Posting Items to a Sidebar

Overview of Sidebar

Information on the sidebar is organized into five sections: Upesming Events
1. Upcoming Events
a. Automatically populated with up to five of the most recent event items
from your section.
2. Ongoing Events
a. Manually populated by the content editor.
3. Information & Announcements
a. Manually populated by the content editor.
4. News
a. Automatically populated with the three most recent news items from
your section.

5. Stay Connected BEST

a. Manually populated by the Office of Marketing and Communication. It COLLEGES
will contain icons and links to social media sites.

These sections appear in the order as shown above for consistency throughout the site. :
If there is no information for a particular section of the sidebar (such as Ongoing Events),
then that section will not appear on the sidebar. yssaOMed

T M3

Cross Tagging

A new feature, cross tagging, is now available for the News and Upcoming Events
sections. Cross tagging allows you to tag a specific news or event item and have it display Stay Connedied
in the sidebar of another department’s web page. Of course, you will need to obtain
approval from the content editor of that section prior to cross tagging an item.
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Posting Items to a Sidebar

Upcoming Events (auto-populated)

This area is automatically populated with the five most recent event items from your section. If there are no
upcoming event items, then the upcoming events section will not appear on the sidebar.

Example of the Upcoming Events section:

Upcoming Events

June 1 & 2: Jake Boyle "02 Memorial Golf
Toumament

Jun 12014

June 18 & 19 Injection Molding and
Emerging Technologies Conference

Jun 12 2014

To create an upcoming event:
1. Create an event.
a. From the primary Drupal menu, click: Add Content.
b. From the secondary Drupal menu, click: Event.

2. Complete the following fields:
a. Title
b. Location
c. Dates and Times

0 This Events will be submitted for approval and will not be accessible to other users until it has been approved.

Save

Title *
June 21: Tutering Sessions for Anatomy Students

~ EVENT INFORMATION

Location
Learning Resurce Center, Lilley Library

Show row weights

DATE(S):
~ DATE(S)

[] ANl Dayly] Show End Date
Jun 21 2014 03:30pm
E.g., Jun 152014 E.g., 11:45am

+

to:
Jun 21 2014 04:30pm
E.g. Jun 15 2014 E.g., 11:45am

Add another item

-continued-
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Posting Items to a Sidebar

d. Body
e. Behrend Section: Choose the section to which this event item will be posted.

Body (Edit summary)

[« »[51a 5)[5=

E X b @

[The leg bone is connected to the knee bone, the knee bone is connected to the thigh bone . Well, if you don't know what comes next,
hen come join us at our next anatomy tutoring session. While we'll provide a few tips on how to remember the bone and muscle
groups, it promises to be fun and engaging as well. Oh, yeah... We'll have pizza and pop tool

Switch to plain text editor

Text format | Filtered HTML More information about text formats

- Web page addresses and e-mail addresses turn into links automatically.

-« Allowed HTML tags: <a> <address> <b> <blockquote> <br> <caption> <cite> <code> <dd> <div> <dl> <dt> <em> <h1> <h2> <h3> <h4>
<h5> <h6> <hrobjectembediframe> <i> <img> <li> <ol> <p> <pre> <span:> <strike> <strong> <sub> <sup> <table> <tbody> <td> <tfoot>
<th> <thead> <tr> <ul>
Allowed Style properties: background—color, float, height, list-style-type, max-height, max-width, min-height, min-width, table-layout, text-align,
text-indent, width

Behrend Section *

] --Learning Resource Center

[] --Study Abroad

f. Event Contact Name, Email, and Phone

* EVENT CONTACT INFO

Event Contact Name
Jane Doe

Event Contact Email
JaneDoe@psu.edu

Phone
814-898-6140

-continued-
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3. Save the event item.
¥ The event is now pending approval.
¥ While in View mode, you will see a gray section at the bottom of the page which contains
information regarding tags.
0 Current Tags refers to the tags that are currently applied to the event item.
O Additional Tags allows you to add a tag so that the news item is posted to another
section within the web site.
0 The Full Tag List button opens a pop-up window so that you can see a list of all
sections within the web site and the corresponding content editor(s) for those
sections.

June 21: Tutoring Sessions for Anatomy Students

View Edit

Date{s): Apr 21 2014 - 3:30pm to 4:30pm

Location: Leamning Resource Center, Lilley Library

The leg bone is connected to the knee bone, the knee bone is connected to the thigh bone... Well, if you don't know what comes next, then come join
us at our next anatomy tutoring session. While we'll provide a few tips on how fo remember the bone and muscle groups, it promises to be fun and
engaging as well. Oh, yeah... We'll have pizza and pop tool

Event Contact Name: Jane Doe
Event Contact Email: JaneDoe@psu.edu
Phone: (814) 898-6140

Current Tags additional Tags Save

- Leaming Resource Center,

4. After the event item has been approved, you can choose to post the event to another department’s
sidebar (i.e. cross tagging).

a. Asacourtesy, please ask the content editor of the other department if it’s OK to do so.

b. To begin the process, click on the Full Tag List button.
¥ This opens up a window with all of the sections within the web site. It also includes the

corresponding content editor(s) for each section so that you know who to contact.

c. To select a tag, copy the heading for the desired section and then click the Close button.

¥ Examples of tags for the School of Science: School of Science, Academic Programs, Nursing

Additional Tags

SCHOOL OF SCIENCE]

Academic Progrants jt jsa Karle]
Nursing [Jamie Leamn, Tina Meckley]

Close

-continued-
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d. Paste the text into the box underneath Additional Tags.
. Click the Add button.
f. Click the Save button.
¥ The newly added tag is shown under the Additional Tags heading.

Current Tags Additional Tags Save
+ Leamning Resource Centers: Leamning Resource Center School of Science

Add

5. Verify that the event is posted to your sidebar.
¥ Once an event item has expired (based upon its date), the event remains in published state.
However, it will be removed from the Upcoming Events section of the sidebar.

Upcoming Events

June 21: Tutoring Sessions for
Anatomy Students

Jun 21 2014 - 3:30pm
6. If you chose to post to another section, verify that the event appears in the other department’s sidebar.

Example of an LRC event (i.e. Tutoring Sessions) which is displayed on the School of Science’s sidebar:

Upcoming Events

May 23: Astronomy Open House
May 15 2014 - 3:00pm
June 21: Tutoring Sessions for
Anatomy Students
Jun 21 2014 - 3:30pm

7. Toremove a tag that you added to a news or an event item, see the section “Remove a Tag” at the end of
this document.
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Ongoing Events (manually populated)

The content in this area is manually added or removed from this section of the sidebar.

Example of an Ongoing Events section:

Ongoing Events

GRE/GMAT Prep Workshops
Maih Workshops

Verbal Workshops

Note: If you do not currently have an Ongoing Events section on your sidebar, contact bdwebmaster@psu.edu to
have it enabled.

To edit the Ongoing Events section:
1. On the sidebar, hover over the section “Ongoing Events”.

¥ To the right of the title, an icon will appear that looks like a gear.
Liv

Ongoing Evenis

Career and Internship Fairs

Workshops and Seminars

2. Click the Gearicon.
3. From the menu, select: Edit Block.

4. Edit the body content by adding or removing links as needed.

Edit ACPC Ongoing Events:

Home » Bean acpc ongaing events

Title
Ongoing Events

The Title of the block. The <em>, <strong=, <i> and <b> HTML tags are allowed, all others will be filtered out.
Body
[ Source B @ @ % L BB EQ
B I US| |x x| == E9 | E E E E| = | =
Format ~ || 22

Career and Internship Fairs

Workshops and Seminars

5. Click the Save button.
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Information & Announcements (manually populated)

The content in this area is manually added or removed from this section of the sidebar. This is also the area in
which you can place small images, such as logos or icons.

Example of an Information & Announcements section:

Information & Announcements

FAFSA Filing Due Dates

Scholarships Promote Student
Success

Summer Financial Aid

Upcoming Webinars

Note: If you do not currently have an Information & Announcements section on your sidebar, contact
bdwebmaster@psu.edu to have it enabled.

To edit the Information & Announcements section:
1. Onthe sidebar, hover over the section “Information and Announcements”.
¥ Anicon that looks like a gear will appear to the right of the title.

2. Click the Gear icon.
3. From the menu, select: Edit Block.
4. Edit the body content by adding or removing links as needed.
¥  You may also include small images, such as logos and icons, within this section.

¥ Image dimensions should be 200 x 200 pixels.

5. Click the Save button.
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News (auto populated)

The news area of the sidebar is automatically populated with the three most recent news items from your section.
If there are no news items, then the news area of the sidebar will not appear.

Example of a News section:

Psychology Major Margaret Eimers Awarded
Hetzel Award

Penn State Behrend Honors Students at 65th
Annual Honors and Awards Convocation

History Major Wins Essay Contest; Parlicipates
in Panel Discussion on Jewish History

Instructions on how to create a news item so that it appears in more than one section of the web site:
1. Create a news item.
a. From the primary Drupal menu, click: Add Content.
b. From the secondary Drupal menu, click: News.

2. Complete the following fields:
a. Title
b. Body
c. Behrend Section: Choose the appropriate section(s).
¥ If you have access to more than one section of the web site, you will see those sections
listed. Make sure to click on the appropriate section for which you want the news item to be
posted.
¥ If you forget to choose a section and click Save, then you will see the event page with an
expanded list of Behrend sections. At this screen, you can only select a section that you have
permission to access.

Title
LRC Offers Tutoring for Anatomy Students

Body (Edit summary)

- Q by swes -

B I s x x L|g

E ¥

If you don't know the difference between your rhomboids and your deltoids, you may be interested in tutoring that we offer to anatomy
students. Contact LRG for more details

Switch to plain text editor

Text formar | Filtered HTML ﬂ Moare information about text formats

- Web page addresses and e-mail addresses turn into links automatically.
« Allowed HTML tags: <a> <address>> <b> <blockgquote> <br> <caption> <cite>> <code> <dd> <div>> <dI> <dt> <em> <hl> <h2> <h3> <h4>
<h5> <h6> <hrobjectembediframe> <i> <img> <li> <ol> <p> <pre> <span> <strike> <strong> <sub> <sup> <table> <tbody> <td>

<tfoot> <th> <thead> <tr> <ul>
Allowed Style properties: background-color, float, height, list-style-type, max-height, max-width, min-height, min-width, table-layout, text-align,
text-indent, width

Behrend Section *

[¥] --Learning Resource Center

—-5tudy Abroad

N e i s ol ol e PP At Al [ i i P,
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d. News Image
¥ If desired, browse and upload an image for the news item.
¥ If desired, provide the URL if you want to link the image to another page.
¥ Type the appropriate alt text for the image.

3. Save the news item.
¥ The article is now pending approval.
¥ While in View mode, you will see a gray section at the bottom of the page which contains
information regarding tags.
¥ Current Tags refers to the tags that are currently applied to the news item.
¥ Additional Tags allows you to add a tag so that the news item is posted to another section
within the web site.

LRC Offers Tutoring for Anatomy Students
View Edit Revisions

ITyou don't know the difference between your rhomboids and your deltoids, you may be interested in tutoring that we offer to anatomy students.
Contact LRC for more details.

Current Tags qdditional Tags e

- Leamning Resource Center,

4. After the news item has been approved, you can choose to post the news item to another department’s
news sidebar (i.e cross tagging).

a. Asacourtesy, please ask the content editor of the other department if it’s OK to do so.

b. To begin the process, click on the Full Tag List button.
¥ This opens up a pop-up window with all of the sections within the web site. It also includes

the corresponding content editor(s) for each section so that you know who to contact.

c. To select a tag, copy the heading for the desired section and then click the Close button.

¥ Examples of tags for the School of Science: School of Science, Academic Programs, Nursing

Additional Tags

SCHOOL OF SCIENCE]
Academic Progra :l Isa Karle]
Nursing [Jamie Learn, Tina Meckley]

Close

d. Paste the text into the box underneath Additional Tags.
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e. Click the Add button.
f. Click the Save button.
¥ The newly added tag is shown under the Additional Tags heading.

LRC Offers Tutoring for Anatomy Students

View Edit Revisions

Masquerade

You are masquerading as aes17
Quick switches:
- Switch back

If you don't know the difference between your rhomboids and your deltoids, you may be interested in tutoring that we offer to anatomy students
Contact LRC for more details.

Current Tags Additional Tags Save
- Leamning Resource Cel . School of Science

1 Add

5. Verify that the news item appears in your sidebar.

LRC Offers Tutoring for Anatomy
Students

6. If you chose to post to another section, verify that the news item appears in the other department’s
sidebar.
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Remove a Tag that You Added

To remove a tag that you added to a news or event item:
1. Navigate to the page of your news or event item.

2. While in View mode, scroll down towards the bottom of the page.

3. Under Additional Tags, hover over the tag that you wish to remove.

ow.,n

¥ The tag changes color and has an “x” next to it.

View Edit Revisions

Masquerade

You are masquerading as aes’7.
Quick switches
« Switch back

If you don't know the difference between your rhomboids and your deltoids, you may be interested in tutoring that we offer to anatomy students
Contact LRC for more details.

Current Tags

Additional Tags Save

- School of Science
- Leamning Resource C&
« Nursing

Nursing X ichool of Science

4. Click the tag with the “x” to remove the tag.
¥ The news or event item is now removed from the sidebar for that department.

5. Click the Save button.

6. Verify that the news or event item has been removed from the other department’s sidebar.

Remove a Tag that Someone Else Added

To remove a tag that someone else added to a news or event item:
1. Contact the author of that item (if known) or contact bdwebmaster@psu.edu.
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