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Reference & Review Drupal 7 

There are four (4) skills every Drupal editor needs to master: 

1. Create a New Page / Edit an existing page. This entails adding text and formatting the content properly.

2. Adding an image to a page. This includes selecting an appropriate image, adding an ADA required ALT
tag, adding a title tag (optional), and formatting the image once it is on the page.

3. Creating hyperlinks on a page. There are three (3) types: a link to download a document or form, an
internal link to a page within the MCC website, and an external link to a page outside the MCC web.

4. Adding a video to a page. The video must be uploaded to a video sharing service before you can add it to
your page. Inquire whether your department or work-group has a YouTube channel or if the video
belongs to someone else.

ADA - What You Need to Know & Making Your Pages ADA Accessible

As a public institution we are legally responsible to be sure our content is equally accessible to 
all visitors.  Run all pages through the WAVE tool and correct any red flags: www.webaim.org 
(At the bottom of the page, on the left, in the grey footer) 

Images, ALT Tags & Why You Need Them 

The most important issue in using images is to make your webpages ADA (Section 508) accessible to 
ANY visitor to the website. That means the image must be "visible" to all including blind visitors. 

How do you do that?  You describe the image (content and function) in such a way that all visitors have 
a similar understanding of what the image is, what it represents, and what (if any) function is associated 
with that image. 

This is a Federal law and is not an option. This is a requirement. 

From WebAIM 

Alternative text provides a textual alternative to non-text content in web pages. We will be discussing 
alternative text for images only, though the principles can be applied to media, applets, or other non-
text web content. 

http://www.webaim.org/
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Alternative text serves several functions: 

• It is read by screen readers in place of images allowing the content and function of the image to
be accessible to those with visual or certain cognitive disabilities.

• It is displayed in place of the image in browsers if the image file is not loaded or when the user
has chosen not to view images.

• It provides a semantic meaning and description to images which can be read by search engines
or be used to later determine the content of the image from page context alone.

The key principle is that computers and screen readers cannot analyze an image and determine what 
the image presents. As developers, text must be provided to the user which presents 
the CONTENT and FUNCTION of the images within your web content. 

Run all pages through the WAVE tool and correct any red flags: www.webaim.org 
(At the bottom of the page, on the left, in the grey footer) 

Writing Content for the Web 

Think in “bullet points” 

• Sign up for class.

• Register for the seminar.

• Download the form.

• Find out more.

More is not better when you cannot easily read and digest the content. 

A noted web expert says: 

"Write as simply as possible. Throw out half of what you wrote. Summarize that. That’s the final copy.’ 

Jakob Nielsen: http://www.nngroup.com/articles/author/jakob-nielsen/ 

Engaging Content 

• Your copy should speak to visitors. Not at them.

• Use words your visitors know and understand. Your content should be engaging and
understandable.

• Avoid insider-speak, jargon, and acronyms, (MCC, AJS, LEC, etc.). These are a turn-off.

• Check your content for fast comprehension and impatient readers.

http://www.webaim.org/
http://www.nngroup.com/articles/author/jakob-nielsen/
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Do you want them to do something? 

• Then be simple and clear.  Tell them what to do.

• Register for class. Download the syllabus. Make an appointment.

Write content that is descriptive and easy to grasp. Be succinct. Use an active voice. Use Register for 
class not All returning students are encouraged to register for class. 

Basic Page Layout 

When laying out your pages it’s good to remember a few important things: 

1. Screen readers and users of assistive technology (AT) generally use the arrow keys ( ‹ ›) and the
“tab” key to navigate a webpage.

2. If your page layout is in a horizontal format – the content is more easily “read” by an AT user.
3. If you include Headings and Subheadings to organize your content an AT user can easily “skip” to

relevant parts of the page by scanning the content – similar to what a sighted person does when
visiting a webpage.

4. Do not use tables for layout purposes. Use tables for correlated or relational data only and
include a “descr” tag which describes the table and how the data is to be read.

5. For more on layout and ADA readability: http://webaim.org/techniques/screenreader/
6. Organize - Organize - Organize! The most important idea(s) should be at the top of the page.  If

there is a step-by-step process – use a list.

Semantic Hierarchy 

Proper use of titles, headings, subheadings, etc., is the key to making your webpages ADA accessible. 
html can distinguish clearly between a document’s hierarchical outline structure (Headline 1, Headline 2, 
paragraph, list, and so on) and the visual presentation of the document (boldface, italics, font, type size, 
color, and so on). html markup is considered semantic when the use of titles, headings, subheading are 
used to convey meaning and content structure, not simply to make text look a certain way in a 
browser. 

Structural Markup to Provide Meaning 

Primarily, this means using heading tags, such as <h1>, <h2> and <h3>, to break pages into logical 
sections and subsections. There are a few simple rules to follow when using headings: 

• Every page should have an h1 heading. (In Drupal, this is already done for you – Page Title).
Without an h1 the user has no simple way to learn what the page is about

• Only one h1 tag is allowed per page.
The page should only be about 1 thing.

http://webaim.org/techniques/screenreader/
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• Headings must be properly nested.
H1 is followed by H2 then H3. Don’t jump from H1 to H3.

Headings are for structure, not formatting 

Headings should be used to divide content into meaningful sections, not to format text. Rather, the 
headings (no matter what their styling looks like) should be used to designate content structure. 

If done correctly, your webpage layout will make sense to anyone using Assistive Technology and to 
sighted visitors. Please review and keep for reference the Working in Drupal – ADA 
Responsibility handout. 

If you feel comfortable with the ADA section - Let's Get Started! 

You will not have access to the MCC website until you have successfully completed 
training. Use this guide as a review and reference once you have completed 
training. 

Go to www.mesacc.edu/ 

• Login using the login link on the far right, in the blue footer, at the bottom of the page.

• Use your MEID and password

Once logged in you will see a menu appear along the top of the page: 

 Add Content     My Workbench     Help 

1. Create a New Page

You will need the following information before you create a new page: 

• Have you reviewed the Writing for the Web section?

• Do you have signed releases for any photos, videos, quotes or content that must be attributed
to another party?

• Do you have appropriate and sufficient content for your new page?

• Have you considered this page as a part of the larger website?

• Is it necessary?

o Does it make sense where it is located?

o Who is your audience?

http://www.mesacc.edu/files/pages/about-mcc/institutional-advancement/web-services/images/Working%20in%20Drupal%20-%20ADA%20Responsiblity.pdf
http://www.mesacc.edu/files/pages/about-mcc/institutional-advancement/web-services/images/Working%20in%20Drupal%20-%20ADA%20Responsiblity.pdf
http://www.mesacc.edu/
http://www.mesacc.edu/about/institutional-advancement/web-services/new-drupal-7#writing
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My Workbench > Create Content > Choose type of page > 

Once the new blank page appears you will need to complete the 2 fields at the top of the screen: 

Section >   choose the correct section. 

Title >  These are the words you will see on the page   (You can be descriptive here if you wish). 

Next is the Edit Window. For your new page - go ahead and copy and paste your content directly into 
this window. Scroll all the way to the bottom and complete the last three mandatory fields: 

Menu Link Title   (these are the words you will "click" on in the left side menu). 

Description   (optional). 

Parent Item   You will choose the section to which you have access and possibly a sub page that this new 
page will live "under". 

Scroll to the bottom of the page and click Save. 

At this time, if you are in a time crunch with a looming deadline, and have to get a page up, once you 
click Save, you have officially created the page as an official part of the MCC website. 

Now you can go back and add in the semantic hierarchy, apply styles, headings, and any other 
formatting to make the text more easily read and understood. 

SAVE - SAVE - SAVE 

Re-run your pages through the WAVE tool and correct any red flags: www.webaim.org 
(At the bottom of the page, on the left, in the grey footer) 

At this point we are now essentially: 

1.5 Editing an Existing Page 

Go back into the Edit mode and let's continue. 

Since the page is pre-existing, you should have a clear idea of what edits or changes you need to 
make, any new content should be written and spell-checked, and any images or attachments ready to 
go. Please review the section on Writing for the Web and Semantic Hierarchy if you need further 
guidance. 

http://www.webaim.org/
http://www.mesacc.edu/about/institutional-advancement/web-services/new-drupal-7#writing
http://www.mesacc.edu/about/institutional-advancement/web-services/new-drupal-7#semantic
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Remember to Save Save Save! Everytime you click Save you are saving a version of the page which gives 
you a revision to go back to in case you “mess up”. So save often. Personally I save after I complete each 
edit or sets of edits. Better to be safe! 

SAVE - SAVE - SAVE 

Re-run your pages through the WAVE tool and correct any red flags: www.webaim.org 
(At the bottom of the page, on the left, in the grey footer) 

Making this page ADA assessable. 

Review your content for good organization. From what we covered earlier under Basic Page Layout - you 
should have already organized your content for easy reading and comprehension. Remember these 
important points: 

New visitors to your page are not familiar with your content. 

What is the purpose of your web text? 

What is the purpose of your webpage? 

Is your visitor missing your message? 

SAVE - SAVE - SAVE 

Re-run your pages through the WAVE tool and correct any red flags: www.webaim.org 
(At the bottom of the page, on the left, in the grey footer) 

2. Adding an Image to a Page.

First let’s upload the image. 

1. Click on the Edit tab.
2. Now scroll down to the image section.
3. Click the Add a new file button.
4. Browse for your image, double click to select, or drag and drop your image files into the box.
5. Once you have files in the box you will get an Upload File button.
6. Click Upload.
7. When the image is uploaded you will see a thumbnail of it.

http://www.webaim.org/
http://www.mesacc.edu/about/institutional-advancement/web-services/new-drupal-7#basic
http://www.webaim.org/
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Make the image ADA compliant. 

1. Complete the required ALT text field.  If you need to review ADA requirements for images you
can revisit that section here.

2. Complete the Title field. The title field will provide a "caption" under an image or an additional
line of text inside the colorbox viewer.

How do we want the image to appear? 

1. Directly under the thumbnail of the image you will see the Style select pull-down.
2. Choose the appropriate size (Colorbox means the image automatically creates a smaller version

for the page and that image is clickable to launch a viewer window), otherwise you are just
inserting a normal image in the size specified.

Insert the image. 

1. Now scroll up and click in the page where you want the image to appear.
2. Scroll back down to your image and click insert.
3. It may take a moment but the photo will appear where you have clicked in the page.

Align the image. 

1. Depending on the Style type you have selected, the new image probably needs to be aligned.
2. Our pages usually align images to the right.
3. Click once on the image to select it.
4. Then go up to the toolbar at the top of the Edit window.
5. Click the Styles select pull-down.
6. Choose Align Left or Align Right.
7. This function will also wrap the text with the image.

Now click save and let’s take a look at your page. 

If you are satisfied with the placement and appearance of the image go ahead and repeat this process 
with each image you are adding to this page. 

SAVE - SAVE - SAVE 

Re-run your pages through the WAVE tool and correct any red flags: www.webaim.org 
(At the bottom of the page, on the left, in the grey footer) 

3. Creating hyperlinks on your page

We will make three different types of hyperlinks: a link to an attached file, a link to an internal MCC 
page, and a link to a page outside of our website. 

http://www.mesacc.edu/about/institutional-advancement/web-services/new-drupal-7#ALT
http://www.webaim.org/
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File Attachment Link 

1. Go to the File Attachment section directly below the Image section we used in the last exercise.
2. Click the Add a new file button.
3. Browse for your file, double click to select, or drag and drop your files into the box.
4. Once you have files in the box you will get an Upload File button.
5. Click Upload.
6. When the file is uploaded you will see a thumbnail of it.
7. Click Save

Making the link 

1. Go back into Edit mode.
2. Scroll down to the File Attachment section and right click on the thumbnail of the file you just

uploaded.
3. A menu will appear. Choose Copy Link Address.
4. Scroll back up into the Edit Window.
5. Highlight the words (or image) you are going to use as the clickable link to the file or type your

own words (Download Map Here as an example).
6. In the toolbar select the Link icon (it looks like a chain)
7. Paste the URL you copied.
8. Click OK.
9. Click Save.

Testing the link. 

1. Let’s click on our link to be sure it works.
2. If it does not work - we need to fix it.
3. If the file downloads you are go to continue. If it does not, repeat the linking procedure.
4. Re-test the link.

Internal Hyperlink 

1. Highlight or type the words that will be the clicking part (the hyperlink) "For more information
on Part Time Jobs

2. Click on the link tool (looks like a chain)
3. Inside the dialog box select "Internal Link"
4. Once you select this option another box will appear directly underneath.
5. This is a search box - start typing the name of the page you want to link to (part time jobs)
6. The choices that are closest to your search will appear in a list.
7. Scroll down and select the correct page.
8. Save.
9. Test the link.

External Hyperlink 
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1. Open a second window and navigate to the external page you want to link to.
2. Click in the URL bar and copy the URL.
3. Go back to your page and highlight or type the words that will be the clicking part (the

hyperlink) "Read more about the Endangered Pangolin"
4. Paste the URL directly into the URL field in the dialog box.
5. Save.
6. Test the link.

SAVE - SAVE - SAVE 

Re-run your pages through the WAVE tool and correct any red flags: www.webaim.org 
(At the bottom of the page, on the left, in the grey footer) 

4. Adding a Video to your page

Your video must be pre-uploaded to YouTube, Facebook, Vimeo or a similar video hosting service. 

1. Open a second window and navigate to the video you want to embed.
2. Copy the URL of your video.
3. Go back to your page
4. In the Edit window click where you want the video to appear.
5. Click on the video icon in the toolbar (in the middle of the toolbar – it looks like a small video

screen).
6. When the dialog box opens paste the URL of the video into the URL field.
7. If you resize the video (we normally use 220 pixels in width for a video in the "callout"). Putting

in the width will automatically resize the height or vice-versa.
8. Now we need to align the video
9. We usually align video to the right, but for a larger video you may prefer it centered. - Select the

alignment in the pull down box.
10. Save.
11. Click to view the video size and placement.

SAVE - SAVE - SAVE 

Re-run your pages through the WAVE tool and correct any red flags: www.webaim.org 
(At the bottom of the page, on the left, in the grey footer) 

That’s it! If you feel comfortable with these four tasks – you are ready to edit. 

TEMPLATES: We have created a few different layouts for you. 

http://www.webaim.org/
http://www.webaim.org/
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In the toolbar, in the middle line of icons, are the Template choices.  We have created a 2 column, 3 
columns, a callout, a couple of different video layouts, and an FAQ type of layout that already has the 
proper alignment, spacing, and styles built in. Experiment with the templates and you will find a lot of 
flexibility in how you style your pages. If you run into problems or find something is not working for you 
– please contact me for assistance.

REVISIONS:  In case you make a mistake. 

1. A revision is automatically created and tracked each time you save the page.
2. Saving frequently gives you the option of comparing two different versions of a page.
3. Saving frequently safeguards your hard work when something goes wrong – you can dump the

bad version and go back (Revert) to an earlier good version.
4. At the top of the page – click the Revisions tab.
5. You will see the current version of the page at the top of the list with your name attached to it.
6. Below it you will see the previous version of the page (the one directly under yours).
7. Now select the Show Diff button.
8. This allows you to see what changes you made between the most recent save and

the save before.
9. If you wish to use the previous version, click Revert.
10. You will be asked, “Are you sure you wish to Revert to the Revision from (date & time)”? Once

you click OK, the newest version of the page will be deleted and your previous version will
become the current version of the page.

11. This action is permanent.  Once you delete the page you cannot get it back.
12. You do have the option of comparing different versions of your page to determine which one to

display.

Don't Forget About Keyboard Shortcuts 

CTRL + Z = UNDO   This means you can go back (or back up) again and again (UNDO, UNDO, UNDO) until 
you hit a previous SAVED state. 

CTRL + X = CUT  CTRL + C = COPY   CTRL + V = PASTE  CTRL + B or I  = BOLD or ITALICS 

REMEMBER You can always ask for help from Web Services or request a training refresh at any time. 

Nate Keen 480-461-7491 | nathaniel.keen@mesacc.edu | Institutional Advancement |Marketing | Web Services 

mailto:trisha.brazda@mesacc.edu
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