H Independent observer
a Ids@ of the Global Fund

CCMWebsitetoolkit

Version 12 working draft
Author Bobby Kimutai

Change revisions

1 Video linksupdated



Contents

Definition of terms and abbreviationS ..., 2
ADDIEVIALIONS .. e aeaeaaae 2
Requesting for the CCM WEDSITE ......coovviiiiiiii e 3
PIOCESS ..ttt h bttt 3
PrEIEOUISITES .....oeiiieeie ettt mm et e s e st e et e et e et e e s e anseenneeneeenaee e 3
Accessing the CCM WEDBSITE.......cii i 4
PUDBIIC QCCESS ...ttt et st nne e 4
Backend adminiStratiVe GCCESS .........cveiiiieieieeie et mmee e neeand 4
INtrodUCTION ANA OVEIVIEW ....uuiiiiii ettt e e e et e e e e e e e e eeaaennnas 5
Components Of 8 the CCM WEDSITE .........ccoiiiiiiieiii e 5
Custom blocks and Content types on the website and USES ..........cccccevviieiir e 5
Predefined content types on the CCM website and fields captured on
TNE CONMTENT EY P ... ettt et e et e s e e e e naeennas 5
Predefined CUuStOM DIOCKS. ...........ooiii e 5
([0 111V o I o o PR 6
Updatea content t.y.p.e0.S..recCol.d. .. 6
Createa C O Nt €N COrd.y . p..0.S e 16
Deletea content t.y.p.eds..r.ecCc.o.ld. .. 17
Edit @ CUSIOM BIOCK ... 17
Administrative functions and GO lIVE ........cooveeeriiiiiiiiie e 18
Configuring site information (title, slogan, fOOter)..........cccooviiiiiiiii e 18
Configuring site template (color, 10go, and favicon)...........ccccccovveiiiiimmee e, 20
(o T 1= ST PS 21
AP P BITAIX e 22
Other USEfUI FTESOUICES ......cc.eiiieieiieece ettt te et et emmee s 22
Sitemap outline of the CCM WEDSITE ..o 23



Definition of terms and abbreviations

i

Content type

Drupat
Domain
Host:

Page section:
Permissions

Roles

URL:

URL

View pagel/listing
page

Webpage:
Web-server:

Web link/HTML
Link:

WYSIWYG editor:

Abbreviations

CCM WEBSITE TOOL KIT

WYSIWYG:
CCM:

FAQ
HTML

A content Type is a prdefined collection of data types (Fields) which relate
to each other by an informational context. In this sense, "context" means
"PDAOOO OEAO OEI OI A AA Ai 1T OEAAOAA
Content Types are the einents using which the site editors can input (add)
original content on a Drupdalite and are the building blocks for structured
authoring and content.

This is an open sourceeb-basedcontent management system.

This is a uniqgue namdat identifies a website. i.e www.aidspan.org

A host is a computer connected to the internet that stores the website files
and database

This is a segment of a web page.

Thisisaccess rules on the website contentdacanbe createl, delete and
update.

This is a set of collected permissions given to a specific type of user. l.e. a
administrator role has administrator privileges on the website to edit contel
This is the unique address location fofile that is accessible on the Internet,
specifies the means of acting upon or obtaining the representation.

This is a uniform resource identifier (URI) is a string of characters used to
identify the name of a resource.

This is a noreditable, page that list records of a content type.

Is a web document that is suitable for the World Wide Web and the web
browser/ or a computer file extracted for the browser, usually written in HT
or comparable markup language

Web servers are computers that deliver (serves up) Web pages. Every We
server has an IP address and possibly a domain name.

A Web link is a reference to another web document, sometimes c&lEuL
links because theyatke you to anotheHTMLdocument when you click on
them.

This is a readyor-use HTML text editor designed to simplify web content
creation. It brings common word processor features directly to your web
pages

What You See Is What You Get
Country coordinating mechanism
Frequently asked questions
Hypertext markup language
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Requesting for theCCM website

Process

2.0 Email sent with the
. ) generated boilerplate 3.0 Website domain
1.0 Fill CCM website website to update registration hosting and

creation form content based on ccm golive to the public
preference

Prerequisites

You must be an officially appointed person franGlobal Fund recognized CCM to access this service for ffee.willalsoneedto
have an administrativefficer or other appointed persoim the CCM secretariat, arttlis person must havaccess to information
related to the CCM to populate the content on thebsite

Fill therequestform, via the link below, to havaid spangenerate youtCCMwebsite

CCMwebsitecreation form- requestform

After submitting your forman email will be sent to younbox, with detais on how to access thpublicCCM websiteind the
administrative portal hack-end) ofthe website

The following are few websites that are accessible to the pubht weredevelged using thiservice

1. http://rwvandaccm.org/
2. http://lccmbotswana.org/home
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http://www.aidspan.org/page/ccm-website-creation-request-form
http://rwandaccm.org/
http://ccmbotswana.org/home

Accessing the CCM website

The CCM website is accessibldwo ways (1)viaa publicportal that is password protecteflimiting access by chance or by search
enginesz highly recommendedeforeasite is ready tago-live); and(2) viathe OE OA 8 O A A bhatkeneb O GAA (bH GDRO AD
provides one additional privileges based on the roles assigoede useraccount to docontent or structural editing and other
tasks,such as updatingr deletingexisting content, adding new contentnanaging usersor other site function such asferums

and such

Public access

Open the link on the email reagdon submitting the 5 i Ciclspan.org ffzh

request form A usemameand passwordire provided

in the emailz use thisto access the website.

Authentication Required

This security feature will be deactivatenh go live.

The sitewill then be able to the public usirits
assignedJRLonly.

Backend administrative access

This portal allows the sitadministrator
to do additionaltasks.

To access the backenHindly add the

xT OAO OO0 &ébsité URD emaliies.
You URL will look like this:

www. tmp.aidspan.org/

To access backend:

Www. tmp.aidspan.orgiiser

Usethe username and passwongrovided
in the £t-up email. Donot setup a new
account as this will already have been
done for you when you submitted your
request form, and a userame and
password to the backend will also have
been provided in the same email receive
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The server http://mwi.aidspan.org:80 requires a username
and password. The server says: Please Log In.

User Mame: S

Password: ““““|

Log In Cancel

Home User account

User account

Create new account || Log in || Request new password

Username or e-mail address: *
[T ]

You may login with either your assigned usemame or your e-mail address.

Password: *

password field is case sensitive.

Log in

)


http://www.aidspan.org/page/ccm-website-creation-request-form
http://www.aidspan.org/ccmwebsitedummy
http://www.aidspan.org/ccmwebsitedummy

Introduction and overview

The CCM website is developed usibgupalDrupalconsiss of the following componentscontent types, templates, viewdylocks,
modules and menusThis is a support manual that will guide the appointeeb site administrators in doing routine tasks on the
CCMwebsite. Itwill guide also on technical aspects such as handling differentaeabent O U B deéoi@s blocks andore-
configuredtemplates.

A singlewebsite could contain many types of content, such @M membetistings, CCM documents, Events, Images, Resource
links, resourceategories member categories, feedmformational pages, news items, gsland blog posts amongst otherk

Drupal, each item of conteris called a nodeEach node belongs to a single content type, which defines various default settings for
nodes of that type, such as whether the node is published automaticalbnly as assigneand whether comments are permitted.

Predefined content types on the CCM websitand fields captured on the content type

1. Page:Apageisa content typeused forproviding a basieveb pageon the websitelt hasthe following fields title, menu
settings, body, input formatlanguage option, revision informatiomuthoring information and publishing options.

2. News:News isa content type thatis used fonews related information from both the organization or extersalurces. It
contains the followingEE Atitled dat® submitted, news linkexcerpt and body

3. CCM dcument category: provides one with a list of document categories on the CCM website these document categories
can be reports, minutes, manuals and working paper among others

4. CCMdocument:CCM document is a content type fproviding fields for the documm upload,categorization and
description.

5. CCM membecategory:provides one with a list of CCM member categories on the CCM website these categories can be
leadership,CCMmemberor alternate member.

6. CCMmember:CCM member is a content type for providilgE AT AO &£ O ET DOOOET ¢ OBhk ## -
nameof CCM member, sector, title, organization, contact details among others.

7. Calendarevent Thiscontent type provides one with the fields to create an eveatCCM meeting

8. Forum: Contains the nia thematic area under which various discussions or forum topics may fall under.

9. Forum topic Content type is used for forums or online discusdimards,it containsafield for the subject of thaliscussion,
forum under which the forum topibelongs. I.ethe forum topic affirmative action for women in CQfhy fall under the
forum CCM representation.

10. Resource link category: This content type is used to classify useful resduRles

11. Resource linkThis content type is usefbr savingto links toresources alinei.e. web pagesweb documents.

Predefined custom blocks.

Custom block$awve defineda sectionof a CCM website page on which, which on can edit directly by clicking on the edit button
highlighted on hovering on thelock. Thidgson the right side of tk website pages

CCM WEBSITE TOOL KIT - SEPTEMBER 2015 5



How to

To access this portal on theebsite one needs to have loggedto the public access portal and later on login as a backend
administrative user.

Update a content typed @cord

Updating a page / CMM member detail/ Calendar event/ CCM document  or resource directly

Editin g page s on the CCM website

E Video walkthrough

All pages undefAbout us / Secretariat/Grants and propdsafi€ontent typepage, willbe updated usig similar procedures
described below. Thiss highlighted with the color code orange on thi&e map

content types donedirectlyvia a menu tab on
displayable on the pagedisplay accessible as ome > poontie Com
the main content shown beside.

area on a page By clicking on thé2ditotab
directly. About the CCM

The content access permissions need to be rebuilt. Please visit 1111¢

View || Edit || Translate
The mandate of the MGFCC is:
1.To mobilize resources from the Global Fund through development and submission
of proposals, and
2 To oversee and provide support to the planning and implementation of grants
initiated by MGFCC and supported by the Global Fund.

Ed|t|ng Content Se|eCtCEdlt(_) View | Edit Translate
titte and menu For a Page content type on can  me:*
display edit the Qitle ofield displayed About the [CCM
Title: * .
tAbOUt the CCM Delete this menu item.

Menu link title:

To edit menu item name diday | ouo.
on the website as displayed on | %/

ing to this item that should appear in the menu. Leave biank if you do not wish to

the website navigatiorexpand Parent i;em: "
c_) - A T O O‘té @@t&‘l\ Q 6 :Prl\marylmkp — ; —_— v
Onenu link titled. 1

s fixed at 8 Some menu items may not be available

- . Weight:
enu link title: FEE
pout Us Optional. In the ment, the heavier items will sink and the lighter items will be positioned nearer the top
The [ik [eXT COMesponaing
aad this post to the meni. Parent item:
<Primary links> -

Site information -

To update the menu to which — Stemormaton
the page is attached to click on | =srem

—— jQuery Update

the (parent itembdrop-down " sermanagement

—— Access rules
and select the menu on which [l —teantecesean
the page will display. T leoreatings

Note: Thismay affect the —Repors

—— Resent log entries

. —— Top 'access denied’ erors
structure of the site T Top page not founcr ertore
—— Status report

- Help

—Log out

CCM WEBSITE TOOL KIT - SEPTEMBER 2015 6


https://www.youtube.com/watch?v=ZJXIaP7HR8I

Editing content
body and
display format

Editing content
language.

CCM WEBSITE TOOL KIT

Update the body field that
showsthe title.

The body field is editable via a
WYSIWYG editor.

Body:

TRy ha me

BeO-sne @5

Flarys E
slaarpls o
The mandate of the MGFCC is

Henc, one can insert images,
links among others. To have
differentEl O A @OtRel C
document, synonymous to what
is on rich word text editors as
Office.

Below the body conten€nput
formatois displayed to make the
page content be displayed In fu
HTMLor filteredHTML

-

Filtered HTRML

* Web page addrezzes and e-mail ac
= Allowed HTML fags: <a= <em> <zfr

= linesz and paragraphs break aufom

= Full HTML

* Web page addrezzes and e-mail ac
* Linez and paragraphs break aufom

Full HTMLis usedf the content
on the page has image$nks,
and other multimedia content.
Fltered HTMLis usedf the
content is plairtext.

Below the bodysection one can
easily select the language of the
content by default this is
English.

— k

Language:

[ Enalish v

# Show summary in full view

Baody:
h 8 R | W LR ]
B3 OO =& 0w @5
= B F L} s wt E E W
v o | i I |

The mandaie of e MGEFOC i

1.Ta mabilize resources fram ihe Glabal Fund Trough develapmeant and
sunmission of proposais, and

2.Taoaverses and provide suppan 10 he planning and impi=meantaion of grams
nifiaied by MGFC.C and supporied oy the Giabal Fund.

1.
2

CHEdiar 2 ID fr
£om_coreipagenoos et ealt-bogy.

ks lamea ks

-

Filflered HTML

 Full HTML

LR,

English
Language neutral
English

Russian
Spanish
Swahili
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Editing content
revision.

Editing
automatic alias.

Enabling
comments on a

page

Editing author
information and
date authored

Updating
publishing
options

This is an explanation of the r-
additions or updates being
made on the content. Click on I Create new revision
(@reate new revisigrand enter a
Log message:
log message
4
N el s [ g e e el TEr o help other authors understand your motivations.

The content alias is the URMK = Automaic e
displayed on the browser as i
shown below

Al il be generated for you. If you wish to create your own alias below, uncheck this option. To
contral the format of the generated aliases, see the .

about-us
Optiona
when

[ mwi.aidspan.org/about-us

ecify an alternative URL by which this node can be accessed. For example, type "about”
10 an about page. Use a refative path and don't add a trai lash or the URL alias worn't work.

To edit, this unchecls

automatic alias if it is CheCKe 0l 0 0 |

Select comments settings

— ¥
This will display the options * Disabled
besides andelect Read only
GRead/Writ, to enable posting © ReadWrite
and viewing of comments on
the page

Select authoring information -

settings

—* — | Authored by:

[malawi_ccm

By default the user logged in
and posting the page is
considered to be the author. Authored on:

This can be left blank if the =  -_
author wants to be anonymous. Format: 2017-06-13 13:35:29 +0300. Leave blank to use the time of form submission.
Another author can be selected
if they are r@istered as users or
the website.

The field authored on is the
time the time article was
published this can be modified
to the preferred date of the
author.

Leave blank for Anomymots.

Select publishing options v

- » Publishing options @ Published

By default, the page is published. To
unpublished, uncheclO B O A1 ¢hepl # | Fromotediofrontpage
box. Sticky at top of lists

Other options available on the publishing

options are promoted tdhe front page
and sticky on top of lists. Promoted to
front page: Pushes the page summaries
(teaser text) onto the front page.

And sticky at top blist gives the page a
higher preference on a listing of

Pages

CCM WEBSITE TOOL KIT - SEPTEMBER 2015 8



Previewing Having worked on updates / edits once  Having made the appropriate changes and clicking preview that

the can preview the data provided changes will be sbwn as below
changes
made - Preview

[Save| Preview Delate|

View Edit  Translate

About the CCM

The mandate of the MGFCC is:

1.To mobilize resources from the Global Fund through development and submission
of proposals.

2 To oversee and provide support to the planning and implementation of grants
initiated by MGFCC and supported by the Global Fund.

1.
2.

Saving / If the information is captured as required On clicking save the message indicating that the content has been
Publishing you can clicksaved. updatedwill be shown as below.
the

changes [Savel [Preview [Delate] About the CCM

Page About the GCM has been updated.

Editing CMM members details on the CCM website
CCM member details are listed on the CCM members listing page / View page.

Navigate to Navigate to the CCM
CCMmember | AT AAOGO PACA
detail page. To edit thesedetails, one
needs to select an individual
CCM member details by
clicking onthe CCM
i AT AROBO 1 AI A
listing page.

CCM membership

Leadership

Members

Altemate members

I Dr. Mangani Ronald I

Organization: Ministry of Finance

Role: Executive Director

Sector: Govt

Address: P.O. Box 30049, Lilongwe, Malawi
Email: rmangani@yahoo.com

Phone: +265 1 789 355/529 +265 999 829 856

CCM WEBSITE TOOL KIT - SEPTEMBER 2015 9



Select®@ditdon the CCM Viow

Editing the members page. .
CCM member And update the fields with 22'::; O Mongan Ronme
details the CCM member details. ’
The fields specific to CCM peare
members are CCM Member role: Leadership (Chair)
1. Names, Sector Represented: Govt
2. Gender,
3. CCM Member role,
4. Sector Reresented Secretary fo Treasury
5. Title
6. Organization/Institu S| Edit
tion Photo:
7. Physical / Postal
Address [Remove|
8. Phone No
9. Emall
10. Twitter handle
11. LinkedIn

Names: *

12. Sort order Dr. Mangani Ronald

Gender:
N/A
® Male
Female
Saving / After updating these fields e B e
Publishing the click on preview to view iSaiS reiiey) Doletd
changes changes and save to apply

the changes

Other field and options available that are similar to those on the page &etdMenu settings, Revision
information, URL path settings, Comment settings, Authoring information, Publishing options

CCM WEBSITE TOOL KIT - SEPTEMBER 2015



Editing CMM  resource s details on the CCM website

E Video walkthrough

CCMresource detailaire listed on the CCM resource listing page / View page.

Navigate to CCM To edit thesedetails, one needs to

resource detail select the CCM resourcby

page clicking on resources then clicking
on the document icon for the
specifiedCCMresource, as
highlighted besides.

Editing CCM Selectedit:
resourcestitle 1. Update the document title
and description 2. Category

3. Description

As showrbeside

Updating the To update the filattached select
CCM resource file remove,
Then choose file and browse to
select the specific file.
Then click on Upload to upload the
selected file

CCM WEBSITE TOOL KIT - SEPTEMBER 2015

View Edit
Submitted by malawi_ccm on Mon, 201£
Description:
CCM website tool kit
Attachment:

6CIVI website‘manual

View | Edit

Document Title: *
CCM website manual

Category:
- Nene -
Report

Description:
CCM website tool kit

Attachment: *
D Remove|
1.73 MB

application/vnd.openxmliformats-
officedocument.wordprocessingml.document

Choose File | Website man...M sites.pdf |Upload

Maximum file size: 50 MB

11


https://www.youtube.com/watch?v=Cql1y1Nw3oE

Updating the
CCM resource file
thumbnail icon

Saving /
Publishing the
changes

To update a thumbnaicon to the
image.

Select Attached images to expand
the tab.

Then click on remove then update.
After selecting these one can
choose an image from the listed
existing images or select upload
image to choose a file to upload
thereafter uploadng the file tothe
web site by selecting upload.

After updating these fields click on
preview to view changes and save
to apply the changes

Choose File |Website man...M sites pdf |Upload ©
 dbdutoctichedieiiided |
Maximum file size: 50 MB
You may attach 1 image.
Attached images Remove Title
£ =S
CCM_web_tool_kit PNG

Existing images:

~None -

Botswana ccm performance self assessment
CCM_web_tool_kit PNG

Default icon

documentic on.png

documenticon.png -

Choose existing images if you do not upload a new ofie.

Upload image:

| Choose File | No file chosen

Image title:

The ttle the image will be shown with. Leave blank to use the filename.

Upload

You may attach 1 image

Attached images Remove Title
+ “>
CCM_web_tool_kit PNG
I

Existing images:

- None -

Botswana ccm performance self assessment
CCM_web_tool_kit PNG

Default icon

documenticon png

documenticon.png 2

Choose existing images if you do not upload a new one.

Upload image:

| Choose File | No file chosen

Image title:

The title the image will be shown with. Leave blank to use the filename.

Upload

Save [Preview Dzlets

Other field and options available that are similar to those on the page fisdMenusettings, Revision information, URL patt
settings, Comment settings, Authoring information, Publishing options

CCM WEBSITE TOOL KIT - SEPTEMBER 2015 12



Editing calendar event details/ calendar details on the CCM website

E Video walkthrough

Calendareventsare listed on theeventspage /or events blok

Navigating to events To edit thesedetails, one
listing or page to update  needs to select an event Current Forum Discussion
events details. details by clicking on the
CCM events name link o
the listing paje section Events [Lcontigure_
block on or the calendar
As showrbeside B

Home Calendar Calendar

Calendar
« Prev October 201
SUHUEY MDHUEY Tuesnay \NEUHESUB‘_J
1 2
Calendar
6 7 8 9 « Prev
Launch | sunch Sunday Launch
(Al day) A1 day) -
Submitted by on
13 14 15 16 Mon, 2013-10-07 15:05

s Date:

Mon, 2013-10-07 (Al day) -

(| Tue, 2013-10-08 (All day)

Editing an event item Select edit on the events _
page.
And update the fields Home  Launch
with the events details.

The fields specific to

Events are Launch
1. Event name vou |
2. Dates Submitted by on Mon, 2013-10-07 15:05
3. Description Date:

Mon, 2013-10-07 (All day) - Tue, 2013-10-08 (All day)

CCM WEBSITE TOOL KIT - SEPTEMBER 2015 13


https://www.youtube.com/watch?v=4a4WhLNzQcY

—Date

From date: *
2013-10-07 o000
Format: 2015-09-11 Format: 15:24

To date:
2013-10-08 oo:00
Format: 2015-03-11 Format: 15:24

Choose a frequency and period to repeat this date. If nothing is selected, the
date wil not repeat

—Frequency v |[—Period v

Until:

Saving changes on an After updating these Save Preview Dalsts
event/ updating an event  fields click on preview to

view changes and save t
apply the changes

Other field and options available that are similar to those on the page sdnenu settingsrevision informaton, URL path
settings,comment settings,authoring information,publishing options

Updating a page / CMM member detail/ Calendar event/ CCM document from the content list
the content listing page on the administrator backend of the website provideswitie a listing of all the content types on the CCM
website.

Listing all To access the content listing page Content management
content items select aContent managemend
A &ContentdA oListd

Comments

A

Content types

Creste content

Forums

Newsletters Managesnent
Fost settings

RSS publishing

Taxonomy

~Show only items where

® status is | published v Filter

One can filter the content items based 0 MBS CCM Document a |
type, Cat@ory' status, and |angu@e. category CCM discussion board v
Thenclick on filter language Language neutral v

is | published v [Filter]

CCM Document v
CCM Document

CCM Document Category
CCM Member

SE CCM Member Category S
Calendar Event
Fast feed

v |l Forum topic
— N Image

News

€ ) Newsletter issue -anguage
Page

Resource Link English
nbef Resource Link Category l

v

CCM WEBSITE TOOL KIT - SEPTEMBER 2015 14



Select edit on the

Title

selected content

to edit

Type

CcCM
Member

Author

Editing Content type Images on the CCM website

E Video walkthrough

CCM resource details are listed on the C@sburce listing page / View page.

Listing all
image
content
items

Editing an
image
content
type

To edit thesedetails, one needs to.
To access the content listing page select

Content management>Content >Content list

Then filter cortent items to show images only as follows:

Content

Show only items where

status

* type
category
language

Calendar Event
Fast feed
Forum topic
News
Newsletter issue

Status

published English D

Filtet

Language Operations

Page
Resource Link
Resource Link Category

CCM Document v
CCM discussion board v
Language neutral v

Filter|

Click edit on the far end of the list or click on the image titl

to have it display.
Then select edit.

updated

Image

not Language D
published neutral

Content management
Comments

Content types

Creste content

Forums

Newsletters Managermnent
Fost settings

RSS publishing

Taxonamy

Site buiiding

type is Image
and where @ status is | published v
category CCM discussion board v
language Language neutral v
Refine| (Undo| Reset]
rUpdate option:
Publish v | [Update]

Title

new

Enhancing the fight against HIV by
testing

View m

Title: *

Author

Image

Image

Image

Status  Li

L
published
n

published E

published E

Enhancing the fight against HIV by testing

-+ Menu setting:

View

Edit
Submitted by

Enhancing the fight against HIV by testing

CCM WEBSITE TOOL KIT

on Mon, 2014-05-12 09:13

To update the file shown on the thumbnail select choase
file. And check on rebuild derivative images this would
regenerate similar images of different dimensions or pixels

- SEPTEMBER 2015

Thumbnail:

m

Image:

Choose File | No file chosen

Select an image fo upload.

Dahuild dariva tiun imanne

15


https://www.youtube.com/watch?v=32b1Q0OLVFg

Making the  The image file naméo be uploadedshould not have any This image wiltlisplay on the frant pageslider as

image spaces ononalpharnumericcharacters shownbeside
appearon  Check on P el
the home .
X Feature:
pageslider.
N/A

¢ Feature on front page slider 1
Feature on slider 2
Feature on slider 3
Feature on slider 4

Feature on slider 5

Enhancing the fight against HIV by testing

Save| Preview Delets

After updating these fields click on preview to view change
and save to apply the changes

Other field and options available that are similar to those on the page fisddMenu settings, Revision informath, URL path
settings, Comment settings, Authoring information, Publishing options

Createa content typed @cord
To create a content typeecord i.e. Create a page, news item, ccm document, forum topic and other content types.

Navigating to create acontent menu item.  Select content management as shovesidethen chooseto create
content, based on preference.

Content management Site building Site configuration User manage!
Comments 3
Content 3

Content types .-oordinating Mecha

Create content | CCM Document

Forums - CCM Document Category
Newsletters Management - CCM Member

Post settings CCM Member Category

RSS publishing Calendar Event

Taxonomy (3] Fastfeed

Selecting content item recordsto create.

CCM WEBSITE TOOL KIT - SEPTEMBER 2015 16



CCM Document

Create content item record / save

fember Category

Calendar Event
Fast feed
Forum topic

Resource Link

Resource Link Category

After providing the fields adescribed on the update content type
record select save.

FPreview

Delete a content typed @cord

Deleting a content type Follow the same procedure
record. given when updating a [Save| [Preview] [Delete]
content type record then
select delete. Are you sure you want to «

This wil provide you with a Launch?
confirmation screen then ’
select delete again as ShOWr  This action cannot be undone.

beside Delete]
Confirming delete action
Edit a custom block
E Video walkthrough
Editing custom block Hover over the custom block and
Sekct edit ‘
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https://www.youtube.com/watch?v=pp6KtRz_RHg

Making the changes

Save the changes

You can change the description o
the block, however this is not
visible onthe display.

To have the blockave a title that
is visible edit the block title and
replace <nonexwith the preferred
block title

To changehe pages on which the
block is visible put th&JRLpath
alias or the path of thpage ,
shownafter the domain namg i.e.
/aboutus/ or /contacts )on the
section showrbeside

Click on save block to apply
changes

Administrative functions and Galive

Configuring site information (title, slogan, footer)

E Video walkthrough

Changing site name and Changing slogan, site footer message and image

CCM WEBSITE TOOL KIT

- SEPTEMBER 2015

Home = Admin  Build Block = Configure ~ Block

"<em>Home Page Country Map<lem>'block

'Home Page Country Map' block

Block description: *

Home Page Country Map

A brief descripfion of your block Used on the
Block title:

<none>

The title of the block as shown fo the user

Riark hardu-

Show block on specific pages:

Show on every page except the listed pages.
® Show on only the listed pages

Show if the following PHP code returns TRUE (PHP-mode, experts only)

Pages:
kfront>
/home
/about-us|
Block body:
] Source FEl W R oo | @
EE R=IE R ; =
SlUB T U X, x2 == = o G
k=]
Save block
18



https://www.youtube.com/watch?v=92N5YXiCYRI

Navigating to Go to the administration menu
site Site configuration >site information

configuration
page

Changing site  Enter the site name on the field nam

name and and the slogan on the field for slogar
slogan
appearing on
the header
Changing sie  Edit the footer message and image @
name and the same page as show aside :..........:w o
slogan The recommended image size for the . -
appearing on footer is 233px by 44px.
the footer

Click on save to save the changes

wEdeor B 1) Yot
utr rdrmaton e e Loy

Arormymeus uver *

Detast 400t page
S Noam Mpan Oy segeswe
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