST Drupal Platform E Manage * Shortcuts 1 admin {} Devel
Pages/Content Appearance Structure User accounts Events Synchronisation
Multimedia Configuration People S5ynchronisation

SAVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

+ Add Section
Configure section
'DEMO TITLE 1 !
1 1
! . n 1
{Demo Body Description I
1 1
1 |
1 |
1 4+ Add Block |
i I
e A U g U R U -

4+ Add Section

View Edit Delete T Dewel Clone Translate Export Owerwrite

Each page can be built with sections and each sections can be built with blocks. For the guide to create
a landing page, please refer to 1.2.1 Create New Landing Page. You will learn how to create a section
and block in the parts below.

Remark
#3 Do not use Layout Builder to edit the sections and blocks of modules with dynamic content which are

FAQ, Multimedia(Publication, Video and Gallery), News, Event and People.

11
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2.2 Section

When we are creating a new section, it is required to choose a specific section layout . Here are some
common section layouts:

e Content Area - Full Width

e Content Area - Bounded

e Content Area - Two columns (50/50)

e Content Area - Three columns (33/33/33)

Section Layouts like "Content Area - Two columns” helps user to divide the section into two (or more)
blocks. However, using Section Layouts above limits user with the number of columns per section.
There is another method to put columns in the sections manually, which is to use the block “Columized
Static Content”. Refer to 3.8.3 Columnized Static Content for details.

We could also add styling to each section by assigning the section to different CSS Class.

2.2.1 Create New Section (Demo Video 1)

1. In the landing page where you would like to create new section, click “Add Section”.

E HKUST Drupal Platform E Manage P Shortcuts 1 admin L} Devel

Pages/Content Appearance Structure User accounts Events Synchronisation
Multimedia Configuration Peaple Synchronisation

& THE HOMG KOMG _
UNIVERSITY OF SCIENCE | HKUST DRUPAL PLATFORM DEMONSTRATION =

AMND TECHMOLOGY
SAVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

4+ Add Section

12
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2. Choose a section layout.

# Choose a layout

Content Area - Full width

Content Area - Bounded

# Configure section

Section C55 classes

Apply

SECTION wrapper.
Region CSS classes

Content

REGION

Add section

13
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4. A section has been added to the page. (Refer to 2.3 Block to add block to the section)
Click “Save Layout” to save the page.
|~ a
& THE HONG KONG

UINIVERSITY OF SCIENCE
AND TECHNOLOGY

HKUST DRUPAL PLATFORM DEMONSTRATION E

SAVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

2.2.2 Edit Section

It is not allowed to edit the layout once the section has been created. It is only allowed to edit the
styling i.e., CSS class of the section.

1. Click “Configure section”.

B THE HONG KOMNG _
UMIVERSITY OF SCIEMCE | HKUST DRUPAL PLATFORM DEMONSTRATION =

AMND TECHMOLDGY
S5AVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

TEXT TITLE

Configure section

ext Body

1
1
1
1
1
]
i
1
1
1

14
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2. Update the Section CSS classes and click “"Update”.

_I' Configure section

Section C55 classes

headingl

A

Region C55

Content

Apply
REGIOMN

2.2.3 Delete Section

1. Go to the section to be deleted and click the cross.

B THE HOMG KOMNG —_—
UMIVERSITY OF SCIEMCE HEUST DRUPAL PLATFORM DEMONSTRATION =

AMND TECHMOLDGY
SAVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

TEXT TITLE 3

ext Body

+ Add Block

T St T

r
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
|5

2. Confirm to delete the section by clicking "Remove”.

# Are you sure you wa...

This action cannot be undone.

Remowve

15
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2.3 Block

In HKUST Drupal Platform, user should only use the following 5 types of blocks. The other types are
not applicable.

e HKUST Core

HKUST Core - UI Elements

HKUST Core - UI Elements (Events)

HKUST Core - UI Elements (Multimedia)

HKUST Core - UI Elements (News)

And here are some common blocks:
e HKUST Core - Ul Elements —» Simple Text Block

e HKUST Core - Ul Elements — Simple Image Block

e HKUST Core - Ul Elements — Accordion

e HKUST Core - Ul Elements - Columnized Static Content
e HKUST Core - Ul Elements — Slideshow

e HKUST Core - Ul Elements — Tabbed Content Area

2.3.1 Create New Block (Demo Video 1)

1. In the section where you would like to create new block, click "Add Block".

E HKUST Drupal Platform E Manage Jf Shortcuts 1 admin L} Devel

Pages/Content Appearance Structure User accounts Events Synchronisation

Multimedia Configuration Peaple Synchronisation

16
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2. Select the block to be created. For example same as the demo video, we need to insert text. Go
to "HKUST Core - UI Element” and select “Simple Text Block” by right click to open a new tab.

# Choose a block

> Content

Core

CSFU FAQ Block

Custom

Devel

Forms

Help

HKUST-Main-Components
» HKUST Core

¥ HKUST Core - Ul Elements Open Link in New Tab
Open Link in New Window

Open Link in Incognito Window

Save Link As...
Copy Link Address
Copy
Search Google for “Simple Text Block”
» HKUST Core - Ul Elements Print...
(Events)
Inspect
» HKUST Core - Ul Elements
(Multimedia) Speech »
Services b

17
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3. Click “Add Block” after finishing editing.
= HKUST Drupal Platform = Manage ¢ Shortcuts § admin %} Devel

Pages/Content Appearance Structure User accounts Events Synchronisation

Multimedia Configuration People Synchronisation

Home » Hkust simple text
Block description
Simple Text Block

Title *

Text Title
¥ Display title

Header Color

—
Body
BT U x I =& = = = ey ey ME= Normal -
L] ol Source [
Text Body
body p
Text format | Full HTML - About text formats

Add Block

18
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4. Click “Save Layout” to save the block creation.

= HKUST Drupal Platform = Manage i Shortcuts § admin ¥ Devel

Pages/Content Appearance Structure User accounts Events Synchronisation

Multimedia Configuration People Synchronisation

B THE HOMG KOMG
URIVERSITY OF SCIEMCE
AND TECHNOLOGY

HEUST DRUPAL PLATFORM DEMONSTRATION E

SAVE LAYOUT CAMCEL LAYOUT REVERT TO DEFAULTS

Configure section TEXT TITLE

ext Body

e

5. A successful message “The layout override has been saved.” would appear.

" The layout override has been saved.

2.3.2 Edit Block

1. Go to the block to be edited. Click the pen and “Configure” by right click to open a new tab.

Home > Node > Practice Playground > Edit layout for Practice Playground

SAVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

4+ Add Section

i
1
TEXT TITLE 1%
Contigure Open Link in New Tab

Remove bloc/  Open Link in New Window
Open Link in Incognito Window

Save Link As...
Copy Link Address

Copy
g | Search Google for "Configure”

19
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2. After editing the block, click "Update” to save the update.

E HKUST Drupal Platform E Manage * Shortcuts 1 admin -ﬁ- Devel

Pages/Content Appearance Structure User accounts Events Synchronisation
Multimedia Configuration People Synchronisation
Title *

Sustainability Mission
Display title

Header Color

—

Body

B I &§UXx x. I, £ £ = E E | = = = =y B M = | styles - | Format -
) [o Source [d

HKUST will become a global leader in sustainability education by transforming the Clear Water Bay campus into a zero
carbon, zero waste, and net-positive environmental impact living laboratory for experiential learning, demonstrating
cutting-edge research and sustainable operations within a vibrant and engaged community. LINK

Link

Text format | Full HTML v About text formats

2.3.3 Delete Block

1. Select the block to be deleted, click the pen on right top corner of the block and click "Remove
block”.

B e PN KL —
UMIVERSITY OF SCIERMCE HEUST DRUPAL PLATFORK DEMONSTRATION —

AMD TECHMOLOGY
SAVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

+ Add Section

TEXT TITLE ‘

Canflgure

Ramaowve block

Text Body

20
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2. Confirm to delete the block by clicking "Remove”.

_I' Are you sure you wa...

This action cannot be undone.

Remowve

’

www.appnovation.com

2.4 Commonly-Used Mapping of Sections, CSS Classes and Blocks

Styling Description

Related Guide

Section

Section CSS
Class

Layout

Insert text in bounded | 2.2.1 Create Content Area | headingl HKUST Core - Ul Elements
section New Section - Bounded , Simple Text Block
Insert image (align 3.2 Image - Content Area | img-center- HKUST Core - Ul Elements
centre) in bounded Method B - Bounded important
section - Simple Image Block
Insert image (align 3.2 Image - Content Area HKUST Core - Ul Elements
left) in bounded Method B - Bounded
section - Simple Image Block
Insert slideshow in 3.3 Slideshow Content Area HKUST Core - Ul Elements
full-width section - Full Width

— Slideshow
Insert Latest News in | 3.7.2 Update Content Area | heading4-with4 | HKUST Core - News:

bounded section

Latest News
Block

- Bounded

Latest 4 News

Insert Latest Event in
bounded section

3.7.4 Update
Latest Event

Block

Content Area
- Bounded

heading4-with4

HKUST Core - Events:

Nearest 3 events

Insert Accordion
Module in bounded
section

3.8.1 Accordion

Module

Content Area
- Bounded

HKUST Core - Ul Elements

- Accordion

Insert Tab Module in 3.8.2 Tab Content Area HKUST Core - Ul Elements
bounded section Module - Bounded

- Tabbed Content Area
Create section with 3.8.3 Content Area | heading4-with4 | HKUST Core - Ul Elements
more than 1 column Columnized - Full Width

in full-width section

Static Content

- Columnized Static

Content

Create section with

3.8.3

Content Area

heading4-with4

HKUST Core - Ul Elements

Open Digital Delivered.
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more than 1 column Columnized - Bounded - Columnized Static
in bounded section Static Content
- Content
Insert section break in | 3.8.4 Section Content Area | section-break
full-width section Break - Full Width
Insert section break in | 3.8.4 Section Content Area | section-break
bounded section Break - Bounded

22
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Part 3 | Common Content Update

3.1

Text

3.1.1 Text Editing Format

Prerequisite:
Create a section with layout and CSS class and block stated below.
(Refer to 2.2 Section and 2.3 Block to create section and block)

Section Layout Section CSS Class
Content Area - Bounded headingl HKUST Core - Ul Elements - Simple Text Block
1. Go to the block to be edited. Click the pen and “Configure” by right click to open a new tab.

2.

Home > Node > Practice Playground > Edit layout for Practice Playground

SAVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

’ TEXT TITLE |

1 L

1 )

] Configure pen Link in New Tab

! Remove bloc  Open Link in New Window
Open Link in Incognito Window

Save Link As...
Copy Link Address

Copy
gy | Search Google for “Configure”

Go to "Body” and update body text with the tools below.

Tool Icon Body Text Formatting Description

B I &5 U % % Bold, Italic, Strikethrough, Underline, Superscript, Subscript

e |
[
[l
Il

Remove Format, Align Left, Align Centre, Align Right

1]
inn

1= Bulleted List, Numbered List

— Insert Horizontal Line

Format - Text Format:
Use only "Normal”, “"Heading 2”, “"Heading 3" or “"Heading 4" here only as
used for Title

23
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3.1.2 Hyperlink

Prerequisite:
Create a section with layout and CSS class and block stated below.
(Refer to 2.2 Section and 2.3 Block to create section and block)

Section Layout Section CSS Class

Content Area - Bounded headingl HKUST Core - Ul Elements — Simple Text Block

1. Go to the block to be edited. Click the pen and “Configure” by right click to open a new tab.

Home > Node > Practice Playground > Edit layout for Practice Playground

SAVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

TEXT TITLE —!
Configure Open Link in New Tab

Remove bloc  Open Link in New Window
Open Link in Incognito Window

Save Link As...
Copy Link Address

Copy
Search Google for "Configure”

2. Go to “"Body” and click the circled icon to insert hyperlink.

@ == L I

B I & U x x| I, =

3. Insert the link in the field “Link” and click “Save”.

Link

Start typing to find content or paste a URL.

Open IMCE file browser

“ 1 Open in new window

Save

24
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Link to External and Internal Websites

For links to external websites, insert the full URL starting with “http://"” or “https://". For
example, if the link is to be redirected to google.com, the link “https://www.google.com/”
should be inserted. For links to internal pages, it is not required to insert the domain. For
example, in the site "http://demonstration5.aeqgir-dev2.ust.hk/”, if the link is to be redirected to
News “http://demonstration5.aegir-dev2.ust.hk/news”, only the link “/news” should be inserted.

Link to Images

The image to be embedded should be uploaded to web server before creating link. (Refer to 3.2
Image - Upload Image to Web Server) For links to image, click "*Open IMCE file browser” and
select image from File Manager on the web server.

Open in Same Tab and New Tab
The link redirected will be opened in the same window, same tab. If you would like the link to
be opened in a new tab, check “"Open in new window".

4. For link to image, go to Body and click "Source”. Remove the file name before “/files”. Click
“Update” and save the layout of the page.

<o classz="text=align=justify">Text Boc "feites/demonstration5.aegir=

devi.ust.hk/files/dummy=image O

Text format | Full HTML v About text formats

3.1.3 Table

Prerequisite:
Create a section with layout and CSS class and block stated below.
(Refer to 2.2 Section and 2.3 Block to create section and block)

Section Layout Section CSS Class
Content Area - headingl HKUST Core - Ul Elements - Simple Text Block
Bounded

25
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1. Go to the block to be edited. Click the pen and “Configure” by right click to open a new tab.

Home > Node > Practice Playground > Edit layout for Practice Playground

SAVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

TEXT TITLE I
Configure Open Link in New Tab

Remove bloc/  Open Link in New Window
Open Link in Incognito Window

Save Link As...
Copy Link Address

Copy
D e T e T Search Google for “Configure”

Go to “"Body” and click the circled icon to insert table.
B I S Ux x| I = = = = = EZ Normal - | & [a Sou

Update the Table Properties like “"Rows”, "Columns” and “Alignment”. Choose “First Row” for
Headers.

Table Properties

Table Properties Advanced

Rows Width
3 500
Columns Height
2— =
Headers Cell spacing
First Row A 1
Border size Cell padding
1 1
Alignment

<not set> »

26
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4. Uncheck “Display title” to hide the title of the table. Click "Source” and update the first row
about table border with the codes below.

<table border="1" cellpadding="1" cellspacing="0" class="tablesaw tablesaw-
stack" data-tablesaw-mode="stack">

To edit the table property, select the table and right click to select Table Property and edit the
height, width. Do not drag the table width.

5. Click "Update” and save the layout of the page.

3.1.4 Youtube Video

1. Go to youtube video link and click "SHARE”".
2. Click "“Embed”.

Embed Facebook Twitter Google+ Blogger reddit

https://youtu.be/GarxKxT6TmE COPY

[:] Start at

3. Copy the code.
Embed Video bt

<iframe width="560" height="315"
src="https://www.youtube.com/embed/

GarxKxT6TmE" frameborder="0"
allow="accelerometer; autoplay;

encrypted-media; gyroscope;
picture-in-picture”

allowfullscreen></iframe>

D Start at

EMBED OPTIONS

Show player controls.

D Enable privacy-enhanced mode. (7)
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4. Go to the block where the YouTube video would be added. Click the pen and “Configure” by
right click to open a new tab.

Home > Node > Practice Playground > Edit layout for Practice Playground

SAVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

-]
m
-
=
-]
m

Configure Open Link in New Tab

Remove blocl  Open Link in New Window
Open Link in Incognito Window

i Save Link As...
i Copy Link Address
i + Add Block
' Copy
L e Search Google for “"Configure”
5. Go to “"Body” and click “Source”. Paste the codes to the body.
Block description
Simple Text Block
Title *
Text Title
Display title
Header Color
—
Body
<p class="text-align-justify">Text Body&nbs href="/files/dummy-image 0 2.png">Text Bod

6. Click "Update” and save the layout of the page.

3.2 Image

Image can be inserted in Simple Text Block (along with other texts) and Simple Image Block.

Method A - To Embed Image in Simple Text Block

Upload Image to Web Server
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1. Go to “HKUST Drupal Platform” — “Pages / Content” — “Content Pages”.

@ Home = HKUST Drupal Platform

Pages (Content

Appearance 51
Landing Pages )[
(Content Pages 9 Add Content Pag
- .
Webforms led Commer

2. Click “Files” and “Add File”.

— —
@ Home = HKUST Drupal Platform = Manage Y Shortcuwts % admin  £F Devel
Pages/Content Appearance Structure User accounts Events Synchronisation Multimedia Configuration

People Synchronisation

FIles o7

Content Scheduled Comments Feeds Media

Home » Administration » Content » Files

+ Add file

3. Click “Choose file” to choose image from local path. Remember to rename the local file name
before uploading. Click “"Next".

Add file 7

File Archive

Home » Add file

Upload a new file *
Choose file Mo file chosen

20 ME limit.
Allowed types: jpg jpeg gif png txt doc docx xls xlsx pc
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4. Choose the Destination, “Public local file served by the webserver”.

Add file 77

J File | Archive

Home » Add file

Destination *

® Public local files served by the webserver.

) Private local files served by Drupal.
./. - .“'.

5. CI_ick “Sa_ve”.

J File | Archive

Home » Add file

Filename

Sample_Screenshot.png
Mame of the file with no path components.

User ID
admin (1)

The user 1D of the file.

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.

URL alias

Specify an alternative path by which this data can be accessed. For example, type “/about" when writing an about page.

Y
| Previous | Save

6. A message “Image XXX was uploaded.” would appear.

' Image Sample_Screenshot.png was uploaded.

Embed Image in Simple Text Block
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7. Go to the Simple Text Block where the image would be added. Click the pen and “Configure” by
right click to open a new tab.

Home > Node > Practice Playground > Edit layout for Practice Playground

SAVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

-]
m
-
=
-]
m

Configure Open Link in New Tab

Remove blocl  Open Link in New Window
Open Link in Incognito Window

Save Link As...
Copy Link Address

+ Add Block
Copy
L e et Search Google for "Configure”

8. Go to “"Body” and click the circled icon to embed image
@ e € = = (v W M@ = Normal - | =0 @Source

9. In File Manager, double-click to select the image to be embedded.

[ JoN ] File manager | Drupal Platform Demonstration - The Hong Kong University of Science and Technology

B I § U X x, I, = =

@ Not Secure | demonstration5.aegir-dev2.ust.hk/imce?sendto=CKEDITOR.imce.sendto&type=image&ck_id=edit-settings-content-value ©]

£ Refresh New folder X Upload T[[J Delete [adResize & Select

= [ public:// Namet Size  Width Height Date
= [ 2018-09 B menu_icons JULE-1U-US
& W 2018-10 B multimedia 2018-11-23
2018-11
e B people 2018-12-24
= W 2018-12
= [ 2019-01 Ba php 2019-01-07
& Il css B pictures 2018-11-21
© I ctools B slideshow_images 2019-01-09
[ [l events
= [l hkust | I styles 2019-01-07
= [l hkust_theme_configs Bm tmp 2018-09-18
= [l imagecache B translations 2019-01-07
# images
-, ages (a3 Al Brain.jpg 128.3 KB 819 461 2019-01-07
[ [l inline-images
= s [ad) AlBrain.jpg 128.3 KB 819 461 2019-01-09
1 [l languages [ dummy-image_0_2.png 304 KB 910 510 2018-11-12
library-definiti
= [ library-definitions (@ Sample_Screenshot.png 23.8KB 317 271 2019-01-09)
@ [ locations

I media-icans 31 items (584.4 KB)

10. Click “Source” and remove the file name before “/files”.

[# source

s="text-a

mple S

"y

11. Click “"Update” and save the layout of the page.
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Method B - To Insert Image Block Directly

Prerequisite:
Create a section with layout and CSS class and block stated below.

(Refer to 2.2 Section and 2.3 Block to create section and block)

Section Layout Section CSS Class
Content Area - Bounded HKUST Core - Ul Elements - Simple Image Block
Content Area - Bounded img-center-important HKUST Core - Ul Elements — Simple Image Block

For images to be aligned left, it is not required to input Section CSS Class. For images to be aligned

centre, “img-center-important” should be selected for Section CSS Class.
1. Go to the block to be edited. Click the pen and “Configure” by right click to open a new tab.

SAVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

SINGLE IMAGE BLOCK :

1 i
Configure ( Open Link in New Tab
Remove bl  Open Link in New Window
Open Link in Incognito Window

4+ Add Block

2. Uncheck “Display title” to hide the title of the image. Click “Choose file” to choose image from
local path. If necessary, input link which will be redirected from the image. Then click “Add

Block” and save the layout of the page.
W
Home = Hkust single image block

Block description
Single Image Block

Title *

Single Image Block

" Display title
Image Style *
Original
To adjust resolution/display options of the image

Image
(CI'.ans-: file | No file chosen )

Link

Add Block
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3.3 Slideshow
Slideshow is a block to be put under a section on a landing page. Instructions below demonstrate the
specific guide to create a slideshow.

1. Create a section with layout and CSS class and block stated below
(Refer to 2.3 Block to create, edit and delete a block)

Section Layout Section CSS Class

Content Area - Full Width HKUST Core - Ul Elements - Slideshow
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2. Input the field listed below in Block Description

No. Field Name Field Nature Remark
Title of the slideshow. If title is not required
1 | Title Mandatory to be shown, uncheck “Display title”
2 | Slider mode Mandatory Default slide mode is Multiple Mode
3 | Autoplay speed Optional Default speed is 4000
4 | Slide to Show Mandatory Default number of slide to show at a time is 2
5 | Slide to scroll Mandatory Default number of slide to scroll at a time is 1
6 | Description Position Mandatory Default description position is Hidden
Choose “home_banner” as Image Style for
7 | Image Style Mandatory slideshow
Click “Choose file” to upload image. Click
8 | Image Optional “Add one more” to add new images
Input link to the image. You could choose to
9 | Link Optional open in current window or new window
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3.4 FAQ

3.4.1 FAQ Category

3.4.1.1 Create New FAQ Category

1. Go to “Manage” - “Structure” - “Taxonomy”

) Back tosite — HKUST Drupal Platform == Manage ¢ Shortcuts

b Structure

Block layout

“ Content f:ﬁ Appearance ﬁ-o Extend ‘K Configuratioi

Structu
Comment types
Home » Ad .
e AS T Contact forms
Block | Content types
Configu your site’s sidebars and other regions.
Display modes >
Commi
i Entitygueues
Manage frments.
Feed types >
Contac
Create 3 File types
Media types
Conten
Create @ pranus play settings for your content

Display Paragraph types
Confige our content and forms.
Taxonomy

2. Go to “"FAQ Category” and click “List terms”

Taxonomy 77

Home » Admin » Structure » Taxonomy

Taxonomy is for categorizing content. Terms are grouped into vocabularies. For example, a vocabulary called "Fruit" would contain the terms "Apple” and "Banana".

+ Add vocabulary

VOCABULARY NAME DESCRIPTION OPERATIONS

4 Document Type The type of document List terms -
4 Event Categories List terms | v
<+ Event Organizers List terms |«
“ Event Tags List terms | v

+ FAQ Category

3. Click “Add term”
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G Back to site E HKUST Drupal Platform E Manage * Shortcuts Examples _!_ admin -ﬁ- Devel

Pages/Content Appearance People Structure Events Synchronisation

FAQ Category 77
List Edit Manage fields Manage form display Manage display

Home » Admin » Structure » Taxonomy » Fag category » Overview

You can reorganize the terms in FAQ Category using their drag-and-drop handles, and group terms under a parent term by sliding

+ Add term

4. Input the name of FAQ category and save
Remark: You may just leave the rest of the optional fields blank

Add term ':-:'

Home » Admin » Structure » Taxonomy » Fag category » Add

Name *

[ Triall

Description

B I = = 2|y | Format - | [ Sourca &
Text format | Basic HTML -
» RELATIONS

URL alias

Specify an alternative path by which this data can be accessed. For example, type "fabout” when writing an about page.

5. A successful message “Created new term XXX.” would appear

I v Created new term Trial
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6. (Optional) You could go back to the page “"Taxonomy” to add more FAQ Categories and repeat

step 3-5
Add term -

Home » Admin » Structure Fag category » Add

v Created new term Trial.

3.4.1.2 Edit Existing FAQ Category

1. Go to “Manage” - “Structure” - “Taxonomy”.

() Backtosite — HKUST Drupal Platform

oh Structure

Block layout

Y Shortcuts

kB Content 'ff\ Appearance ﬁ-. Extend ‘k Configuration

Structu
Comment types
Hormie » Ad -
" " Contaer forms
Block | Content types
C'.lrl|"'_.1. your sile s sidebars dna ather regions.
Display modes >
Commi
; Entitygueues
I dnage nments.
Feed types >
Contac
Create 3 File types
Media types
Conten

Create 8 pronus play settings for your content

Display FParagraph types
Canfigy your content and forms.
laxonomy

2. Go to "FAQ Category” and click “List terms”.

Open Digital Delivered.
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Taxonomy iy

Home » Admin » Structure » Taxonomy

Taxonomy is for categorizing content. Terms are grouped into vocabularies. For example, a vocabulary called "Fruit" would contain the terms "Apple” and "Banana”.

+ Add vocabulary

VOCABULARY NAME DESCRIPTION OPERATIONS

4 Document Type The type of document ' List terms = )
Event Categories - List terms v: )
Event Organizers ' Listterms |~ )
Event Tags [’ List terms = )

3. Select the FAQ Category to be edited and click “Edit”.

o+ &

%+

FAQ Category ¢

List Edit Manage fields Manage form display Manage display

Home » Administration » Structure » Taxonomy » Edit FAQ Category » FAQ Category

You can reorganize the terms in FAQ Category using their drag-and-drop handles, and group terms u
parent.

+ Add term

NAME OPERATIONS

4+ Admission
4+ Deferral Edit

4 Hall Fee Edit

1

& Others Edit
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4. After editing the content, click “Save”.

Edit term ¢

View Edit Devel Clone

Home » Admission » Edit term

MName *

| Admission |

Description

B J] = & _—_|:; = E|Furmat - [ Souce Ed

Text format | Basic HTML v About text forr

» RELATIONS

URL alias

Specify an alternative path by which this data can be accessed. For example, type "/about" when writing an about page.

Delete
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3.4.1.3 Delete FAQ Category
1. Go to “Manage” - “Structure” - “Taxonomy”.

Q) Backtosite — HKUST Drupal Platform = Manage ¢ Shortcuts

oh Structure

Block layout

4

kB Content 4, Appearance ﬁ-. Extend ‘k Configuration

Structu
Comment types
Home » Ad -
e " Contact farms
Block | Content types
Configu your site’s sidebars and other regions.
Display modes >
Commi
; Entitygueues
Manage nments.
Feed types >
Contac
Create 3 File types
Media types
Conten

Create 8 panus play settings for your content

Display FParagraph types
L-.""I..r"." our content and forms.
I axanomy

2. Go to “"FAQ Category” and click “List terms”.

Taxonomy i

Home » Admin » Structure » Taxonomy

Taxonomy is for categorizing content. Terms are grouped into vocabularies. For example, a vocabulary called "Fruit" would contain the terms "Apple” and "Banana".

+ Add vocabulary

VOCABULARY NAME DESCRIPTION OPERATIONS

4 Document Type The type of document List terms -
4 Event Categories List terms | =
 Event Organizers List terms -
“ Event Tags List terms |~
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3. Select the FAQ Category to be deleted and click “Delete”.
FAQ Category -

List Edit Manage fields Manage form display Manage display

Home » Admin » Structure » Taxonomy » Faq category » Overview

You can reorganize the terms in FAQ Category using their drag-and-drop handles, and group terms under a parent term by

parent.
+Add term
NAME OPERATIONS
+}+ After submission of application Edit v
“+ Applying job online Edit -
+ Cetting started Edit -
f Trial Edit -

Clone

Devel
m Reset to alphabetical

3.4.2 FAQ Type Content

3.4.2.1 Create New Set of Q&A
1. Go to “HKUST Drupal Platform” -~ "Pages/Content” - “Content Pages” -~ “Add Content Page” and create a

new set of Q&A .

E HKUST Drupal Platform E LUELET T * Shortcuts __l admin -ﬁ- Devel

Pages/Content Appearance Structure User accounts Events Synchronisation
‘ Landing Pages >
Content Pages > (Ad(l Content Page )

eborme e[ HKUST DRUPAL PLATFORM DEMONSTRATIC
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2. Click “FAQ".

E HKUST Drupal Platform E Manage * Shortcuts 1 admin -ﬁ- Devel

Pages/Content Appearance Structure User accounts Events Synchronisation

Add content 57

Home » Node » Add content

Article

Use articles for time-sensitive content like news, press releases or blog posts.

Document Library

Use Document Library to create a document library for users to download files
Events
External Media

CI—

Landing Page

Multimedia - Annual Report

3. Input question under “Title”, answer under “Body"” and specific FAQ category added in 2.7.1.1.
Click “Save”.

Create FAQ 7~

Home » Add » Fag

Title * 2
Last saved: Not saved yer
- ! - P 5 es
May | still apply by post, email or fax using the hardcopy application form? Question Author: admin
Body (Edit summary) Revision log message
B I |e= = = | 99 Ed| Nomal - | [0 Souree [d Answer
The mode of application may vary by job categories. For job openings that call for online application, we e

strongly encourage you to submit an online job application through the HKUST Careers website. Brieflydescibelthelchanges)youlhavelmades

» MENU SETTINGS

» URL ALIAS
@ » AUTHORING INFORMATION
body p » PROMOTION OPTIONS
Text format | Basic HTML v About text formats
FAQ Category
| Getting started (384)| FAQ category (autocomplete form)
Published

Save Preview

4. A successful message “"FAQ XXX has been created” would appear.

v FAQ May | still apply by post, email or fax using the hardcopy application form? has been created.
5. Go to the FAQ page of designated website “xxx.ust.hk/FAQ" to see whether the new set of Q&A
is correctly displayed.
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3.4.2.2 Edit Existing Set of Q&A
1. Go to “HKUST Drupal Platform” -~ "Pages/Content” - “Content Pages”.

E HKUST Drupal Platform E Manage * Shortcuts 1 admin -]:I- Devel

Pages/Content Appearance Structure User accounts Events Syne
Landing Pages >
(Content Fages 9 Add Content Page

Webforms ICE ‘ HKUST DRUPAL PLATFORM DEMOI

2. Select “FAQ"” under “Content type” and click “Filter” to filter the FAQ type contents only.
Find the target set of Q&A and click “Edit".

(3 Back to site E HKUST Drupal Platform E Manage * Shortcuts 1 admin -ﬁ- Devel
Pages /Content Appearance Structure User accounts Events Synchronisation Multimedia Configuration

People Synchronisation

Content i

Content Scheduled Comments Feeds Files Media

Home » Administration » Content

+ Add content

Title Content type Published status Language

@ v) | - Any - v|[ - Any - =

Action

Delete content v

Apply to selected items

CONTENT

TITLE T AUTHOR STATUS UPDATED * OPERATIONS
) ) i ) ) 11/20/2018 -
How to login and view my charge statement? FAQ admin Published 18:11
| have already paid the Hall fee, why is the hall fee still listed as ) . . 10/12/2018 "
R FAQ admin Published Edit -
outstanding in 5157 - 16:47
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3. After editing the content, click “Save”.

Edit FAQ How to login and view my charge statement? ¢

View Edit Delete Revisions Deve Clone
Home » Node » How to login and view my charge statement? » Edit
Title * i
Published
How to login and view my charge statement? Last saved: 11/20/2018 - 1
Body (Edit summary) Author: admin
BISUGQXHx|L[z|lz == ew sz Elv@ms Normal - | &) [ Souce & i L R

Revision log message

My.ust.hk > SIS

Heading Briely describe the changes v

/

» MENU SETTINGS

» URL ALIAS

» AUTHORING INFORMATIC

» PROMOTION OPTIONS

body p

Text format | Full HTML ¥ About text formats

FAQ Category
Hall Fee (34)

4. A successful message “"FAQ XXX has been updated.” would appear.

v FAQ How to login and view my charge statement? has been updated.

5. Go to the FAQ page of designated website “xxx.ust.hk/FAQ" to see whether the set of Q&A is
updated.

3.4.2.3 Delete Set of Q&A
1. Go to “HKUST Drupal Platform” - "Pages/Content” » “Content Pages”.

E HKUST Drupal Platform E Manage * Shortcuts 1 admin -]:ﬁ- Devel

Pages/Content Appearance Structure User accounts Events Syne
(Content Fages } Add Content Page

Webforms

ICE ‘ HKUST DRUPAL PLATFORM DEMOI
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2. Select "FAQ" under “Content type” and click “Filter” to filter the FAQ type contents only. Find
the target set of Q&A and click “"Delete”.

Content iy

‘ Content ‘ Scheduled Comments Feeds Files Media

Home » Administration » Contant

+ Add content

Title Content type Published status Language
(| FaQ v|) - Any - v| |- Any - =
( Filter ) ( Reset )
Action
Delete content v

(" Apply to selected items |

O TITLE $$:JENT AUTHOR STATUS UPDATED + OPERATIONS
01/03/2019 - ——— T
]  How to login and view my charge statement? FAQ admin Fublishad 21:31
0170372019 -
) How to login and view my charge statement? FAQ admin Fublished 21:38

3. Click “Delete”.

Are you sure you want to delete the content How to login and view my charge stateme
o

b=l

View Edit ‘ Delete Dewvel Clone

Home » Node » How to login and view my charge statement? » Delete

This action cannot be undone.

4. A successful message “"FAQ XXX has been updated” would appear.

w" The FAQ How to login and view my charge statement? has been deletad.
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3.6 Multimedia

3.6.1 Publication

3.6.1.1 Create New Publication
1. Go to “HKUST Drupal Platform” -~ "Pages/Content” - “Content Pages” - “Add Content Page”.

E HKUST Drupal Platform E Manage * Shortcuts 1 admin -ﬁ- Devel

Pages/Content Appearance Structure User accounts Events Synchronisation
Content Pages > (decl Content Page )
I ice ‘ HKUST DRUPAL PLATFORM DEMONSTRATIO

2. Select "Multimedia - Publication”.

E HKUST Drupal Platform = Manage ¢ Shortc

Pages/Content Appearance Structure

Multimedia - Annual Report
Multimedia - eCard
Multimedia - Gallery
Multimedia - HKUST Genesis

( Multimedia - Publication )

Multimedia - Video

News

3. Input the field listed below, check “Published” and click “Save”.
No.‘ Field Name

Field Nature Remark

1 | Title Mandatory This is the Title of the Publication.
Click “Choose file” to upload the image. The
2 | Thumbnail Mandatory optimum image size of Thumbnail is 300 X 186.
In case that Thumbnail does not work, Alternative
3 | Alternative text Optional text will be shown.
4 | Language Optional Default language is English.

Title Link and File are mutually exclusive. If Title
Link has been inserted, no File should be
5 | Title Link Optional uploaded.

6 | Description Optional This is the Description of the Publication.
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Title Link and File are mutually exclusive.
If File has been uploaded, no Title Link should be

7 | File Optional inserted.
This is another link shown below the publication,
8 | Other links - URL Optional for purpose like “More Details”.
Other links - Link
9 | text Optional This is the text shown for the link input in field #8.

Below is a sample Publication for reference.

@ rublication Title
eDescription of Publication
Legend:

Q More Details © Field Number

4. A successful message “Multimedia - Publication XXX has been created.” would appear.

I " Multimedia - Publication Publication Title has been created.

3.6.1.2 Edit Existing Publication
1. Go to “HKUST Drupal Platform” - "Pages/Content” » “Content Pages”.

— —
== HKUST Drupal Platform == Manage W Shortcuts 1 admin

Pages/Content Appearance Structure User accounts Events Synchronisation
Landing Pages > People Synchronisation
( Content Pages 9 Add Content Page
Webforms
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2. Select “"Multimedia - Publication” under “Content type” and click “Filter” to filter the Publication
type contents only. Find the target publication and click “Edit".

Content 7
Content Scheduled Comments Feeds Files Media

Home » Administration » Content

Title Content type Published status Language
Multimedia - Publication || - Any - v || - Any - -
Reset
Action
Delete content v

Apply to selected items

TITLE CONTENT TYPE AUTHOR STATUS UPDATED *  OPERATIONS
lest Publication - Cloned Multimedia - Publication admin Published 01/10/2019 - 18:35
Publication Title Multimedia - Publication admin Published 01/10/2019 - 18:34 Edit -

3. Check “Published” and click “Save” to save the updates.

4. A message “Multimedia - Publication XXX has been updated.” would appear.

" Multimedia - Publication Test Publication - Cloned has been updated.

3.6.1.3 Disable Publication
1. Go to “HKUST Drupal Platform” - "Pages / Content” —» “Content Pages”.

E HKUST Drupal Platform E Manage * Shortcuts
Pages/Content Appearance Structure
Landing Pages

>
(Content Pages 9 Add Content Page .

Webforms

_§E ‘ HKUST DRUFAL FLATFOF
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2. Select "Multimedia - Publication” under “Content type” and click “Filter” to filter the Publication

type contents only.
Content 77

J Content ‘ Scheduled Comments Feeds Files Media

Home » Administration » Content

+ Add content

Title ﬁontent type \"uhlished status Language
\,LMuItimeclia - Publication v H - Any - v | | - Any -

( Filter ) Reset

3. Select the publication to be disabled. Select the Action “Unpublish content” and click “"Apply to
selected items”

ction
Unpublish content -

( Apply to selected items )

O TITLE CONTENT TYPE AUTHOR STATUS UPDATED * OPERATIONS

@ Test Publication - Cloned Multimedia - Publication admin Published 01/10/2019 - 18:35 {. Edit v-}
[ Publication Title Multimedia - Publication admin Published 01/10/2019 - 18:34 {. Edit v-:'

4. A message “Unpublish content was applied to X item(s).” would appear.

w" Unpublish content was applied to 1 item.
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3.6.2 Video

3.6.2.1

Create New Video
Define New Video Category (Step 1-5)#4

1. Go to “Manage” - “Structure” - “Taxonomy”.

) Back to site

I Content

Structu

Home » Adr

3 Back to site

Block |

Canfigu

Commui

Manage

Contac

Create a

Conten

T
Lredie a

Display

I'I'l- Structure

= HKUST Drupal Platform

Block layout

Comment types

Contact forms

Content types

Display modes

LAtitygueues

Feed types

File types

Media types

Menus

Paragraph types

ﬁ-o Extend

Y Shortcuts

‘K Configuration

FOour iie s S1aeiars: anc ather reglons.

>

nments.

play settings for your content

Canfigu
Taxanomy

2. Go to “Video Category” and click “List terms”.

Pages/Content

+

+

FAQ Category

News Category

News Tags

News Type

News Year

People

Publisher

rags

Video Category

Year

)\ content and forms.

E HKUST Drupal Platform

Appearance Structure

E Manage * Shortcuts 1 admin -ﬁ- Devel

User accounts Events Synchronisation

Use tags to group articles on similar topics into categories

Open Digital Delivered.
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People Synchronisation

List terms

List terms

List terms

List terms

List terms

List terms

List terms

List terms

List terms
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3. Click “Add term” to add a new Video Category.

(® Back to site E HKUST Drupal Platform E Manage * Shortcuts 1 admin -ﬁ- Devel

Pages/Content Appearance Structure User accounts Events Synchronisation Multir

Video Category

List Edit Manage fields Manage form display Manage display

Home » Administration » Structure » Taxonomy » Edit Video Category » Video Category

You can rearganize the terms in Video Category using their drag-and-drop handles, and group terms under a parent term

+ Add term

4. Create and save a new Video Category.
Add term
Home » Administration » Structure = Taxenomy » Edit Wdeo Category » Add term

Mame*

Sample Video Term
Description

B I = x IS = 9y M| Format - 9 Sowce K

Text format | Basic HTML hd

Language
English hd

The term language code

» RELATIONS

URL alias

Specify an alternative path by which this data can be accessed. For example, type " fabout” when writing an about page

Open Digital Delivered.

www.appnovation.com

51



A P P N 0 V:‘T | O N www.appnovation.com

5. A message “Created new item XXX.” would appear.

+w" Created new term Sample Video Term.

Create New Content (Step 6-9)
6. Go to “HKUST Drupal Platform” - "Pages/Content” - “Content Pages” — “Add Content Page”.

E HKUST Drupal Platform E Manage * Shortcuts 1 admin -ﬁ- Devel

Pages/Content Appearance Structure User accounts Events Synchronisation
Content Pages > (#‘\d(l Content Page )
I IcE ‘ HKUST DRUPAL PLATFORM DEMONSTRATIO

7. Select “Multimedia - Video”.

E HKUST Drupal Platform E Manage * Shortcuts 1 admin -ﬁ- Devel

Pages/Content Appearance Structure User accounts Events Synchronis

Multimedia - eCard
Multimedia - Gallery
Multimedia - HKUST Genesis
Multimedia - Publication

( Multimedia - Vidco)

News

8. Input the field listed below, check “Published” and click “Save”.

No. ‘ Field Name Field Nature Remark
1 Video Category Mandatory This is the Video Category defined in Step 1-5.
2 Language Optional Default language is English.

Click “Choose file” to upload the image. The
3 | Thumbnail Mandatory optimum image size of Thumbnail is 300 X 186.

In case that Thumbnail does not work,
4 | Alternative text Optional Alternative text will be shown

URL: The URL should be a YouTube link. In case
the video has not been posted on YouTube, the
video should be to YouTube before posting the
URL.

Link text: This is the text shown for the Video

5 | Video Link Mandatory Link under Thumbnail.
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URL: The URL should be a Youku link. In case
the video has not been posted on Youku, the
video should be to Youku before posting the URL.
Link text: This is the text shown for the Youku

6 | Youku Link Optional Link under Thumbnail.

URL: The URL is the video link on other servers
than YouTube and Youku.

Link text: This is the text shown for the External
7 External Link Optional Link under Thumbnail.

9. A successful message “Multimedia - Video XXX has been created.” would appear.
Multimedia - Video Saomple Video has been created.
Remark
#4 Step 1-5 can be skipped if the video can be defined with existing Video Category.

3.6.2.2 Edit Existing Video
1. Go to “HKUST Drupal Platform” -~ "Pages/Content” - “Content Pages”.

E HKUST Drupal Platform E Manage * Shortcuts 1 admin 'I:I' Devel

Pages /Content Appearance Structure User accounts Events Synchronisation
Landing Pages > People Synchronisation
( Content Pages 9 Add Content Page
Webforms
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2. Select “"Multimedia - Video” under “Content type” and click “Filter” to filter the Video type
contents only. Find the target video and click “Edit”.

Content i

Content Scheduled Comments Feeds Files Media

Home » Administration » Content

Title _ontent type ublished status
Multimedia - Video v/ - Any - A

Language
- Any - v

Reset

Action

Delete content v

Apply to selected items

TITLE CONTENT TYPE AUTHOR STATUS UPDATED * OPERATIONS
Sample Video Multimedia - Video admin Published 01/10/2019 - 19:00
HKUST Corporate Video Multimedia - Video admin Published 12/17/2018 - 10:50 Edit -

3. Check “Published” and click “Save” to save the updates.
4. A message “Multimedia - Video XXX has been updated.” would appear.

' Multimedia - Video 5ample Video has been updated.

3.6.2.3 Disable Video
1. Go to “HKUST Drupal Platform” - "Pages / Content” —» “Content Pages”.

E HKUST Drupal Platform E Manage * Shortcuts 1 admin 'I:I' Devel

Pages/Content Appearance Structure User accounts Events Synchronisation
Landing Pages > People Synchronisation
( Content Pages 9 Add Content Page -
Webforms
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2. Select "Multimedia - Video” under “Content type” and click “Filter” to filter the Video type
contents only.

Content 77

Content Scheduled Comments Feeds Files Media

Home » Administration » Content

Title _ontent type ublished status
Multimedia - Video v /| - Any - v

Language

- Any - v

Reset

3. Select the video to be disabled. Select the Action “Unpublish content” and click “Apply to
selected items”.

Action
(_Unpublish content v)

( Apply to selected items _)

TITLE CONTENT TYPE AUTHOR S5TATUS UFPDATED * OPERATIONS
Sample Video Multimedia - Video admin Published 01/10/2019 - 19:00 Edit -
HKUST Corporate Video Multimedia - Video admin Published 12/17/2018 - 10:50 Edit -
HKUST Corporate Video Multimedia - Video admin Published 11/23/2018 - 17:19 Edit -

4. A message “Unpublish content was applied to X item(s).” would appear.

' Unpublish content was applied to 1 item.

3.6.3 Gallery

3.6.3.1 Create New Gallery
1. Go to “HKUST Drupal Platform” - "Pages/Content” - “Content Pages” - “Add Content Page”.

E HKUST Drupal Platform E Manage * Shortcuts 1 admin -ﬁ- Devel

Pages/Content Appearance Structure User accounts Events Synchronisation
Landing Pages } _
Content Pages > (Ad(l Content Page )

Webforms

ICE ‘ HKUST DRUPAL PLATFORM DEMONSTRATIC
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"

2. Select “"Multimedia - Gallery”.
Add content
Home = Made » Add content

Article
Use artichas far time-sensitive cantent like news, preds releases or blog posns

Document Library

Use Document Library to create a docurnent library far users to downlaad files
Events

External Media

FADQ

Landing Page

Multimedia - Annual Report

Multimedia - eCard

( Multimedia - Ga er‘p)

3. Input the field listed below, check “Published” and click “Save”.

No. Field Name Field Nature ‘ Remark

1 | Title Mandatory This is the Title of the Gallery.
2 | Description Optional This is the Description of the Publication.
3 | Language Optional Default language is English.

Click “Choose file” to upload the image. The optimum
4 | Thumbnail Mandatory image size of Thumbnail is 300 X 186.

Alternative text: Text shown in case that Thumbnail
does not work.

Title: Title of the image.

5 | Images Optional Add new file: To add additional image to the gallery.

Sequence of images could be changed by dragging the icon, ‘-I" up and down.

4. A successful message “"Multimedia - Gallery XXX has been created.” would appear.

" Multimedia - Gallery Galfery Testing has been created.
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3.6.3.2 Edit Existing Gallery
1. Go to “HKUST Drupal Platform” - "Pages/Content” — “Content Pages”.

E HKUST Drupal Platform E Manage * Shortcuts 1 admin

Pages/Content Appearance Structure User accounts Events Synchronisation
Landing Pages > People Synchronisation
( Content Pages 9 Add Content Page
Webforms -

2. Select “"Multimedia - Gallery” under “Content type” and click “Filter” to filter the Gallery type
contents only. Find the target gallery and click “Edit".

Content 77

Content Scheduled Comments Feeds Files Media

Home » Administration » Content

Title Content type Published status
(Multimedia - Gallery ') - Any - A
Language
- Any - v

Reset

Action

Delete content v

Apply to selected items

CONTENT . . =
TITLE TYPE AUTHOR STATUS UPDATED * OPERATIONS
HKUST Campus HKUST Campus HKUST Campus  Multimedia - 01/04/2019 - X
. - admin Fublished
HKUST Campus Gallery 14:35
i Multimedia - 12/18/2018 - .
HKUST Campus . admin Published - Edit -
Gallery 16:00

3. Check “Published” and click “Save” to save the updates.
4. A message “Multimedia - Gallery XXX has been updated.” would appear.

v Multimedia - Gallery HKUST Campus HKUST Campus HKUST Campus HKUST Campus has been updated.

3.6.3.3 Disable Gallery
1. Go to “HKUST Drupal Platform” - "Pages / Content” - “Content Pages”.

E HKUST Drupal Platform E Manage * Shortcuts 1_ admin 'I:I' Devel

Pages/Content Appearance Structure User accounts Events Synchronisation
Landing Pages > People Synchronisation
( Content Pages 9 Add Content Page
Webforms
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2. Select "Multimedia - Gallery” under “Content type” and click “Filter” to filter the Gallery type
contents only.

Content 7

J Content ‘ Scheduled Comments Feeds Files Media

Home » Administration » Content

+ Add content

Title Content type Published status
(Multimedia—GaIIery '}| - Any - '|
Language
| - Any - v |

( Filter ) Reset

3. Select the gallery to be disabled. Select the Action “Unpublish content” and click “Apply to
selected items”.

Action
{Unpublish content v)

( Apply to selected items )

CONTENT
TITLE TYPE AUTHOR STATUS UPDATED ~ OPERATIONS
HKUST Campus HKUST Campus HKUST Campus  Multimedia - 01/04/2019 - \
HKUST Campus Gallery admin HBtsne 14:35 mp
Multimedia - 12/18/2018 - - . Y
[ HKUST Campus G:”EI:;E e admin Fublished 16:00 Edit ~)

4. A message “Unpublish content was applied to X item(s).” would appear.

w' Unpublish content was applied to 1 item.

58

Open Digital Delivered.



APPNOVATION
3.7 News & Events

3.7.1 Add News

Define New News Category (Step 1-5)#5

1. Go to “Manage” - “Structure” - “Taxonomy”.

b Structure

Block layout

Structu
Comment types
Home » Adr - et forms
Block | Content types
Configu
Display modes
Commi
i Entitygueues
Manage
Feed types
Contac
Create 3 File types
Media types
Conten
Create a

Menus

Display Paragraph types

) Back tosite — HKUST Drupal Platform == Manage ¢ Shortcuts

f:ﬁ Appearance ﬁ-o Extend ‘K Configuratioi

your sile s sidebars and other regilans.

>

frments.

N

play settings for your content

Configy
laxonomy

)}"’.". r content and forms.

Open Digital Delivered.
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2. Go to “News Category” and click “List terms”.
Taxonomy 7

Home = Administration = Structure » Taxonomy

Taxonomy is for categorizing content. Terms are grouped into vocabularies. For example, a vecabulary called "Fruit” would contain the terms
"Apple” and "Banana”.

+ Add vocabulary

Show row weights

VOCABULARY NAME DESCRIFTION OPERATIONS

% Document Type The type of document I List terms ':I
* Event Categories I List terms ':::I
*f Event Organizers I List terms ':::I
# Event Tags I List terms ':::I
+ FAQ Category I List terms ':::I
« Mews Category p

3. Click “Add term” to add a new News Category.

News Category 77

List Edit Manage fields Manage form display Manage display

Home = Administration » Structure » Taxonomy » Edit News Category » News Category

You can recorganize the terms in Mews Category using their drag-and-drop handles, and group terms ur
under and to the right of the parent.

+ Add term

NAME OPERATIONS
& Arts & Creativity e
4+ Community and Sustainability |ij Edit '.‘]

60

Open Digital Delivered.



APPNOVATION

www.appnovation.com

4. Create and save a new News Category.
Add term -

Home = Administration » Structure » Taxonomy » Edit News Category » Add term

Mame *

| Sample Mews Categary

Description

B I =@ = = |2 1=|v E| Fomat = | [ Source Ed

Text format | Basic HTML L About text formats
» RELATIONS

B Generate automatic URL alias
Uncheck this to create a custom alias below. Configure URL alias patterns.

URL alias

Specity an alternative path by which this data can be accessed. For example, type "/about” when writing an about page.

Save

5. A message “Created new item XXX.” would appear.

" Created new term Sample News Category.
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Define New News Tag (Step 6-10)#5
6. Go to “Manage” - “Structure” - “Taxonomy”.

() Backtosite — HKUST Drupal Platform

oh Structure

Block layout

Y Shortcuts

kB Content (K Appearance ﬁ- Extend ‘k Configuration

Structu
Comment types

Home » Ad -
e A8 Conract forms

Block | Content types

Configu your site’s sidebars and other regions.
Display modes >

Commi
Entitygueues

Manage ) pments.
Feed types >

Contac

Create 3 File types

Media types
Conten

Create 8 panus play settings for your content

Display FParagraph types
EI""F{-J our content and forms.
I axanomy

7. Go to "News Tags” and click “List terms”.

Taxonomy 7

Home » Administration = Structure » Taxonomy

Taxonomy is for categorizing content. Terms are grouped into vocabularies. For example, a vocabulary called "Fruit” would contain the

terms "Apple” and "Banana”.

+ Add vocabulary

Show row weight

VOCABULARY NAME DESCRIPTION OPERATIONS

* Document Type The type of document List terms. =
+  Event Categories List terms. -
4 Event Organizers List terms -
«  Event Tags List terms | =
« FAD Category List terms | =
& Mews Category List terms -
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8. Click “"Add term” to add a new News Tags.

News Tags -

List Edit Manage fields Manage form display Manage display

Home = Administration » Structure » Taxonomy = Edit Mews Tags » News Tags

You can reorganize the terms in News Tags using their drag-and-drop handles, and group terms un
and to the right of the parent.

+ Add term

MAME OPERATIONS

#+ Entrepreneurship Edit
# Exhibition Edit
Forum & Conference Edit
Clobal Challenges Edit

Sport Edit

N R

Thesis Defense Edit

[ Reset to alphabetical |

L

9. Create and save a new News Tag.
Add term 77

Home = Administration » Structure » Taxonomy » Edit News Tags » Add term

Name *

| Sample News Tag

Description

B I = g = |2 =9 | Fomat = | [ Source Ed

Text format | Basic HTML v About text formats

» RELATIONS

#¥ Cenerate automatic URL alias

Uncheck this to create a custom alias below. Configure URL alias patterns.

URL alias

Specify an alternative path by which this data can be accessed. For example, type "/about” when writing an about page.
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10. A message “Created new item XXX.” would appear.

I v Created new term Sample News Tag.

Create News Content (Step 11-13)
11. Go to “HKUST Drupal Platform” -~ "Pages/Content” - “Content Pages” -~ “Add Content Page” and create a

piece of news.

E HKUST Drupal Platform E Manage * Shortcuts 1 admin -ﬁ- Devel

Pages/Content Appearance Structure User accounts Events Synchronisation
‘ Landing Pages >
Content Pages > (Ad(l Content Page )

eborme e[ HKUST DRUPAL PLATFORM DEMONSTRATIC

12. Click “News”.

Add content 7
Home » Node = Add content

Article

Use arficles for time-sensitive content like news, press releases or blog posts

Document Library

Use Document Library to create a document library for users to download files
Events

External Media

FAQ

Landing Page

Multimedia - Annual Report

Multimedia - eCard

Multimedia - Gallery

Multimedia - HKUST Genesis

Multimedia - Publication

Multimedia - Video
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13.Input the field listed below, check “Published” and click “Save”.

No. Field Name Field Nature Remark

1 | News Type Mandatory Choose “"News”
2 | Thumbnail Optional This is the thumbnail shown in news summary. Click
“Choose file” to upload the image. The optimum image
size of Thumbnail is 300 X 186.
3 | Title Optional This is the title of news.
4 | News Optional This is the description to be shown under Title.
Description
5 | Body Optional This is the body of news.
6 | Content Optional This is the banner which will be shown in full width
Banner after the Title, News Description and Published Date.
The optimum image size of Content Banner is 1920 X
530.
7 | News Mandatory This is the News Category defined in Step 1-5.
Category
8 | News Tag Optional This is the News Tag defined in Step 6-10.
9 | Outside Link Optional This is a suggested link to readers after reading the
news.
10 | Year Optional The year of news. Format of year: XXXX
11 | News Images Optional Images will be shown after the piece of new.
Alternative text: Text shown in case that image does
not work.
Title: Description of the image will be shown below
each image.
Add new file: To add additional image to the news.
12 | Video Optional URL: The URL should be a YouTube link. In case the
video has not been posted on YouTube, the video
should be to YouTube before posting the URL.
13 | About HKUST Optional This is the description about HKUST.
14 | Published Optional Only published date will be shown in the News. The
Date published time will be hidden. Refer to the sample of
published date below for date format:
10 January 2019
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Below is a sample News for reference.

€ News Title

WHAT TO READ NEXT

Remark
#5 Step 1-5 can be skipped if the news can be defined with existing News Category. Step 6-10 can be
skipped if the news does not require any News Tags or can be defined with existing News Tag.
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3.7.2 Update Latest News Block

1. Go to the page where Latest News would be added and open Layout Builder.
2. Create a section with layout, CSS class and block stated below.
(Refer to 2.2 Section and 2.3 Block to create section and block)

Section Layout Section CSS Class

Content Area - Bounded heading4-with4 HKUST Core - Events: Nearest 3 events

Check “Display title” and “Override title” and click "Add Block".

s x

Block description News: Latest 4 News
+ Display title

Items per block

4 (default setting) %

+ Override title

Title

Latest News

Changing the title here means it cannot be

anymore. (Try changing

Add Block

3. Save the layout of the page.
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4. (Optional) To add a button, “"More News"” below the Latest News to redirect to the page News,
create another section with layout, CSS class and block stated below.

Section Layout

Content Area - Bounded

| Section CSS Class

btn-view-more

Block

HKUST Core - Ul Elements - Simple Text Block

Go to "HKUST Core - UI Element” and select “"Simple Text Block” by right click to open a new
tab.

# Choose a block

¥ HKUST Core - Ul Elements

Open Link in New Tab
Open Link in New Window
Open Link in Incognito Window

Save Link As...

Copy

Print...
Inspect

Speech
Services

Copy Link Address

Search Google for “Simple Text Block”

v

5. Uncheck “Display title”. Go to "Body” and click “"Source”. Paste the codes below to the body.

<p class="text-align-center"><a class="btn" href="/news">More News</a></p>

6. Click “Add Block” and save the layout of the page.

3.7.3 Add Event

It is not allowed to add event directly onto HKUST Drupal Platform but events will be interfaced from
University Event Calendar. To add new events, please go to University Event Calendar.

3.7.4 Update Latest Event Block

1. Go to the page where Latest News would be added and open Layout Builder.

Open Digital Delivered.
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2. Create a section with layout, CSS class and block stated below.
(Refer to 2.2 Section and 2.3 Block to create section and block)

Section Layout ‘ Section CSS Class Block

Content Area - Bounded heading4-with4 HKUST Core — News: Latest 4 News

Check “Display title” and “Override title”. Click “Add Block".

.

4

Block description Events: Nearest 3
events

+ Display title

+ Override title

Title

Add Block

3. Save the layout of the page.
4. (Optional) To add a button, "More News” below the Latest News to redirect to the page News,
create another section with layout, CSS class and block stated below.

Section Layout Section CSS Class ' Block

Content Area - Bounded btn-view-more HKUST Core - Ul Elements — Simple Text Block

Go to “"HKUST Core - UI Element” and select “"Simple Text Block” by right click to open a new
tab.

# Choose a block Open Link in New Tab
Open Link in New Window

Open Link in Incognito Window

¥ HKUST Core - Ul Elements Save Link.As..

Copy Link Address

Copy

Search Google for “Simple Text Block”
Print...

Inspect

Speech »
Services b
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5. Uncheck “Display title”. Go to "Body” and click “"Source”. Paste the codes below to the body.

<p class="text-align-center"><a class="btn" href="/events">More Events</a></p>

6. Click “Add Block” and save the layout of the page.

3.8 Layout Organization

3.8.1 Accordion Module

An Accordion Module is a design where content is grouped into vertical lists on the same page, and
each row is expandable one-by-one by clicking the content’s corresponding first row without redirecting
to another page. Below is a sample Accordion Module for reference.

ACCORDION EXAMPLE
testing 1 ~
lllud prebatus in vim, eu duis vocibus scripterem cum. Volutpat hendrerit nam te.
Enim petentium necessitatibus vel no, sed cu partem moderatius. Id erant

epicurei nam, ea pri falli vitoe propriae. No meis dicta utinam nam, partem
putent debitis cu mei, oportere gloriagtur eum cu. Mel ex doctus fabulas sensibus.

testing 2 g

In this section, you will learn how to create, edit and delete an Accordion Module.

1. Create a section with layout and CSS class and block stated below.
(Refer to 2.2 Section and 2.3 Block to create section and block)

Section Layout Section CSS Class Block

Content Area - Bounded Nil HKUST Core - Ul Elements — Accordion

Go to "HKUST Core - Ul Element” and select "“Tabbed Content Area” by right click to open a new
tab.

# Choose a block Open Link in New Tab
Open Link in New Window
Open Link in Incognito Window

¥ HKUST Core - Ul Elements )
Save Link As...

Copy Link Address

Copy
Search Google for “Simple Text Block”
Print...

Inspect

Speech >
Services >
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2. Input the field listed below.

No. Field Name Field Nature Remark
This is the Title of Accordion Module. Uncheck
1 | Title Mandatory “Display title” to hide the title.

Title: This is the title of item.

Body: This is the body of item.

The text styling is same as Simple Text Block.
Refer to 3.1.1 Text Editing Format for text styling.
2 | Contents Optional To remove the item, click "Remove”

Click “Add one more” to add another tab to the Accordion Module.

Sequence of tabs could be changed by dragging the icon, "I" up and down.
3. Click “Add Block” after finish editing and save the layout of the page.

3.8.2 Tab Module

A Tab Module is a design where content is separated into different panes on the same page, and each
pane is viewable one at a time by clicking the content’s corresponding tab control without redirecting
to another page. Below is a sample Tab Module for reference.

TABBED CONTENT AREA

Testing 2 testing 3

Lorem ipsum dolor sit amet, an aeterno perfecto qui, pri eu facete
imperdiet. Cum ad delicata pericula dissentias, ius in paulo
conclusionemque. Eam minim iisque saperet cu, habeo dicant ei ius. Mea
ut possim numquam, nostrum voluptua laboramus id mei.

In this section, you will learn how to create, edit and delete a Tab Module.
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1. Create a section with layout and CSS class and block stated below.
(Refer to 2.2 Section and 2.3 Block to create section and block)

Section Layout Section CSS Class Block
Content Area - Nil HKUST Core - Ul Elements — Tabbed Content Area
Bounded

Go to "HKUST Core - Ul Element” and select "Tabbed Content Area” by right click to open a new
tab.

#' Choose a block

= rorms
» Help

» HKUST-Main-Components Open Link in New Tab

Open Link in New Window

» HKUST Core Open Link in Incognito Window

¥ HKUST Core - Ul Elements Save Link As...
Copy Link Address

Copy
Search Google for “Simple Text Block”
Print...

Inspect

v

Speech
Services »

2. Input the field listed below.

No. Field Name ‘ Field Nature Remark

This is the Title of Tab Module. Uncheck “Display
1 | Title Mandatory title” to hide the title.

Title: This is the title of tab.

Body: This is the body of tab.

The text styling is same as Simple Text Block.
Refer to 3.1.1 Text Editing Format for text styling.
2 | Contents Optional To remove the tab, click "Remove”

Click “Add one more” to add another tab to the Tab Module.

Sequence of tabs could be changed by dragging the icon, "I-’ up and down.

3. Click “Add Block” after finish editing and save the layout of the page.
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3.8.3 Columnized Static Content

Columnized Static Content is a block used to divide the section into two (or more) parts. It does not
limit user with the number of columns per section.

1. Create a section with layout and CSS class and block stated below.
(Refer to 2.2 Section and 2.3 Block to create section and block)

Section Layout Section CSS Class Block

Content Area - heading4-with4 HKUST Core - Ul Elements —» Columnized Static Content
Full Width

Content Area - heading4-with4 HKUST Core - Ul Elements - Columnized Static Content
Bounded

Go to “"HKUST Core - UI Element” and select “"Columnized Static Content” by right click to open
a new tab.

# Choose a block Open Link in New Tab
Open Link in New Window

Open Link in Incognito Window

v HKUST Core - Ul Elements
Save Link As...

Copy Link Address

Copy
Search Google for “Simple Text Block”
Print...

Inspect

v

Speech
Services >

2. Input the field listed below.

No. Field Name ‘ Field Nature Remark

This is the title of section. Uncheck “Display title”
1 | Title Mandatory to hide the title.

Title: This is the title of column.

Body: This is the body of column.

The text styling is same as Simple Text Block.
Refer to 3.1.1 Text Editing Format for text styling.
2 | Contents Optional To remove the tab, click "Remove”

Click “Add one more” to add another tab to the section.

Sequence of section could be changed by dragging the icon, ‘-I-' up and down.

3. Click “Add Block” after finish editing and save the layout of the page.
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3.8.4 Section Break

Prerequisite:
Create a section with layout and CSS class and block stated below.
(Refer to 2.2 Section and 2.3 Block to create section and block)

Section Layout Section CSS Class Block
Content Area - Full Width section-break (Any Blocks)
Content Area - Bounded section-break (Any Blocks)

1. Click “Configure section”.

i THE HOMG KOMNG
LMIVERSITY OF SCIEMCE HEUST DRUPAL PLATFORM DEMONSTRATION

AND TECHMCLOGY

SAVE LAYOUT CANCEL LAYOUT REVERT TO DEFAULTS

TEXT TITLE

2. To insert a break before the section, insert ™ section-break” after the original CSS Class in
Section CSS Class field. Do not to input any symbols like *,” or ;” between the CSS Classes.

# Configure section

Section €55 classes
headingl section-break

SECTION w
Region C55 classes

Content

App
REGIOM »
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3.9 People

3.9.1 Define People Category

Each site has its unique people category. As a consequence, we need to define the people category
before the content migration. Taking “ce.ust.hk” as an example, “staff” and “faculty” are the terms
needed to be defined.

1. Go to “"Manage” - “Structure” - “Taxonomy”.

() Home = MHUST Drepal Maiform = Manage i Shoriowis ] sdmis 5 Dewel

HEKUST — rm Module

Pub

CHEFLAY

2. Go to the category “People” and click “Edit terms”.

Tanspaeriy
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3. Click “Add term”.

People

B oo sishabanl

4. Insert the People Category under “Name” and click “Save”.

Add term

=
-
]
&
]
]

AL alai

5. The page will be returned to People Listing Page. Sequence of tabs could be changed by

dragging the icon, "I" up and down.

3.9.2 Add People

1. Go to “Manage” - “Content”. Click "Add content”.
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2. Select the content type, “People”.

3.

Mulimedia - HEUST Canesin

www.appnovation.com

Input the field listed below. Check “Display Details Page” and “Published”. Click “"Save”.

Field name
ITSC Account

Faculty

Not Required
(To be
interfaced from
HR system)

 Staff
Not Required

Remark

ITSC account is for grab faculty data

Personal
Category

Optional

Optional

Faculty / Staff

Name

Mandatory

Mandatory

Name of the contact. Can be searched
in Content. Will not be shown in site

Default format: Jang Kyo KIM £E#

First Name

Not Required
(To be
interfaced from
HR system)

Optional

Will be shown in site

Middle Name

Not Required
(To be
interfaced from
HR system)

Optional

Will be shown in site

Last Name

Not Required
(To be
interfaced from
HR system)

Optional

Will be shown in site

Chinese Name

Not Required
(To be
interfaced from
HR system)

Optional

Will be shown in site

Biography

Optional

Not Required

Remove unwanted HTML tags first.
Change it back to full HTML afterwards.
Use heading 4 for the sub-titles.

Personal Image

Not Required
(To be
interfaced from
HR system)

Optional
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Degree Not Required Optional
(To be
interfaced from
HR system)
Professor Short| Optional Optional Position of the Staff/Faculty shown in

Title

summary
Example: Acting Head & Professor

Pro Title Not Required Not Required Shown in detailed page
(To be Example: Acting Head & Professor of
interfaced from Mechanical and Aerospace Engineering
HR system)

Telephone Optional Optional

Fax Optional Optional

Email Optional Optional ITSC email should be inserted.

Office location Optional Optional Path Advisor
http://pathadvisor.ust.hk/interface.php?
roomno=xxX, where xxx is the room
number.

In this example, the URL would be
"http://pathadvisor.ust.hk/interface.php
?roomno=2546".

Reference link Optional Optional Quite often it is a personal homepage.

/ Link Text In the example, type in "Personal Home
Page" at the "Link Text" field whereas
inputing
http://www.mae.ust.hk/~meqiu/ at the
"URL" field.

Research Area Optional Not Required Please do not use punctuations here to

separate items. Instead, please select
“add another item”.

Research Not Required Not Required
Interests (To be

interfaced from

HR system)
Honors and Optional Not Required
Awards
Teaching Not Required Not Required
Assignments
Related Not Required Not Required
Publications
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People
Sequence

Not Required

Not Required ‘

Here is a sample view of the page “Create People”.

Create People

e Fmie o Al el o Conale Prsgin

=

[ —
- P - w

pre=y

Exarnple: Jang Kyo KIM ER¥E

-

P = w
Biorasky i v ary)

Bl = E &

Towt Forma i HTML

Prapngl brage

ug

Freduwior e Take

(£

QRFEC T LOCATION

(L1}

BMARCH ARES

™

A mactner e

Hinmms 4 ol B i

B I = £ 5

T formai  Bidsl HTAR, -

Fraply meqaesr

By ¥
[ .
< -

4. A message “People XXX has been created.” would appear.

" People fang Kyo KIM #3838 has been created.
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5. After Save the content. It will redirect to content page. People data on the site is not yet
synchronized yet. Click “Edit".

Heseorch Imberests

Sanripie Fostee L] Sample Footer 4

Saivgle Footer 5

Sampls Faoter 1 \

6. Click “"Sync!” at the bottom of the page. Click it to synchronize the basic content, publication &
teaching assignment to the site.

MISLARCH AMLA

Add areihar dem
o b denll A ardn

Bl = a L~ -

3.9.3 Update Existing People

1. Click *“Manage” - “Content”.

() Rackropime = HNUST Drepal Fasferm | = Massgs i Sommns § adein

(B s ) g e 4 e ees 19, i i = 0

2. Select “People” under “Content type” and click “Filter” to filter the People type contents only.
Find the target people and click “Edit".
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Content

Ad tsom

Dwivte cornent

Apply 10 welecied Arrmn

3. For example, we can update Personal Category. After editing, click “Save”.

Edit People Beriram Emil 2HI BER

3.9.4 People Sequencing

1. Go to "HKUST Drupal Platform” - “People Synchronisation” - “Sorting People”.
= AT Dewpal Fasierw = ssssgs
2. Select People Category to sort and click “Link”.
MEUST People Sorting Form Module
3.

Sequence of tabs could be changed by dragging the icon, + up and down
4. Click “"Save changes”.
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3.9.5 Edit Publication of People

1. Go to "HKUST Drupal Platform” - “People Synchronisation” - “Edit Publications”.

Pl o e M it iy

HEUST People Sorting Form Madule

rating Peiie
CATHCORT RAME DT L

2. Click “Link” to edit faculty or staff.

HELUST People Sarting Farm Madule

3. Tick which publication you want to display.

BECULT Reape Lorting Fore Modle

e .

4. Sequence of tabs could be changed by dragging the icon, "I" up and down.
5. Click "Save changes”.
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Part 4 | Get Pages Navigated

‘ N

Information for ~ 4.2 Top Menu

\ G
|8 T F : — Q
exce | HKUST DRUPAL PLATFORM DEMONSTRATION 4.1 Main Navigation Menu

[ NEWS EVENTS PEOPLE MULTIMEDIA FAQ EXAMPLE ]

‘Engaging Minds
For-The Euture

[Sumple Footer %20 Sample Footer 4\
Sub-item 1 Sub-item 5 Sub-item 10
Sub-item 2 Sub-item 6
Sub-item 3 Sub-item 7 Sumple Footer 5
Sub-item 4
Sub-item 11

Sample Footer 3 Sub-item 12

Sub-item 8 Sub-item 13

Sub-item 9 Sub-item 14

\ Sub-item 15 j

pivacy siemap  conoctus | 4.4 FOOter Toolbar

®
@@HKUST

Loyout Revisions

In this part, you will learn how to edit different menus. The following parts will cover:
e Adding menu items
e Editing menu items
e Disabling menu items
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4.1 Main Navigation Menu

1. Go to “Manage” - “Structure” - “Menu”.

() Backto site = HKUST Drupal Platform

ch Structure

Block layout

E Content (}\ Appearance ﬁ-o Extend
Comment types

Contact forms

Content types

Display modes >

Entityqueues

Feed types >

File types

Media types

COR

2. Go to “Main navigation” and click “Edit menu”.

TITLE DESCRIFTION OPERATIONS

Administration Administrative task links Edit menu -
Development Links related to Devel module. Edit menu -
Footer Site information links Edit menu -
Footer Toolbar Edit menu -

Main navigation Site section links
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3. Click “Add link” to add new menu item in Main Navigation Menu or

4.

Edit menu Main navigation s

Edit menu

Home » Administration » Structure » Menus » Main navigation

+ Add link

Title *

Main navigation

Administrative summary

Site section links

Menu language

English v

Sitemap display name

A user-friendly name for the menu that will display on the sitemap.

Select the menu item to be edited and click “Edit” or
To disable the menu item by unchecking “Enabled”.

MENU LINK

4 About Us (disabled)
¢  Vision and Committment (disabled)
4 Get involved (disabled)
4 Progress & Perfarmance (disabled)
4+ News

4 Events

Machine name: main

ENABLED

NN

OPERATIONS
Edit -
Edit -
Edit -
Edit -
Edit -

www.appnovation.com

Ordering of menu item could be changed by dragging the icon, ‘-I-' in different directions:

e Up / Down: Sequence
e Right / Left: Indent Level

No. Field Name ‘ Field Nature Remark

Input the field listed below for menu item and save after editing.

1 | Menu link title Mandatory This is the title of the menu item.

This is for inserting links to menu item.

For links to internal pages, it is not required to
insert the domain. For example, in the

site "http://demonstration5.aegir-dev2.ust.hk/”, if

the link is to be redirected to
News "http://demonstration5.aegir-

2 | Link Mandatory

dev2.ust.hk/news”, only the link */news” should
be inserted.
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For the menu item without link, put
“route: <nolink>" and do not uncheck the box
“Enabled” even for menu item without link. Refer

to the sample below.
Link *

| route: <ngliok> |

= The location this menu link points to

s Start typing the title of a piece of content to select it. Yo

path such as Jrode/ad, ternal URL such as hetp:/fexan

<frant> to link to the frant

¢ Enabled

A flag for whether the link should be enabled in menus or hidden.

Description shown when hovering over the menu

3 | Description Optional link.
Click “Choose file” to upload image from local
4 | Icon Image Optional path.
Link with a parent link if the link to be created is a
5 | Parent link Optional child link.
This is to prioritise fields in footer menu under
6 | Weight Optional same parent links.

5. Save the menu.

4.2 Top Menu

1. Go to “Manage” - “Structure” —» “Menu”.

) Back to site

i Content

Comment types

Contact forms

Content types

Display modes

Entityqueues

Feed types

File types

Media types

E HKUST Drupal Platform

rh Structure

Block layout

’)\ Appearance ﬁo Extend

(Menus
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2. Go to “Top Menu” and click “Edit menu”.

TITLE DESCRIPTION OPERATIONS

Administration Administrative task links .j: Edit menu ":'
Development Links related to Devel module. ':: Edit menu v:ﬁ'
Footer Site information links '::: Edit menu ':'
Footer Toolbar '::: Edit menu v:]
Main navigation Site section links .j: Edit menu ":'
Multimedia Menu ( Editmenu |~ )
Sidebar Menu ( Editmenu |~ )
Social Media Menu To link to social media accounts on footer l::: Edit menu v::]
Tools User tool links, often added by modules l::: Edit menu ":'
Top Menu Site Top Menu
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3. Click “Add link” to add new menu item in Top Menu or

4.

Edit menu Top Menu ¢

Edit menu

Home » Administration » Structure » Menus » Top Menu

+ Add link

Title ¥

Top Menu

Administrative summary

Machine name: top-me

Site Top Menu

Menu language
English -

Sitemap display name

A user-friendly name for the menu that will display on the sitemap.

Select the menu item to be edited and click “Edit” or
To disable the menu item by unchecking “Enabled”.

MENU LINK EMABLED OPERATIONS
+ Information for Edit -
“+ Students
+ Faculty & Staffs Edit |~
+ Parents Edit |~
+ Visitars Edit v
N

Clear related data Delete

e Up / Down: Sequence
e Right / Left: Indent Level

Ordering of menu item could be changed by dragging the icon, ‘-I-' in different directions:

Input the field listed below for menu item and save after editing.

No. Field Name ‘ Field Nature Remark

1 | Menu link title Mandatory

This is the title of the menu item.

2 | Link Mandatory

This is for inserting links to menu item.

For links to internal pages, it is not required to
insert the domain. For example, in the

site "http://demonstration5.aegir-dev2.ust.hk/”, if
the link is to be redirected to

News "http://demonstration5.aegir-
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dev2.ust.hk/news”, only the link */news” should
be inserted.

For the menu item without link, put
“route: <nolink>" and do not uncheck the box
“Enabled” even for menu item without link. Refer

to the sample below.
Link *

| route: <pglink= |

« The location this menu link points to

« Start typing the title of a piece of content to select it. You can also

path such as Jro om. Enter

s external URL such as http-/fexam
<front> to link to the front page.
# Enabled

A flag for whether the link should be enabled in menus or hidden.

3 | Description

Description shown when hovering over the menu
Optional link.

4 | Icon Image

Click “Choose file” to upload image from local
Optional path.

5 Parent link

Link with a parent link if the link to be created is a
Optional child link.

6 | Weight

This is to prioritise fields in footer menu under
Optional same parent links.

5. Save the menu.

4.3 Footer

Edit Footer Menu Structure (Step 1-5)

1. Go to “Manage” - “Structure” - “Menu”.

) Back to site

5 Content

E HKUST Drupal Platform

ch Structure

’)\ Appearance ﬁo Extend

Block layout

Comment types

Contact forms

Content types

Display modes >
Entityqueues

Feed types >
File types

Media types

CTR
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2. Go to “Footer” and click “Edit menu”.

TITLE DESCRIPTION OPERATIONS

Administration Administrative task links {: Edit menu | v:}
Development Links related to Devel module. 'Z:: Edit menu | v:}
Footer Site information links ( Edit menu v)
Footer Toolbar ( Edit menu | v ]
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3. Click “Add link” to add new menu item in Footer or

Edit menu Footer 7

Edit menu | Manage fields Manage form display Manage display Wiew Modes Settings Translate menu

Home » Administration » Structure » Menus » Footer

+ Add link

Title ®

Faoter Machine name: footer

Administrative summary

Site information links

Menu language

English v

Sitemap display name

A user-friendly name for the menu that will display on the sitemap.
Select the menu item to be edited and click “Edit” or
To disable the menu item by unchecking “Enabled”.

The first level of menu item#® is defined in columns, which would be used to sort the Footer
menu by columns but not be shown in Footer.

MENU LINK ENAEBLED OPERATIONS
4 Column 1 | Edit >

#  Sample Foater n

4+ Sub-item 1 GEdiTa =
4+ Sub-item 2 (e s L)
4+ Sub-item 3 L
4 Sub-item 4 ( Edit | ~)
4 Column 2 | Edit - )

+ %20 o ksa

S

Ordering of menu item could be changed by dragging the icon, "I'. in different directions:
e Up / Down: Sequence
e Right / Left: Indent Level

91

Open Digital Delivered.



APPNOVATION

www.appnovation.com

4. Input the field listed below for menu item and save after editing.

No. Field Name

Remark

1 | Menu link title

Field Nature

Mandatory

This is the title of the menu item.

2 | Link

Mandatory

This is for inserting links to menu item.

For links to internal pages, it is not required to
insert the domain. For example, in the

site "http://demonstration5.aegir-dev2.ust.hk/”, if
the link is to be redirected to

News "http://demonstration5.aeqir-
dev2.ust.hk/news”, only the link */news” should
be inserted.

For the menu item without link, put
“route: <nolink>" and do not uncheck the box
“Enabled” even for menu item without link. Refer

to the sample below.
Link *

| route: <ngliok> |

= The location this menu link points to
s Start typing the title of a piece of content to select it. You can also enter an inte

path such as Jrod an external URL such as hitp:/fexampie.com. Enter

<frant> to link to the front page.

¢ Enabled

A flag for whether the link should be enabled in menus or hidden.

3 | Description

Optional

Description shown when hovering over the menu
link.

4 | Icon Image

Optional

Click “Choose file” to upload image from local
path.

5 Parent link

Optional

Link with a parent link if the link to be created is a
child link.

6 | Weight

Optional

This is to prioritise fields in footer menu under
same parent links.

5. Save the menu.

Apply Footer to Site (Step 6-15)

6. Go to “Manage” -~ “Appearance”.

| O Backtosite =— HKUST Drupal Platform

=— Manage 7k Shortcuts § admin  {} Devel

B Content ch Structure

f/\ Appearance ﬁ-o Extend ‘\ Configuration 11 People .I. Reports ﬂ Help
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7. Click “Block Layout”.
Appearance 7’

List I Settings

Home » Administration » Appearance

Set and configure the default theme for your website. Alternative themes are available.

You can place blocks for each theme on the{block layout)page.

Installed themes

HKUST Style A (default theme)
HKUST theme for Style A

Settings

SUSTAINABILITY MISSION
NEWS

RS Terrag—

8. Click “Custom Block Library” - “Block types”. Go to Footer Menu and select “Manage display”.
Custom block library ¢

Block layout [ Custom block library )l

Blocks l: Block types )

Haome » Administration » Structure » Block layout » Custem bleck library » Custom block library

Each block type has its own fields and display settings. Create blocks of each type on the Blocks page in the custom block library.

+ Add custom block type

BLOCK TYPE DESCRIPTION OPERATIONS

Basic block A basic block contains a title and a body. (: Manage fields v:]

- y

Manage fields -

Footer Menu

Manage form display

K: Manage display )
|

|

|

|

|

Edit
Translate
Clone
Delete

L Devel
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9. Select the Layout Option, check"Use Layout Builder” and click "Manage Layout
Manage display -

Edit Manage fields Manage form display Manage display Translate custom block 1
Home = Administration = Structure » Block layout » Custom block library » Edit Feoter Menuw » Manage display
+ Add group

Manage layout

» CUSTOM DISPLAY SETTINGS

¥ LAYOUT OPTIONS

¥ Use Layout Bullder

Allow each custom block to have its layout customized.

10. Click “"Manage Layout” to redirect to the footer Layout Builder. Create a section with layout
according to the number of columns needed for Footer. The following commonly-used section
layouts are recommended for Footer. They include:

e Content Area - Two Columns (50/50)
e Content Area - Three columns (33/33/33)
e Content Area - Four columns (25/25/25/25)
e Content Area - Five columns (20/20/20/20/20)
(Refer to 2.2 Section to create section)
Input “footer-menu” as Section CSS Class and click “"Add section”.

footer-menu

Ap additional 1 the

Region C55

Column 1

Column 2

Column 3
Ap ional 1 the SUB

REGION

Add section

11. Click “Add Block” for each column.

| e T E TS S EEEEEEEEEEEm=— T EEEE S EEEEEEEEEEEEm—— i |
(] n [ ] 1
i + Add Block x + Add Block - + Add Block i
] L] L] ]
R gy e - e - .
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12. Go to “Menus”, select “Footer”.

¥ Menus

13. Uncheck the box “Display title”. Go to "Advanced options” and choose the designated column as
the Fixed parent item. Click “Add Block”.

Title

B Display title
» Menu levels
¥ Advanced options

B Expand all menu links

children will

Fixed parent item
-- Column 1

Alter th

» HTML and style options

Add Block

14. Save the layout of the page.
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15.1t is redirected to the page "Manage display”. Click “Save” to save the footer menu layout.

Manage display ¢

Edit Manage fields Manage form display Manage display Translate custom block 1

Home » Administration » Structure » Block layout » Custom block library » Edit Footer Menuw = Manage display

+ Add group

| Manage layout |

» CUSTOM DISPLAY SETTINGS

¥ LAYOUT OFTIONS

[ Use Layout Builder

) Allow each custom block to have its layout customized.

Save

16. A message “Your settings have been saved” would appear.

" Your settings have been saved.

96

Open Digital Delivered.



A P P N 0 V.‘\T | O N www.appnovation.com

Remark
#6 Format of the first level (of menu item) should not be changed. It must be kept in the format -
“"Column X”, where X is the column number.

4.4 Footer Toolbar

By default, “Privacy” and “Sitemap” are built-in under Footer Toolbar and editing is not required for the
2 menu items. It is allowed to add/edit the other menu items like “Contact Us”.
Privacy Sitemap ContactUs

-

) The Hong Kong University of Science and Techneology. All rights reserved.

QU HKUST

1. Go to “Manage” - “Structure” - “Menu”.

() Backtosite == HKUST Drupal Platform

I>\ Appearance ﬁo Extend

Block layout

s Content

Comment types

Contact forms

Content types

Display modes >
Entityqueues

Feed types >
File types

Media types

C

2. Go to “Footer Toolbar” and click “Edit menu”.

TITLE DESCRIPTION OPERATIONS
Administration Administrative task links Edit menu -
Development Links related to Devel module. Edit menu -
Footer Site information links Edit menu -
Footer Toolbar ( Edit menu v)
Main navigation Site section links Edit menu -
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3. Click “Add link” to add new menu item in Footer Toolbar or

4,

Edit menu Footer Toolbar i

Edit menu wee

Home » Administration » Structure » Menus » Footer Toolbar

+ Add link

Title *
Footer Toolbar

name: footer-toolbar

Administrative summary

Menu language

English v

Sitemap display name

A user-friendly name for the menu that will display on the sitemap.

Select the menu item to be edited and click “Edit” or
To disable the menu item by unchecking “Enabled”.

MENU LINK ENABLED OPERATIONS

Clear related data Delete

Machine

Ordering of menu item could be changed by dragging the icon, "I* in different directions:

e Up / Down: Sequence
e Right / Left: Indent Level

Input the field listed below for menu item and save after editing.

No. Field Name ‘ Field Nature Remark

1 | Menu link title Mandatory This is the title of the menu item.

This is for inserting links to menu item.

For links to internal pages, it is not required to
insert the domain. For example, in the

site "http://demonstration5.aegir-dev2.ust.hk/”, if

the link is to be redirected to
News "http://demonstration5.aegir-

dev2.ust.hk/news”, only the link */news” should

be inserted.

For the menu item without link, put
“route: <nolink>" and do not uncheck the box
2 | Link Mandatory “Enabled” even for menu item without link. Refer
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to the sample below.
Link *

| route: <paliok=

« The location this menu link points to

= Start typing the title of a piece of content to select it. You can

an external URL such as hetp:/fexample.co

path such as Jr

front=> to link to the front page.

# Enabled

A flag for whether the link should be enabled in menus or hidden.

Description shown when hovering over the menu
3 | Description Optional link.

Click “Choose file” to upload image from local
4 | Icon Image Optional path.

Link with a parent link if the link to be created is a
5 | Parent link Optional child link.

This is to prioritise fields in footer menu under
6 | Weight Optional same parent links.

5. Save the menu.
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Appendix - Common Error Handling Tips

5.1 Clear Cache of the Whole Platform

1. Clear cache every time after changing the configuration of the website structure (e.g. menu) by
right click to open a new tab, OR

* Shortcuts

j_ admin {:I- Devel

Container Info Devel settings Execute PHP Rebuild Menu

E HKUST Drupal Platform E Manage

Cache clear

1. Go to “Manage” - “Configuration” - “Development” - “Performance”.

j_ admin

* Shortcuts

-ﬁ- Devel

E HKUST Drupal Platform E Manage

Content Structure Appearance Extend Configuration People =1l Reports
k % (2 3 I [
'LM AND TECHNOLOGY | UEMTUNSTRATION People >
System >

PE— —— Content authoring >\
BB DDDD User interface >

s

K Development XPerformance )
FEEF FFFF

2. Click “Clear all caches”.
Performance <7

Home » Administration » Configuration » Development » Performance

¥ CLEAR CACHE

Clear all caches

5.2 Hard Refresh to Clear Browser Cache of Specific Pages

1. “Shift” + Refresh Icon (hard refresh) to clear the cache of the browser when something goes
wrong in the layout builder
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