NCF website guide for editors, Oct 2007
1.  What should an NCF website do?

· Inform members about events and news.
· Present NCF to newcomers.
· Archive information in a searchable way.
· Encourage greater participation by members (forum discussions etc.).
· Any other ideas…?

2. Structure
· 4 access levels: Anyone < Members < NCF Team < Administrators

· Sidebars: feeds from Events, blogs (bear in mind for your titles), comments…

· About NCF

· Core content – Forums / Reports / Working Groups

· For your eyes only

· Create Content

· Info (comments, content, downloads, events, users)

· Other bits – Login / Search / My account

3. A look under the bonnet: Drupal

· A “content management system” - like a blog but more powerful.

· Separates the design and the content (in a database)

· It’s opensource software – free, but there can be bugs and features missing because it has been developed organically by hundreds of people.

· Features can be added like Lego block and then configured, sometimes straight on the website, sometimes requiring some complex tinkering with code.

· Jargon (nodes, blocks, modules, themes, weights, roles…)

4. Creating content

· Types (Basic Posts, Events, Pages, Forum topics, images)

· Teaser (auto generated if left blank)

· (Date & Time – Event only)

· Title – think if it will make sense in a summary list
· Categories

· Working Group [hold Ctrl to select/deselect multiple ones]

· Type

· Privacy level [check that it is set to “members” for confidential info]
· Forum

· Attachments 
· When uploading a file give it a detailed name as they all get stored in one directory. Not “Iraq minutes.doc” but “2007 June - Iraq WG minutes.doc”
· Advanced (usually ignore)

· Menu settings – assign a page to a menu 
· Comment – enable/disable

· Authoring – change name or date

· Publishing options – unclick “publish” to remove something from the public site without deleting, useful if creating a draft post.
· Log message: private message to other editors if you’ve made some major changes other people might want to know about

· If you make any mistakes or forget anything, don't worry, as you can edit any posts easily by just browsing to them and then using the "Edit" tab at the top of the page. 
5. Good input practice
· Work in Full screen mode ([image: image1.png]


) for large entries, or you can strech the entry box by dragging ([image: image2.png]


)
· Fonts & different sizes – avoid them! You can do this by: (a) entering text directly, (b) pasting as plain text ([image: image3.png]


), (c) use format eraser ([image: image4.png]


) (d) edit HTML ([image: image5.png]


) to remove formatting you don’t want.
· Use formatting sparingly. Be careful not to use formatting in the “Teaser” or else it will look back and can “leak” into other posts on a summary page (this is because a bit of html code like <b> for bold might be open but the code closing it </b> may be cut off because the default teaser cuts about the first 200 characters irrespective of formatting.
· Be careful about line spacing. If you are pasting a few paragraphs cut from the web or Word the formatting my show up as no spaces between paragraphs or big spaces – so remove formatting with the eraser where necessary and make sure there are single line spaces between paragraphs.

· You can use many normal wordprocessing keyboard shortcuts (Ctrl+A = select all, Ctrl+X = cut, Ctrl+Z = undo, Ctrl+B = Bold etc)
· Bear in mind how the page will look in different screen sizes (resize your favourites side bar to get an indication of this)

· Links: select text and click ([image: image6.png]


); remember to use http:// not just www. To link to another page on the site you can either cut & paste its URL using this, or use ([image: image7.png]


) and use the menus to navigate to the piece of content you want, or ([image: image8.png]


) if it’s a menu item. [N.B. this icon [image: image9.png]


 displays if a link goes outside the website.]
6. Events / Minutes:
· Remember to set neat start & end times (e.g. 6.30, not 6.23).

· You can add minutes to an event by finding the event entry on the calendar and editing it.

· Minutes may be attached as a file or written into the "Body" box, or both (this is preferable so that the information can be found in a search of the site.)
· If the minutes are confidential, as they usually will be, increase the Level of Privacy category to "Members" so that only authorised people can see them. This has the side-effect that the past event is no longer visible in the calander to people who are not logged in, however this is not too much of a loss.
7. Images:
· Upload photos by clicking on ([image: image10.png]


). Give them distinct and logical names (e.g. “2007 Nov – Iraq – Nineveh 1.jpg”). Or going direct to “Create content > image”.
· To insert use [image: image11.png]


 again and select the image you want. The insert options are self explanatory. You can insert them as a thumbnail with a link to the original image, as the original sized image without a link etc. You need to decide if you want the image aligned to the left/right of text or in the centre. If you give a title then that will appear below. The description is what is displayed if a mouse hovers over the image.

