
DRUPAL 7 TRAINING 
GUIDE FOR  

MESACC.EDU 
DEPARTMENT PAGES

Welcome to Drupal Training! If you are here, chances are you have been named as 
your department’s representative to learn our Drupal editing system. I assure you that 
this will be painless, and you may even have some fun! After these few simple steps, 
you will be able to make updates and perform changes on your department's website. 
Do not worry, we offer a training class that will last anywhere from 30 minutes to an 
hour at your convenience. We have all of our materials listed online for you, in case you 
ever have a question. You can also reach out to our web services coordinator: Nate 
Keen at 480-461-7491 or by email at nathaniel.keen@mesacc.edu  with any questions. 
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Prelude 

Before training, there are a few things we will need from you: 

1. A signed Drupal 7 Acknowledgement form that has signatures from both you and
your supervisor; along with a list of all of the pages you will all need access to.

2. You will need to visit mesacc.edu/user?destination=admin/workbench and sign-in
using your MEID username and password. This will get you into our system, so
that after our training we will be able to assign you access to the pages you need
for editing purposes.

3. A webpage that will come in handy for you and something we will use during the
training is https://www.mesacc.edu/drupal-training. You will sign into our training
site (sandbox) with your MEID username and password. This site is an exact
replica of our actual website, but it allows you to practice with building pages,
making edits and changes; without affecting our website. Once you have “played”
in the sandbox enough and feel comfortable, then we welcome you to make edits
on our actual website. For your first few edits, you may even feel more
comfortable making them in the sandbox, and then copying it over to the actual
website.

Now we are ready to begin your training. There are three main tasks that we will go over 
in our training, they are: 

1. Create a new page / edit an existing page.
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 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.
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ADA  -  American Disabilities Act 

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). Copy 
and paste the URL of the page you wish checked into the Check Your Accessibility box 
and click WAVE. 

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. 

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.
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Step 1:  Make a new page and edit an existing page

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?

○ Does it make sense where it is located?
○ Who is your audience?

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). 

5 

https://www.mesacc.edu/about/institutional-advancement/web-services/drupal-information-and-training-materials/page-layout


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 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. 

2. Edit an Existing Page

Go back into the Edit mode and let's continue. If you are not continuing with your 
previous page click on My Workbench and choose your page from those available to 
you. 

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. 

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! 
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Step 2:  Adding an image to the page 

To insert a picture, you can do this in a few ways. While there is an Image tab above the 
Body section, we prefer that you use one of these methods to upload an image. 

In the above image, you would want to click the Browse button under the Image section, 
or you can drag the image that you would like to use into the Image box and click 
upload.  

Once the image has uploaded, be sure to fill in the information for the Alternate Text 
and the Title.  

Once that is complete, scroll up and put your cursor in the body where you want the 
image to go. Then go back to the image box and click Insert. Once the image has been 
inserted into the Body, double-click on the image. Here you can change the size of the 
image. Make sure that the Lock icon is locked before making any changes to the height 
and/or width of the image. You want to make sure the proportion of the image stays the 
same. Once that is locked, you can make the image smaller or larger. The second tab in 
that box will also allow you to insert a link for the image; in case you want to link the 
image to another page on the Mesa website or an outside website. 

Once you are done with that, the final step would be to make sure the image is still 
highlighted. Select the Style tab, and here you will be able to select how you want to 
position your image. You can select Image on the Left, Center the Image, or Image on 
the Right.
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Step 3:  Create three types of hyperlinks 
(Internal, External, and Email) 

The final task we are going to go over is Links. There are three types of links you will be 
working with: an Internal Path, an External Link/URL to another website, and Email 
Addresses.  

In the Body, you will see an icon that looks like a chain link at the top. That is what you 
would click on to build your link. Now let's take a look at each type of link: 

1. Internal Path:  The first link we will discuss is the “Internal Link”. This is
when you are trying to link to another page on the Mesa CC website. For
that, you would first select the word that you want to link. Then click on the
Link  icon and select Internal from the dropdown menu for link type. Below
that will be a long empty box, here you will begin to type in the page you
are looking for. The box will pre-populate with options that match what you
typed. Once the options appear, select the page you are looking for and
select OK. Now you have an internal link.

While we are okay with external links as well, we urge you to use an Internal Link when 
possible, because even if our page title names change, our site is still able to recognize 
each page and the link will not break. If you link to an outside page and that page name 
changes, chances are the link will no longer work. 

2. External Link: The second type of link is an “External Link.” This is when
you are linking to a webpage outside of Mesa’s site. For this, you would
need to copy and paste the full web address. Once you have the web
address, you will select the link icon above the Body, and then for the
path, you will select the URL. Once you have selected that, paste the link
you copied into the empty box.

If you want the link to open on another page, you would select the second tab (Target), 
and in that drop down bar select New Window, so that the webpage will open up in a 
new window. 
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3. Email Address:  To link an Email Address in the body of your text, you
would first highlight the text you want to link an email address to. Example:
(someone’s name, Contact Us , More Information , etc). Once you have
highlighted the text, you will want to select the link icon once again, but
this time the Link Type you will select is Email. Once you have selected
that, you will need to enter an email address that you want these
questions/comments to go to. It is also beneficial to pre-enter the Message
Subject for everyone (for example: Contact Us). You can also choose to
put something in the Message Body; but normally that is for the customer
to enter their questions and such. Once you have completed all of that
information, select OK.

There may be a few other links you may come across in your webpages. If you want to 
link to a document that you have uploaded, you can do that too. Under file attachments, 
you would upload your file, like you would a picture; drag and drop or select the browse 
button and search your computer for the document. Once you have selected the 
document, click upload and then fill out the alternate text and such. You can then go 
into the Body and select the word you would like to link your attachment to. Highlight the 
word, scroll down on the page and go back to your attachment, and click Insert . Once 
you have inserted the document, you can double click the link to change the text for the 
link. 

Similar to this, if you have an image in the body, you can double click on that and insert 
a link for the image as well. 
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Writing Content for the Web 
Think in “bullet points” 

● Sign up for class.
● Register for the seminar.
● Download the form.
● Find out more.

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.

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. 
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Page Flow & Images 

We want all of our pages to stick to our brand and have a natural flow for easy reading. 
Remember to use Header 1, then 2, then 3 and so on.  Header 1 will always be the 
Pages Title. You can find the header options underneath the Styles Tab above the Body 
section.  

For colors we use Black text, but when you link a word to a website; it will make the 
color of the font blue, which is okay. Please do not go overboard on spacing and 
remember to link images (if need be). We also ask that you do not go crazy with making 
a lot of words Bold or Italicized. 

This is an example of styling the image on the left side of the page 

This is an example of styling the image in the center of the page 

.
This is an example of styling the image on the right side of the page 
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Tables 

Besides inserting text, images or documents into the body of your page, you also have 
the option to insert a table. To insert a table, you first want to put your cursor in the body 
where you want the table to go. Once you have that selected, you would then click the 
Table icon, which is to the left of the Picture icon in the toolbar. 

Once you click on the Table icon, this little box (as seen above) will appear. Here you 
will enter the amount of rows and columns for your table. You will also need to fill out 
the Caption and Summary so that we remain in compliance with ADA (American 
Disabilities Act). 

Once you are done entering in all of the information, select OK and the table will then 
appear where you left your cursor. 
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Reminders: 

If you need a change to your “Contact Block”, please contact us with your changes and 
we can make them for you. 

Please do not delete a page. If you do, it will be lost FOREVER . You can make changes 
to a page if you want or if the page isn’t necessary, uncheck “Published” at the bottom 
of the page and your page will be hidden. But please do not delete your page(s). We 
cannot recover anything that has been deleted. 

Page URL’s: Page URLs are automatically generated, using the page’s title combined 
with the menu path to the page. If you make a change to a Page’s Title or Menu 
location, be aware that the URL will change to match. The one thing that will not change 
is the page’s Node. This is why we stress to use Internal Links, because it is clean and 
the URL’s won’t break or change; where external links can/will. 
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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. 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.

● Headings must be properly nested.
H1 is followed by H2, then H3. Don’t jump from H1 to H3.
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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 web page layout will make sense to anyone using Assistive 
Technology and to sighted visitors. Please review and keep for reference the Mesa ADA 
Responsibility  handout. 
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Institutional Advancement (IA) Team 

The Office of Institutional Advancement – or IA, as we call ourselves – promotes 
educational opportunities at MCC, enhances the image of the college, and connects us 
to our communities through communication. In other words, we’re the official voice and 
face of MCC. 

Our Specialists
• Alumni Relations
• Communications
• Graphic Design
• Marketing
• Media Relations
• Public Relations & Special Events
• Web Services

Location 
Southern & Dobson 
Building: AS 4  
P: 480-461-7445  
F: 480-461-7383 

Hours 
Fall & Spring Semesters: 
Mon-Fri: 8 am – 5 pm  
Closed Sat and Sun 

Summer Semester:  
Mon-Thu: 7 am – 5:30 pm 
Closed Fri, Sat and Sun 

Questions: 
If you ever have any questions or are stuck and need some help, you can always reach 
out to me. My email address is nathaniel.keen@mesacc.edu  and you can also reach 
me on my office phone at (480) 461-7491. 
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