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Drupal 101: The Basics for Content Editors
This guide provides essential information for content editors to effectively manage
and publish content on a Drupal-based website, covering fundamental concepts and
practical tasks from logging in to content creation and organization.

Logging In

1 Navigate to https://fsa.stg.platform.usda.gov/user/login

2 Enter your username and password, then click LOG IN.

Managing Content

In Drupal, content is organized using structures called Content Types. These act
as templates for creating different kinds of content, defining the fields and
settings for each piece of content (called a "node") on the website.

https://scribehow.com
https://fsa.stg.platform.usda.gov/user/login
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3 To add, edit, or view content, click Manage > Content
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4 This will take you to the Content page. This page provides a centralized overview
of all content on your site.

You can:
• Create new content by clicking the Add content button
• Filter content using Title, Content type, and Published status
• Manage existing content (edit, delete, or clone individual items)
• View key information such as content type, author, and last updated date
• Perform bulk operations on multiple content items
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5 When creating new content, you'll be directed to the Add content page. This page
displays a list of all available content types on your site. Each content type serves
as a template for specific kinds of content, such as pages, news releases, and
custom types unique to FSA.

Available content types:

1. Deadline

2. Event

3. Homepage

4. Landing Page

5. News

6. Newsletter

7. Page

8. Person

9. Program

10. State Office
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6 Select the appropriate content type to begin creating your new piece of content.

7 After selecting a content type, you'll be presented with a form containing various
fields to structure your content.

Required fields are typically marked with an asterisk (*). Fill in the necessary
information to create your content, and use optional fields to add extra details or
metadata as needed.
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8 Most content types include a Body field featuring a rich text editor (WYSIWYG -
What You See Is What You Get). This editor allows you to format and enhance your
content with various styling options.

9 To apply basic text formatting in the rich text editor, highlight the text you want to
format and select the appropriate button in the editor toolbar.
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Note on Heading Structure:
Properly nesting headings is crucial for accessibility and overall content
organization:

• Use headings in hierarchical order (H1, then H2, then H3, etc.)
• The page title is automatically set as H1
• Start your content structure with H2
• Don't skip heading levels (e.g., don't go from H2 to H4)

10 Links can be internal or external.

Note on Internal Links:
When adding links to other pages within your website, use relative URL paths.
• Correct: /about-fsa
• Incorrect: https://fsa.stg.platform.usda.gov/about-fsa

Relative URLs work across all environments (development, staging, production)
and will remain functional after the migration is complete.

https://fsa.stg.platform.usda.gov/about-fsa
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11 Beyond the standard page fields, you can enrich your content using the Content
section. This area utilizes Drupal's "Paragraph Bundles" feature, offering flexible
content components:

• Paragraph Bundles allow you to add diverse content elements to your page
• Available options may include text blocks, accordions, or custom components
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12 The specific bundles available depend on your content type and site configuration.

1. Click the arrow to explore your options

2. Click the bundle you would like to add to the page

3. Fill in the required fields for your chosen bundle

4. Use the drag-and-drop feature to arrange multiple bundles if needed
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13 When you're done creating your page, click the Save button at the bottom of the
page.

By default, pages are saved as drafts and are not visible to the public. They are
visible to other content editors.
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14 To publish your page, find it and select the Edit button.

15 Scroll to the bottom of the page and change the status to Published.
Click Save.



12

In Drupal, Media refers to reusable files such as images, documents, and videos.
These are managed centrally in the Media Library, allowing for easy insertion into
content and consistent usage across the website.

16 To manage your media assets, navigate to the main Content page and click
Media in the secondary navigation bar.

Managing Media
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17 On the Media page you can:

• Add new media by clicking the Add content button
• Filter media using Name, Type, and Published status
• Manage existing media (edit or delete individual items)
• View key information such as media type and author
• Perform bulk operations on multiple media items
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18 When adding new media, you'll be directed to the Add media page. This page
displays a list of all available media types on your site, such as Document, Fact
Sheet, or Image. Each media type:

• Allows for centralized management of digital assets
• Enables reuse across the site
• Can be customized with additional fields for metadata

Available media types:

• Audio
• Document
• Fact Sheet
• Image
• Remote video
• Video
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19 Select the appropriate media type to upload and configure your new media item.

In this example, we'll add a Fact Sheet.

20 Enter the title in the Name field.
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21 Enter the publish date in the Date field.

22 Apply relevant tags to your Fact Sheet using the Topic field, selecting one or more
applicable topics from the provided options.

This tagging improves discoverability, allowing users to find your Fact Sheet when
they select filters like Conservation on the Fact Sheets landing page.
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23 Upload the Fact Sheet document in the File field.

24 Change the publishing status from Draft to Published.
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25 Click the Save button to publish your content.

Files vs Media

The Files library in Drupal serves as a basic storage system for raw digital assets
uploaded to the site, such as images, documents, and videos. It provides a simple
way to manage these uploaded files, storing them in the site's file directory and
tracking basic metadata like filename, size, and MIME type.
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26 Files and Media are closely related, and their relationship can cause confusion.

Files are the actual digital items (like pictures or documents) stored on the
website. Media are special containers that hold these files, making them easier to
organize and reuse.

When you add media to the site, the file itself is stored in the Files library, while
the media container helps you manage and use the file across the website.
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