
Contact us
ahcweb@umn.edu  
 
If you have additional 
questions as you’re working 
in Drupal, email the AHC 
web team at ahcweb@umn.
edu. We are interested in 
your feedback and training 
needs. All AHC web contacts 
are listed at: hub.ahc.umn.
edu/communications/web/
contact

AHC Web 
Community 
Google Group
z.umn.edu/
webgroupahc 
 
Join our AHC Web 
Community Google Group 
of ~270 members to stay 
informed about web 
initiatives. All web point 
people are expected to be 
members.

Web resources
z.umn.edu/ahcweb
Visit the AHC Resource 
Hub website for a variety 
of web resources, including:

•	 training on the Drupal 
and Bios systems

•	 best practices and tips 
for web content, 
analytics, and more. 

We’ll add more tutorials as 
they are created.

ACADEMIC HEALTH CENTER

OFFICE OF COMMUNICATIONS
z.umn.edu/ahcweb 
ahcweb@umn.edu

The AHC web team provides units 
in the AHC with the resources and 
support needed to have a web 
presence. We’re here to help!

This handout includes:
•	    Key concepts
•	    Things to remember
•	    Getting started on day one

page 1

“They always say time 
changes things, but you 
actually have to change 
them yourself.“ 
—Andy Warhol

Drupal Basics
Welcome to Drupal, an open source web content 
management system (CMS) maintained and developed by 
a community of more than one million people across the 
globe. The University of Minnesota is in good company, as 
our fellow users come from higher education, government, 
nonprofits, corporations, media, and more, from Harvard to 
the BBC to WhiteHouse.gov. This software enables users 
like you to easily organize and publish content, with a wide 
variety of customization options. 

As part of the Academic Health Center (AHC) web support 
system, the web property you manage will be in the AHC’s 
web theme, Nokomis, that works on mobile devices and 
follows University and AHC standards. We are using the 
University’s enterprise Drupal implementation, supported by 
the Office of Information Technology (OIT). Your changes will 
go live right after you publish them.

Find more information about the AHC and Drupal at:  
hub.ahc.umn.edu/communications/web/drupal
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Key concepts
 
WYSIWYG editor: ”What you see is what you 
get” tool which you’ll use to add and edit web 
content.

Node: Any piece of content on your site.

Content type: The fields attached to 
your node, such as AHC Content (the most 
commonly used), AHC Event, or AHC News. 

Green highlight box: A confirmation of a job 
well done!

 
Red highlight box: You can ignore these 
security update warnings, they are intended for 
OIT and AHC technical staff. If you experience 
any issues contact ahcweb@umn.edu. 

 
Role: This is your level of access as a user. 
Many of you will be assigned the senior editor 
role, with access to add, remove, and publish 
content. 

Workbench: Located in the top menu bar of 
your dashboard, the workbench features tabs 
for all the different areas of your site. As a 
web contributor, you will most often use the 
Content tab to add/edit pages.

Panelizer: When you’re editing content, the 
Panelizer will appear as the far-right tab of 
your menu bar. This is where you can adjust 
the layout of your page (e.g., 1 column, 3 
columns, etc.).

Layout: The layout selected for your web page, 
making use of columns and sidebars. This can 
be changed using the Panelizer.
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Things to remember

Did you save? There’s no autosave in the 
Drupal CMS. Be sure to save as you’re editing 
and adding content, changing layouts, switching 
between tabs and views, and anytime you’re in 
doubt. 

Clear formatting: When adding new text, 
either use a text editor to clear formatting 
beforehand, the ”Paste from Word” feature in 
Drupal, or the eraser icon in your editing menu. 
Otherwise, text will look wonky because of the 
bad code transferred over.

Choose the right heading: When choosing 
your text format, start with Heading 2 for titles, 
Heading 3 for subtitles, and work your way 
down the line. (This is important to support 
accessibility and will enable future style 
changes to automatically apply.)

Previewing pages: When you hit Preview, it’s 
a Drupal preview, not real life. To see what the 
page looks like to web visitors, hit Save.

AHC styles: Many of the styles available are 
listed at: training.ahc.umn.edu/styles

Photos: Upload photos to UMN Library so they 
are available to you in the future. Avoid using 
the Drupal cropping tool. Crop your photos 
before uploading and leave them at the original 
size. You will need to apply an image style in 
the WYSIWYG. Note that there’s a delay in 
seeing your images go live, but that text 
updates are instant.

Accordions and tabs: Accordions and tabs 
can be added and edited on any AHC Content 
page using the Panelizer tool.

Revisions: Revisions are saved. It’s possible to 
revert to a previous version.

Did you publish? If you don’t see the new 
content page you just created or edited, there’s 
a good chance you haven’t published it yet.  
Go back in and check your settings, then save. 

Add to navigation: In order for your page 
title to appear in the navigation, when you save 
make sure ”Provide a menu link” is checked, 
and that you’ve selected a section in which to 
house it using the Parent dropdown.

AHC Bio Builder: This is a system separate 
from Drupal supported by the AHC web team 
used to create faculty/staff bio web pages and 
faculty/staff list pages. As with the new Drupal 
sites, the AHC web team will pre-populate the 
Bios system with existing faculty and staff bio 
information. We will give you access to add and 
edit content after the launch.  More info:  
hub.ahc.umn.edu/communications/web/bios
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Getting started on day one
These quick tips will help you jump in and get started with Drupal. Like any software, it will 
continue to get easier with practice. 

Whether you need to create a new page or edit existing content, your first step is to go to: 
yoursiteURL/login and enter your UMN x500 username and password.

ACADEMIC HEALTH CENTERNotes

MY LOGIN URL:

MY AHC PROJECT MANAGER:

WHO IN MY AREA HAS ACCESS AND CAN BACK ME UP If NEEDED:
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Create new content:
1. Click on Shortcuts at the top of your page.
2. Click on Add content.
3. Select the content type appropriate for the 

information. Most often this will be  
”AHC content.”

4. Enter the title of your page.
5. Next, add some content within the Body field.
6. Scroll down toward the bottom of your 

editing view...
7. Under Menu Settings, check ”Provide a 

menu link” if this page should be included 
in the menu (sometimes referred to as the 
navigation). Choose the appropriate level in 
the web hierarchy under ”Parent.”

8. Under Publishing Options, select either Draft, 
Needs Review, or Published, depending on 
your editorial process. Leave ”Create new 
revision” checked. 

9. Save your work, and voilà, your content is 
ready (or almost ready) for the world to see.

Edit existing content:
1. Either go directly to the page you need to  

edit or click on the Content tab at the top of 
the page. 

2. Click on the Edit tab and make your changes 
within the Body field.

3. Scroll down toward the bottom of your 
editing view...

4. Save your work and your edits will be live.


