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Section la: Basic Pages - Getting Started

%W Software Downloads HE UK Human

1. Click Manage in the e | W shortcuts § <
upper left corner.

E Manage * Shortcuts 1

9 Help
Add content > Announcement
2. Place your mouse over Content (1) | e | Q |
in the upper left. Place your mouse | — o
over Add Content (2). Click Basic

. Landing Page
Page (3) in the new menu.

Newsletter

Person

Home » Add content » Basic Page

3. Type text into the Title field in

Title *
4-H Club Updates
the upper left corner to label your

Page Title Visibili

page. This is a required field. O Hide Page Title
@ Show Page Title

Body (Edit summary)
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Section la: Basic Pages - Getting Started

4. Click the Hide Page Title button Page Title Visibility *
under Page Title Visibility in the © Hide Page Title
upper left to not display the title on ©® Show Page Title
the published page.

Body (Edit summary

Format - B

Briefly describe the changes you have mad

5. Click Menu Settings (1) on the ¥ MENU SETTINGS (4-H Club Updates)
right side of the screen. Then click
the checkbox next to Provide a S

menu link (2). 4-H Club Updates

Provide a menu link

Description

6. Menu link title (1) will auto-populate based on the text entered in step 3.
This can be altered if needed by changing the text in the field. Type in the
Description field (2) to have the user see information when placing their
mouse over the link to the page.

Provide a menu link

Menu link title

o 4-H Club Updates

Description

| See what is going on in 4—H‘

Shown when hovering over the menu link.
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Section la: Basic Pages - Getting Started

See what is going on in 4-H

7. Click the Parent link dropdown
to choose a location to host the
page. By default, the page will be
posted to the menu at the top of
the website.

Parent link

<Main navigation:

0

Menu links with lower weights are displayed before links with high

» URL ALIAS (Automatic alias)

8. Click the URL Alias dropdown (1) > MENU SETTINGS (4-H Club Updates)
on the right side of the screen. o -
¥ URL ALIAS (Automatic alias)
Uncheck the box next to Generate
automatic URL alias (2) to modlfy the o Generate automatic URL alias
Uncheck this to create a custom alias

web address. This is not a required
step. If left checked, Drupal will
generate a web address for you.

URL alias

Specify an alternative path by which this ¢
Alhnnt nan
=

9. Type the path in the URL alias field. Make sure to begin each path with
a forward slash (/). Also, if you want to separate words put a dash (-)
between each word.

(J Generate automatic URL alias

alias below.
URL alias
/4h-club-updates

Specify an alternative path by whidgl this data can be accessed. For exa
about page.
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Section la: Basic Pages - Getting Started

10. Click in the provided textbox (1) to enter information into the body
of the page. Use the toolbar (2) at the top to format the text.

= -
Show Page Title

Body (Edit summary)

oruormaw S| B|lI|U|x®|%|L|e E @9 Q=B souce| «
E|l= ===z m

Please see below. Any additional questions please email test1234@uky.edu.
Cloverbud Club - Ages 5-8 - This is a great club that offers pre-4-H age youth a taste of what 4-H has to offer. This club meets once a month on the and is volunteer led.
oBeginning Cooking - For those just getting started in the kitchen, this a great opportunity to learn the basics of cooking! More infermation on this monthly club will be available so

4-H Culinary Challenge - Ages 14+ - This challenge is for older 4-H'ers who have experience in the kitchen and are interested in competing in a "Chopped" challenge at the state
organizational meeting for those interested will take place on Thursday, October 24th at 5:30pm at the Extension Office.

If you need to find out additional information, please visit our 4-H Info Page)

Section 1h: Basic Pages - Email Addresses

N?’ Q| = [ sdl
1. Click and drag to highlight the email : ;2

address in the body of the basic page. \ny additional questions please em

ges 5-8 - This is a great club that offers pre-4-H age youth a taste ¢

=
x
"
X
i

1
2

] - For those just getting started in the kitchen, this a great opportur]

2. Click the Link to Content button. additional questions please em

5-8 - This is a great club that offe

or those just getting started in the

e - Ages 14+ - This challenge is fo
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URL

3. In the URL field type "mailto:"

mailto:test1234@uky. edu

Start typing to find content.

before typing out the email address.

LT LY PRI 1O TN TOTTIETTL.

4. Enter text in the Title field to provide [l ™¢

a tooltip for the users when they place
their mouse over the hyperlink.

Click here to email

Populates the title attribute of the link, usually showrglas

» ADVANCED

Title I

Populates the title attribute of the link, ul

» ADVANCED
5. Click Save in the lower left corner.
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organizational meeting for those interested will take
to find Ic\ul additional information, pleas

1. Click and drag to highlight the text
you are wanting to turn into a hyperlink.

E ) Sourl

=
X,
mx
e
[
-y
o]
-
@)

=1|= e
2. Click the Link to Content button. additional questions please e
5-8 - This is a great club that o}z taste of
or those just getting started in t m pportuni

e - Ages 14+ - This challenge is for older 4-H'ers who have exper

_ Add Link
3. Paste the web address in the

URL field. This field also works
as a search engine for content
or files loaded to the website.

URL
https://4-h.ca uky edu/what-is-4H

Start typing to find content.
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URL

4. Enter text in the Title field to provide
a tooltip for the users when they place
their mouse over the hyperlink.

Click to view the What is 4-H page

Populates the title attribute of the link, usu

» ADVANCED

hitps://4-h.ca.uky.edu/what-is-4H

Start typing to find content.

Title
‘ Click to view t atis 4-H page]

Populates le attribute of the link, usually shown a

» ADVANCED

Save

5. Click the Advanced dropdown.

Populates the title attribute of the link, usually shown

v ADVANCED
6. Type "button" in lowercase in the

CSS classes field to turn the

C5S classes

| button|

highlighted text into a clickable button.

List of C5S classes to add to thig link, separated

ID
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) /
7. Check the box next to Open in Al L o e o o

g a URL fragment. M
new window to have the link open

Open in new window/tab
in a new tab on the User'S internet See WCAG guidance on opfning links in new wincI

browser Relation (rel)

noopener
Often used by JS gallenes. When opening links in nev

Often used by JS galleries. When ope

advised to add the no ttribute d
8. Click Save in the lower left corner.

1. Click the Media Library button \

in the toolbar to load an image, X, | I, & El” Q= B
video, or document. m
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L] R Sl
Add or select media
Image /
A
2. On the left side of the screen, Audio E
3
A

choose the type of media you
wish to import.

Document

Remote video

Video

'.o
.

»
*

3. Click Insert Selected when the
media is chosen from the Media

Library or imported.

bed Block

Section le: Basic Pages - Featured Header

body p

1. Click the Featured Header

dropdown menu in the lower
left corner.
m Preview Delete
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2. Select Choose File (1) to import the needed image. Review the
requirements (2) a photo must meet before being used as a Featured
Header. The image may need to be resized.

¥ FEATURED HEADER

Featured Header

o Choose File |No file chosen

Optionally, add a featured image that will be displayed full-width above this page's main content.
One file only.
32 MB limit.

Allowed types: png gif jpg jpeqg.
Images must be larger than 1200x200 pixels. Images larger than 2400x400 pixels will be resized.

Featured Header Title

el b o ) T LTS e

Optionally, add a featured image that will be displayed full-y
One file only.
32 MB limit.

Allowed types: png q4

3. Enter the text to be displayed :
over the header in the Featured r—T———
Header Title. 4-H Club Updates

Optionally, add an alternative title for tlis page. This is the t

mages m x200 nixels. Images larger

Section 1f: Basic Pages - Saving

Featured Header Title

Optionally, n alternative title for this

 Preview Delete

1. Click Save in the lower left corner.

10
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%W Software Downloads HE UK Human

1. Click Manage in the upper e | W shortcuts § <
left corner.

E Manage * Shortcuts ‘l

@ H Content O Help
2. Place your mouse over Content (1) . e N
in the upper left. Place your mouse . E o
over Add Content (2). Click Event (3)

. Landing Page
in the new menu.

Newsletter

Person

Section 2h: Creating Events - Event Information

Create Event
Home » Add co » Event
1. Click the Event Information SR

tab in the upper left corner.

Date Information *

Event Type
Event Point of Contact - None -
Select whethe

Location Information

EVENT FR

11
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2. Type the name of the event in
the title field at the top of the
screen. This is a required field.

Event Title *

2022 Food Fair

- None -

Select whether this event will be held in-person, remotely,

EVENT FEATURED IMAGE

3. Click the Event Type (1) dropdown to
select one of three delivery options (2)
for the event.

4. Click the Add media button.

Event Title *

2022 Food Fair

Event Type Q
is ev ill be held i

In-Person

Remote r AGE

Hybrid ms are selected.
Add maadia

Event Type
In-Person w

Select whether this event will be in-person,

EVENT FEATURE

No media items dre selected.

Add a featured image for this event.
One media item remaining.

12



. University of Kentucky
County Websites

College of Agriculture,
Food and Environment

o Cooperative Extension Service

Section 2b: Creating Events - Event Information

Add or select media

Add file

‘ Choose File NQSEH

One file only.
32 MB limit.

5. Click Choose File (1) to import a

Sort by
picture from your computer, or choose Newest first v
one from your Media Library (2).

Plant.jpg

6. Click Insert selected in the lower
left corner.

7. Type the specifics of the event in the description field (1). Use the
toolbar (2) to modify the text as needed. This is a required field.

Event Description o

o Normal

i w

i

noole
x
x

2 | Iy | =@ (B 2| Q = | [ souce | «
m

Join us for the 2022 Food Fair. We will be offering recipes, giving foed demonstrations, and providing food samples to all who attend. You
will learn some amazing tips on how to make you meals not only tasty, but algo on a budget!

13
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Provide a description of this event.

Event Teaser

8. In the Event Teaser field, type
a 1 or 2 sentence summary of the
event to grab the user's interest.

Come to this year's Food Fair to check out some tasty meals|

short, feel free to enter the s

Event Category
O 4-H

Enter a short descriﬁt\on of this event. If the description of this 4

Event Category

O4-H
9. Under Event Categoryl CheCk (J Ag & Natural Resources

the box next to the section that is gEmugmjn:nomic Development
hostlng the event Family&ConsumerSciences
W

s [f this event requires registration, please enter the URL to

10. In the Registration URL field place a link to the location where
participants can sign up for the event.

O Community and Economic Development
O County Community
Family & Consumer Sciences

Registration URL

e Start typing the title of a piece of content to select it. You can also enter an internal pat
http://example.com. Enter <front> to link to the front page. Enter <nolink> to display
link text only.

14
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Create Event

Home » Add content » Ev,

1. Select the Date Information tab
on the left side of the screen. The

tab is required when creating an 2022 Food Fair
Event Type

event. Event Point of Contact In-Person v
Select whether thi

Event Inform PN
Event Title

Location Information

EVENT FEAT

EVENT AND DATE TIME *

omm,-’dd.-fww DQ—— O | to
+

August 2022 v NNY =R
2. You can type the date by clicking in Su Mo Tu We Th Fr Sa |
the field (1) or click the calendar Addano et

11 13

button (2) to select the needed date.

14 15 16 18 20

21 22 23 25

25 29 30

vy ==i== == :—— - 0 o
3. Click the clock button to set
. ﬂ-ﬂ

the start (1) and end time (2).

03 29

15
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4. Check the box next to All day (1) if
the event is that length. Also, you can
use the Duration (2) dropdown if you | O one o o <€)
want to set the length of the event.

10/12/2022 0| 0401 PM ®@ | tp | 0501 PM ©

5. Click the Add another item button if
the event occurs over multiple days

and additional dates need to be added.
Add another item

6. Left click and hold the directional
cross to the left of a date and time to
drag it to a different location if needed.

16
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Event Information *

Date Informati

1. Select the Event Point of Contact e —
tab on the left side of the screen. _

Location Information

Event-Specific Files

2. In the provided fields enter the Contact name (1), Contact Email (2), and
Contact Number (3).

Optionally, provide contact information for the primary point of contact for this evel

o Contact Name

o Contact Email
o Contact Number

Section 2e: Creating Events - Location Information

Event Information ~ Option}

Contadg
Date Information *
. . i Contag
1. Select the Location Information Event Polnt ogiytact
tab on the left side of the screen. Contad

Event-Specific Files

17
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Venue Name

2' Under Venue Name type the ‘ Fayette County Extension Offlce|
name Of the event Ioca‘tlon . Enter the name for the venue in which this event will be held.

¥ VENUE ADDRESS

Venue Name

Fayette County Extension Office

Enter the name for the venue in which this event will be held.
r

¥ VENUE ADDRESS

Enter the address associated with the venue for this event.

3. In the Venue Address S
United States v
section enter the address

of the event.

Zip code

v

Remote Web Address

4. The remote web address field can be used to include a link to a Zoom
meeting or other form of online conference tool. We do not recommend
using this field as it might result in individuals accessing the event to
cause disruptions.

- None - v

Remote Web Address

s Enter the remote web address/URL for this event (i.e., Zoom conference URL, URBto hostd

http://example.com. Enter <front> to link to the front page. Enter <mofink> to display lif
link text only.

18
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Date Information ¥
Op
Event Point of Contact E
[u
Location Infor n Ma

1. Select the Event-Specific Files -

tab on the left side of the screen. Al

B c... VAN

¥ FILE ATTACHMENTS

Optionally, add file attac s to this event (i.e., flye

2. Click the Choose Files button Add 2 new fil
at the top of the screen, and b file chosen

. . aximmum 1O Tles.
import the file from your computer. 32 MB limit.

Allowed types: txt pdf doc docx.

FILE INFORMATION

3. In the Description field, give - "e“e‘c“’“"“"F°°d‘F““F"'E”’“/
escrlptlon

the fl|e a |abe|_ 2022 Food Fair Flyer

19
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1. Click the URL Alias dropdown (1) > MENU SETTINGS (4-H Club Updates)
on the right side of the screen. o o

¥ URL ALIAS (Automatic alias)
Uncheck the box next to Generate

automatic URL alias (2) to modify the 9 Generate automatic URL alias
L . Uncheck this to create a custom alias |

web address. This is not a required

step. If left checked, Drupal will

generate a Web addreSS fOf yOU. Specify an alternative path by which this ¢

abhout a¥=Fal=]

URL alias

2. Type the path in the URL alias field. Make sure to begin each path with
a forward slash (/). Also, if you want to separate words put a dash (-)
between each word.

[J Generate automatic URL alias

URL alias

[4h-club-updates

Specify an alternative path by whidl this data can be accessed. For exa
about page.

3. Click Save in the lower left corner.

e

20
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Section 2h: Creating Events - Adding an Event Block

1. On a landing page, Click the fotud

Add block button in a new or

—

existing column. (Event blocks

<+ Add block

are only available in the 1 or 2
column options.)

2. Under CAFE Event Blocks in
the Blocks Menu on the right side
of the screen, choose which Event
Block you would like to use.

3. Under the Event Format dropdown,
choose to only display events using a
specific delivery method. By default, all
events will be displayed.

CAFE Event Blocks

Event Format

_Any_

In-Person
Remote
Hybrid

Add block

21
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Section 2h: Creating Events - Adding an Event Block

4. Click the Event Category
dropdown to select events from
a specific area to display. By

default, all events will be shown.

5. Click Add block in the
lower left corner of the
Configure Block Window.

6. Select Save layout (1) in
the upper left corner of the
page to confirm the changes.
To remove the changes select
Discard Changes (2).

Event Category

- Any - v

4-H

Ag & Natural Resources

Community and Economic Development
County Community

Family & Consumer Sciences

- Any - v

Event Category

Family & Co mer Sciences

Qverride title

Add block

Forms and links inside the content of the layout builder tool have bee

b Save layout Discard changes 2 rt to defaults

Show content preview

You are editing the layout for this Landing Page content item.

Revision information

22
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%W Software Downloads HE UK Human

* Shortcuts ‘l C

1. Click Manage in the upper left corner.

E Manage * Shortcuts l cje238

Add content Announcement

2. Place your mouse over Content (1)
in the upper left. Place your mouse
over Add Content (2). Click O
Newsletter (3) in the new menu. . o

Files Basic Page

Media Event

Person

Home » Add content » Newsletter

3. In the Title field type the
name of the newsletter. Try to
remain consistent in the naming
of the newsletters when posting.

Title *

September Newsletter 2022

- None -

23
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Section 3a: Creating Newsletters

Title *

September Newsletter 2022

. Program Area
4.In the Program Area section All Program Areas
-
select the program associated

Ag & Natural Resources

with the Newsletter.

Community & Economic Development

NEWSLETTER PDF

No media items are selected.

4-H Youth Development
Ag & Natural Resources

Community & Economic Develop

5. Click Add Media under Newsletter NEWSLETTER POF
PDF to load the needed file.

No media item

One media item remaining.

Add or select media
Add file
One file only.
i\Z\DTVBeL”:;es. txt rtf doc docx ppt pptx xls xlsx pdf odf odg odp o
6. Select the Choose File (1) to import ame orcby
a file from your computer, or load a et

Af

newsletter from the File Library (2). u 0 =

county-wide_newsletter_april_22.pdf
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Section 3a: Creating Newsletters

7.Select Insert selected in the
lower left corner.

Insert selected

NEWSLETTER DATE

Newsletter Month
Feb v
8. Choose the Newsletter Month (1) =) q |
Optionally, select the month this newsletter corresponds.
and Newsletter Year (2) from the
Newsletter Year

dropdowns under Newsletter Date.

Optionally, select the yg‘this newsletter corresponds.

Newsletter Body

Newsletter Body

o w
=
[
~
8
3]
&
Fe)
1]
=

9. In Newsletter body, enter © .
the text from the newsletter (1).
You can use the toolbar (2) of o
the textbox to modify the text.

25
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Section 3a: Creating Newsletters

10. Click the URL Alias dropdown (1) on the right side of the screen.
Uncheck the box next to Generate automatic URL alias (2) to modify the web
address. This is not a required step. If left checked, Drupal will generate a web

address for you. , o pe——

¥ URL ALIAS (Automatic alias)

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

URL alias

¥ URL ALIAS (Alias: /4H-February-2022)

11. Type the path in the URL alias O Generate automatic URL alias
field. Make sure to begin each path bbb *''2 el
with a forward slash (/). Also, if
you want to separate words put a
dash (-) between each word.

URL alias
[A4H-February-2022

Specify an alternative path by whidh this data can be
about page.

12. Click Save in the lower left

corner of the screen.

26
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Section 3b: Newsletters Blocks

1. On a landing page, Click the

ICIub

Add block button in a new or

—

existing column. (Newsletter

<+ Add block

blocks are only available in

the 2, 3, or 4 column options.)

2. Look for CAFE Extension Blocks
in the block menu on the right side of
the screen. Choose Newletters (1)
or Recent Newsletter (3) to display
all Newletters. Choose one of the
"by Section" blocks (2 and 4) to
filter by a program area.

3. If selecting a "by Section"
block, click the Program Area
dropdown menu to select the
needed program.

CAFE Extension Blocks

Configure block
Block description
Newsletters by Section (Blo

n Display title

Program Area

- Any -

v

All Program Areas

""" 4-H Youth Development
Agriculture & Natural Resources
Family & Consumer Sciences
Horticulture

Fine Art

. | Community & Economic Development | |

Nutrition Education Pragram
-

27
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Section 3b: Newsletters Blocks

4. Click the Newsletter Year
dropdown to select a specific
year to highlight. Select Any to
display all Newletters.

5. Check the Override title box (1)
to change the Block Title. Enter the
new label in the Title field (2).

6. Click Add block in the lower
left corner. Make sure to click
Save Layout in the upper left of
the landing page.

Newsletter Year

_Any_ v

o Override title

Title
2022 Newsletterq

Changing the title here means it cannot be dynan

NEWSIELar year

== |-Any-

Add block

28
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Section 4a: Adding Annhouncements

%W Software Downloads HE UK Human

1. Click Manage in the upper left e | W shortcuts § <
corner.

——
= Manage * Shortcuts 1 cje238

ucture Q Help

> Announcement o

Basic Page

2. Place your mouse over Content
(1) in the upper left. Place your
mouse over Add Content (2). Click
Announcement (3) in the new menu.

Add content

Files

Media Event

Landing Page

Newsletter

Home » Add content » Announcement

Announcement Type *
3. Under Announcement Type, - Select a value -
select the type of material you are — Select a value -

. . . . Event
h_|gh||ght|ng. Steps 3-5 are required Highlighted Content
fields.

Newsletter

hd@lcontent item (e.g.,

Program Area *

All Program Areas

A | W l-hl_\ I w
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Section 4a: Adding Annhouncements

4. Under Link to Content, search for the content you are wanting to display
by typing in keywords. Select the item once it appears in the dropdown menu.

Announcement Type *
Newsletter v

Link to Content *

‘ februl

February Newsletter 2022

All Program Areas

[February Newsletter 2022 (71)

lette

Program Area *

5. Under Progl‘am Area select All Program Areas

' '
the program associated with outh Developmen

Ag & Natural Resources

the announcement. Community & Economic Development

FEATURED IMAGE

No media items are selected.

Community & Economic Develgpment -

FEATURED IMAGE
6. Click the Add media button under No media itemgll® selected.

Featured Image to load a still image .
to highlight the announcement.

One media item remaining.
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Section 4a: Adding Anhouncements

Add or select media

Add file

Choose File [ No file chosen

One file only.
32 MB limit.

Allowed types: png gif jpg jpeg.

7. Select the Choose File (1) to import
an image from your computer, or load
an image from the File Library (2).

Name Sort by

Newest first «

4H3.jpg Mea

Plant.jpg

Insert selected

8. Click the Insert selected button
in the lower left corner.

9. In the Teaser field type a one sentence summary of the
announcement to get the user's attention.

The maximum number of media items have been selected.

Teaser

Check out what is going on with 4-H in the month of February.
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Section 4a: Adding Anhouncements

10. Click the URL Alias dropdown (1) on the right side of the screen.
Uncheck the box next to Generate automatic URL alias (2) to modify the web
address. This is not a required step. If left checked, Drupal will generate a web

address for you.

¥ URL ALIAS (Automatic alias)

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

URL alias
- DTUdlry=2UL 2]
11. Type the path in the URL alias U Generate automatic URL alias
field. Make sure to begin each path URL alias
with a forward slash (/). Also, if /4H-February-2022
Specify an alternative path by which this data gin be acces
you want to separate words put a 2bout page. e

dash (-) between each word.

The maximum number of media items |

Teaser

Check o t is going on with 4-H in

e

12. Click Save in the lower left corner
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Section 4b: Announcements Blocks

1. On a landing page, Click the
Add block button in a new or
existing column. (Newsletter
blocks are only available in
the 1 or 4 column options.)

2. Look for CAFE Extension
Blocks in the block menu on
the right side of the screen.
Choose Announcement (1)
to display all options. Choose
"by Section" (2) to filter by a
program area.

3. If selecting a "by Section"
block, click the Program Area
dropdown menu to select the
needed program.

ICIub

—

<+ Add block

CAFE Extension Blocks

Announcements by Section (Block)

Program Area

_Any_ v

All Program Areas

4-H Youth Development
Agriculture & Natural Resources
Family & Consumer Sciences
Horticulture

Fine Art

I Community & Economic Development

Nutrition Education Program

<= Add section
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College of Agriculture
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Food and Environment

Section 4b: Announcements Blocks

o Override title

_____________

4. Check the Override title box (1) :
to change the Block Title. Enter the Tie

new label in the Title field (2). o R
hanging the title here means it cannot be dy

5. Click the Add block button
in the lower left corner.

6. Click Save layout at the Forms and lin
top left corner of the page
to confirm the block.

To manage other areas o

e the content of the layoul
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Section 5: Removing Program Areas From Filters

1. Click Manage in the upper left

corner.

2. Place your mouse over
Structure (1) in the upper
left corner. Then place your
mouse over Taxonomy (2).

3. Click Program Area in the
Taxonomy menu.

Y% Software Downloads MK UK Human

E Manage * Shortcuts 1 «

hortcuts

1 cje238

l'h Structure

Menus

Taxonomy

N
L4 [ )

> Addvocabulary

[

Announcement Ty

Area of Focus

== ¥

Taxonomy

‘E-“-‘h “;.
. N
3 .4

7 :. .:T‘:‘
et

[ [N
Add vocabulary

Announcement Type

Area of Focus

CAFE Mission

Event Category

W JobTitle

Newsletter Month

Newsletter Year

Position Type
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Section 5: Removing Program Areas From Filters

4. Click the Edit dropdown menu to the right side of the program
area that needs to be removed. Then click, Delete.

< Family & Consumer Sciences

+ Horticulture

« Fine Art

+ Community & Economic Development

View Delete

5. Click Delete at the top of the Home » N
screen to confirm the removal.

Education Program » Nutritiof

Deleting a term will delete all its children if the

Cancel

& Community & Econ evelopment

ducation Program

Reset to alphabetical

6. Click Save in the lower left corner.
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chad.jennings@uky.edu



