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Quick & Dirty Drupal Step-by-Step

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). 

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. 

http://www.mesacc.edu/about/institutional-advancement/web-services/new-drupal-7#writing
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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.  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! 

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.

Make the image ADA compliant. 

1. Complete the required ALT text field.  If you need to review ADA requirements for images.
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.
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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.

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. 

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.
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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 

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.
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