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PART 1 - INTRODUCTION

Overview

About Mission Public Websites

The Mission Public Websites program allows all UN field missions — regardless of size or
available resources — to create and maintain attractive, polished, and functional websites. These
sites can be easily updated on an on-going basis, without requiring any design or HTML
expertise.

About Drupal

Drupal is the platform on which Mission Public Websites are built. It is a CMS (content
management system), offering a wide range of features and functionality from which missions can
choose. Because the Drupal platform is highly customizable, no two mission sites will be
identical. However, the Web Editorial Board has mandated the inclusion of certain elements and
formats, which provide a standardized and identifiable web presence for UN field missions.

About this Guide

The Mission Public Websites — Guide for Users is written for editors and site managers who
are responsible for managing their mission’s public website. It assumes that the site has already
been created, and that the Home Page and internal pages have been populated with content,
which has either been added directly or migrated from a previous site.

This Guide covers the basic functions and describes the steps you will need to take in order to
update your site on an on-going basis.
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Log In and Log Out

Log In

Mission Public Websites have two components: a public site, which is accessible to all visitors via
the internet; and an administrative site, which provides content management functionality and can
be viewed only by authorized persons who log in. For this, an active EIDMS account is required.

1. Open a browser and type the mission’s URL in the address bar. For example:

http://lunmisc.unmissions.org

2. Press Enter. The public site is displayed.

@ United Nations Peacekeeping ‘ AR [ FR '

‘ Local Time 19:06 -21 Jul ALL UN MISSIONS

) UNITED NATIONS MISSION
@& UNMISC | R

m ABOUT NEWS ACTIVITIES RESOURCES

LATEST NEWS  Article: Images and video
= v ,

PHOTOS

3. To access the administrative site: add /user at the end of the URL. For example:

http://unmisc.unmissions.org/user

4. Press Enter. The login screen is displayed.

5. Enter your EIDMS username and password, and press LOG IN.

@un {gP Unied Nations Peacekeeping | @ ‘ 00000600

‘ Local Time 14:12-24 Jul ALL UN MISSIONS

@) UNMISC

UNITED NATIONS MISSION
IN SOME COUNTRY

HOME  ABOUT NEWS ACTIVITIES RESOURCES

SEARCH

Home > User account

USER ACCOUNT

Unite (EIDMS) Identity *

myusername

Password *

LOG IN

If you do not have an account, please contact your Site Manager or ICT focal point.
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6. The ADMINISTRATION MENU - a row of menu options that provide access to administrative
functions — appears at the upper-right of the screen.

Local Time 14:17 -24 Jul ALL UN MISSIONS

ADMINISTRATION CONTENT  CLEAR CACHE USER ACCOUNT  LOG OUT
. ‘ .

Log Out
1. Click LOG OUT.

Local Time 19:32-21 Jul ALL UN MISSIONS

ADMINISTRATION  COMTENMT  CLEARCACHE  USER ACCOUNT = LOGOUT

2. The public site is re-displayed without the ADMINISTRATION MENU. For security purposes,
you should always log out before accessing other sites or closing out of the Internet.

Mission Public Websites 3



Pages and Components

On Every Page

Certain standard elements appear on every Mission Public Website page. These provide useful
functionality to all visitors and serve to frame the customized content in the central portion of the
screen.

Header
At the top of the screen, the header bar displays a series of clickable icons.

a UN W United Nations Peacekeeping AR m FR ‘ ooeo@ ‘ Local Time 19:33-23 Jul

These include:

¢ UN logo - Link to the United Nations Home Page.

e UN Peacekeeping logo — Link to the United Nations Peacekeeping page. Note: For DPA
missions, this link is replaced with a link to the United Nations Department of Political
Affairs page.

e Language options — Displayed if the site is viewable in multiple languages.

e Social Mediaicons - Links to the mission’s accounts on Twitter, Facebook, YouTube,
Vimeo, etc., if available.

e Local Time — Shows the current date and time in the mission.

e All UN Missions - Link to the UN Missions umbrella site: www.unmissions.org

4 Guide for Users



Mission Banner
Displays the mission acronym, full name, and location pinpointed on the map.

UNITED NATIONS MISSION
IN SOME COUNTRY

@ UNMISC

Site Menu and Search Bar

e Site Menu- A group of dropdown menus that run across the top of the screen provide
access to site content. Point to any top menu item to display its sub-menus and click any
top menu or sub-menu item to access the associated content. [Refer to the section: Site
Menu Structure for more information.]

e Search Bar — Located to the right of the menu bar. Enter a word or phrase and press
Enter to search the site.

HOME  ABOUT NEWS ACTIVITIES ~ psi=sell]a{e o SEARCH

Military

DDR
Human Rights
Civil Affairs

Gender and peacekeeping Women, peace and security

Calendar Women in peacekeeping

Footer

At the bottom of the screen, the footer bar displays some mandatory information for all UN sites
as well as Subscribe and Social Media links.

COPYRIGHT © 2015 UNITED NATIONS SITEMAP | CONTACTUS | COPYRIGHT | TERMS OF USE | PRIVACY NOTICE | FRAUD ALERT SUBSCRIBE oo@e@e

e Copyright Notice — Protects copyrighted material from unauthorized use.

e Site Map - Provides an alternate version of menu content, with clickable links.
e Contact Us — Displays a form allowing readers to send messages to the site.

e Copyright, Privacy Notice, Terms of Use, Fraud Alert — Links to associated materials
on the United Nations site.

e Subscribe — Visitors to the site can submit their email addresses via this link to receive
email updates about the mission.

e Social Media icons — Same as the social media links in the header. Removing a link
from the header will remove it from the footer as well, and vice versa.

Mission Public Websites 5



Site Structure Concepts

Mission Public Websites are based on a template that provides a default structure for the Home
Page and for other site pages. The main concepts important to managing your site are: Regions,
Blocks, Content Types and Terms:

e Regions and Blocks are used to display content as illustrated below.
e Content Types and Terms are used to categorise content.

|_m @it | e | QOOOOO | e @iz g m
@ UNMISC ‘ UNITED NATIONS MISSION IN :

SOME COUNTRY
m ABOUT ~ NEWS  ACTIVITIES  RESOURCES

LATEST REWS | Preas Nebeass with ssain ard body snages

!

SEARCH

t NAVIGATION BAR
1

©

VIDEOS AUDIO

HOMEPAGE SLIDER

Leamn more sbout UNMISC leaderohip!

DOCUMENTS
Ebola vacones therapies and diegnoatico
[B srse Bulletin 24 july

[B unmisc ezine Vot 21 1ooue 1

UN anief weloomen limate ohange plan uveiled MORE DOCUMENTS

by President Obama

by 2030

EVENTS

SECOND SIDEBAR

MORE NEWS

HIGHLIGHTED

g Legiotiative Electicno

FECANMUA 1310 21I0WIN14 13

PRESS RELEASES

31 JUL 2015 UN urgeo action to combat illegal rhinc and elephant poaching 6201 -
29 JUL 2015 UN egencies wam of ‘saute shortage’ of meningitio veosines

03 NOV 2014 Preoc relesoe without any imagea

MORE FRESS RELEASES

tren by *CAR armed groun
nce May

LATEST VIDEOS

MORE VIDEQS

[TSol] OSG visit to UNMISC

SAT

VIEW CALENDAR

013 - Bam

FEATURED DOCUMENT

Enola vaccines, therapies and
diagnostion

MORE DOCUMENTS s

UN News Centre
Clashes i #C
thousancs 1o seek

peacekesping dase
n B i

FIRST SIDEBAR O

susscrze

000000

FOOTER

“rcoos 3

2.

oo 3
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Regions
Regions are placeholders for blocks to display content on the site. The following are the regions
of any page on a mission website:

e Header: Contains the default header blocks described in the Header section of Pages
and Components above. [Refer to the section: Header for more information.]

e Navigation bar: This region comprises the Site Menu and Search Bar and is not
editable.

e Highlighted: Contains blocks that should be highlighted, including the Home Page slider,
Latest News, Latest Press Releases, and the Latest Videos.

e Second Sidebar: Includes blocks in the right column. [Note: for Arabic sites, it is the left
column.]

e First Sidebar: Includes blocks in the left column. [Note: for Arabic sites, it is the right
column.]

e Content: Contains content either within a block or on its own.

e Footer regions: Contains blocks that display mandatory information for all UN sites as
well as Subscribe and Social Media links. [Refer to the section: Footer for more
information.]

Blocks

Blocks are components that can be used to display content in a region. For example, the Header
region contains blocks that include links to the UN logo, Social Media links, the Language
switcher, etc. Blocks are sized dynamically within a region: if a block is deleted, disabled, or
hidden, the adjacent blocks will re-size to fill the available space. [Refer to the section: Manage
Blocks for more information about setting up and managing blocks.]

Examples of blocks include:

¢ Media Menu — A series of graphic icons on the Home Page, which access photos,
videos, and audio clips. [Refer to the section: Media Menu for more information.]

e Promobox — A content block that contains important material placed in a highly visible
spot, often on the Home Page. [Refer to the section: Add a Promobox for more
information.]

e Home Page Slider — A revolving slideshow, which can contain photos, text, or both. In
order to optimize performance, it is recommended that a maximum of 3-4 slides be used
in each slider.

Content Types

These are widely used types of content for which display settings have been pre-configured.
When content is added to a particular content type, the pre-configured settings dictate the regions
the content occupies, as well as its format. Content types include:

e Basic Pages — Pages used for static content, such as mission history and mandate.
¢ Dynamic Pages — Pages similar to the Home Page that are made up entirely of blocks.
e Articles — Time-sensitive content that includes news articles and press releases.

e Documents — Time-sensitive content that includes publications and reports in PDF
format, which are uploaded to the site.

e Listings — Time-sensitive content that includes job listings and bids.

e Photo Galleries — Photo albums and photos can be uploaded to the site.
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e Audio — Podcasts and MP3 files can be uploaded to the site.
e Calendar Events — Upcoming events can be displayed on the mission’s calendar.
e Timeline Events — Chronological events can be displayed on the mission’s timeline.

e Frontpage Slides — Used to add images with or without a link to the Home Page slider.

Terms

Terms are used for some content types to categorize content and easily expose that content on
the site via menu items, blocks, and dynamic page displays. After the terms are set up correctly it
is easy to add content to the site and have it displayed in various areas of the site automatically.
[Refer to the section: Manage Terms for additional information.]

Only the following content types can have terms:

e Articles — default Article Type terms: News Atrticles, Press Releases; site
managers/editors can add terms.

o Documents — default Document Type terms: Reports, Publications; site
managers/editors can add terms.

e Listings — default Listing Type terms: Jobs, Bids; site managers/editors can add terms.

Content types that are not categorized — Basic Pages, Dynamic Pages, Photo Galleries, Audio,
Calendar Events, Timeline Events, and Frontpage Slides — do not have terms.
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Site Menu Structure

Mission Public Websites utilize a hierarchical structure for internal pages, as shown below. The

top items on the Site Menu represent the main channels for the mission’s content - ABOUT,

NEWS, ACTIVITIES, and RESOURCES — which must be clickable links (i.e., site pages); and

each top menu can have an unlimited number of sub-menus.

Home

Mission Public Websites

About

News Activities Resources

News Peace
| Articles | Process | Data
Press Political :
Background | Releases | Affairs = Resolutions
Speeches Reports
Leadership = and = Civil Affairs - Secretary-
Statements General
Reports
[Multimedia LI« Security
= History « Photo = Military Councll
|+ Video Reports
* Audio/
o Radio )
= Timeline = Police —
| | Media = Fact Sheets
a Contacts |_|Human
Map Rights
= Publications
= Other...
={ Jobs = Elections
= Other...
= Bids ={Mine Action
= Other... = Other... . Required



Ways to Manage Content

Content can be managed in several different ways: through the Administration Dashboard,
Content Menu, and pop-up Configuration Links.

Administration Dashboard

1.

Click ADMINISTRATION on the Administrative Menu.

Local Time 15:56-24 Jul ALL UN MISSIONS

LOG OUT

ADMINISTRATION  CONTENT

CLEAR CACHE

USER ACCOUNT

2. The ADMINISTRATION DASHBOARD is displayed. It has four tabs — for Content,

Structure, Site Settings, and Resources.

3. Press TURN ON TOOLTIPS at the upper-right of the screen to enable the display of

descriptive information when you point to a dashboard item.

ADMINISTRATION DASHBOARD

== |
ADD CONTENT
E B B2 o B 9 B =

Add atimeline  Add a calendar Add a listing

event event

Add anew
photo gallery

Add a basic Add adynamic  Add an article
page page

Add an image
o the front
page slider

MANAGE CONTENT

@& e~ 8

Manage URL
redirects

Manage
revisions (5)

Manage all Manage all
content files

TURN ON TOOLTIPS

Add a Add an audio
document file

Add a
newsletter
(BETA)

Content Menu

The same functions that appear in the ADD CONTENT section in the Dashboard can also be
accessed via the CONTENT dropdown menu, which is visible from any page on the site.

10
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Local Time 16:15-24 Jul ALL UN MISSIONS

ADMINISTRATION CONTENT | CLEARCACHE USERACCOUNT  LOGOUT
s ‘ .

ADD BASIC PAGE

ADD DYNAMIC PAGE

ADD ARTICLE

ADD FRONTPAGE SLIDE

ADD PHOTO GALLERY

ADD TIMELINE EVENT

ADD CALENDAR EVENT

ADD LISTING

ADD DOCUMENT

ADD AUDIO

Configure Links
Most blocks are configurable directly through pop-up configuration links. Point to the upper-right

corner of a block to display‘l:"Ilr , then click to display the available options for that block.

LATEST VIDEOS g ' 1

Configure

Change Youtube channel

Formatting Toolbar

The formatting toolbar appears on screens which have a copy block which is used for entering
content that will appear on the site. After typing or pasting text into the copy block, you can use
the formatting toolbar icons to apply fonts and other properties.

*Note — Point to any icon on the toolbar to display a pop-up descriptor.

1. Select the text in the copy block, then click the icon for the attribute you want to apply.
a. Some commonly-used formatting icons are: boldface, italic, and underline;
alignment (left, center, right, or justified); bullets or numbers; and quotes.

Mission Public Websites 11




3 == £ =) 99 [ Source T, || Styles - by ® @

ians announced today that the Common Humanitarian Fund (CHF) in the Central African Republic (CAR) released $9 million
for life-saving assistance to 2.3 milligh-people wha need urgent support, including those displaced by viclence, returnees, refugees andwvulnerable host
communities.

b. Some lesser-known icons are shown below. In each case, clicking the icon displays a
dialog box, in which you select or specify the properties of the item to be inserted into
the text.

Insert an iFrame

=z I A v

IFrarme l

Insert an Image

b ® Ld [

Irnage i

*Note — When resizing an image, always use percentages instead of pixels.

Insert Media

ba ® Ld [

Add media l
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PART 2 - EDITORIAL FUNCTIONS

Basic Pages

Basic Pages contain background or informational material, which remains relatively constant over

time and are updated on an as-needed basis. These pages are usually linked to the Site Menu.
Examples of basic pages include the Leadership page, Mission Mandate page, etc.

Add a Basic Page
1. Inthe ADMINISTRATION MENU: click CONTENT> ADD BASIC PAGE.

ADMINISTRATION CONTENT CLEAR CACHE USER ACCOUNT LOG OUT

.

2. The ADD BASIC PAGE screen is displayed. Complete the necessary fields:

o Title: Enter atitle for the page.

e Language: Select the page’s language from the dropdown list.

e Image: To add an image to the page, click Browse to navigate your hard drive and
select the image, then click UPLOAD.

e Lead paragraph: Add an introductory paragraph for the page. It will appear in blue
type in a larger size than the page text.

e Text format: The default choice is Filtered HTML, but you can choose the
alternative Plain text from the dropdown list. The system will not accept JavaScript
as it poses a security threat. (This applies to both Lead paragraph and Body.)

e Body: Type page content directly or paste it from another source. Use the formatting

toolbar to apply fonts and other text effects.

Mission Public Websites
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ADD BASIC PAGE

Title *

Community Outreach
Language

En

Image

The recommended size for the image is 1200x490px

Add a new file

C:Users\Nita.Krinsley\Docy|  Browse. UPLOAD

Files must be less than 5 MB.
Allowed file types: png gif jpg jpeg

Lead paragraph
BN Ul = =P8 1« = = EE N & Ed 99 [0 Souce T, || Styles - |ty ®

Children follow UN peacekeepers E,
body p strong 4

Disable rich-text
More information about text formats
Text format Fitered kTL‘LB

+ Web page addresses and e-mail addresses turn into links automatically.
+ Lines and paragraphs break automatically.

Body
B I U= W 9 22 EIR =] Gd 99 [@ Source T, | Styles -|mbty ®

"Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque laudantium, totam rem aperiam, eaque ipsa quae ab illo
inventore veritatis et quasi architecto beatae vitae dicta sunt explicabo. Nemo enim ipsam voluptatem quia voluptas sit aspernatur aut odit aut
fugit, sed quia consequuntur magni dolores eos qui ratione voluptatem sequi nesciunt. Neque porro quisquam est, qui dolorem ipsum quia dolor
sit. Ut enim ad minima veniam, quis nostrum exercitationem ullam corporis suscipit laboriosam, nisi ut aliquid ex ea commodi Cunsequathr?

3. Scroll down to upload additional files to the page. These can be a video, YouTube playlist,
audio file, or PDF.

Media Provide a YouTube or Vimeo url
Revision information Video URL
New revision

Menu settings
Not in menu Youtube Playlist
Post to twitter.com
www.youtube.com/embed/videoseries?list=PLIBZhXY7TBFkBOKt03BGRmMTyhMBmj6qYZ
Authoring information
By NKRINSLEY Add a new file

Promotion settings Browse... MUK

Not promoted Files must be less than 48 MB
Allowed file types: mp3.

pdf

Browse. .. UPLOAD

Files must be less than 48 MB
Allowed file types: pdf

*Note — You can add this page to the Site Menu now, or after it is published. If you intend to do
further work on the page or it needs to be approved, you should save it as a draft now and add it
to the menu when it is finalized. To add it now: click Menu settings in the Media panel at the left
of the screen, then follow the instructions in the section: Add a Basic Page to the Site Menu.

4. Click SAVE AS DRAFT or PUBLISH if the page is complete.
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PUBLISH | SAVE AS DRAFT § CANCEL

5. After publishing, the new page is displayed. A message at the top of the screen confirms the

successful page creation.

Home » Community Outreach

O Basic page Community Outreachhas been created.

COMMUNITY OUTREACH

(YETM Edit Revision operations Translate

@
UNMAS

Children follow UN peacekeepers

"Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque
laudantium, totam rem aperiam, eaque ipsa quae ab illo inventore veritatis et quasi
architecto beatae vitae dicta sunt explicabo. Nemo enim ipsam voluptatem quia voluptas v
sit aspernatur aut odit aut fugit, sed quia consequuntur magni dolores eos qui ratione
voluptatem sequi nesciunt. Neque porro quisquam est, qui dolorem ipsum quia dolor sit. Ut
enim ad minima veniam, quis nostrum exercitationem ullam corporis suscipit laboriosam,
nisi ut aliquid ex ea commodi consequatur?

(= =] m:E‘ 841 0

UNMAS < @UNMAS 41m
UNMAS helps #peacekeeping by
training & mentoring

@amisomsomalia in explosive hazard
avoidance/disposal #SomaliaWeek
pic.twitter.com/8yUjUPaUjq

3 Retweeted by UN Peacekeeping

Expand

UN Peacekeeping 4h
@UNPeacekeeping

Interested in statistics? Take a look at
our infographics about @UN
#Peacekeeninn & nartners

Tweet to @UNPeacekeeping

O | #»
PHOTOS VIDEOS AUDIO

TWITTER

6. Beneath the page title are a series of tabs that allow you to edit the page, view its revision

history, and translate it into another site language.

COMMUNITY OUTREACH

I8 Edit Revision operations | Translate

7. You will notice also that the web address of the page is automatically generated and consists
of the page title added at the end of the site URL, in this case:

http://Junmisc.unmissions.org/community-outreach

Mission Public Websites
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Add a Basic Page to the Site Menu
1. Access the page and click the Edit tab.

View Revision operations  Translate

The EDIT BASIC PAGE screen is displayed.
In the Media panel at the left of the screen: click Menu Settings.

arwON

page will appear — in this case ACTIVITIES.

Media rovide amenu link
Revision information Menu link title
New revision

Community Qutreach

Menu settings

Community Qutreach Parent item
]
Post to twitter.com
Weight
URL redirects 0

Mo redirects
Menu links with smaller weights are displayed before links with larger weights.

Click the Provide a menu link checkbox. The Menu link title (page title) is auto-populated.
Select the Parent item from the dropdown list. This is the Site Menu item under which the

6. Click SAVE at the bottom of the screen. The new page is re-displayed. Its name appears in
the Site Menu under the specified parent item, and its path appears in the breadcrumb trail

above the page title.

@) UNMISC ‘ UNITED NATIONS MISSION

HOME ABOUT NEWS LRl RESOURCES SEARCH

| Home » Activities » Community Outreach| NIEELY

COMMUNITY OUTREAC fis

S
>
PHOTOS VIDEOS

Human Rights

Civil Affairs

Gender and peacekeeping » \ TWITTER

Calendar [ UNMAS & @unmas

UNMAS helps #peacekeeping by training &

Cnmmunny Outreach - mentoring @amisomsomalia in explosive

pic.twitter.com/8yUjUPaUjq
13 Retweeted by UN Peacekeeping

Children follow UN peacekeepers

"Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque laudantium,
totam rem aperiam, eaque ipsa quae ab illo inventore veritatis et quasi architecto beatae vitae dicta sunt

about @UN #P
mactnare his o112 AR

88 1

Tweet to @UNPeacekeeping

hazard avoidance/disposal #SomaliaWeek

explicabo. Nemo enim ipsam voluptatem quia voluptas sit aspernatur aut odit aut fugit, sed quia Expand

consequuntur magni dolores eos qui ratione voluptatem sequi nesciunt. Neque porro quisquam est, qui

dolorem ipsum quia dolor sit. Ut enim ad minima veniam, quis nostrum exercitationem ullam corporis UN Peacekeeping © @UNPeacekeeping
suscipit laboriosam, nisi ut aliquid ex ea commodi consequatur? @ Ipevested I statstios? Token lols ghouy

&
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Edit a Basic Page

1. Access the page and click the Edit current tab.

‘IEdiIcurrentI Revision operations = Translate

The EDIT BASIC PAGE screen for this page is displayed. From this screen, you can modify

any of the existing components including the page title, text and header. You can also upload
additional files and change the page’s location in the menu.

EDIT BASIC PAGECOMMUNITY OUTREACH
View current Revision operations ~ Translate

Title *

Community Outreach

Language
En
Image

The recommended size for the image is 1200x490px

Show row weights

File information

Operations
* @5 (= children_with_pk.jpg (31.86 KB) Style: Automatic B INSERT
Alternate text
Image Preview
This text will be used by Screen readers, searen engines, or when the image cannot be loaded
Caption
B I U = = E 1 4 = = ES =) Ed 99 [ Source T, || Styles -k ® @
REMOVE
4
Disable rich-text

Text format Filtered HTML B More information about text formats

+ Web page addresses and e-mail addresses turn into links automatically.
- Lines and paragraphs break automatically.

Click and drag the crosshair to target the most important portion of the image. This portion of the image will never be cropped

Add a new file

Browse UPLOAD

3. After making the desired changes: click SAVE.
4. To delete the changes and revert to the prior version: click DELETE.

After saving, the page is re-displayed with a message confirming the update at the top of the
screen.

Home : Activities » Community Outreach

0 Basic page Community Outreaciihas been updated.

COMMUNITY OUTREACH

Translate a Basic Page
1. Access the page and click the Translate tab.

‘ Edit current | Revision operations

Mission Public Websites 17



The TRANSLATIONS screen is displayed for this page. You can translate the page into any
of the existing site languages.

3. Click add translation for the selected language.

TRANSLATIONS OF COMMUNITY OUTREACH

View current | Edit current | Revision operations

Translations of a piece of content are managed with translation sets. Each translation set has one source
post and any number of translations in any of the enabled languages. All translations are tracked to be up
to date or outdated based on whether the source post was modified significantly.

Language Title

Ar n/a

Status Operations

Not translated add translation

En (source) Community Outreach Published edit

Fr n/a Mot translated I add translation I

4. The EDIT BASIC PAGE screen for this page is displayed
the translation.

. Replace the current content with

Title *
Sensibilisation communautaire
Lead paragraph
B I UE = = E 7 T =
Les enfants suivent des Casques bleus

You can save the translated page as a draft, or publish and add it to the menu as per the
section: Add a Basic Page to the Site Menu.

After publishing, the translated page is displayed. A message at the top of the screen
confirms the successful translation.

Guide for Users



Home ; Activities » Sensibilisation communautaire

0 Basic page Sensibilisation communautaire has been updated.

SENSIBILISATION COMMUNAUTAIRE
Edit current = Revision operations = Translate

Les enfants suivent des Casques bleus

Manage Revisions for a Basic Page

Each time you edit and save a page, a new revision is created. To manage these revisions, do
the following:

1. Access the page and click the Revision operations tab

Edit current IFIevision operations | Translate

2. The REVISIONS screen for the page is displayed. Revisions are shown in descending order:
the current (published) revision is highlighted in colour, and all prior revisions have the status:
archived.

3. From this screen you can do the following:

Compare two revisions side by side. Check both revisions and click COMPARE.
Unpublish the current revision. This reverts it to draft status, but does not delete it
from the site. Check the revision and click UNPUBLISH CURRENT REVISION.
Delete an archived revision. Check the revision and click DELETE ARCHIVED.
Delete all page revisions. This option should be used with extreme caution. Once
all revisions are deleted, the page cannot be reinstated. If needed, it must be re-
created in its entirety. To delete all revisions of the page (including the current): click
DELETE ALL.
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REVISIONS FOR COMMUNITY OUTREACH

View current Translate
BEEINETHNEY View Current  Edit Current  Unpublish

Revision COMPARE

Saved 11/11/2015 - 21:33 by NKRINSLEY I/
Saved 23/10/2015 - 13:21 by NKRINSLEY N
Saved 19/10/2015 - 18:43 by NKRINSLEY I
Saved 05/08/2015 - 18:52 by NKRINSLEY I

UNPUBLISH CURRENT REVISION DELETE ARCHIVED DELETE ALL

Status

current revision (published)
archived
archived

archived

e Restore an unpublished revision. Check the archived revision to be restored and

click PUBLISH.

REVISIONS FOR COMMUNITY OUTREACH

P RTT T Aevision operatlions REETEEH]
AR URISTE s YView Current Edit Current Publish

Revision

Saved 11/11,/2015 - 21:16 by NERIMSLEY
Sawed 23/100/2015 - 13:21 by NKRINSLEY
Saved 19/1002015 - 18:43 by NERINSLEY
Sawved 05/0B/2015 - 18:52 by NKRIMSLEY

COMPARE Siatus

= archived

archived

archived

archived
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Dynamic Pages

Dynamic Pages are different from other types of pages like the Home Page (which is created for
you during initial site configuration) or Articles or Listings Pages (which have a specific format into
which you add content). A Dynamic Page is not configured with any specific format: it is
essentially a blank page to which you add content blocks.

Add a Dynamic Page
1. InInthe ADMINISTRATION MENU: click CONTENT> ADD DYNAMIC PAGE.

ADMINISTRATION CONTENT  CLEARCACHE USER ACCOUNT  LOGOUT

ADD BASIC PAGE

ADD DYNAMIC PAGE

ADD ARTICLE

2. The ADD DYNAMIC PAGE screen is displayed. Complete the necessary fields:

o Title: Enter atitle for the page.
e Language: Select the page’s language from the dropdown list.

Home » Add content > Add Dynamic Page

ADD DYNAMIC PAGE

Title *

Mixed Media

Language
En

Revision infi
New revision

ion log

Menu settings
Not in menu

: Provide an explanation of the changes you are making. This will help other authors understand your motivations.
URL path settings P ges y g p ¥

Automatic alias Revision creation and moderation options

o B = Create new revision, no moderation
Authoring information

" Create new revision and moderate
By NKRINSLEY

Moderation means that the new revision is not publicly visible until approved by semeone with the appropriate permissions.

Promeotion settings
Not promoted

m SAVE AS DRAFT I CANCEL

3. Click SAVE AS DRAFT. Since the page has no content yet, it would not make sense to
publish it at this point.
4. The new page is created, as confirmed in a message at the top of the screen.

Home > Mixed Media

Q Dynamic page Mixed Media has been created.

MIXED MEDIA

VIETE Edit | Translate
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5. The web address of the page is automatically generated and consists of the page title added
at the end of the site URL. In this example it would be:
http://unmisc.unmissions.org/mixed-media

Add a Block to a Dynamic Page

A dynamic page is populated through the addition of existing content blocks.

1.

In the ADMINISTRATION DASHBOARD: click the Structure tab, then click Manage blocks.

MANAGE STRUCTURAL ELEMENTS OF THE SITE

- —
» - —
- - —
Manage blocks ~ Manage terms Manage Manage the Manage footer
newsletter site menu links
categories

15

Set number of
items 1o show

The BLOCKS screen is displayed. It shows the list of blocks on the site within the regions

they normally inhabit.

c=n
This page provedes. a diag-and-drop interface for assigning a block 10 a region, and for controlling the crder of Blocks within regrons. Since not all themes implement
the same regians, of display regions in the same way, biocks are positioned on a per-theme basis. Remembser that your changes will not be saved until you click the
Save Dlocks butlon af the botlom of The page. Chok the cormigore link neat to each block 10 configure iM% Specihic Tithe and visibility Selings
[Demaonstrate block regions (unmpk 1hieme)
Show tow weights

iock Tdgion OperalaE
Header
+  Pacekeeping logo - configure
t Larspaage Switcher Falback 2 confiqure

O The Web - configure

Clock - confiqure
b AN missions - conbgune
Havigation bar
Featged slider
Highlighted

View: Hews: news licker - configure
b Fronspage shider (2 column) - eonligure
b LatERE Al JHOMEPAGE] = einlgiing
+ P releases BOOMERAGE] = configune
+ LSt posis in YouTube Channed -

3. Select the block you want to add to the page, and click configure.

Content
“  Youtube Channel Content B configure

22

“ YouTube [media page|

Content B configure
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4. The VIEW screen for the block is displayed. Enter the necessary information:

¢ Region settings: To change the region in which this block will appear, select a
different region from the default selection in the dropdown list. This will change the
region on all pages where the block appears. To change the region on this page only,
refer to the section: Clone a Block.

*Note — Do not select the Highlighted section, as this is only used for the Home Page.

e Visibility settings: Specify the pages on which the block will or will not appear. Click
the correct radio button and enter the pages to be included or excluded in the text
box.

' YOUTUBE [MEDIA PAGE] BLOCK
Block title
Overmide the defauit tithe for the block. Use <none= 10 display no tithe, of kave blank 10 use the default block titke. This field supports tokers
CS5 class{es)

Customize the styling of this block by sdding CSS classes. Separate multiple classes by spaces

Region settings
Specify in whach themes and regions this block is displayed

default theme)

Visibility settings

Pages Show block on specific pages
Restricted to certamn pages ~ All pages except those listed

L = Only the listed pages
Mat translatable, Not

resteted

Content types
Hot restricted
Specify pages by using their paths. Enter one path per iine. The ~ Characted is & wildcard. Example paths are Siog for the
personal Blog. «fanrs is the front page

5. Click SAVE BLOCK. The block is added to the page in the specified region.
6. The information is saved, as confirmed in a message at the top of the BLOCKS screen.

Home » Blocks

0 The block configuration has been saved.

BLOCKS

7. After adding each block, it is advisable to view the page to verify its appearance. As new
blocks are added within regions, the previous blocks will resize dynamically.
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First block added

Home ) Mixed Media
MIXED MEDIA

WEYN Edit  Translate

|VIDEOS

.
Jucith Ruka

Additional blocks added

Home > Mixed Media

MIXED MEDIA o
PHOTOS VIDEOS
NIETH Edit  Translate

IDEOS FLICKR

*Note — You may need to clear the cache to view a newly-added block. [For instructions, refer to
the section: Clear the Cache.

8. Repeat the process, as needed, to add additional blocks to the page.

Remove a Block from a Dynamic Page

1. Follow instructions 1-4 in the section: Add a Block to a Dynamic Page.
2. Inthe Visibility settings section: remove the page name, and click SAVE BLOCK.

Add a Dynamic Page to the Site Menu
1. Access the page and click the Edit tab.

View ranslate

2. The EDIT DYNAMIC PAGE screen is displayed.
3. Inthe Media panel at the left of the screen: click Menu Settings.
4. Click the Provide a menu link checkbox. The Menu link title (page title) is auto-populated.
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5. Select the Parent item from the dropdown list. This is the Site Menu item under which the
page will appear — in this case NEWS.

Re\rlswn_ mformanon Provide a menu link
New revision
. 1 Menu link title
Menu settings | Mixed Media
Mixed Media :
URL path settings Parent item
Automatic alias EI
URL redirects Weight
No redirects 0

Menu links with smaller weights are displayed before links with larger weights.

6. Click SAVE AND PUBLISH at the bottom of the screen. The published page is displayed. Its
name appears in the Site Menu under the specified parent item, and its path appears in the
breadcrumb trail above the page title.

UNITED NATIONS MISSION
@ UNMISC IN SOME COUNTRY

HOME

ABOUT L3R A  ACTIVITIES RESOURCES DYNAMIC SEARCH

Home , News » Mixed Medigii LCLIT]

MIXED MEDIA Taaiiel

Social media

> <)
PHOTOS VIDEOS AUDIO

News Articles - 1 FLICKR

VIDEOS
Videos

Press Releases

PHOTOS

MORE PHOTOS

FACEBOOK UN chief welcomes climate change plan unveiled by
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Change the Title of a Dynamic Page
1. Access the page and click the Edit tab.

m Revision operations = Translate

2. The EDIT DYNAMIC PAGE screen for this page is displayed. Change the name in the Title
field, and click SAVE at the bottom of the screen.

Home » News > Mixed Media > Edit
EDIT DYNAMIC PAGEMIXED MEDIA

View W[l Revision operations Translate

Title *
Mixed Media

Language

N

*Note — This changes the name on the page itself, in the breadcrumb trail, and in the URL. You

must still change the page name in the menu. [For instructions, refer to the section: Manage the
Site Menu.

Manage Revisions for a Dynamic Page
1. Access the page and click the Revision operations tab.

1ln"i@uw Edit |Revision operations | Translate

2. The REVISIONS screen for the page is displayed.
3. Refer to the section: Manage Revisions for a Basic Page for further instructions.
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Articles

Articles consist of time-sensitive material such as news articles and press releases. Articles must
be assigned an Article Type (term) so that they are appropriately categorized and linked on
various pages of the site. The Article Type assigned dictates the pages and blocks on which links
to articles are displayed. Each article type has its own main page, which includes a synopsis of
every article assigned that term, and an individual page, which displays a single complete article.

Add an Article
1. Inthe ADMINISTRATION MENU: click CONTENT> ADD ARTICLE.

ADMINISTRATION  CONTENT  CLEARCACHE  USER ACCOUMT  LOG OUT
b ‘ .

ADD BASIC PAGE

ADD DYNAMIC PAGE

ADD ARTICLE

2. The ADD ARTICLE screen is displayed. Complete the necessary fields:

e Title: Enter atitle for the article.

e Language: Select the article’s language from the dropdown list.

e Article Type: Check the term to which the article belongs. This determines in which
section the article will appear. The default choices are News Articles and Press
Releases; however terms may be added or deleted as needed. [Refer to the section:
Add and Translate a Term for more information.]

¢ Image: To add an image to the article: click Browse to navigate your hard drive and
select the image, then click UPLOAD.

e Body: Type article content directly or paste it from another source. Use the
formatting toolbar to apply fonts and other text effects.

e Text format: The default choice is Filtered HTML, but you can choose the
alternative Plain text from the dropdown list. The system will not accept JavaScript
as it poses a security threat.
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ADD ARTICLE

Title *

UN urges action to combat illegal rhine and elephant poaching

Language
En

Article type
™ News Articles [ Press Releases
Image
Upload an image to go with this article. The recommended size for the image is 1200x490px

Add a new file

07-30-2015Wildife_GAjpg|  Browse . [T

Files must be less than 5 MB.
Allowed file types: png gif jpg jpeg

Body *
B I U= =

I,

30 July 2015 — Recognizing that wild animals and plants are an “irreplaceable part of the natural systems of the Earth,” the United Nations General Assembly today

(X1 PR = E o = Ed 99 B Souce T, | Styles

EheE

urged its Member States to take decisive steps to prevent, combat and eradicate the illegal trade in wildlife, “on both the supply and demand sides.”

Through the new resolution, the Assembly expressed serious concern over the steady rise in the level of rhino poaching and the alarmingly high levels of killings of
elephants in Africa, which threaten those species with local extinction and, in some cases, with global extinction.

“lllegal wildlife trafficking not only threatens species and ecosystems; it affects the livelihoods of local communities and diminishes touristic attractions. It
compromises efforts towards poverty eradication and the achievement of sustainable development,” said the President of the 69th session of the Assembly, in

remarks read by Vice-President Denis G. Antoine.

Adopting a consensus text resolution, the 193-Member body encouraged Governments to adopt effective measures to prevent and counter the serious problem of

crimes such as illicit trafficking in wildlife and wildlife products, including flora and fauna and poaching.

body p

Disable rich-text

Text format Fitered HTML

More information about text formats

3. Scroll down to add additional information to the article, if needed:

28

e Author: Enter the author's name to add a by-line.

e Article type: To use the default type, select None. (For news articles only, not press
releases, you can select Crisis to make it the Breaking News article on the Home

page.)

e Slider Image: You can add an image for the article to the Home Page slider;
however, it must be a different image from the one added in step #2, above.
e Media: In the Media section, you can upload additional files which can be a video,

YouTube playlist, audio file, or PDF
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Author

Article type

- None - B

Shider image

Browse...

Files must be less than 5 MB.
Allowed file types: png gif jpg jpeg.

Media

Revision information
New revision

Menu settings
Not in menu

Post to Facebook
Post 1o twitter.com

Authoring information
By NKRINSLEY

Promotion settings
Promoted to front page

UPLOAD

Opticnal slider image if different than the article image. The recommended size for the image is 1200x400px

Provide a YouTube or Vimeo url

Video URL

Youtube Playlist

www.youtube.com/embed/videoseries?list=PLI8ZhXY7TBFkBOK103BGRMTyhMBmj6qYZ

Add a new file

Browse... UPLOAD

Files must be less than 48 MB.
Allowed file types: mp3.

pdf

Browse... UPLOAD

Files must be less than 48 MB
Allowed file types: pdf.

PUBLISH | SAVE AS DRAFT | CANCEL

4. Click SAVE AS DRAFT if you intend to do further work on the article, or PUBLISH if it is

complete.
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5. After publishing, the article is displayed. . A message at the top of the screen confirms the
successful article creation.

I O Avrticle UN urges action to combat illegal rhino and elephant poaching has been created I

MORE NEWS

\IC'B Edit Revision operations = Translate ~Nodequeue

53
billion

73
201 RN o000,
fitiitititiati .
2020 billion
2050 RibREbRBIMAERIREIEAN .

UN Projects world population will reach 8.5 billion by

1990

Y

2030

31 Jul & AS -
5015 UNURGES ACTION TO COMBAT ILLEGAL RHINO AND ELEPHANT POACHING T o e e o men e

vaccines

30 July 2015 - Recognizing that wild animals and plants are an “irreplaceable part of the natural systems
of the Earth,” the United Nations General Assembly today urged its Member States to take decisive steps
to prevent, combat and eradicate the illegal trade in wildlife, “on both the supply and demand sides.”

¢
Through the new resolution, the Assembly expressed serious concern over the steady rise in the level of V
rhino poaching and the alarmingly high levels of killings of elephants in Africa, which threaten those \\ll
species with local extinction and, in some cases, with global extinction. “

“lllegal wildlife trafficking not only threatens species and ecosystems; it affects the livelihoods of local 7N
communities and diminishes touristic attractions. It compromises efforts towards poverty eradication and

the achievement of sustainable development,” said the President of the 69th session of the Assembly, in Press release without any images

remarks read by Vice-President Denis G. Antoine.

Adopting a consensus text resolution, the 193-Member body encouraged Governments to adopt effective
measures to prevent and counter the serious problem of crimes such as illicit trafficking in wildlife and
wildlife products, including flora and fauna and poaching

[ Pres rteases JR=S1=J 6 svor- IERNECHES

6. Atthe bottom of the screen are a series of buttons that allow you to add the article to one or
more sliders on the site.

Add to homepage slider il Add to section slider | Add to all news shder

7. After clicking Add to homepage slider, the article is added to the slider on the Home Page
slider.

Educunem Revision operations = Translate Nodequeue

N
us!. AV

UN urges action to combat illegal rhino and elephant
poaching

8. When Press Releases are accessed from the Site Menu, a synopsis of the article appears at
the top of the page. Click the headline in the synopsis to view the entire article.
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Home> News > Press Releases

PRESS RELEASES e
n PHOTOS VIDEOS
View @0

UN urges action to combat illegal rhino and elephant peaching TWITTER
31 Jul 2015 - 30 July 2015 — Recognizing that wild animals and
_ plants are an “irreplaceable part of the natural systems of the Earth,”
. the United Nations General Assembly today urged its Member
i States to take decisive steps to prevent, combat and eradicate the

! illegal trade in wildlife, “on both the supply and

UN Peacekeeping ) @UNPeacekeeping 1 [J
@ VIDEO: Women UN Police in #SouthSudan
< contribute significantly in tackling issues of
domestic violence & abuse bit ly/1KoYMFO
@UNPOL
© Show Media

UN Peacekeeping ' @UNPeacekeeping 23h
@ #TBT Peacekeeper standing guard beside the
= #UN flag at a desert bivouac, 1957.
bit.ly/1JxQIU2 pic.twitter.com/1VUEGVPrGE

=4 UN agencies warn of ‘acute shortage’ of meningitis vaccines
) ! 29 Jul 2015 - 28 July 2015 — West Africa is at risk of a large
; meningitis outbreak unless drug manufacturers increase vaccine
preduction by 5 million doses before the 2016 meningitis season
starts in January, the United Nations and leading public health

Press release without any images

03 Nov 2014 - Aliquam elit dui, aliquam quis euismod sed, hendrerit nec ex. Fusce euismod ipsum vitae
urna volutpat, non finibus leo convallis. Pellentesque efficitur odio vel lacus dignissim malesuada. Sed
quis quam massa. Vestibulum in varius nibh, sit amet tristique gquam.

. . . Tweet to @UNPeacekeepin
Press Release with main and body images © pna

03 Sep 2014 - Lorem ipsum dolor sit amet, consectetur adipiscing
elit. Mauris non ex bibendum magna finibus aliquet ac in massa
Nulla bibendum fermentum justo, ut dictum nulla rhoncus quis.
Nullam luctus aliqguam elit, et iaculis nis| pellentesque

Edit an Article

1. Access the page with the complete article and click the Edit current tab.

‘IEditcurrentI Revision operations = Translate

2. The edit screen for this article is displayed. From this screen, you can modify any of the
existing components including text and header, upload additional files, and change the
page’s location in the menu.

3. Make the desired changes, and click SAVE.

Translate an Article
1. Access the page with the complete article and click the Translate tab.

‘ Edit current | Revision operations

2. The translations screen for this article is displayed. You can translate the page into any of the
existing site languages.
3. Follow steps 3-6 in the section: Translate a Basic Page.

Manage Revisions for an Article
1. Access the page with the complete article and click the Revision operations tab.

‘ Edit current IHevision operationsl Translate

2. The revisions screen for this article is displayed. The current (published) revision is
highlighted in colour, and all prior revisions have the status: archived.
3. Follow steps 3-6 in the section: Manage Revisions for a Basic Page.
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Timeline

Add a Timeline Event
1. Inthe ADMINISTRATION MENU: click CONTENT> ADD TIMELINE EVENT.

Local Time 20:05-13 Nov ALL UN MISSIONS

ADMINISTRATION CONTENT CLEAR CACHE USER ACCOUNT LOG OUT
b ‘ .

ADD BASIC PAGE

ADD DYNAMIC PAGE

ADD ARTICLE

ADD FRONTPAGE SLIDE

ADD PHOTO GALLERY

ADD TIMELIME EVENT

ADD CALENDAR EVENT

ADD LISTING

ADD DOCUMENT

ADD AUDIO

2. The ADD TIMELINE EVENT screen is displayed. Complete the necessary fields:

e Headline: Enter a headline for the event.

e Language: Select the event’s language from the dropdown list.

e Text: Type the text directly or paste it from another source. Use the formatting
toolbar to apply fonts and other text effects.

e Text format: The default choice is Filtered HTML, but you can choose the
alternative Plain text from the dropdown list. The system will not accept JavaScript
as it poses a security threat.

e Dates: Check Show End Date box if you want to include both start and end dates for
the event. If the box is left unchecked, only one date will be shown.
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ADD TIMELINE EVENT

Headline *
Opening Ceremony Launches New Mis:
Language
En
| Text
BIUZ===2s4Tmn K HE = Kl 5> @Souce T | Syles - /A% ® @

The United Nations Mission in Some Country (UNMISC) was offically opened today. The Queen and Prime Minister of Some Country attended the opening ceremany, along with UN
dignatories and emissaries from neighboring missions.

RS

body p

[

Disable rich-text

More information about text formats
Text format Filtered HTML

* Web page addresses and e-mail turn into links
» Lines and paragraphs break automatically.

Dates

¥ Show End Date

1111312015

Format: 11/13/2015

to:

1111312018

Format: 11/13/2015

3. Scroll down to add additional elements to the event. These can be a media link or image, or
text for a credit or caption.

Media Link

Media Image

Browse... UPLOAD

Files must be less than 64 MB.
Allowed file types: png gif jpg jpeg.

Credit Text

Caption Text

Revision information

. Revision log message
New revision

Menu settings
Not in menu

: Provide an explanation of the changes you are making. This will help other authors understand your motivations.
URL path settings P ges vt g p y

Automatic alias Revision creation and moderation options

& Create new revision, no moderation
© Create new revision and moderate
Moderation means that the new revision is not publicly visible until approved by someone with the appropriate permissions.

Authoring information
By NKRINSLEY

Promotion settings
Promoted to front page

PUBLISH || SAVE AS DRAFT | CANCEL

4. Click SAVE AS DRAFT if you intend to do further work on the event, or PUBLISH if it is
complete.

5. After publishing, the timeline event is created and confirmed in a message at the top of the
screen.
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Home > Opening Ceremony Launches New Mission

| O Timeline event Opening Ceremony [ aunches New Missionhas been cteated.l

OPENING CEREMONY LAUNCHES NEW MISSION

\UEVE Edit | Translate

NKRINSLEY
Language
En
Text

The United Nations Mission in Some Country (UNMISC) was offically opened today. The Queen and Prime
Minister of Some Country attended the opening ceremony, along with UN dignatories and emissaries from
neighboring missions.

Dates

Friday, 13 November, 2015 to Sunday, 13 November, 2016

6. When Timeline is accessed from the Site Menu, this (most recent) event will be shown by
default. Use the left-and right-facing arrows to view earlier or later events, when added.

Nove 13, 2015 — November 13, 2016
< Opening Ceremony Launches New Mission
The United Nations Mission in Some Country (UNMISC) was offically opened today. The Queen and Prime Minister &
of Some Country attended the opening ceremony, along with UN dignatories and emissaries from neighboring missions.
" Opening Ceremony
Launches New Mission
[c] Mission mandate mission mandate
resolution passed established
Q
SRSG appointed mission mandate
established
2014 2015 2018 2017 2012

Edit a Timeline Event
1. Click Timeline in the Site Menu.
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ABOUT ~

Timeline

Leadership

Bids

Jobs

2. Scroll through the timeline to display the event to be edited.
3. Click the Edit icon to the right of the first line of text.

was offically opened today. The Queen and Prime Minister 1

4. The EDIT TIMELINE EVENT screen for the event is displayed.

Home > Opening Ceremony Launches New Mission > Edit
EDIT TIMELINE EVENTOPENING CEREMONY LAUNCHES NEW MISSION

View WId Translate

Headline *

Opening Ceremony Launches New Mission
Language

en

Text

B I U = 1 T

4 & 99 [BSouce T, || Styles - EN O o

along with UN dignatories and emissaries from neighboring missions.

Disable rich-text

More information about text formats
Text format Filiered HTML

- Web page and e-mail turn into links
» Lines and paragraphs break automatically.

Dates *

¥ Show End Date

From:
11113/2015
Format: 02/04/2016

To:
1111372016

Format: 02/04/2016

The United Nations Mission in Some Country (UNMISC) was offically opened today. The Queen and Prime Minister of Some Country attended the opening celemuny,"
v

4

5. Make the desired changes, and click SAVE at the bottom of the screen.

SAVE | UNPUBLISH J VIEW CHANGES J DELETE § CANCEL

6. The eventis saved with the specified changes.

Mission Public Websites
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Delete a Timeline Event

1. Follow steps 1-4 in the previous procedure.
2. Click DELETE at the bottom of the screen.

save [ unpuavisi [ view ciances [ oetere || cancet

3. A confirmation query is displayed. Click DELETE to proceed.

Home » Opening Ceremony Launches New Mission » Delete

ARE YOU SURE YOU WANT TO DELETE OPENING CEREMONY
LAUNCHES NEW MISSION?

View Edit | Translate

This action cannot be undone.
DELETE § CANCEL

4. The event is deleted from the timeline.
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Calendar

Add a Calendar Event
1. InInthe ADMINISTRATION MENU: click CONTENT> ADD CALENDAR EVENT.

Local Time 19:58-13 Nov ALL UN MISSIONS

ADMINISTRATION  CONTENT  CLEARCACHE  USER ACCOUNT  LOG OUT

ADD BASIC PAGE

ADD DYNAMIC PAGE

ADD ARTICLE

ADD FRONTPAGE SLIDE

ADD PHOTO GALLERY

ADD TIMELINE EVENT

ADD CALENDAR EVENT

ADD LISTING

2. The ADD CALENDAR EVENT screen is displayed. Complete the necessary fields:

e Title: Enter atitle for the event.

e Language: Select the event’s language from the dropdown list.

e Date: For an all-day event, check Show End Date box and enter the same date for
both. If the box is left unchecked, only one date will be shown.

e Eventimage: To add an image to the event: click Browse to navigate your hard
drive and select the image, then click UPLOAD.

e Body: Type the text directly or paste it from another source. Use the formatting
toolbar to apply fonts and other text effects.

ADD CALENDAR EVENT

Title *

International Day of Tolerance observed

Language
En

Date

' Show End Date

1611172015 Time
Eg,17/11/2018 1%
Eg.15
to:
1611172015 Time
Eg.17/11/2015 15
Eg.15
Event image

The recommended size for the image is 380x220px

Add a new file

C\Users\Nita.Krinsley\Pict..  Browse...  [RUZEENY

Files must be less than § MB.
Allowed file types: png gif jpg jpeg

B I U= = = =% 7 =

E - = & 99 @souce T || Styes Sty ®

In 1996, the UN General Assembly (by resolution 51/95) invited UN Member States to observe the International Day for Tolerance on 16 November, with activities
directed towards both educational establishments and the wider public
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3. Atthe bottom of the screen: click SAVE AS DRAFT if you intend to do further work on the

event, or PUBLISH if it is complete.

4. After publishing, the calendar event is created, as confirmed in a message at the top of the

6. Site visitors can click the event to view the associated graphic.

screen.

Home > International Day of Tolerance observed

I 0 Calendar event /nternational Day of Tolerance observedhas been created I

WUl Edit  Translate

Date: 16/11/2015-15

INTERNATIONAL DAY OF TOLERANCE OBSERVED

In 1996, the UN General Assembly (by resolution 51/95) invited UN Member States to observe the International Day for Tolerance on 16 November, with activities
directed towards both educational establishments and the wider public.

When Calendar is accessed from the Site Menu, the event is visible.

EVENTS CALENDAR
November 2015
Sun Mon Tue Wed
1 2 3 4
8 9 10 n
15 16 17 18
Intemational Day of Tolerance
observed
Monday, 16 November, 2015 -15
22 23 24 25
29 30

26

20

27

21

28

Edit a Calendar Event

1.

2. The screen for that event is displayed. Click the Edit tab.

Click the event on the calendar.

View Translate

INTERNATIONAL DAY OF TOLERANCE OBSERVED

3. The edit screen for this calendar event is displayed. From this screen you can modify any of

38

the existing components including title, language, date, text, and image.
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4. Make the desired changes, and click SAVE. The event is saved with the specified changes.

Delete a Calendar Event

1. Click the event on the calendar.

2. The screen for that event is displayed. Click the Edit tab.

3. The edit screen for this calendar event is displayed. Scroll down to the bottom of the page
and click DELETE.

SAVE | UNPUBLISH m VIEW CHANGES || DELETE | CANCEL

4. A confirmation query is displayed. Click DELETE to proceed.

Home > International Day of Tolerance observed » Delete
ARE YOU SURE YOU WANT TO DELETE /NTERNATIONAL DAY OF TOLERANCE OBSERVED?
View | Edit Translate

his action cannot be undone.
CANCEL

5. The event is deleted from the calendar.

Mission Public Websites
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Listings

Listings for mission jobs and bids can be added to the site. Listings are a content type; refer to
the section: Content Types for more information.

Add a Listing
1. Inthe ADMINISTRATION MENU: click CONTENT> ADD LISTING.

Local Time 15:19-03 Aug ALL UN MISSIONS

ADMINISTRATION CONTENT  CLEAR CACHE  USER ACCOUNT  LOG OUT
a5

ADD BASIC PAGE

ADD DYNAMIC PAGE

ADD ARTICLE

ADD FRONTPAGE SLIDE

ADD PHOTO GALLERY

ADD TIMELINE EVENT

ADD CALENDAR EVENT

ADD LISTING

ADD DOCUMENT

ADD AUDIO

2. The ADD LISTING screen is displayed. Complete the necessary fields:

e Title: Enter a title for the listing.

e Language: Select the listing’s language from the dropdown list.

e Listing type: Check the term to which the listing belongs. This determines in which
section the listing will appear. The default choices are Jobs and Bids; however
additional terms may be added. [Refer to the section: Add and Translate a Term for
more information.]

e Body: Type listing content directly or paste it from another source. Use the formatting
toolbar to apply fonts and other text effects.

e Text format: The default choice is Filtered HTML, but you can choose the
alternative Plain text from the dropdown list. The system will not accept JavaScript
as it poses a security threat.

e Application period: Enter the start and end dates for the listing to appear.
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ADD LISTING

Title *

Senior IT Manager

Language
En

Listing type
" Bids ¥ Jobs

Body
(500 CI

body p

Disable rich-text

Text format Filtered HTML E|
+ Lines and paragraphs break automatically.

Application period *

From: Time
03/08/2015 13:45
Eg,04/08/2015 Eg.1345
To: Time
15/09/2015 13:45
Eg., 04/08/2015 Eg.13:45

This job requires hardware and software expertise as well as great people skills, as manager will oversee a siaff of 85 technicians in 3 locations.

+ Web page addresses and e-mail addresses turn into links automatically

EE = d 99 [@ souce T || Siyles - Ek®

More information about text formats

Scroll down to add a PDF file to accompany the listing. Click Browse to navigate your hard

drive and select the file, then click UPLOAD.

PDF file

Files must be less than 48 MB
|Allowed file types: pdf.

Revision information
New revision

Menu settings
Not in menu

Post to Facebook

Authoring information
By NKRINSLEY

Promotion settings
Promoted to front page

C:\Users\Nita Krinsley\Desk  Browse...

UPLOAD

Revision log message

Provide an explanation of the changes you are making. This will help other authors understand your motivations.

Revision creation and moderation options

* Create new revision, no moderation

" Create new revision and moderate

Moderation means that the new revision is not publicly visible until approved by someone with the appropriate permissions.

m SAVE AS DRAFT | CANCEL

complete.

Mission Public Websites

Click SAVE AS DRAFT if you intend to do further work on the listing, or PUBLISH if it is

After publishing, the listing is added and confirmed in a message at the top of the screen.
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Home : Senior IT Manager

o Listing Senior IT Managerhas been created.

SENIOR IT MANAGER

\YCTH Edit | Translate

This job requires hardware and software expertise as well as great people skills, as applicant will be managing a staff of 85 technicians in 3
locations.

emergency_preparedness_-_a_guide_for_united_nations_personnel_in_new_york.pdf

Expiration date:
03 Aug 201510 15 Sep 2015

6. When Jobs are accessed from the Site Menu, this listing appears at the top of the page.
Click the PDF link to view the complete information.

JOBS

PHOTOS VIDEOS
View [@ailie
Senior IT Manager = TWITTER

This job requires hardware and software expertise as well as great people skills, as applicant will be|
managing a staff of 85 technicians in 3 locations.

Thoughts are with #UN Mission in #CAR
where one peacekeeper was killed, 8 injured in
Application period:03 Aug 2015 to 15 Sep 2015 an attack bit ly/1 E4qXTr

pic.twitter com/aAlRnxjfqz

@ UN Peacekeeping & @UNPeacekeeping 4 [
>

Download PDF (3.13 MB)

Senior Technical Officer (IT) &

The project team will work from its Beijing office with travel as necessary, under the supervision of Asia,
Europe and Middle East Regional Office (AEMO)

Vacancy code VA/2014/B0051/6244
Position title Senior Technical Officer (IT)

Department/office AEMO, Office of the Regional Director Expand

Duty station Beijing, China

Contract type Local ICA Specialist UN Peacekeeping & @UnPeacekeeping 22
Contract level LICA Specialist-10 @ What are the key challenges of

#peacekeeping, and how are we tackling
them? Find out here: ow ly/yskzg
pic.twitter com/L3|EzjNeu8

Duration 1 year

Application period:09 Nov 2017 to 30 Nov 2017
Tweet 1o @UNPeacekeeping

Download PDF (53 55 KB)

Senior Interpreter, English (2 Posts), P5 @

Staff members are subject to the authority of the Secretary-General and to assignment by him or her. In
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Documents

Documents are bulletins, publications, and reports that are uploaded to the site in PDF format.
Documents are a content type; refer to the section; Content Types for more information.

Add a Document
1. Inthe ADMINISTRATION MENU: click CONTENT> ADD DOCUMENT.

Local Time 21:25- 30 Jul ALL UN MISSIONS

ADMINISTRATION CLEAR CACHE USER ACCOUNT  LOG OUT
b ‘ .

ADD BASIC PAGE

ADD DYNAMIC PAGE

ADD ARTICLE

ADD FRONTPAGE SLIDE

ADD PHOTO GALLERY

ADD TIMELIME EVENT

ADD CALENDAR EVENT

ADD LISTING

ADD DOCUMENT

ADD AUDIO

2. The ADD DOCUMENT screen is displayed. Complete the necessary fields:

e Title: Enter atitle for the document.

e Language: Select the document’s language from the dropdown list.

e Document type: Check the term to which the document belongs. This determines in
which section the document will appear. The default choices are Publications and
Reports; however terms may be added or deleted as needed. [Refer to the section:
Add and Translate a Term for more information.]

e PDFfile: Click Browse to navigate your hard drive and select the document, then
click UPLOAD.

¢ Add anew file: You can add an image that will appear as a thumbnail
accompanying the document.

e Body: Enter any optional text to accompany the document. Type text directly or
paste it from another source. Use the formatting toolbar to apply fonts and other text
effects.

e Text format: The default choice is Filtered HTML, but you can choose the
alternative Plain text from the dropdown list. The system will not accept JavaScript
as it poses a security threat.
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[Title *

Language
En

Document type

PDF file

Bllowed file types: pdf.

Thumbnail

Add a new file

w
—~
(5
m
1]

Disable rich-text

ADD DOCUMENT

Text format Filtered Hr:LB

Ebola vaccines, therapies and diagnostics

[ Bulletins ™ Publications ™ Reports

-RD-QA-Updated-July-201¢ Browse

Files must be less than 48 MB.

The recommended size for the image is 140x160px

ey\Desktop\Ebola Helalth W Browse. UPLOAD

Files must be less than 5 MB.
Allowed file types: png gif jpg jpeg

= E <E ] Gl 79 [ Source T, || Styles - by ®

More information about text formats

- Web page addresses and e-mail addresses turn into links automatically.
- Lines and paragraphs break automatically.

Scroll down to add additional information to the document, if needed.

£

Revision i

New revision

Menu settings
Not in menu

Authoring information
By NKRINSLEY

Promotion settings
Promoted to front page

Provide an explanation of the changes you are making. This will help other authors understand your motivations.

Revision creation and moderation options
® Create new revision, no moderation
" Create new revision and moderate

Moderation means that the new revisien is not publicly visible until approved by someone with the appropriate permissions

SAVE AS DRAFT

Click SAVE AS DRAFT if you intend to do further work on the document, or PUBLISH if it is

complete.

After publishing, the document is added and confirmed in a message at the top of the screen.
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Home » Ebola vaccines, therapies and diagnostics

IQ Document £bola vaccines, therapies and diagnostics has been created.

EBOLA VACCINES, THERAPIES AND DIAGNOSTICS

T Edit | Translate

Download ebola-rd-qa-updated-july-2015.pdf (142.55 KB)

6. Click the PDF link to download the report.

7. When Reports are accessed from the Site Menu, a digest of the report appears at the top of

the page. Click the title to view the entire report.

Home » Resources > Documents » Reports
REPORTS

View (@i

31 JUL 2015
Ebola vaccines, therapies and diagnostics

17 SEP 2014
UNICEF South Sudan Report

South Sudan crisis situation report

Mission Public Websites
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Media

Media Menu

The Media Menu is a preconfigured block that provides convenient access to site media through
three graphic links on the Home Page. For instructions on updating, refer to the section: Update
Media Menu Links.

o} L D)

PHOTOS AUDIO

e To view photos: click PHOTOS to display the GALLERY ALBUMS screen, then click an
album to view its photos.

GALLERY ALBUMS

Event 1 Album

Event 2 Album Event 3 Album
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e To view videos: click VIDEOS to display the accessible videos, then click » to play a video.

VIDEOS

VIET Edit | Translate

Revue de la semaine a I'ONU - 31 juillet 2015

[m] »

e To listen to audio files: click AUDIO to display the list of audio files that have been added to
the site. You can either stream a file by clicking » or click DOWNLOAD, depending upon the
strength of your Internet connection.

AUDIO

Che Guevara addresses the General Assembly in 1964

DOWNLOAD

This archival matenal captures the Cuban revolutionary leader and close ally of Fidel Castro addressing the UN 50 years ago.

Pope Benedict XVI addresses the UN

DOWNLOAD

Mission Public Websites 47



Photo Gallery

You can add one or more photo galleries and populate them with photos you upload from your

computer.

Add a Photo Gallery

1.

In the ADMINISTRATION MENU: click CONTENT> ADD PHOTO GALLERY.

Local Time 17:21 - 04 Aug ALL UN MISSIONS

ADMINISTRATION CONTENT  CLEAR CACHE  USER ACCOUNT  LOG OUT
L'

ADD BASIC PAGE

ADD DYNAMIC PAGE

ADD ARTICLE

ADD FRONTPAGE SLIDE

ADD PHOTO GALLERY

ADD TIMELINE EVENT

ADD CALENDAR EVENT

ADD LISTING

ADD DOCUMENT

ADD AUDIO

2. The ADD PHOTO GALLERY screen is displayed. Complete the necessary fields:

48

e Language: Select the gallery’s language from the dropdown list.
o Title: Enter the title for the gallery.

e Add anew file: Click Browse to navigate your hard drive and select the photo, then

click UPLOAD.

o A preview of the uploaded photo appears. Enter a caption, if desired, in the

Alternate text field.
o Repeat, as needed, to add additional photos.

ADD PHOTO GALLERY

Language
En

<]

Title *

Indigenous plants and flowers

Image
The recommended size for the image is 1200x800px

File information

! [ tulips.jpg (606.34 KB)
|| Alternate text

Tulips

This text will be used by screen readers, search engines, or when the image cannot be loaded.
Click and drag the crosshair to target the most important portion of the image. This portion of the image will never be cropped

Image Preview

Add a new file

Browse UPLOAD

Files must be less than 5 MB
Allowed file types: png jpg jpeg
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3. Click SAVE AS DRAFT if you intend to do further work on the album, or PUBLISH if it is

complete.
4. After publishing, the album is created and confirmed in a message at the top of the screen.

You can view each of the photos by clicking on the thumbnails at the bottom.

Home » Indigenous plants and flowers

IQ Photo gallery /ndigenous plants and flowers has been created.l

INDIGENOUS PLANTS AND FLOWERS

View @i

Edit a Photo Gallery
1. Access the gallery and click the Edit tab.

M Revision operations

2. The EDIT PHOTO GALLERY screen for the selected gallery is displayed. From this screen,

you can do the following:
e Add aphoto - Follow the instructions to Add a new file in the previous section.
e Delete a photo — Click REMOVE next to the photo.

Mission Public Websites
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EDIT PHOTO GALLERYINDIGENOUS PLANTS AND FLOWERS

View W@l Revision operations

Language
En

Title *

Indigenous plants and flowers

Image

The recommended size for the image is 1200x800px
Show row weights

File information Operations

% 1[5 tlips jpg (606.34 KB)

.| Alternate text

Tulips REMOVE

This text will be used by screen readers, search engines, or when the image cannot be loaded
Click and drag the crosshair to target the most important portion of the image. This portion of the image will never be cropped.

Image Preview
% h [ hydrangeas jpg (581.33 KB)

‘% Alternate text

o Hydrangea REMOVE
This text will be used by screen readers, search engines, or when the image cannot be loaded
Click and drag the crosshair to target the most important portion of the image. This portion of the image will never be cropped.

Image Preview

oy

Image Preview

B desert jpg (826.11 KB)
Alternate text

Desert REMOVE

This text will be used by screen readers, search engines, or when the image cannot be loaded
Click and drag the crosshair to target the most important portion of the image. This portion of the image will never be cropped.

= B chrysanthemum jpg (858.78 KB)
Alternate text

Chrysanthemum REMOVE

This text will be used by screen readers, search engines, or when the image cannot be loaded
Click and drag the crosshair to target the most important portion of the image. This portion of the image will never be cropped.

Image Preview

Add a new file

Browse... UPLOAD

Files must be less than 5 MB.
Allowed file types: png jpg jpeg

e Reorder photos - Click the crossbow symbol next to a photo, then drag it to a
different position within the gallery.

2] tulips.jpg (606.34 KB)
Alternate text

Tulips

This text will be used by screen readers, search engines, or when the image cannot be loaded

Image Preview - < % : ]
9 Click and drag the crosshair to target the most important portion of the image.

2 hydrangeas.jpg (581.33 KB)

Drag to re-order Alternate text

Hydrangea

This text will be used by screen readers, search engines, or when the image cannot be loaded
Click and drag the crosshair to target the most important portion of the image

Image Preview

After making the desired changes: click SAVE.

To delete the changes and revert to the prior revision: click DELETE (ALL REVISIONS).
After saving, the gallery is re-displayed with a banner confirming the update at the top of the
screen.

Home : Indigenous plants and flowers

0 Photo gallery /ndigenous plants and flowers has been updated.

INDIGENOUS PLANTS AND FLOWERS
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Videos

Connect to YouTube and/or Vimeo

As part of the configuration process, your Mission Public Website will be linked to your YouTube
channel (or playlist) or to Vimeo. This insures that your most recent videos will always be
accessible through your site.

Audio

You can upload podcasts or mp3 files to the site.

Add Audio to the Site
1. Inthe ADMINISTRATION MENU: click CONTENT> ADD AUDIO.

Local Time 15:30-05 Aug ALL UN MISSIONS

ADMINISTRATION  CONTENT  CLEARCACHE USERACCOUNT  LOGOUT
. ‘*

ADD BASIC PAGE

ADD DYMNAMIC PAGE

ADD ARTICLE

ADD FRONTPAGE SLIDE

ADD PHOTO GALLERY

ADD TIMELINE EVENT

ADD CALENDAR EVENT

ADD LISTING

ADD DOCUMENT

ADD AUDIO

2. The ADD AUDIO screen is displayed. Complete the necessary fields:

e Title: Enter atitle for the file.

e Audio: Click Browse to navigate your hard drive and select the file, then click
UPLOAD.

e Body: Enter any optional text to describe the audio file. Type text directly or paste it
from another source. Use the formatting toolbar to apply fonts and other text effects.

e Text format: The default choice is Filtered HTML, but you can choose the
alternative Plain text from the dropdown list. The system will not accept JavaScript
as it poses a security threat.

3. Click SAVE AS DRAFT if you intend to do further work on the document, or PUBLISH if it is
complete.
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ADD AUDIO

Title *

Che Guevara addresses the General Assembly in 1964

Audio

C-\Users\Nita Krinsley\Doc.  Browse. . UPLOAD

Files must be less than 48 MB.
Allowed file types: mp3.

Body
B I U

5 I Pl

E o = 99 BSouce Tl syes - ||y ®

This archival material captures the Cuban revolutionary leader and close ally of Fidel Castro addressing the UN 50 years ago.

body p 4

Disable rich-text
More information about text formats
Text format Fiteres HTL -]

* Web page addresses and e-mail wrn into links
* Lines and paragraphs break automatically.

4. After publishing, the audio file is added and confirmed in a message at the top of the screen

Home > Che Guevara addresses the General Assembly in 1964

| 0 Audio Che Guevara addresses the General Assembly in 1964 has been created. I

CHE GUEVARA ADDRESSES THE GENERAL ASSEMBLY IN 1964

M Edit

This archival material captures the Cuban revolutionary leader and close ally of Fidel Castro addressing the UN 50 years ago.

oonsid

Update Media Menu Links

You can change the links in the Media Menu to point to different targets, such as Flickr or
external radio, if needed.

1. Inthe Media Menu: point to the upper-right corner to display 'n". Click the icon to display a
dropdown menu and click List links.

Edit menu

PHOTOS VIDEOS

Configure

2. The MEDIA MENU screen is displayed. Select the media category to be updated, and click
edit.
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MEDIA MENU
Edit menu

All items Show row weights
View Ar Menu link Enabled  Operations
View En 4 Pholos o edit delete
View Es & Photes 7 edit delete
B el —
View Fr L= v edit delete
i . + Vid M edit delete
View Persian
2 delete
View Pt
K edit delete
View Ru
o ¥ edin delete
View Zh

SAVE CONFIGURATION

The EDIT MENU LINK screen for that category is displayed. Change the Menu link title,

Path, or Parent link.
Click SAVE. The link is saved with the specified changes.

EDIT MENU LINK
Translate

Menu link title *
Audio

The text to be used for this link in the menu

Path *
audio
The path for this menu link_ This can be an internal Drupal path such as node/addor an external URL such as Attp//drupal org. Enter <front=1o link to the front page

& Enabled
Menu links that are not enabled will not be listed in any menu

[[] Show as expanded

If selected and this menu link has children, the menu will always appear expanded
Parent link
<Media menu> ~

The maximum depth for a link and all its children is fixed at 9. Some menu links may not be available as parents if selecting them would exceed this limit.

Weight

36 v

Optional. In the menu, the heavier links will sink and the lighter links will be positioned nearer the top.

Language
En |v

This item belongs te a multilingual menu. You can set a language for it.

» Menu link attributes

» Menu item attributes

SAVE | DELETE
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Social Media

A block of Social Media icons is included in both the header and footer on all site screens. [Refer
to the section: On Every Page for more information.] The links to be included are decided by
mission management during the configuration process; and popular choices include Twitter,
Facebook, YouTube, Flickr, Vimeo, and mission RSS feeds. You can update these links at any
time.

Update Social Media Links

1. In either Social Media block: point to the upper-right corner to display ’u" . Click the icon to
display a dropdown menu and click Edit social links.

| 00e~ R

Configure
|Edil social links ||

2. The ON THE WEB SETTINGS screen is displayed. Update existing URLs or add new ones
as needed, and click SAVE CONFIGURATION at the bottom of the screen.

ON THE WEB SETTINGS

 Use Site name in link titles
Unchecking this box will use "us" as the title attribute for these links, instead of Find UNMISC on Facebook.

 Open links in new windows
Unchecking this box his will remove the target="_blank" attribute from these links.

Social media site links

Providing default values here may save you some time when adding the On The Web block in more than one place on your site.

Twitter Page
https:/ftwitter.com/UNPeacekeeping

Please enter the full url, including http://

Facebook Page

https w_facebook.com/unpeacekeeping

Please enter the full url, including http://

Pinterest Page

Please enter the full url, including http://

Google+ Page

Please enter the full url, including http://

YouTube Page

https w_youtube com/playlist?list=PL43CE20981558F 582

Please enter the full url, including http://

Flickr Page

https w flickr.com/photos/unpeacekeeping/

Please enter the full url, including http://
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PART 3 — ADMINISTRATIVE FUNCTIONS

Content Tab

Manage all Content
This function lets you view and modify all site pages.

1. Inthe ADMINISTRATION DASHBOARD: click the Content tab, then click Manage all

content.
MANAGE CONTENT
@ e
Manage all Manage all Manage URL Manage
content files redirects revisions (2}

2. The CONTENT screen is displayed. It shows the list of pages on the site.

3. Use the navigation links at the bottom of the screen to scroll through the list of pages.

«first  cprevious 1 2 3 next» lasts

¢ Recently-added pages are marked: new.
o Recently updated pages are marked: updated.

*Note — The pages which you yourself added or updated are not marked in this way, only those
which were added or updated by others.

Mission Public Websites

55




CONTENT
Files
Mitle Type Author F Vi y L
-Any- ~Any - [] o [
Operations:
- Choose an operation -
T Tile Language  Type Author Published  Updated Operations
™ Photos 2 new Dynamic page  unadmin Yes 06/08/2015-13:37  edit delete
" Photos 1 new Dynamic page  unadmin Yes 06/08/2015-13:33  edit delete
" Che Guevara addresses the General Assembly in 1964 En Audio NKRINSLEY  Yes 05/08/2015-19:50  edit delete
™ Pope Benedict XVI addresses the UN En Audio NKRINSLEY  Yes 05/08/2015-19:40  edit delete
™ Community Outreach En Basic page NKRINSLEY Yes 05/08/2015-18:52  edit delete
™ Indigenous plants and flowers En Photo gallery NKRINSLEY  Yes 05/08/2015-18:35  edit delete
™ senior IT Manager updated En Listing NKRINSLEY  Yes 04/08/2015-13:58  edit delete
™ UN chief welcomes climate change plan unveiled by President Obama En Article NKRINSLEY  Yes 04/08/2015-13:37  edit delete
" UN Projects world population will reach 8.5 billion by 2030 En Article NKRINSLEY  Yes 04/08/2015-13:33  edit delete
™ UN urges action to combat illegal thino and elephant poaching En Article NKRINSLEY  Yes 03/08/2015-19:41  edit delete
™ Ebola vaccines, therapies and diagnostics En Document NKRINSLEY  Yes 31/07/2015-19:41  edit delete
™ sensibilisation communautaire updated Fr Basic page MDOULTON  Yes 30/07/2015-20:20  edit delete
™ FRTITLE new Fr Article MDOULTON  Yes 30/07/2015-20:16  edit delete
™ UN agencies warn of ‘acute shortage' of meningitis vaccines En Article NKRINSLEY  Yes 29/07/2015-18:10  edit delete
myagall En Photo gallery MDOULTON  Yes 28/07/2015-20:29  edit delete
™ SRSG Bulletin 24 july new En Document MDOULTON  Yes 24/07/2015-20:16  edit delete
™ Title of Example Page new En Basic page OHYPPOLI No 24/07/2015-14:52  edit delete
™ Title of Example Page new En Basic page OHYPPOLI No 22/07/2015-16:25  edit delete
™ Test new En Basic page OHYPPOLI No 16/07/2015-21:04  edit delete
[ SRSG appointed En Timeline event  unadmin Yes 20/06/2015-10:42  edit delete
T oreglososdnady Ar Article unadmin Yes 18/06/2015-08:36  edit delete
Edit a Page
1. Check the box next to the page name, and click edit.
Operations
™ Title Language Type Author Published  Updated Operations

Enlightened Universe by Cristobal Gabarron new
UN 70 Celebrations

i} Imernational Day of Tolerance observed

En
En
En

Frontpage slide
Dynamic page

Calendar event

MDOULTON Yes
MDOULTON  Yes
NKRINSLEY Yes

17/11/2015-19:06 edit delete
17/11/2015-19:05 edit delete

17/11/2015-16:08 delete

The edit screen for the page is displayed

The page is saved with the specified changes.

Delete a Page
1. Check the box next to the page name, and click delete.

. Make the desired

changes and click SAVE.

Operations
7 Title Language Type Author Published  Updated Operations
" Enlightened Universe by Cristobal Gabarrén new En Frontpage slide MDOULTON Yes 17/11/2015-19:06 edit delete
" UN 70 Celebrations En Dynamic page MDOULTON Yes 17/11/2015-19:05 edit delete
" International Day of Tolerance ebserved En Calendar event NKRINSLEY Yes 17/11/2015-16:08 edit delete
i Opening Ceremony Launches New Mission En Timeline event  NKRINSLEY Yes 13/11/2015-19:25  edit

2. A confirmation query is displayed. Click DELETE to proceed.
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Home > Opening Ceremony Launches New Mission » Delete

LAUNCHES NEW MISSION?

View Edit | Translate

F'his action cannot be undone.
CANCEL

ARE YOU SURE YOU WANT TO DELETE OPENING CEREMONY |

3. The page is deleted from the site.

Make Other Page Changes

You can make other changes including: publishing or unpublishing a page; changing its author;

and promoting or demoting from the Home Page.

1. Check the box next to the page name, then select the change to be made from the

Operations dropdown list.

Operations

Change author
Delete

Change value
Stick

A‘Promctetc front Eaae I
ublis|

Demote from front page
Unpublish es the General Assembly in 1964

Pope Benedict XVI addresses the UN

Community Outreach

Language

En
En

En

Type
Dynamic page|
Dynamic page|
Audio
Audio

Basic page

2. Click EXECUTE. The page is modified as per the selected option.
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Manage all Files
This function lets you view and modify all uploaded files.

1.

In the ADMINISTRATION DASHBOARD: click the Content tab, then click Manage all files.

MANAGE CONTENT
-
Ll
1
Manage all Manage all
content files

-~

Manage URL
redirects

Manage
revisions (4)

The FILES screen is displayed. It shows the list of uploaded files on the site. Use the

navigation links at the bottom of the screen to scroll through the list of files.

FILES

Content WSIEEW Newsletters

Thumbnails

Name Type User
Any- v

Qperations

- Choose an operation -v|

O Title

[ 06-03-2016rickymartin jpg

[ sTIHZ-sazka jpg

[0 samplemp3

[ sample.mp3

O  test-drivejpg

[ 12-11-2013quterres_appeal jpg

[ rumsey-playflield_cadena_real_2_mpeq.jpg
[0 tolerance png

O

[0  comissac Nacional Combate a Droga_GB_11
[ dbtest pdf

[ 491992-sevenbillion jpg

[ che_guevara_addresses_general_assembly_-
[J  pope_benedict_xvi_addresses_the_un.mp3

APPLY | RESET

pdf

1964 mp3

15th anniversary of Security Council Resolution 1325 (2000), on Women, Peace and Security.

Type
Image
Image
Audio
Audio
Image
Image
Image
Image
Video
Document
Document
Image
Audio

Audio

size
190.89 KB
2277 KB
7878 KB
78.78 KB
486.18 KB
7402 KB
242 MB
62566 KB
0 bytes
1.06 MB
77.95KB
14756 KB
19.08 MB
19.57 MB

Author
NKRINSLEY
MDOULTON
MDOULTON
unadmin
unadmin
MDOULTON
MDOULTON
NKRINSLEY
MDOULTON
unadmin
unadmin
MDOULTON
NKRINSLEY

NKRINSLEY

Updated

07/06/2016 -
02/06/2016 -
02/06/2016 -
13/06/2016 -
02/05/2016 -
27/04/2016 -
17/11/2015-
17/11/2015 -
09/11/2015 -
07/09/2015 -
04/09/2015 -
28/08/2015 -
05/08/2015 -
05/08/2015 -

17-49
13:23
1321
06:21
09:59
14:38
19:06
16-08
21:87
10:03
06:51
21-44
19:50

19:40

Used in
7 places
0 places
0 places
0 places
0 places
1 place

1 place

1 place

0 places
3 places
5 places
8 places
2 places

2 places

Operations.
Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete

Edit Delete

Change the View
If you prefer to see thumbnail images instead of a list of files:

1.
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FILES

Content [EIEEM MNewsletters

Thumbnails

Thumbnail images of the files are displayed.

click Thumbnails.

Guide for Users



Select: all, none
T

]

-
[ (=] ic]
Comissao Nacional Combate a Droga_GB_11.pdf  dbtest.pdf

che_guevara_addresses_general_assembly_-_1964 mp3

Comissao Nacional Combate a Droga_GB_11.pdf dbtestpdf che_guevara_addresses._general_assembly_-_1964.mp3

e —
desertipg

-
7]
pope_benedict_xvi_addresses_the_un.mp3

pope_benedict xvi_addresses_the_un mp3

emergency_preparedness_-_a_guide_for_united_nations_personnel_in_new_york.pdf

q emergency_preparedness_-_a_guide for_united_nations._personnel_in_new_york pdf

al r . I

ebola-rd-qa-updated-july-2015.pdf ‘»t' i m
i -
=y |

s o730-
ebola_health work | | 2015wikdife_ga.jp
ebolard-qa-updated-july-2015.pdf ers_in_guineajpg q

3. Toreturn to list view: click List.

HOME

Content WM Newsletters

Edit a File
1. Check the box next to the file name, and click Edit.

™ Title Type Size Author Updated Usedin  Operations
™ 491992-sevenbillion.jpg Image 14756 KB MDOULTON 28/08/2015-21:44 5places Edit Delete
™ che_guevara_addresses_general_assembly_-_1964.mp3 Audio 19.08 MB NKRINSLEY 05/08/2015-19:50 2places Edit Delete
{7 pope_benedict_xvi_addresses_the_un.mp3 Audio 19.57MB NKRINSLEY 05/08/2015-19:40 2places Edit Delete
¥1 chrysanthemum jpg Image 858 78 KB NKRINSLEY 04/08/2015-17:44 8 places Delete
™' Comissao Nacional Combate a Droga_GB_11.pdf Document 1.06 MB  unadmin 07/09/2015-10:03 3places Edit Delete

2. The edit screen for the file is displayed. Make the desired changes and click SAVE.
3. The file is saved with the specified changes.

Delete a File
1. Check the box next to the file name, and click Delete.

T Title Type Size Author Updated Usedin  Operations
™ 491992-sevenbillion.jpg Image 147.56 KB MDOULTON 28/08/2015-21:44 5places Edit Delete
71 che_guevara_addresses_general_assembly_-_1964 mp3 Audio 1908 MB NKRINSLEY 05/08/2015-19:50 2places Edit Delete
3 pope_benedict_xvi_addresses_the_un.mp3 Audio 1957 MB NKRINSLEY 05/08/2015-19:40 2places Edit Delete
¥ chrysanthemum jpg Image 858786 KB NKRINSLEY 04/08/2015-17:44 8places Edit
™ Comissao Nacional Combate a Droga_GB_11.pdf Document 1.06 MB  unadmin 07/09/2015-10:03 3places Edit Delete

2. A confirmation query is displayed. Click DELETE to proceed.

Home ) chrysanthemum._jpg > Delete

ARE YOU SURE YOU WANT TO DELETE THE FILE CHRYSANTHEMUM. JPG?

View | Edit Usage

This action cannot be undone. This file is currently in use and may cause problems if deleted.

3. The file is deleted from the site.

Mission Public Websites



Manage URL Redirects

A redirect is used when a page changes its name or URL, so that users who try to access the old
name/URL are automatically routed to the new. Without the redirect, these users would see an
error message telling them that the page they requested cannot be found. It is also used when a
page is deleted from the site and replaced with a newer version. For example, if you delete a
page titled “Campaign 2015” and create a new page called “Campaign 2016”, a redirect will
ensure that when users search for the original page, the newer page is included in the search
results.

1. Inthe ADMINISTRATION DASHBOARD: click the Content tab, then click Manage URL

redirects.
MANAGE CONTENT
-

-
=
Manage all Manage all Manage URL Manage

content files redirects revisions (4)

2. The URL Redirects screen is displayed. It shows the list of existing redirects on the site.

Home s URL redirects

[E@ Settings

Filter redirects

FILTER

r From To Status Type Language Count Last accessed Operations
r offres-0 taxonomy/term/348 Enabled  Default (301) Fr 0 Never Edit Delete
C pdf-file-redirect-un-today sites/default/files/un.today__0. pdf Enabled  Default (301) All 1 7 months 1 week ago Edit Delete
r radio audio Enabled  Default (301) All 67 1 week 1 day ago Edit Delete
" un-today-file file/2173 Enabled  Default (301) All 1 7 months 1 week ago Edit Delete
r node/100039197 Enabled  Default (301) Ar 0 Never Edit Delete
[ R B node/100039189 Enabled  Default (301) Ar ] Never Edit Delete

Add a Redirect
1. Click Add redirect.

5l Settings

| Add redirect

2. The ADD REDIRECT screen is displayed with the site URL pre-populated. Complete the
necessary fields:
e From: Enter the original page name as it appears after the slash mark (/) at the end
of the site URL
e To: Enter the current page name using the same format.
e Enabled: Make sure this box is checked.
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ADD REDIRECT

List | Settings

From *
http://manual.dfs-drupalqa-81.dpko.un.org/
Enter an intemnal Drupal path or path alias 1o redirect (e.q. node/123or raxonomy/term/123). Fragment anchors (e.g. #ancho) are not allowed.

To*

Enter an intemnal Drupal path, path alias, or complete external URL (like http://example.comy/) to redirect to. Use <font>1o redirect to the front page.

Language
All Ianguagesj
A redirect set for a specific language will always be used when requesting this page in that language, and takes precedence over redirects set for Alf languages.

™ Enabled
If this box is checked, this redirect will be enabled

» Advanced options

SAVE | CANCEL

Click SAVE The redirect is saved, as confirmed in a message at the top of the screen and

added to the list of redirects.

Home » URL redirects

| Q The redirect has been saved. |

URL REDIRECTS

[RE@ Settings

Add redirect

Filter redirects

FILTER

From To Stalus Type Language Count Last accessed Operations
dynamic dynamic-imagery Enabled  Default (301) All 0 Never Edit Delete
offres-0 taxonomy/term/348 Enabled  Default (301) Fr 0 Never Edit Delete
r pdf-file-redirect-un-today sites/default/files/un.today__0.pdf Enabled  Default (301) All 1 7 months 1 week ago Edit Delete
r radio audio Enabled  Default (301) All 67 1 week 1 day ago Edit Delete
r un-today-file file/2173 Enabled  Default (301) All 1 7 months 1 week ago Edit Delete
r node/100039197 Enabled  Default (301) Ar 0 Never Edit Delete
r node/100039189 Enabled  Default (301) Ar 0 Never Edit Delete

Edit a Redirect

1.

Check the box next to the redirect, and click Edit.

r From To Status Type Language Count Last accessed Operations
r dynamic dynamic-imagery Enabled  Default (301) All 0 Never Edit Delete
~ offres-0 taxonomy/term/348 Enabled  Default (301) Fr o Never Delete
r pdf-file-redirect-un-today sites/default/files/un_today__0 pdf Enabled  Default (301) All 1 8 months 2 weeks ago Edit Delete

The edit screen for the redirect is displayed. Make the desired changes and click SAVE.

The redirect is saved with the specified changes.

Delete a Redirect

1.

Check the box next to the redirect, and click Delete.

r From To Status Type Language Count Last accessed Operations
r dynamic dynamic-imagery Enabled  Default (301) All 0 Never Edit Delete
~ offres-0 taxonomy/term/348 Enabled  Default (301) Fr 0 Never Edi[_
r pdf-file-redirect-un-today sites/default/files/un_today__0 pdf Enabled  Default (301) All 1 8 months 2 weeks ago Edit Delete
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2. A confirmation query is displayed. Click DELETE to proceed.

Home > Are you sure you want to delete the URL rediract from offres-0to raxonomy/term/348?

ARE YOU SURE YOU WANT TO DELETE THE URL REDIRECT FROM OFFRES-0TO
TAXONOMY/TERM/348?

This action cannot be undone.

CONFIRM | CANCEL

3. The redirect is deleted. Users who try to access the prior page name or version will see an
error message indicating that the requested page cannot be found.
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Manage Revisions

This function lets you manage revisions which have been initiated.

1. Inthe ADMINISTRATION DASHBOARD: click the Content tab, then click Manage

revisions.
MANAGE CONTENT
-
= @ e
Manage all Manage all Manage URL Manage
content files redirects revisions (4)

2. The CONTENT REVISIONS SUMMARY screen is displayed. It shows the list of revisions on

the site.

*Note — When you access the page, pending revisions are shown by default. Pending refers to
pages which are unpublished, i.e., in draft status.

[State

Pending B APPLY

Operations

Nid vid
r 100039199 40022
C 100039211 39945
r 100039210 39943
r 100039209 39942
r 100039138 39880

CONTENT REVISIONS SUMMARY

- Choose an operation - B EXECUTE

Title

Leadership

Title of Example Page
Title of Example Page
Test

Press Release with main image only

Updated date

Fri, 04/12/2015 - 4:22pm
Fri, 24/07/2015 - 2:52pm
Wed, 22/07/2015 - 4:25pm
Thu, 16/07/2015 - 9:04pm
Fri, 20/03/2015 - 3:09pm

State

Pending
Pending
Pending
Pending

Pending

Change the View

1. To view other revision states: select a different option from the State dropdown, and click

APPLY.

State

- Any -

Current, published
Pending

Pending B APPLY

2. Revisions with the selected state are displayed.
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CONTENT REVISIONS SUMMARY
State
Operations
- Choose an operation - B
r Nid vid Title
[ 100039230 40020 UN 70 Celebrations
[ 100039230 40018 UN 70 Celebrations
T~ 100039231 40014 Mixed Media
[ 100039213 40011 Community Outreach
r 100039136 40006 Article: Images and video

Updated date

Wed, 02/12/2015 - 7:52pm
Tue, 17/11/2015 - 7:05pm
Fri, 13/11/2015 - 6:35pm
Wed, 11/11/2015-9:16pm

Tue, 10/11/2015 - 10:50pm

State

Archived
Archived
Archived
Archived

Archived

Perform an Operation
1. To perform an operation on one or more revisions: check the box next to the revision(s) and

select the operation from the Operations dropdown.

State
Archived |z| APPLY
Operations

_ Choose an operation - E| EXECUTE

- Choose an operation -
Delete archived revisions

Delete item

Delete revision
Publish content
Publish the most recent pending revision  [Celebrations
Unpublish content

r 100039230 40018 UN 70 Celebrations
2 100039231 40014 Mixed Media
100039213 40011 Community Outreach
2 100039136 40006 Article: Images and video

Updated date

Wed, 02/12/2015 - 7:52pm
Tue, 17/11/2015 - 7:.05pm
Fri, 13/11/2015 - 6:35pm
Wed, 11/11/2015 - 9:16pm

Tue, 10/11/2015 - 10:50pm

State

Archived
Archived
Archived
Archived

Archived

2. Click EXECUTE.
3. A confirmation query is displayed. Click CONFIRM to proceed.

4. The selected operation is performed.
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You selected the following 3 items:
Mixed Media

Community Outreach

Article: Images and video
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Structure Tab

Manage Blocks

This function lets you add, configure, reorder, delete, hide/restore, clone, and translate blocks.

1. Inthe ADMINISTRATION DASHBOARD: click the Structure tab, then click Manage blocks.

MANAGE STRUCTURAL ELEMENTS OF THE SITE

\) = =

Manage blocks ~ Manage terms Manage Manage the
newsletter site menu
categories

15

Set number of
items to show

2. The BLOCKS screen is displayed. It shows all the blocks on the site within the regions they

inhabit.

Instances WIMINWUENTEE Seven  unmpa theme
Add block i Add promobox [l Add Twitter block

Demenstrate block regions (unmpk theme)

Block
Header

“+ Pacekeeping logo

“+  Language Switcher Fallback
< 0nThe Web

% Clock

< AllUN missions

Navigation bar
Featured slider

Highlighted

“ View: News: news ticker

<+ Frontpage slider (2 columns)
++  Latest news [HOMEPAGE]
4+ Press releases [HOMEPAGE]

< Last posts in YouTube Channel

Region

Header

Header

Header

Header

Header

Highlighted

Highlighted

Highlighted

Highlighted

Highlighted

= | (= | = = =1

) |

Operations

configure
configure
configure
configure

configure

configure
configure
configure
configure

configure

This page provides a drag-and-drop interface for assigning a block to a region, and for controlling the order of blocks within regions. Since not all themes implement
the same regions, or display regions in the same way, blocks are positioned on a per-theme basis. Remember that your changes will not be saved until you click the
Save blocks button at the bottom of the page. Click the configurelink next to each block to configure its specific title and visibility settings.

Show row weights

Add a Promobox

A Promobox is a content block containing an important item. The default Promobox is on the
Home Page, but you can create additional ones on other pages.

1. Click Add promobox.
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Add block || Add promobox J| Add Twitter block

2. The ADD PROMOBOX screen is displayed. Complete the necessary fields:
e Block title: Enter the title for the block.
e Block description: Enter a brief description.

select the image, then click UPLOAD.
Image style: Select a display style from the dropdown list.

Image: To add an image to the block: click Browse to navigate your hard drive and

Alternate text: Not for display purposes, this text is used for searching.
Title: Text that is displayed as a pop-up when a user points to the image.
Link: Enter this information if you want the block to access another page when

clicked. This can be another page on this site, or a page on an external site.
o For pages on this site: enter the page name as it appears after the slash
mark (/) at the end of the the site URL, i.e. community-outreach

o For pages on external sites: enter the entire URL of the site.

o For the Home Page: enter <front>

ADD PROMOBOX

Instances | unmpk theme Seven

Block title

Block description *

A brief description of your block. Used on the Blocks administration page.

Image

Browse. ..

Image style
<none> |Z|

Alternate text

This text will be used by screen readers, search engines, or when the image cannot be loaded.

Title

The title is used as a tool tip when the user hovers the mouse over the image.

Link

Leave empty for no link.

Link target

_self |Z|

Leave empty for no link.

Override the default title for the block. Use <none=1o display no title, or leave blank to use the default block title.
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Block body: Type block content directly or paste it from another source. Use the formatting
toolbar to apply fonts and other text effects.

e Text format: The default choice is Filtered HTML, but you can choose the
alternative Plain text from the dropdown list. The system will not accept JavaScript
as it poses a security threat.

e Region settings: Select the region of the page in which the block will appear. This
can be the first sidebar, second sidebar, content section, etc. It will appear in the
same region for all pages on which it appears.

“Note — Do not select the Highlighted section, as this is only used for the Home Page.

e Visibility settings: Specify the pages on which the block will or will not appear. Click
the correct radio button and enter the pages to be included or excluded in the text

box.
Block body
B I U= = = = o 1« £ 2 = == 99 [o) Source T, || Styles -y e M

Disable rich-text

Text format Filiered H‘\,-ILB

+ Web page addresses and e-mail addresses turn into links automatically
+ Lines and paragraphs break automatically.

The content of the block as shown to the user.
Region settings

Specify in which themes and regions this block is displayed

unmpk theme (default theme)

-None -

Visibility settings

Pages

Show block on specific pages
Not restricted

@ All pages except those listed

Roles T Only the listed pages

Not restricted

Users
Not customizable

3. Click SAVE BLOCK at the bottom of the screen. The block is added in the region and page/s
specified.
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Confi

gure a Block

1. Inthe BLOCKS screen: scroll down to the selected block, and click configure.

&+

&+

+

+

Second sidebar

Media menu
Media menu [homepage]
promobox

View: latest articles: More news

Second sidebar

Second sidebar

Second sidebar

Second sidebar

[ | O | ]|

configure
configure

configure

configure

delete

2. The VIEW screen for that block is displayed. Make the desired changes, and click SAVE
BLOCK at the bottom of the screen

v Block Title Link Settings

Title Path

URL path of Block Title. Tokens are supported.

Title Attribute

Value for the <a= title attribute.

v Display Link

Select this option if title should render as a link. If deselected, the title path value is stored within the block
object as Sblock-=title_link but is not rendered. This is useful if you wish to use the link elsewhere in the

block template (ex: as an icon).

'"VIEW: DOCUMENTS: FEATURED DOCUMENT BLOCK

Block title
Featured document

Override the default title for the block. Use <nore=1o display no title, or leave blank to use the default block title.

Alternatively, you can access this function directly, from inside the block.

3. Inthe block you want to configure: point to the upper-right corner to display i'.h. Click the
icon to display a dropdown menu and click Configure.

FEATURED DOCUMENT

Ebola vaccines, therapies ar

! diagnostics

Lt

Configure

MORE DOCUMENTS
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Reorder a Block

You can move a block to a different position within the same region or to a different region.

1.

2.

In the BLOCKS screen: click the crossbow symbol next to a block name and drag it to the

desired position.

Highlighted bottom

First sidebar

“+  View: Calendar: Featured event block First sidebar EI

Second sidebar

“+  Media menu Second sidebar |Z|
“+  Media menu [homepage] Second sidebar EI

promobox Second sidebar |Z|
4 View: latest articles: More news Second sidebar EI

Click SAVE BLOCKS at the bottom of the screen.

Delete a Block

Only those blocks that have been custom created by the mission can be deleted, and they are

marked as such.

1.

In the BLOCKS screen: scroll down to the selected block, and click delete.

i Latest news [4 NEWS] Second sidebar EI configure

<+ promobox 2% Second sidebar EI configure

A confirmation query is displayed:

Home » Are you sure you want to delete the promobox promobox 2?

ARE YOU SURE YOU WANT TO DELETE THE PROMOBOX PROMOBOX 2?

CANCEL

Click DELETE to continue. The block is removed from all the site pages on which it
appeared.
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Hide and Restore a Block

You can hide a block from view without deleting it from the site.

1.
2.

In the BLOCKS screen: scroll down to the selected block.
Click None in the dropdown list in the Region column. The block is no longer visible.

+

4

+

4

+

Block

Highlighted

View: News: news ticker
Frontpage slider (2 columns)
Latest news [HOMEPAGE]
Press releases [HOMEPAGE]

Last posts in YouTube Channel

Region

Highlighted -

|- None -

eader
Navigation bar
Featured slider
Content
Highlighted bottom
First sidebar
Second sidebar
Footer

First bottom

Operations

configure
configure
configure
configure

configure

To restore the block to view: repeat the process and click a region in the dropdown list in the
Region column.

Clone a Block

You may want to change the region in which a block appears on one or more pages. You do this
by cloning the block, i.e., creating a separate instance of the block, which you can then modify

without affecting the original block as it appears elsewhere on the site.

1.

akrwn

70

In the BLOCKS screen: click the Instances tab.

Instances Seven

The INSTANCES screen is displayed. It shows the list of cloned blocks on the site.

In the Instance Title field: assign a different name to the new block.

In the Block type dropdown list: select the block to be cloned.
Click SAVE.
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INSTANCES

Add Instance

*

In

Block type *

Latest images

SAVE

Manage Instances

unmpk theme | Seven

Title original Block Title ‘Original Module MuhiBlock Enabled original Delta Action
social link footer On The Web on_the_web Q 0 Edit Delete
Twitter [social media page] witter_pull Q [} Edit Delete
Flickr [social media page] Flickr Bricks flickr_bricks Q flickr_bricks Edit Delete
Facebook [social media page] UNMISC on Facebook fb_likebox [x] 0 Edit Delete
YouTube [social media page] Last posts in YouTube Channel ds_ytchannel (<] yt_last Edit Delete
YouTube [media page] Last posts in YouTube Channel ds_ytchannel G yi_last Edit Delete
Latestimages [media page] Latest images views 0 qgallery-block_1 Edit Delete
Twitter [nomepage] twitter_pull 0 0 Edit Delete
Twitter [social media page] witter witter_block 0 1 Edit Delete
Twitter [homepage] twitter twitter_block Q 1 Edit Delete
Media menu [homepage] Media menu menu 0 menu-media-menu Edit Delete

6. The new block is created, as confirmed in a message at the top of the screen and added to
the list of cloned blocks on the site.

|0 Block instance Lafest Images_Mifitary created |

INSTANCES
m unmpk theme = Seven

Add Instance

Instance Title *

Block type *

- Select -

SAVE

Manage Instances

Title Original Block Title Original Module MultiBlock Enabled Original Delta Action
social link footer On The Web on_the_web Q 0 Edit Delete
Twitter [social media page] witter_pull [x] 0 Edit Delete
Flickr [sacial media page] Flickr Bricks flickr_bricks Q flickr_bricks Edit Delete
Facebook [social media page] UNMISC on Facebook fh_likebox [x] 0 Edit Delete
YouTube [social media page] Last posts in YouTube Channel ds_ytchannel Q yi_last Edit Delete
YouTube [media page] Last posts in YouTube Channel ds_ytchannel 2 yi_last Edit Delete
Latest images [media page] Latest images views (] gallery-block_1 Edit Delete
Twitter [nomepage] twitter_pull Q 0 Edit Delete
Twitter [social media page] Twitter twitter_block Q 1 Edit Delete
Twitter [homepage] Twitter witter_block ] 1 Edit Delete
Media menu [homepage] Media menu menu ] menu-media-menu Edit Delete
ILa\esI Images_Military Latest images views [x] gallery-block_1 Edit Delete

7. Click the unmpk theme tab.

8. Inthe list which is displayed: scroll down to the Disabled section (the default section for
newly-created blocks) and click configure next to the new block.

Seven
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Disabled

++  Bids Introduction-2 - None - j configure
“+  Clock - None - j configure
“  Latest Images_Military - Nene - j
<+ Latest images - None - ﬂ configure
«+  Twitter [nomepage] - None - j configure
<+ Twitter [social media page] - None - j configure

9. The screen for the selected block is displayed. Make any changes including to the Region
Settings (which specify where on the page the block will appear) and the Visibility Settings
(which specify the pages on which the block will appear).

*Note — Changing any attributes of the cloned block, other than Region and Visibility Settings,
will also change them for the original block on which it is based.

'LATEST IMAGES_MILITARY BLOCK

Block title
Latest images_Military

Override the default title for the block. Use <sone>to display no title, or leave blank to use the default block title. This field supports tokens.

» Block Title Link Settings
CSS class(es)

(Customize the styling of this block by adding CSS classes. Separate multiple classes by spaces.

Region settings

Specify in which themes and regions this block is displayed
unmpk theme (default theme)
g

Visibility settings

Pages

Show block on specific pages
Restricted to certain pages ~

© All pages except those listed
® Only the listed pages

Languages
Not translatable, Not
restricted

Content types

Not restricted
Specify pages by using their paths. Enter one path per line. The * character is a wildcard. Example paths are blogfor the blog page and blog/*for every
personal blog. <frane=is the front page.

SAVE BLOCK

10. Click SAVE BLOCK. A message at the top of the screen confirms the new block
configuration has been saved, and the block now appears in the region to which it was added
(in this case Content).

Home : Blocks

|0 The block configuration has been saved.
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Content

+  Youtube Channel

< Latest images [media page]
< Frontpage slider (Full width)
«#  Twitter [social media page]
<+ Facebook [social media page]
“+  Flickr [social media page]

“  YouTube [social media page]

< timeline not available

|+ Latest Images_Military |

<+ View: Documents: Featured document

Content

Content

Content

Content

Content

Content

Content

Content

Content

Content

Ll L] el el L L] L] L] [ <]

configure
configure
configure
configure
configure
configure
configure
configure
configure

configure

Translate a Block

You can translate a block at any time. Before you translate a block into a language, the page on
which it will appear must already exist in that language.

1.
2.
3

In the BLOCKS screen: scroll down to the selected block, and click configure.
The VIEW screen for that block is displayed.

In the Visibility settings section: click Show block on specific pages> Only the listed

pages.

Enter the relative path (the text which appears after the slash mark (/) in the URL) of the

translated page in the textbox.

Visibility settings

Pages
Restricted to certain pages

Languages
Translatable, Restricted to
certain languages

Content types
Not restricted

Roles
Not restricted

Users
Not customizable

Show block on specific pages
© All pages except those listed
& Only the listed pages

bids

olfres

Specify pages by using their paths. Enter one path per line. The * character is a wildcard

personal blog. <front>is the front page

SAVE BLOCK J§ SAVE AND TRANSLATE

5. Click Languages in the left-side panel.

6. The onscreen options reconfigure. Check Make this block translatable.

Visibility settings

Pages
Restricted to certain pages

Languages
Mot translatable, Not
restricted

Show block on specific pages
" All pages except those listed
= Only the listed pages

<front>
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Visibility settings

Pages .
+ Make this block translatable
Not restricted m
Show this block for these languages
Languages = Ar
Translatable, Not restricted ~ En
T Fr

Contantivpes If no language is selected, block will show regardless of language.

Not restricted

Roles
Not restricted

Users
Not customizable

SAVE BLOCK J SAVE AND TRANSLATE

7. Click SAVE AND TRANSLATE.
8. The TRANSLATE BLOCK screen is displayed. Scroll to the correct language, and click
translate in the Operations column.

TRANSLATE BLOCK

Configure

Language Title Status Operations
Ar not translated translate
En (source) original edit

Es not ranslated translate
Fr not ranslated
Persian not ranslated translate
Pt not ranslated translate
Ru not ranslated translate
zh not translated translate

9. The TRANSLATE TO screen is displayed for the selected language. Enter the translation for
the title of the block and its body text, if appropriate.
10. Click SAVE TRANSLATION.

Home » Translate to Fr

TRANSLATE TO FR

La Mission des Nations Unies au Libéria (MINUL) est & la re che ECI de personne gualifiée (s

/ équipe de consultants.

Text format: Filtered HTML

+ Web page addresses and e-mail addresses turn into links automatically.
- Lines and paragraphs break automatically.

SAVE TRANSLATION

11. The TRANSLATE BLOCK screen is redisplayed. The Status column now indicates the block
is translated.
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TRANSLATE BLOCK
oo (D

Language
Ar

En (source)
Es

Fr

Persian

Pt

Ay

h

Bids
Bids
Bids
Offres.
Bids
Bids
Bids
Bids

Status
mot translated

original

not translated

ot translated
mot translated
not translated

not translated

Operations
translate
edit
translate

slate
translate
translate
translate

ranslate
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Manage Terms

Terms are used to categorize content on the site. You can add and translate a term, and add a
term to the Site Menu.

RESOURCES ~

Policy and Guidance

UN reports

Documents Bulletins

Publications Terms

Reports

Add and Translate a Term
1. Inthe ADMINISTRATION DASHBOARD: click the Structure tab, then click Manage terms.

MANAGE STRUCTURAL ELEMENTS OF THE SITE

555555 % 15

Manage blocks ~ Manage terms Manage Manage the Manage footer Set number of

newsletter site menu links items to show
categories

2. The TAXONOMY screen is displayed. You can add a new term under Articles, Documents,
or Listings.
3. Click add terms for the correct category.

TAXONOMY

[Taxonomy is for categorizing content. Terms are grouped into vocabularies. For example, a vocabulary called "Fruit” would contain the terms "Apple” and "Banana”.

Show row weights

< Article types list terms add terms

< Document types listterms
<+ Listing types list terms add terms
SAVE

4. The ADD TERM screen is displayed. Enter a name for the term and the language.
5. Click either SAVE or SAVE AND TRANSLATE.

*Note — You must select a language from the Language dropdown in order for the SAVE AND
TRANSLATE button to be visible. If you select the “Language neutral” option, only the SAVE
button will be visible.
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ADD TERM

Name *

Meeting Minutes

Description

B I U&= = = = 4E =] 99 [ Souce T || Styles -y O E

T

Disable rich-text

Text format Fitered HTML j

Language
This term belongs 10 a multilingual vocabulary. You can set a language forit.

» Relations
» XML sitemap
~URL path settings

Generate automatic URL alias
Uncheck this to create a custom alias below

URL alias

Optionally specify an alternative URL by which this term can be accessed. Use a relative path and don't add a trailing slash or the URL alias won't work.

SAVE AND TRANSLATE | SAVE

If you click SAVE: the new term is created, as confirmed in a message at the top of the
screen.

Home : Add term

&) Created new term Meeting Minutes.

HOME

Name *

Language

This term belongs.m-a multilingual vocabulary. You can set a language for it

r Relations

» XML sitemap

e You will notice also that the web address of the page is automatically generated and

consists of the page title added at the end of the site URL, in this case:
http://unmisc.unmissions.org/meeting-minutes

7. If you click SAVE AND TRANSLATE: the confirmation message is displayed along with the
Translations screen.
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8. Enter the term’s translation in one or more languages, and click SAVE.

ﬂ' Created new term Meeting Minutes.

TRANSLATIONS OF TERM MEETING MINUTES

View Edit

Language Title Operations
Ar nfa add wranslation
En (source) Meeting Minutes edit

Fr na add ranslation

Select translations
Select existing terms or type new ones that will be created for each language,

Ar

En
Meeting Minutes

Fr

Procés-warbaux

9. A message at the top of the screen confirms the term’s translation.

78

Home » Meeting Minutes > Translate

0 Term translations have been updated.

TRANSLATIONS OF TERM MEETING MINUTES
View | Edit

Language Title Operations

Ar n/a add translation
En Meeting Minutes edit

Fr Procés-verbaux edit

Guide for Users



Add a Term to the Site Menu
1. Inthe ADMINISTRATION DASHBOARD: click the Structure tab, then click Manage the site

menu.

MANAGE STRUCTURAL ELEMENTS OF THE SITE

Manage blocks ~ Manage terms Manage Manage the Manage focter  Set number of

wsz@% I3

newsletter site menu links items to show

categories

2. The MAIN MENU screen is displayed. Click Add link.

All items
View Ar

View En

View Es

MAIN MENU

[Ty Edit menu

Show row weights

Menu link Enabled  Operations
Home 3 edit delete

- About 3 edit delete

3. The MAIN MENU input screen is displayed. Complete the necessary fields:

Menu link title: Enter the title of the link to be added to the menu.

Path: Enter the page name, as it appears after the slash mark (/) at the end of the
site URL.

Enabled: Make sure the checkbox is checked.

Parent link: Select the item under which the link will appear on the Site Menu — in
this case Documents.

Language: Select the correct language for the link.

*Note — If the term has been translated into multiple languages, you will need to complete this
process for each language.
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MAIN MENU

List links  Edit menu

Menu link title *
Meeting Minutes

The texn 10 be used for this kink in the menu

Path*
b tng-irLes
The path for this menu link. This can be an intemal Drupal path such as node/aston an extemal URL such as Arpoddrupalong Enter <front=10 link 1o the from page

= Enabled
Mt links that ane not enabled will noT be listed in any menu

™ Show as expanded
If selected and this menu link has children, the menu will always appear expanded
Parent link
— Decuments -
The maximurm depth for a link and all its children is fixed at 9. Some menu links may not be available as parents if selecting them would exceed this limit.
‘Weight
o -
Dptlonal_ln the menw, the heavier links will sink and the lighter links will be positioned nearer the top.

Language
En -

This itern belongs 1o a multilngual menu. You can set a language for it

Click SAVE at the bottom of the screen. The term is added to the Site Menu at the specified
location.

RESOURCES ~

Policy and Guidance

UN reports

Documents Bulletins
Publications

Reports

Meeting Minutes
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Manage the Site Menu

This function lets you view the Site Menu and modify its components. You can change the name
of a page as it appears in the menu; the parent under which it appears; or its path (URL), where
necessary.

1.

wn

In the ADMINISTRATION DASHBOARD: click the Structure tab, then click Manage the site

menu.

MANAGE STRUCTURAL ELEMENTS OF THE SITE

sss»as@% 13

Manage blocks ~ Manage terms Manage Manage the Manage footer  Set number of
newsletter site menu links items to show
categories

The MAIN MENU screen is displayed. It shows the list of links which appear on the menu.

Select the page whose link needs to be updated, and click edit.

MAIN MEMNU
e

Bl nEms
Wiew Ar e ik
Virw En
Wiew E3
Wiew Fir

Virw Parslan

Wirw R

Comfuct

Wirw Ih
1T S
Lnackryfaip
Dfiey
Oy dempia

Otk Edari

Rt

deisre

g

St

i

4. The EDIT MENU LINK screen for that page is displayed. Change the Menu link title, Path,

or Parent link as necessary.
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EDIT MENU LINK

Edit menu link [@IEHHEIE

Menu link title *
Leadership

The text to be used for this link in the menu.

Path *
node/100039199
The path for this menu link. This can be an internal Drupal path such as node/addor an external URL such as htip.//drupal org. Enter <front=to link to the front page

kvl Enabled
Menu links that are not enabled will not be listed in any menu.

[] Show as expanded
If selected and this menu link has children, the menu will always appear expanded

Parent link

-- About j

The maximum depth for a link and all its children is fixed at 9. Some menu links may not be available as parents if selecting them would exceed this limit
Weight

49 j

Optional. In the menu, the heavier links will sink and the lighter links will be positioned nearer the top.

Language

En
This menu item belongs to a node, so it will have the same language as the node and cannot be localized

» Menu link attributes

» Menu item attributes

SAVE || DELETE

Click SAVE at the bottom of the screen. The updated link appears on the Main Menu.
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Manage Footer Links
In the ADMINISTRATION DASHBOARD: click the Structure tab, then click Manage footer

1.

2. The FOOTER LINKS screen is displayed. It shows the list of footer links on the site.

links.

MANAGE STRUCTURAL ELEMENTS OF THE SITE

W % IS 51;

Manage blocks ~ Manage terms Manage Manage the Manage footer Set number of
newsletter site menu links items to show
categories

FOOTER LINKS

(B Edit menu | Translate

All items
View Ar Menu link Enabled
View En < sSitemap 2
View Es < Plan du Site v
b iy v
View Fr -
< Contactus v
View Persian
< Copyright 2
View Pt
< Copyright ~
View Ru
E TR R 2
VT 4 Terms of use v
<+ Conditions d'utilisation v
B il o
<+ Privacy notice ~

Operations
edit
edit
edit
edit
edit
edit
edit
edit
edit
edit

edit

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

delete

Show row weights

translate
wanslate
translate
wanslate
translate
uranslate
translate
translate
translate
translate

translate

Add a Footer Link
1. Click Add link.

(NEARIIE Edit menu | Translate

2. The FOOTER LINKS screen is displayed. Complete the necessary fields:

e Menu link title: Enter the title for the link.

e Path: Enter the link’s path and any additional information you choose to include.

e Enabled: Make sure this box is checked.
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FOOTER LINKS

List links | Edit menu | Translate

Menu link title *
UN Charter - 70 Years

The text to be used for this link in the menu.

Path *
http:/fwww.un.org/en/charter-united-nations/index html

The path for this menu link. This can be an internal Drupal path such as node/add or an external URL|

Iv' Enabled
Menu links that are not enabled will not be listed in any menu.

Click SAVE at the bottom of the screen. The footer link is saved, as confirmed in a message

at the top of the screen and added to the list of footer links.

Home » Footer links

O Your configuration has been saved.

FOOTER LINKS

Menu link Enabled Operations

+  Sitemap b edit delete
“  Plan du Site ¥ edit delete
L P F RPN ¥ edit delete
“+  Contactus [~ edit delete
4 Copyright I edit delete
+4+  Copyright Vo edit delete
F dagas Gaall e I edit delete
4+  Terms of use M edit delete
+  Conditions d'utilisation ' edit delete
U (R b edit delete
«+  Privacy notice  edit delete
+  Politique de Confidentialité I+ edit delete
e ] ' edit delete
& Fraud alert ¥ edit delete
++  Alerte a la fraude v edit delete
o Jeaie I edit delete
«+ UN Charter - 70 Years I edit delete

translate

translate

translate

translate

translate

translate

translate

translate

translate

translate

translate

translate

translate

translate

translate

translate

translate

Edit a Footer Link

1.

84

Select the link to be edited, and click edit.
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Menu link Enabled Operations

<+ Sitemap 2 edit delete translate
*+  Plan du Site ¥ edit delete translate
e PELEUSEE Mo edit delete translate
*+  Contactus ~ delete translate
< Copyright Mo edit delete translate

2. The EDIT MENU LINK screen for the link is displayed. Make the desired changes, and click
SAVE.
3. The link is saved with the specified changes.

Delete a Footer Link
1. Select the link to be deleted, and click delete.

Menu link Enabled Operations

<+ Sitemap v edit delete translate
“4+  Plan du Site ¥ edit delete translate
d s s v edit delete translate
++ Contact us v edit translate
+  Copyright v edit delete translate

2. A confirmation query is displayed. Click DELETE to proceed.

Home » Are you sure you want to delete the custom menu link Contact us?

ARE YOU SURE YOU WANT TO DELETE THE CUSTOM MENU LINK CONTACT US?

This action cannot be undone.

CONFIRM | CANCEL

3. The link is deleted.
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Manage Number of Items to Show
This function lets you control the number of items to be included in the lists which appear on your

site.

1.

86

In the ADMINISTRATION DASHBOARD: click the Structure tab, then click Set number of

items to show.

MANAGE STRUCTURAL ELEMENTS OF THE SITE

@ o ®» = o= % (1))

Manage blocks ~ Manage terms Manage Manage the Manage footer ~ Set number of
newsletter site menu links items to show
categories

The NUMBER OF ITEMS IN SITE VIEWS screen is displayed. It shows the lists on your
Home page and other site pages. The default number of included items appears beneath

each list name.

Click v next to any number, then select the preferred number from the dropdown list.

NUMBER OF ITEMS IN SITE VIEWS

~Number of items for lists of content in the home page

Number of articles displayed in the "Press Releases” block of the home page
3 v

The default value is 3.

5 f articles displayed in the "Latest News” block on the home page

6
3 valueis 2.

10

f Documents listed into the "Latests Documents” block of the home page
3 v

The default value is 3.

Number of Events listed into the "Latest Events” block of the home page
2 v

The default value is 2.

= Number of items for lists of content in other pages

Number of articles displayed in the "News" page

10 j

The default value is 10.

Number of press releases displayed in the "Press Releases” term page
10 j

The default value is 10.

Number of items displayed in the "Listings” term pages (jobs, bids_..)

wj

The default value is 10.

Number of documents listed in the main "Documents” page
10 j

The default value is 10.
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4. You can also change the order in which Timeline events appear. With the default option

(Yes) selected, the most recently-added item appears first.
5. With all selections made on the screen: click SUBMIT.

~ Other configuration options
Timeline should start at the end?

Yes j

The most recent event will be shown first. Default option is YES

SUBMIT § CANCEL

The new settings are saved, as confirmed in a message at the top of the screen.

Home » Number of items in site views

0 Configuration saved.

NUMBER OF ITEMS IN SITE VIEWS
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Site Settings Tab

Manage Users

This function lets you manage users -- the persons who have the authority to access your site
and make content and formatting changes as site editors and/or site managers.

*Note — Only a Site Manager or Administrator can perform these functions.

1. Inthe ADMINISTRATION DASHBOARD: click the Site Settings tab, then click Manage
users.

MANAGE SITE SETTINGS

.59@@08

Manage users Clear cache Manage social Manage Translate text Manage Edit site Google
media links contacts subscriptions information Analytics

2. The PEOPLE screen is displayed. It shows the list of users on the site.

[RS8 Newsletter subscriptions
Username E-mail Active
- Any - j APPLY | RESET

Name Active Roles Member for Last access Operations
NKRINSLEY dit

Yes editor 6 months 3 weeks 7 .min 54 sec ago edit
krinsley@un.org manager
MDOULTON editor
d Yes 9 months 2 days 7 week 5 days ago edit

joulton@un.org manager

JNAVARROTS Yes i 9 months 2 days 2 months 2 weeks ago edit
navarro3@un.org manager
OHVP?OU Yes editor 7 months 5 days 6 months 2 weeks ago edit
hyppolite@un.org manager
EELIEAE] Yes Gliir 9 months 2 days edit
romerol@un.org manager
FRUBIO dit

Yes edior 9 months 2 days edit
rubiof@un.org manager
LI Yes fiiEr 7 months 5 days edit
yang7@un.org manager
LTom Yes editor 5months 4 weeks edit
toml@un.org manager

Add a User
1. Click Add user.

Newsletter subscriptions

2. The ADD USER screen is displayed.
3. Enter the user's name and email address, and click CREATE NEW ACCOUNT.
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ADD USER

List Newsletter subscriptions

This web page allows administrators to register new users. Users' e-mail addresses and usernames must be unique.

Username *
JGREENWA1
Spaces are allowed; punctuation is not allowed except for periods, hyphens, apostrophes, and underscores.

E-mail address *

greenway@un.org
A valid e-mail address. All e-mails from the system will be sent to this address. The e-mail address is not made public and will only be used
certain news or notifications by e-mail.

Status
© Blocked
& Active

» LDAP Options

Language settings

Language
C Ar
@ En
CFr
This account's default language for e-mails, and preferred language for site presentation.

4. The new user is added and appears on the list of users. S/he is automatically assigned the
role of site editor.

m Newsletter subscriptions
Username E-mail Active
Any -V RESET
Name Active Roles Member for Last access Operations
= -

Ly SHRY Yes editor 6 months 3 weeks T min 54 sec ago edit
krinsley@un.org manager
MDOULTON dito

Yes edior 9 months 2 days T week 5 days ago edit
doulton@un.org manager
JNAVARRO13 Yes GLE] 9 months 2 days 2months 2 weeks ago edit
navarro3@un.org manager
OHYPPOLI Yes cdior 7 months 5 days & months 2 weeks ago edit
hyppolite@un.org manager
SR Yes edior 9 months 2 days edit
romerol@un.org manager
FRUBIO Yes editor 9 months 2 days edit
rubiof@un org manager
YYANG1 editor -
yang7@un.org Yes manager 7 months 5 days edit
LTOM Yes editor 5 months 4 weeks edit
tomi@un.org manager

. editor wer edit
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Clear the Cache

If you make changes to a page and are not able to see them, you can clear the cache to make
the changes immediately visible.

In the ADMINISTRATION DASHBOARD: click the Site Settings tab, then click Clear cache.

1.

MANAGE SITE SETTINGS

# ()8 95 0 e o 3

Manage users Clear cache Manage social Manage Translate text Manage Edit site Google
media links contacts subscriptions infarmation Analytics

The CLEAR CACHE — CONFIRM screen is displayed. Click Clear cache to initiate the

process.

Home s Clear cache - confirm

CLEAR CACHE - CONFIRM

Clear all caches?

Clear cache | Cancel

Please, note that clicking on Clear cache can take minutes to execute. In case on confirming the operation, wait until the system finishes
The page will reload after the Cache Clear process is executed

Home » Clear cache

e Content caches were cleared.

CLEAR CACHE

Clear cache operation finished.

When the process is complete, the following confirmation message is displayed.

*Note — This process clears the following Drupal caches: Views cache, CSS Aggregation, JS
Aggregation, Menu cache, Page cache, Slider cache, and Theme registry. It does not clear your
browser’s cache, which you also may want to do periodically. Each browser is different, so check
your browser’s documentation for instructions.
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Manage Social Media Links

1. Inthe ADMINISTRATION DASHBOARD: click the Site Settings tab, then click Manage
social media links.

MANAGE SITE SETTINGS

-."‘-!9@@08

Manage users Clear cache Manage social Manage Translate text Manage Edit site Google
media links contacts subscriptions information Analytics

2. The ON THE WEB SETTINGS screen is displayed. Update existing URLs or add new ones
as needed, and click SAVE CONFIGURATION at the bottom of the screen.

Alternatively, you can access this function using the Configure dropdown menu inside the block.
[For details, refer to the section: Update Media Menu Links.]
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Manage Contacts
This function lets you manage your site contacts — the individuals or groups to whom user input
will be sent for various sections of the site.

1. Inthe ADMINISTRATION DASHBOARD: click the Site Settings tab, then click Manage
contacts.

MANAGE SITE SETTINGS

-..‘*‘-,5@@08

Manage users Clear cache Manage social Manage Translate text Manage Edit site Google
media links contacts subscriptions information Analytics

2. The CONTACT FORM screen is displayed. It shows the site sections (categories) along with
their corresponding contacts.

Home > Contact form

CONTACT FORM

Add one or more categories on this page to set up your site-wide contact form
A Contact menu item (disabled by default) is added to the Navigation menu, which you can modify on the Menus administration page.

If you would like additional text to appear on the site-wide contact page, use a block. You can create and edit blocks on the Blocks administration page.

Category Recipients Selected Operations
Ask a Peacekeeper ask-peacekeeper@un.org Yes Edit Delete
Media Inquiries media-pio@un.org No Edit Delete
Web Editorial Board webeditorialboard@un.org No Edit Delete

Add a Contact
1. Click Add category.

CONTACT FORM

2. The ADD CATEGORY screen is displayed. Complete the necessary fields:

e Category: Enter the name of the section for which you are creating the contact.

e Recipients: Enter one or more email addresses which will receive the input from
users.

e Auto-reply: (Optional). You can enter an automated response to be sent to all users
who submit input.
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ADD CATEGORY

Category *
Suggestion Box
Example: ‘website feedback’ or product information’

Recipients *

asterfunmisc.org

Example: " ple.com’ or* com,supp: ple.com’. To specify multiple recipients, separate each e-mail address with a comma.

Auto-eply

ing your suggesticn. All suggestions are carefully considered by our Editorial Board. If we require any additional

Optional auto-reply. Leave empty if you do not want to send the user an auto-reply message.

Weight
0 v
When listing categories, those with lighter (smaller) weights get listed before categories with heavier (larger) weights. Categories with equal weights are sorted alphabetically.

Selected
No |wv

Set this 1o Yesif you would like this category to be selected by default

SAVE | SAVE AND TRANSLATE

3. Click SAVE. The contact information is saved, as confirmed in a message at the top of the
screen and added to the list of contacts.

Home » Contact form

| @ category Suggestion Boxhas been saved

CONTACT FORM

Add one or more categories on this page to set up your site-wide contact form
A Coniact menu item (disabled by default) is added to the Navigation menu, which you can modify on the Menus administration page.

If you would like additional text to appear on the site-wide contact page, use a block. You can create and edit blocks on the Blocks administration page.

Category Recipients Selected Operations
Ask a Peacekeeper ask-peacekeeper@un.org Yes Edit Delete
Media Inquiries media-pic@un.org No Edit Delete
| Suggestion Box webmaster@unmisc.org | No Edit Delete
Web Editorial Board webeditorialboard@un.org No Edit Delete

Edit a Contact
1. Inthe row for the contact: click Edit.

Category Recipients Selected Operations
Ask a Peacekeeper ask-peacekeeper@un.org Yes Edit Delete
Media Inquiries media-pio@un.org No Edit Delete

Suggestion Box webmaster@unmisc.org No Delete

2. The EDIT CONTACT CATEGORY screen for the contact is displayed. Make the desired
changes and click SAVE.
3. The contact is saved with the specified changes.

Translate Text

This function lets you translate stationary elements, such as headings and labels, on the site.
e To translate pages, refer to the section: Translate a Basic Page.
e To translate blocks, refer to the section: Translate a Block.
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1.

1.

Language Search in Limit search to
Alllanguages B Both translated and untranslated str|z| Builtin interface B
Text group String Context Languages Operations
[Builtin interface | Home ar es fr fa pt ru zh-hans edit delete
Built-in interface User interface ar es fr fa pt ru zh-hans edit delete
Built-in interface Title ar es fr fa pt ru zh-hans edit delete
Built-in interface Body ar es fr fa pt ru zh-hans edit delete
Built-in interface 23 ar es fr fa pt ru zh-hans edit  delete
: modules/locale/locale datepicker js
Built-in interface user ar es fr fa pt ru zh-hans edit delete
Built-in interface Pages ar es fr fa pt ru zh-hans edit delete
Built-in interface Save configuration ar es fr fa pt ru zh-hans edit delete
Built-in interface Reset 1o defaults ar es # fa pt 4 zh-haps edit delete
Delete a Contact
In the row for the contact: click Delete.
Category Recipients Selected Operations
Ask a Peacekeeper ask-peacekeeper@un.org Yes Edit Delete
Media Inquiries media-pio@un.org No Edit Delete
Suggestion Box webmaster@unmisc.org No Edit
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In the ADMINISTRATION DASHBOARD: click the Site Settings tab, then click Translate

text.

MANAGE SITE SETTINGS

Manage users Clear cache Manage social Manage Translate text Manage

media links contacts subscriptions

-‘&59.@08

information Analytics

Edit site Google

The TRANSLATE screen is displayed. It shows the list of stationary elements on the site and
the languages into which they can be translated. The text group shown by default is Built-in

interface.

TRANSLATE
Overview Import = Strings  Export

within a specific text group or in a specific language

~ Filter translatable strings

String contains

Leave blank to show all strings. The search is case sensitive.

This page allows a translator to search for specific translated and untranslated strings, and is used when creating or editing translations. (Note: For translation tasks
involving many strings, it may be more convenient to export strings for offline editing in a desktop Gettext translation editor.) Searches may be limited to strings found

A confirmation query is displayed. Click DELETE to proceed.

Home » Are you sure you want to delete Suggestion Box?

This action cannot be undone.

DELETE | CANCEL

ARE YOU SURE YOU WANT TO DELETE SUGGESTION BOX?

The contact is deleted.
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Change the View

1. To view other text groups: select a different option from the Limit search to dropdown, and

click FILTER.

Limit search to
Built-in interface B

All text groups
Built-in interface
Rules

Views

Contact forms
Node types
Metatag
Quicktabs

Taxonomy
Blocks

FILTER § RESET

2. Textitems in the selected category are displayed.

TRANSLATE
Overview Import  Strings  Export

within a specific text group or in a specific language.
~ Filter translatable strings
String contains

Leave blank to show all strings. The search is case sensitive.

Language Search in

Text
group
Video Playlist
Menu WISt
menuitem:1083 title
Video Channel
Menu
menuitem:11241itle
Images - Gallery 1
Menu J v
menuitem:1125 title
Images - Gallery 2
MENU | enitem 1126 tite
Menu Images - Gallery 3
menuitem:1127 title
Menu Gender and peacekeeping
menuitem:11952:ttle

This page allows a translator to search for specific translated and untranslated strings, and is used when creating or editing translations. (Note: For translation tasks
involving many strings, it may be more convenient to export strings for offline editing in a desktop Gettext translation editor.) Searches may be limited to strings found

Limit search to

Alllanguages Both translated and untranslated Str Menu

string

Context Languages Operations
item:1083:title a;eak::;&wzh— edit delete
item:1124:title a;esk::swzh— edit delete
item:1125itle a;eak;:ﬂz&wzh— edit delete
item:1126:title “Sﬁk;:swg' edit delete
item:1127-title “65";::'““’ edit delete
item:11952:title a&esu;::w;h— edit delete

FILTER | RESET

Add a Translation

*Note — When a language is shown in eressed-eut format, the associated text has not been
translated into that language on the site: when a language is shown in standard format, the

associated text has been translated into that language.

1. Inthe row for the text to be translated: click edit.

Images - Gallery 3

Menu N i
menu:item:1127 title
Gender and peacekeepin

Menu pea ping
menu:item:11952:itle

e Menu for articles (menu position rule)
menuitem:] 2040:title

ar es frfa prru zh
item:1127:title edit delete
hans
ares frfapirzh
item:11952title [edn petere
ares frfa prru zh-
item:12940:title edit delete
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2. The EDIT STRING screen for the text is displayed. Enter the translation into the text field for

one or more languages.

EDIT STRING

Onginal text
Gender and peacekeeping

Context
item:11952:title

Persian

Ru

Zh

SAVE TRANSLATIONS

3. Click SAVE TRANSLATIONS. The text is translated on the site, and the selected languages
(in this example, Arabic and French) no longer appear as crossed out.

Images - Gallery 3
menuitem:1 127 itle

Menu

Gender and peacekeeping
menuitem:11952:title

Menu

Menu for articles (menu position rule)

Menu menu:item:12940 title

item:1127title

item:11952:title

item:12940:title

& es frfapirdzhe
haps

ar es fr fa pt rd zh- .

ar es frfa prrd zh-
hans

edit delete

edit delete

Edit a Translation
1. Inthe row for the text to be edited: click edit.

2. The EDIT STRING screen for the text is displayed.

SAVE TRANSLATIONS.
3. The text is saved with the specified changes.

Delete a Translation

1. Inthe row for the text to be deleted: click delete.

Make the desired changes and click

Subscribe

Menu menuitem:13342:1itle

Videos
menuitem:135631itle

Menu

Add Article
menuitem:13601 title

Menu

item:13342:title

item:13563:title

item:13601 title

ares frfa prru zh-
edit delete

ares fr fa prru zh-

ares frfa pteu zh

edit delete

2. A confirmation query is displayed. Click DELETE to proceed.
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Home » Are you sure you want to delete the string " Videos"?

ARE YOU SURE YOU WANT TO DELETE THE STRING "V/DEOS"?

Deleting the string will remove all translations of this string in all languages. This action cannot be undone.

3. The text is deleted.
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Manage Site Information
This function lets you edit your mission’s name and acronym — as shown in the site banner at the
top of the screen — and its email address.

1. Inthe ADMINISTRATION DASHBOARD: click the Site Settings tab, then click Edit site
information.

MANAGE SITE SETTINGS

# # 8 9 0 o (o) ¢

Manage users Clear cache Manage social Manage Translate text Manage Edit site Google
media links contacts subscriptions information Analytics

2. The SITE INFORMATION screen is displayed.
3. Inthe language bar: select the language for the site version you are editing.
4. Edit the Site details, as needed:

e Mission acronym/Site name: This is the mission acronym.

¢ Mission name/Slogan: This is the full name of the mission.

o Email address: As stated on the screen, this is the address which appears in the
From field on all automated emails generated by the site.

SITE INFORMATION

There are muftifingualvariables in this form

Check you are editing the variables for the right Language value or select the desired Language.

ArIElESI Fr| Persian | Pt| Rul Zh

Site details

Mission acronym/Site name *
UNMISC

This is a multilingual variable.

Mission name/Slogan

United Nations Mission in Some Country

How this is used depends on your site's theme. This is a multilingual variable.
E-mail address *

unmissions@un.org

The From address in automated e-mails sent during registration and new password requests, and other notifications.
(Use an address ending in your site’s domain to help prevent this e-mail being flagged as spam.)

SAVE CONFIGURATION

5. Click SAVE CONFIGURATION. The updated configuration is saved, as confirmed in a
message at the top of the screen.
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Home » Site information

| Q The configuration options have been saved.

SITE INFORMATION

6. Repeat, as needed, for other language versions of the site.
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View Google Analytics

This function lets you view Google Analytics (statistics regarding usage of your site). There are
two ways to do this: you can either access the analytics directly at any time, or by request through
Service Desk, on an as-needed basis.

View Analytics Directly
1. In order to view analytics directly, you must first create a Google account.

a.

Use this link to create a Google account: https://accounts.google.com/SignUp?hi=en

b. Select the option: | prefer to use my current email address

C.

Enter your UN email address in the standard format: name@un.org

Create your Google Account

Name

Nita Kayle

Choose your username

‘ kayle@un.org |

| prefer to use my current email address

Once the account is created, send an email addressed as follows, requesting access
to analytics for your mission website:

To: Business Solutions Center Field Support [bscfieldsupport@un.org]

Cc: FTOC ASU DS/UNGSC/UNFIELDMISSIONS, Melanie Doulton
Be sure to provide the name of your specific mission website and your UN email
address, as registered with Google.

2. To view analytics once the account is created: in the ADMINISTRATION DASHBOARD:
click the Site Settings tab, then click Google Analytics.

MANAGE SITE SETTINGS

# # 8 9 0 o o (2

Manage users

Clear cache Manage social Manage Translate text Manage Edit site Google
media links contacts subscriptions information Analytics

a.

b.

The Google Analytics site is displayed. Click SIGN IN at the upper-right of the
screen and select Google Analytics from the menu.
The data for your site is displayed.

View Analytics through Service Desk
1. In order to view analytics through Service Desk, do the following:

a.

b.

Send an email to the address shown in step 1-d above, each time you want to see

analytics.

Specify the timeframe (week, month, quarter, year, etc.) and specific data you want
to view (daily traffic, total # users, users’ countries of origin, users’ browsers and/or
operating systems, etc.).

2. Service Desk will query Google Analytics and send you the requested information.
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https://accounts.google.com/SignUp?hl=en

Resources Tab

Get Stock Photos

This function provides an image repository, from which you can download images to use on your
website.

1. Inthe ADMINISTRATION DASHBOARD: click the RESOURCES tab, then click Get stock
photos.

Resources

RESOURCES

(=) «

Get stock Get Help
photos

2. The STOCK PHOTOS screen is displayed. It shows the albums which contain the images.
3. Click on an album to view its content.

Home > Stock photos

STOCK PHOTOS

Event 1 Album Event 2 Album

\N

Event 3 Album

4. The selected album (in this example, United Nations) opens for viewing. There is a
Download link below each image.
5. Click the link for the image you want, and follow the instructions for downloading to your

desktop.
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UNITED NATIONS

View [l

T

2 Download (1.42 MB)

|3 Download (3.55 MB)

2] Download (277.08 KB)

6. Repeat as needed to download additional images.
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Get Help
In the ADMINISTRATION DASHBOARD: click the RESOURCES tab, then click Get Help.

1.

2. The GET HELP screen is displayed. It provides a list of available resources for site

Resources

RESOURCES
P @
Get stock Get Help

photos

managers.

e The Quick Support section has links for: requesting access for new users;
downloading the User Guide; and viewing the FAQ (Frequently Asked Questions).

e The Technical Support section has hours, phone numbers, and email addresses for

Service Desks.

e The Substantive Support section has contact information for support providers in

DPI, DPKO, and DPA.

Home » Get Help

GET HELP

\EUE Edit | Qutline  Revisions  Translate

For quick support, review the following:

+ Instructions to request access for new users
+ Download the user guide
+ Solutions to frequently asked questions

For additional support, please contact the appropriate focal point listed below:

Technical Support

+ Service Desk between 8am-4pm CET (Central European Time)
= Phone: 158 6888
= Email: bscfieldsupport@un.org
+ NCC 24x7
= Phone: 158 6222
= Email: ncc@un.org

Substantive Support

+ DPI/PSS - Jon Greenway
= Phone: +1 212 963 32124
= Email: greenway@un.org
+ DPKO/PAS - Ismini Palla
= Phone: +1 917 367 3847
= Email: palla@un.org
+ DPA/SC - Laura Gees
= Phone: +1 917 367-3882

= Email: gees@un.org

Mission Public Websites
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PART 4 - NEWSLETTERS

Overview of Newsletters Functionality

The newsletter feature on the site is flexible and provides several options for you to distribute
content via email to your subscribers. You can create newsletters for your mission in one of the
following ways: you can create content specifically for each newsletter issue or you can have a
newsletter issue populated with other site content. You can also set up newsletters to be
distributed on a schedule, if required.

We recommend that you plan in advance the basic steps, which are listed below. Each of these
steps is described in detail in the pages which follow.

104

Create a newsletter category. This is the subject of the newsletter: it can cover any
aspect of your mission’s operations — news, job openings, community events, etc.
Additional newsletter categories can be added at any time.

Create a newsletter. This is an issue of the newsletter, for which you will need to create
content and select the mode of distribution.

Decide

o

Decide

o

how you will create newsletter content.

Create/Draft newsletter content only. With this method, you directly input the
specific content for the newsletter. This method is used for a single-instance or
occasional newsletter; and newsletters created this way cannot be scheduled.

Use Token only. A token is a means of automatically adding/pulling content from
the site into the newsletter. It lets you create links from the newsletter to content
which appears on your site. Tokens are required for scheduled newsletters, but
can also be used for single-instance or occasional newsletters.

Create/Draft newsletter content and use tokens. You can create a newsletter
using a combination of drafted and automated content. This method can e used
for a single-instance, occasional or scheduled newsletters.

how the newsletter will be distributed.

Direct distribution. You can send the newsletter yourself. This method is used
for single instance or occassional newsletters.

Scheduled distribution. You can have the system send the newsletter (with site
content using tokens) in accordance with a schedule you define. This method is
used for newsletters which are sent on a recurring basis; for example, weekly,
daily, monthly, etc.

Manage your subscription lists. Newsletters are distributed to the email addresses
which appear on your subscription lists, and you can manage these lists to insure
optimum visibility for your newsletters.
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Manage Newsletter Categories

This function lets you manage the categories of newsletters for your mission. Any newsletter
which is created must be added to a newsletter category.

1.

In the ADMINISTRATION DASHBOARD: click the Structure tab, then click Manage
newsletter categories.

MANAGE STRUCTURAL ELEMENTS OF THE SITE

sas»s % 15

Manage the Manage footer  Set number of
items to show

Manage blocks ~ Manage terms Manage
newsletter site menu links

categories

The NEWSLETTERS screen is displayed. It shows the list of existing newsletter categories.

HOmE - Mtw T

NEWSLETTERS

m it

M| AT Y
Mewsletior allow you to send pencesc e-mails 1o subscribers, See Newsletter subscriptons Por a listing of the subscribers

Hewsheiner CHEGOry Rame T aEoETy 1eTm Subrsoaibers Operations
Hewsletier [AR] Rrmylesier [AR] £ newsbetter calegony
Mligzsion Events Mssion Events 4 SR NEWSIETIE CaEgoly
‘Dur Comamuniry Cur Cosmimanicy 4 08 NEWSIETIE Caleguy
Job Uptates Sy Upastes

Add a Newsletter Category
1. Click Add newsletter category.

NEWSLETTERS

LEVECEN Settings
Add newsletter category

2. The ADD NEWSLETTER CATEGORY screen is displayed. This is where you provide
general information about the newsletter category, including its name and description,

subscription options, and email options.
Name: Enter a name for the newsletter category. (Autotext is not allowed in this

field.)
Description: Enter a description for the newsletter category.

Subscribe new account: Select an option from the dropdown list. The options are
defined on the screen.
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e Opt-infout method: Select an option from the dropdown list. The options are defined
on the screen.

e Email format: Select HTML.

ADD NEWSLETTER CATEGORY

Newsletters = Settings

You can create different newsletters (or subjects) to categorize your news (e.g. Cats news, Dogs news, .._).

Name *
UNMISC Media Monitor

Description

References to our mission’s activities in regional media
Subscription settings

Subscribe new account
Silent w

None: This newsletter is not listed on the user registration page

Default on: This newsletter is listed on the user registion page and is selected by default

Default off: This newsletter is listed on the user registion page and is not selected by default

Silent: A new user is automatically subscribed to this newsletter. The newsletter is not listed on the user registration page.
Opt-infout method

Double|w

Hidden: This newsletter does not appear on subscription forms. No unsubscription footer in newsletter.
Single: Users are (un)subscribed immediately, no confirmation email is sent.
Double: When (un)subscribing at a subscription form, anonymous users receive an (un)subscription confirmation email. Authenticated users are (un)subscribed immediately.

Subscription block
A subscription block will be provided for this newsletter categery. Anonymeus and authenticated users can subscribe and unsubscribe using this block.

Email settings

Email format
C Plain

® HTML
Email priority

none ﬂ

[ Request receipt

3. Scroll down to the Sender information section. This is for the email which will accompany
the newsletter.

e From name: Editthe default sender name, if necessary.
e From email address: Edit the default sender address, if necessary.

¢ Email subject: Enter the subject line for the email. You can add autotext to this field.
[Refer to the section: Add Automated Text to a Field for more information.]
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4. Click SAVE. The newsletter category is created and added to the list of categories.

Sender information

From name
UNMISC

From email address *

noreply-unmissions@un.org

Newsletter subject

* Replacement patterns

Email subject *

Your weekly Media Monitor newsletter is here!

HTML to text conversion
When your newsletter is sent as plain text, these options will determine how the conversion to text is performed.

Hyperlink conversion
© Append hyperlinks as a numbered reference list
® Display hyperlinks inline with the text

SAVE

Home : Newsletters

NEWSLETTERS

Add newsletter category

Newsletter allow you to send periodic e-mails to subscribers. See Newsletter subscriptions for a listing of the subscribers

Newsletter category name Taxonomy term Subscribers Operations

4+ Newsletter [AR] Newsletter [AR] 1 edit newsletter category
< Mission Events Mission Events 4 edit newsletter category
<+ Our Community 0Our Community 4 edit newsletter category
“  Job Updates Job Updates 3 edit newsletter category

|+ UNMISC Media Monitor UNMISC Media Monitor 4 edit newsletter category

SAVE

Add Automated Text to a Field

You can add autotext to certain input fields. These are:

e Email subject -- on ADD NEWSLETTER CATEGORY screen

e Title pattern for new edition nodes -- on NEWSLETTER screen/ Schedule details

panel.

The following example illustrates this procedure.

1.

In the Email subject field: click where you want the automated text to appear.
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wn

Newsletter subject

r Replacement patterns

Email subject *

Here is today’s briefing! ﬁ

Click Replacement patterns.

Expand the category of text you want to include, then click the specific format.

~Replacement patterns

Name

Current date
Custom format

Local time
Long format
Medium format
Node date

Raw timestamp
Short format
Time-since

Token

month

weekday
Current page
Current user

[current-date:custom:?
[current-date:local_time]
current-date:
[current-date:node_date|
[current-date:raw]
[current-date:short]
[current-date:since]
day [current-date:day]
[current-date:month]
[current-date:weekday]

ediul

These tokens can be used in all text fields except subject and will be replaced on-screen and in the email

Click a token to insert it into the field you've last clicked.
Description
Tokens related to the current date and time.

A date inlocal_time' format. (74:02 - 14 Ju)

A date in'medium’ format. (7hu, 74/07/2016
A date in 'node_date’ format. (74 Ju/ 2016)

A date in UNIX timestamp format (74685049217)

A date in ‘'short’ format. (74/07/2016 - 14.:02)

A date in ‘time-since’ format. (46 years 6 months)

A date in 'day format. (74

A date in ‘month’ format. (Ju)

A date in ‘weekday’ format. (7/0)

Tokens related to the current page request
Tokens related to the currently logged in use!

A date in a custom format. See the PHP documentation

A date in‘long’ format. (7hursday, 14 July, 2016 - 14:02

-2:02pm)

T

The text string for that format is added to the field.

Email subject *

Here is today's briefing! - [current-date:long]

¢,

.

LINMILS knnq,lo',r

Here is today's briefing! - Thursday, 30 June, 2016 - 16:04

noreply -unmissionsFun ong

When the newsletter is delivered to subscribers, the email subject line appears as below.

*Wote — Issues are delivered as per the time zone of the sending mission.

Edit a Newsletter Category

1. Select the category in the NEWSLETTERS screen, and click edit newsletter category.

108

Newsletter category name Taxonomy term Subscribers
<+ Newsletter [AR] Newsletter [AR] 1
4+ Mission Events Mission Events 4
< Our Community Our Community 4
< Job Updates Job Updates 3
< UNMISC Media Monitor UNMISC Media Monitor 4

edit newsletter category

Operations

edit newsletter category
edit newsletter category
edit newsletter category

edit newsletter category
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2. The NEWSLETTERS input screen for the newsletter is displayed. Make the desired changes,

and click SAVE at the bottom of the screen.

NEWSLETTERS

Name *
UNMISC Media Monitor

Description

References to our mission’s activities in regional media
Subscription settings

Subscribe new account
Silent v

None: This newsletter is not listed on the user registration page.

Default on: This newsletter is listed on the user registion page and is selected by default

Default off: This newsletter is listed on the user registion page and is not selected by default

Silent: A new user is automatically subscribed to this newsletter. The newsletter is not listed on the user registration page.

Opt-in/out method
Double j

Hidden: This newsletter does not appear on subscription forms. No unsubscription footer in newsletter.
Single: Users are (un)subscribed immediately, no confirmation email is sent.

Subscription block
A subscription block will be provided for this newsletter category. Anonymous and authenticated users can subscribe and unsubscribe using this block.

Email settings

Email format
O Plain
® HTML

Double: When (un)subscribing at a subscription form, anonymous users receive an (un)subscription confirmation email. Authenticated users are (un)subscribed immediately.

3. The newsletter category is saved with the specified changes.

Delete a Newsletter Category

1. Select the category in the NEWSLETTERS screen, and click edit newsletter category.

Home > Newsletters

NEWSLETTERS

Add newsletter category

Newsletter allow you to send periodic e-mails to subscribers. See Newsletter subscriptions for a listing of the subscribers

SAVE

Newsletter category name Taxonomy term Subscribers Operations

+ Newsletter [AR] Newsletter [AR] 1 edit newsletter category

+  Mission Events Mission Events 4 edit newsletter category

+ Our Community Our Community 4 edit newsletter category

+  Job Updates Job Updates 3
“+  UNMISC Media Monitor UNMISC Media Monitor 4 edit newsletter category

2. The NEWSLETTERS input screen for the newsletter is displayed. Click DELETE at the

bottom of the screen.

DELETE

3. A confirmation query is displayed. Click DELETE to proceed.
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Add a Newsletter Category to the Site Menu
1.

110

Note: All subscripti iated with this ! will be lost.

This action cannot be undone

DELETE | CANCEL

ARE YOU SURE YOU WANT TO DELETE CATEGORY JOB UPDATES?

The newsletter category is deleted, along with all of its subscriptions.

Home > Newsletters

= All subscnplions 10 newsletter Job Updales have been deleted
= Newsletter category Job Updares has been deleted

NEWSLETTERS

Add newsletter category

SAVE

Newsletter allow you to send periodic e-mails to subscribers. See Newsletter subscriptions for a listing of the subscribers

Newsletter category name Taxonomy term Subscribers
4 Newsletter [AR] Newsletter [AR] 1
++  Mission Events Mission Events 4
+  Our Community Our Community 4
+  UNMISC Media Monitor UNMISC Media Monitor 4

Operations

edit newsletter category
edit newsletter category
edit newsletter category

edit newsletter category

In the ADMINISTRATION DASHBOARD: click the Structure tab, then click Manage the site

menu.

MANAGE STRUCTURAL ELEMENTS OF THE SITE

EEE‘&EE@% 15

Manage blocks ~ Manage terms Manage Manage the Manage footer  Set number of
newsletter site menu links items to show
categories

The MAIN MENU screen is displayed. Click Add link.

MAIN MENU
Edit menu

Allitems

View Ar Menu link
View En ¥ Home
View Es +  About

Show row weights

Enabled  ODperations
' edit delete

edit delete

The MAIN MENU input screen is displayed. Complete the necessary fields:

e Menu link title: Enter the title of the link to be added to the menu.
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e Path: To find the path, access the NEWSLETTERS screen (ADMINISTRATION
DASHBOARD> Structure tab> Manage newsletter categories). Point to the
newsletter category in the Taxonomy term column. Its path is displayed at the
bottom of the screen. Enter the text which appears after the slash mark (/) in the site
URL.

NEWSLETTERS
m Settings

Newsletter allow you to send periodic e-mails to subscribers. See Newsletter subscriptions for a listing of the subscribers

Show row weights

Newsletter category name Taxonomy term Subscribers Operations

4 Newsletter [AR] Newsletter [AR] 1 edit newsletter category
“+  Mission Events Mission Events 4 edit newsletter category
4 Our Community Our Community 4 edit newsletter category
4 Job Updates Job Updates 3 edit newsletter category
+  UNMISC Media Monitor UNMISC Media Monitor 4 edit newsletter category
“ PR Roundup PR Roundup 4 edit newsletter category

SAVE

OPYRIGHT | TERMS OF USE | PRIVACY NOTICE | FRAUD ALERT | e — oe@o@s

¢ Enabled: Make sure the checkbox is checked.

e Parent link: Select the item under which the link will appear on the Site Menu — in
this case Newsletters.

e Language: Select the correct language for the link.

MAIN MENU
List lisks B menu  Translite
Mena link Tile *

Thee et b e e for this links in the menu

Path *

T peathy For thes ey ik Thiss Can be an inbermal Drupsl pat such 85 aodkedac'or an extennal URL such s Atiosatups! ong. Erer <fonds b0 lnk fo the front page

W Enabbed

Bl Bk Thiat anes ot enabied will nof be lested in army men

Sherw a eapanded

1F epbornaed v this rrsviy iisk i chileiven. The Sre will Alwirns. opeal xpanded

Pawent link
w
Tt i rn depth Bor 8 bk aeed ol 15 childes i Seosd 81 9 Sorme miene ks may not b ivsilable & parents il sebecting Them would excesd e lima
Wieight
\.-

Cxpticwtchl 1 1 obfng e Pebavarsed i mll ik el Wtos Dicteti Do sl b fuaitioroie] it Uit 1

Languasge
b
Tk ers Bsbiongry b0 @ Prel gl Mesfes. Vol Car S04 & Barguis Tor i

* ke link artribunes

= higmu item attribuies

4. Click SAVE. The newsletter category is added to the Site Menu.
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NEWS ~

Media

Mixed Media

Social media

UN 70 Celebrations

*Note — If the newsletter category has been translated into multiple languages, you will need to
complete this process for each language.
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Manage Newsletter Issues

This function lets you create an issue of a newsletter. Before doing so, you must create the
newsletter itself, as described in the section: Add a Newsletter Category.

Before creating a newsletter issue, you must decide whether you will need a token. If a newsletter
is to be distributed on a schedule, the content for the newsletter must be pulled from the site. To
specify which content is pulled into a newsletter issue, you need a token.

Request Tokens

If you want to automate the inclusion of text in your newsletter, you will need a token. This is a
string of text which specifies which content you want to include in the newsletter and how it
should appear. Please contact the development team to request the token(s) you will need.
[Refer to the section: Get Help for contact details.]

» For each token you request, you must provide the following information:

Content Type: Articles; Listings; Documents

Term: Press Releases; News Articles; Jobs; Reports. Access the NEWSLETTERS
screen (ADMINISTRATION DASHBOARD> Structure tab> Manage newsletter
categories) and use the term in the Taxonomy term column.

e Period of time: Defines the timeframe for items to be included in the newsletter. This can
be expressed as # of hours, days, weeks, months, or years. For example, if a newsletter
is to be issued twice a day, you could specify articles posted within the last 12 hours will
be included in each issue.

e Formatting of the content being pulled by the token:

o Fields to be included: Title; Body; Image; PDF; mp3.

o Styles of the fields: Defines the style for each field. For example: title text
should be larger than body text; colors and text attributes (boldface, italic,
underline) can be specified; body should be limited to 255 characters, followed
by 3 dots...

This is illustrated in the sample newsletter below:

'f@% UNITED NATIONS MISSION IN
%ﬂj U N MISC SOME COUNTRY

Today's headlines Friday, 24 June, 2016 - 12:50

Today's headlines

UN expert sees very little change in efforis to protect right to life, end impunity
in Mexico

23 Jun 2016

A United Nations human rights expert today said that in Mexico, very little has changed regarding the
protection of the right to life his 2013 fact-finding mission to the country. “Extrajudicial kilings and...

Download the PDF: [secretary pdf

Download audio: K sample mp3

More than half of Yemen's population now food insecure — UN

21 Jun 2016

21 June 2016 — Vast swathes of war-torn Yemen — 19 out of 22 govemnorates — are facing severe food
insecurity, and the situation within affected areas is likely to deteriorate if
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» You can use more than one token for a newsletter. If multiple tokens will be used, you can
insert a table to illustrate their onscreen placement, for example:

3. Token A 4, Token B
5. Token C 6. Token D

e Toinsert a table: click the Table icon on the formatting toolbar. In the dialog box which
opens, specify the properties to be applied, and click OK.

see - [E]Q % B

Add a Newsletter Issue
You can create a newsletter issue with draft content only, with token content only, or with both
draft and token content.

Add a Newsletter Issue with Draft Content Only
1. Inthe ADMINISTRATION MENU: click CONTENT> ADD NEWSLETTER.

Local Time 15:50 - 04 May ALL UN MISSIONS

ADMINISTRATION  CONTENT  CLEARCACHE USER ACCOUNT  LOGOUT
b ‘ .

ADD BASIC PAGE

ADD DYNAMIC PAGE

ADD ARTICLE

ADD FRONTPAGE SLIDE

ADD PHOTO GALLERY

ADD TIMELINE EVENT

ADD CALENDAR EVENT

ADD LISTING

ADD DOCUMENT

ADD AUDIO

ADD NEWSLETTER

2. The ADD NEWSLETTER screen is displayed. Complete the necessary fields.

o Title: Enter atitle for the newsletter issue. (Autotext is not allowed in this field.)

o Newsletter category: Click the correct category for the newsletter.

o Body: Type the newsletter content directly or paste it ffrom another source. Use the
formatting toolbar to apply fonts and other text effects.
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ADD NEWSLETTER

+ Add this newsletter issue to a newsletter by selecting a newsletter from the select list. To send this newsletter issue, first save the node, then use the "Newsletter”
tab.

+ Set default send options at Administration > Configuration > Web services > Newsletters.
+ Set newsletter specific options at Administration > Content > Newsletters.
Title *

This Morning’s News - 10 May

*» Replacement patterns

Newsletter category *
[ Job Updates [ Mission Events [ Newsletter [AR] [ Our Community & UNMISC Media Monitor

Body
B 1 us[E=

@ eg A- 99 [Qsoure T, | Sze - | Q b5 B
UN refugee agency notes 'prefound concern’ over Kenya's plan to close refugee camps. The United Nations refugee agency today expressed “profound concern” over

the Government of Kenya's announcement this past week that it intends to end the hosting of refugees because of economic, security and environmental burdens, and
called on the Government to reconsider its decision

In Seychelles, Ban calls for global action on climate change and easing humanitarian suffering. Small States like Seychelles have served as a “magnifying lens” for
many issues that all nations must face, United Nations Secretary-General Ban Ki-moon told the National Assembly today, calling for the archipelago's continued
support as the UN tackles three critical challenges: climate change, global sustainability and easing humanitarian suffering

On World Malaria Day, UN says world closer to eliminating ‘ancient Killer'. A year after the World Health Assembly resolved to eliminate malaria from at least 35
countries by 2030, a new World Health Organization (WHO) report released today — on World Malaria Day — shows that the goal, although ambitious, is achievable

o Link: You can create a link by highlighting the text to be linked, then clicking
the Link toolbar icon. In the dialog box which opens, enter the URL for the

target article, and click OK.

E er [AR] )ur Comn Link x
Link Info || Target || Advanced
£ 8 = |:_| ‘ .| Link Type
”J'\ URL v

f
otes 'profound conc?m over Kenya's plan to close poiocq0 URL

| . :
ills for global action on climate change and easing

s must facd, United Nati
\T rit ‘/1';% es: climate change

7. UN says world closer to eliminating ‘ancient kill(

I I trele UGl | Cancel

*Note — If the article appears on this site: enter the page name as it appears after the slash mark
(/) at the end of the the site URL, i.e. community-outreach. If the article appears on an external

site: enter the entire URL of the site.

o Format using a template: Click the Template toolbar icon. In the dialog box
which opens, click the template to be applied to your content. Make sure the
option to Replace actual contents is unchecked.
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Content Templates b4
dup UNMIY

Please select the template to open in the editor

—— | Strange Template
—— | A template that defines two colums, each
————— | one with a fitle, and some text

Text and Table
A title with some text and a table.

ol

3:] Replace actual contents

Cancel

3. Click SAVE AS DRAFT if you intend to do further work on the issue, or PUBLISH if it is

complete.

Revision information

o Provide a menu link
Mew revision
Menu hink title

Menu settings This Morning's News - 10 May

This Morning's News - 10 May

URL path settings Parent item

Automatic alias -—- Newsletters j
Authoring information Weight

By NKRINSLEY 0 j

Promotion settings
Promoted to front page » Menu link attributes

+ Menu item attributes

PUBLISH || SAVE AS DRAFT § PREVIEW | CANCEL

Menu links with smaller weights are displayed before links with larger weights.

4. The new issue is displayed with a message at the top of the screen confirming its creation.
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Home » News « Newsletters : This Moming's News - 10 May

IO Simplenews newsletter Tius Mormng’s News - 10 May has been créeated l

THIS MORNING'S NEWS - 10 MAY
B > wemieom Envmon cpnaimen

UNMISC Medhe Maonmw

UN refuges sgency noses profound concern’ awer Kerya's plan 10 clote refugee camps. The el Nrtaorrs tefugee sgency oday exgr eiied “pv ol
e Goverrvment of Kemyi's aneouncement Tws Sast week 1T I ¥7e0ds 50 end the § 0 Of refLagees Decause Of ECONOMC, SECUITTY B ofy
7 10 MCOrrsdes s e
In Sepcheden. Ban calts for Godal 0Ctiin 00 Clmate Change and casing humaniiarian suffering Srad S1ates Mhe Sopchnlies Mave served a4 4 “magfng hein” 1o
Ay 15 S T 10 (TS Lo, Unved Nanors Secrenary Saneral B K) onion 104 Tve N 2
o UN Lacide mate change, Globud

On World Materta Cuy, UN sarys weeld dhoser 42 elivminating ‘anclent kifler, A

L L garize i ased 1ok
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Add a Newsletter Issue with Token Content Only

1. Follow steps 1-2 in the section: Add a Newsletter Issue with Draft Content Only; however,

instead of inserting newsletter content in the Body field, enter one or more tokens. As shown
below, your available tokens appear on the screen, beneath the Body field.

ADD NEWSLETTER

+ Add this newsletter issue to a newsletter by selecting a newsletter from the select list. To send this newsletter issue, fi
tab.

+ Set default send options at Administration > Configuration > Web services > Newsletters.
+ Set newsletter specific options at Administration = Content = Newsletters.

Title *
PR Roundup

* Replacement patterns

Newsletter category *
[l Job Updates [ Mission Events [ Newsletter [AR] [ Our Community & PR Roundup [ UNMISC Media Monitor
Body

B I USE=E = E 2 =

&= A- 99 [souce T, || Sze -|(M] Q by B

[view:schedulednewsletter=lastweekpressreleases]

body p

Disable rich-text

[Available tokens are
[view:schedulednewsletter=|lastweeknewsarticles|
|view:schedulednewsletter=lastweekpressreleases]
[view:schedulednewsletter=lastweekjobs]

Click SAVE AS DRAFT if you intend to do further work on the issue, or PUBLISH if it is
complete.

The new issue is created, as confirmed in a message at the top of the screen.

Home : PR Roundup

| 6 Simplenews newsletter PR Rounduphas been created.

PR ROUNDUP

VIV Edit | Newsletter

PR Roundup

Add a Newsletter Issue with Draft and Token Content
You may want the issue to contain both draft and token text.
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1. Follow steps 1-2 in the section: Add a Newsletter Issue with Draft Content Only.
2. Inthe Body field: indicate the placement of the components.

Body
B I US == = E &£ = A~ 99 @Souce T, |[Sze ~ || Q 5 @ &

[view:schedulednewsletter=lastweeknewsarticles]

U refusyon Bgpmty Fotieh T ofiasnd Conterr dwed Kefi ghin 10 ki infugpbn camga. Tre Uieled Mutrry efugs sgivscy iy fupaided “piok .

e P R et 53] peieh Tl i W, 50 eied ek Palrid § b e ool i SECUTE ] AT

e — N

i Sapthebed. B calth el ghobal atfan on chrmale dhasger asd paiir] hanasfecien dafTeriag ol Slale b S el wi il ik i Pl lri® led
sy 1 TP 5 TRrE Fac, 1 hesrmce, SprpepCop Bl FLe 1 ey 10 Toe B ol Aanaenbby ieime o the arhipeiag R
o LB oo, B pe oS sl i - & 1% mlety sl wanare] bsmus wdle

i Wordel iakaris Sy, UPH) iyt wor il cleniar 00 lininating ‘aschs killer, & yedr alied e Bork] Headlth ey reiobved 10 eleresal e ke from al keas) 33

w5 bry 2 o B e et (e e fal e A | ebaaciad ) 0aiy Wi lalanng Dy - SPiewes ITull [Pt ol T Pun it delel o Ty e

3. Click SAVE AS DRAFT if you intend to do further work on the issue, or PUBLISH if it is
complete.
4. The new issue is created, as confirmed in a message at the top of the screen.

Edit a Newsletter Issue
You can edit a newsletter to change its content or settings or to publish or unpublish the issue.

1. Inthe ADMINISTRATION DASHBOARD: click the Content tab, then click Manage all

content.
MANAGE CONTENT
-
Manage all Manage all Manage URL Manage
content files redirects revisions (2)

2. The CONTENT screen is displayed. It shows the list of pages on the site.
e For additional information about this screen, refer to the section: Manage all Content.
e To display a view showing only newsletters: click the Newsletters tab.

3. Select the issue, and click edit.

CONTENT

Files | Newsletters

Title Type Author Published Language APPLY | RESET
- e |

Operations:

- Choose an operation - j EXECUTE

O Tide Language Type Author Published Post date Updated Operations
S | 13/06/2016-  13/06/2016 -

OO0 Today&#039;s headlines Monday, 13 June, 2016 - 10:00 En Implenews. NKRINSLEY Yes WLy oo edit delete
newsletter 08:00 10:00

. Simplenews 12/06/2016-  12/06/2016 - -

[J  Today&#039;s headlines Sunday, 12 June, 2016 - 10:00 new En newsletter NKRINSLEY Yes 08:00 Taam edit |delete
S | 11/06/2016-  11/06/2016 -

[]  Today&#039;s headlines Saturday, 11 June, 2016 -10:00 new En IMPENEWS  NKRINSLEY Yes fy 0 edit delete
newsletter 08:00 10:00

4. The EDIT NEWSLETTER screen for the issue is displayed. From this screen, you can modify
any of the existing components.
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EDIT NEWSLETTER

View Newsletter Newsletter Editions

Title *
Today&#039;s headlines Sunday, 12 June, 2016 - 10:00

+ Replacement patterns

Newsletter category *
[1 Job Updates [ Mission Events [ Newsletter [AR] 1 Our Community (] PR Roundup & UNMISC Media Monitor
Body

B I USEs = =E £ 3= A- 99 @Source T, | Size - B Q b3 @ &

Today's headlines:

[view:schedulednewsletter=Ilatestnewsarticles]

5. Make the desired changes, and click SAVE. The update is confirmed in a message at the top
of the screen.

“ 0 Simplenews newsletter 7oday&#039:s headiines Sunday, 12 June, 2016 - 10-00has been updated |

6. To publish the issue: click PUBLISH. The issue is published; however it will not appear on
the site until it is sent.

PUBLISH

7. To unpublish the issue: click UNPUBLISH. The issue reverts to draft status.

SAVE || UNPUBLISH

Delete a Newsletter Issue
1. Inthe CONTENT screen: select the issue, and click delete.

CONTENT
Files | Newsletters
Title Type Author Published Language APPLY Hgsn
- Any- j -A'v,--j -Any- j-
Operations

- Choose an operation - ﬂ EXECUTE

O Tite Language Type Author Published Post date Updated Operations
Simpl 13/06/2016-  13/06/2016 -

00  Today&#039;s headlines Monday, 13 June, 2016 - 1000 En IMPIENEWS  NKRINSLEY Yes e e edit delete
newsletter 08:00 10:00

; simplenews 12/06/2016- 12/06/2016-

[0 Today&#039;s headlines Sunday, 12 June, 2016 - 10:00 new En newsletter NKRINSLEY Yes 08:00 Je edit |delete
simpl 11/06/2016-  11/06/2016 -

] Today&#039;s headlines Saturday, 11 June, 2016 - 10:00 new En IMPIENEWS  \KRINSLEY Yes 106/ /067 edit delete
newsletter 08:00 10:00

2. A confirmation query is displayed. Click DELETE to proceed.
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ARE YOU SURE YOU WANT TO DELETE TODAY&#039;S HEADLINES SUNDAY, 12 JUNE, 2016 - 10:00?

View | Edit Newsletter Newsletter Editions = Revision operations

This action cannot be undone.

DELET NCEL

3. The newsletter is deleted and no longer appears in the newsletter list.

| 0 + Newsletter Today&#039:s headlines Sunday, 12 June 2076 - 10:00was deleted. |

CONTENT

Files = Newsletters

Title Type Author Published Language

- Any - j A j ~Any - j

Operations

- Choose an operation - j EXECUTE

O Title Language Type Author Published Post date Updated Operations

[ Today&#039;s headlines Monday, 13 June, 2016 - 10:00 En SR NKRINSLEY Yes 13/06/2016-  [13/06/2016= oy ejere
newsletter 08:00 10:00

[ Today&#039;s headlines Saturday, 11 June, 2016 - 10:00 new En Simplenews NKRINSLEY Yes T1/06/2016- | edit delete
newsletter 08:00 10:00
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Manage Newsletter Distribution

You can distribute a newsletter directly (for a single issue) or have the system send the
newsletter on a schedule you define (for a recurring issue).

Direct Distribution

1. Inthe ADMINISTRATION DASHBOARD: click the Content tab, then click Manage all

content.
2. The CONTENT screen is displayed. Click the Newsletters tab.

CONTENT

Files | Newsletters

3. The NEWSLETTERS screen is displayed. Select the issue to be distributed, and click edit.

NEWSLETTERS

Show only newshetters which

Subscribed to er ~

Update options
Last batch: § mails sent at Fri, 24/06/2016 - 12:50pm

Title: Hewsletter category Created Published  Sent Subscribers  Operations
Dailv Management Briefing i, 30/06/2016 - - Motyer |:|
a01pm sent

4. The EDIT NEWSLETTER screen for the selected issue is displayed, Click the
NEWSLETTER tab.

Home > DAily Management Briefing » Edit

EDIT NEWSLETTER

View l:ﬂ‘ Newsletter | Newsletter Editions

Title *
DAily Management Briefing

5. The SEND NEWSLETTER screen for the selected issue is displayed.
6. Click the send option you want to apply:

e Send one test newsletter to the test address: sends this issue to the newsletter’s
creator. This is helpful for verification purposes before distributing to a wider
audience.

e Send newsletter: sends this issue to the newsletter’'s subscribers.
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NEWSLETTERDAILY MANAGEMENT BRIEFING
View Edit

Send newsletter

Send newsletter

Send one test newsletter to the test address
® Send newsletter

Test email addresses
krinsley@un. org

A comma-separated list of email addresses to be used as test addresses

SuaMIT

7. Click SUBMIT. The newsletter is sent.

Scheduled Distribution

1. Follow steps 1-4 in the previous section: Direct Distribution to display the SEND
NEWSLETTER screen for the selected issue.

2. Click the send option you want to apply:

e Send one test newsletter to the test address: sends this issue to the newsletter’s
creator. This is helpful for verification purposes before distributing to a wider
audience.

¢ Send newsletter: opens the Schedule details panel, in which you specify the start
and stop dates for the issue and its frequency.

e Stop newsletter schedule: stops future issues from being sent, even if the Stop
sending on date has not been reached.

NEWSLETTER LATEST ARTICLES FROM UN NEWS CENTRE
View Edn m Hewslemer Edinions

Send newslettes

Send newsletter

Send one test newsletter to the test address
® Send newsletter

Stop newsletter schedule

Test email addresses

A commar-separated kst of email addresses 1o be used as test addresses

*Note — The scheduling options are active only when a token has been created for the site. For
further information, refer to the section: Request Tokens.

3 Inthe Schedule details panel: specify the start and end dates for the issue and its sending
interval.
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4 Inthe Title pattern for new edition nodes field: there is default text. This represents the
newsletter title, as specified on the ADD NEWSLETTER screen and should not be deleted or
modified.

a. You can add autotext to this field, which will appear on all issues after the first. [Refer
to the section: Add Automated Text to a Field for more information.]

= Schedule details

Start sending on *

2016 || Ju W wl=- 8 W | o 00 L

Intervals work by crea:nm; anew node at the desired time and marking this 1o be sent,
Sending interval

Wesak [

Interval 1o send at

Interval frequency

Set the number of Intervals between newsletier ransmission

Stop sending
Newver
® On a given date
After a maximum number of editions

Stop sending on *
2016 |v| D Wl wlli= 3 w0 L

The date when the last sent newsletter will be sent

Title pattern for new edition nodes *

New edition nodes will have their title set 10 the above string, with tokens replaced

» Replacement patterns

SUBMIT

5. After defining the schedule: click SUBMIT. The schedule details are saved, as confirmed in a
message at the top of the screen.

Home » Latest articles from UN News Centre » Newsletter

0 + Newsletter Schedule preferences have been saved.

Edit a Newsletter Schedule

You may want to edit the distribution schedule after the newsletter is created and/or distributed. In
order to do this, you must do the following: (1.) access the original (first issue) of the newsletter;
(2.) stop the schedule; (3.) make the changes; and (4.) re-start the schedule.

1. Follow steps 1-3 in the section: Direct Distribution to access an issue of the newsletter.

2. The EDIT NEWSLETTER screen for the selected issue is displayed, Click the
NEWSLETTER tab.
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Home » Latest articles from UN Mews Centre > Edit

EDIT NEWSLETTER

View W=\l Newsletter | Newsletter Editions

[Title *

Latest articles from UN News Centre

3. If this is not the original issue, a screen message is displayed. Click the link to view the
original issue.
Home : Latesi articles from UN Mews Cenirel : Hewsletier
NEWSLETTER LATEST ARTICLES FROM UN NEWS CENTRE
View  Edit m Newsletter Editions
Send newsletner
&1 This node is part of a scheduled newsletter configuration. View the original newslmt
4.

In the Send newsletter options section: click Stop newsletter schedule.
5. Click SUBMIT.

NEWSLETTERLATEST ARTICLES FROM UN NEWS CENTRE
View = Edit m Newsletter Editions

Send newsletter

Send newsletter

© Send one test newsletter to the test address
O Send newsletter
@ Stop newsletter schedule

Test email addresses

krinsley@un.org

A comma-separated list of email addresses 1o be used as test addresses.

SUBMIT

6. Make the desired changes in the Schedule details panel, and click SUBMIT.
7. The updated schedule details are saved, as confirmed in a message at the top of the screen.

Home : Latest articles from UN News Centre » Newsletter

O + Newsletter Schedule preferences have been saved.
+ Newsletter Schedule will send again on Mon, 01/08/2016 - 10:00am

8. Return to the Schedule details panel, and click Send newsletter. The newsletter is sent as
per the updated schedule.
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Manage Newsletter Subscriptions

This function lets you manage the email addresses which subscribe to mission newsletters.
These addresses may be submitted by users via the Subscribe link in the footer bar. [Refer to
the section: Footer for further information.] Addresses may also be added manually, as
documented in the following sections.

1. Inthe ADMINISTRATION DASHBOARD: click the Site Settings tab, then click Manage
subscriptions.

MANAGE SITE SETTINGS

-‘:Eag@@og

Manage users Clear cache Manage social Manage Translate text Manage Edit site Google
media links contacts subscriptions information Analytics

2. The NEWSLETTER SUBSCRIPTIONS screen is displayed. It shows the list of existing email
addresses. You can subscribe or unsubscribe an address to a newsletter; activate or
deactivate an address; mass subscribe/unsubscribe all addresses to a newsletter; and export
a mailing list.

NEWSLETTER SUBSCRIPTIONS

Show only subscription which

Subscribed to All newsletters j
Email address
FILTER

Update options

actvete |v| [T

O Email username Status Language Operations
O doulton@un.org MDOULTON ) en edit
O i1367990@trbvm com of fr edit
O krinsley@un.org NKRINSLEY bt en edit
O navarro3@un.org JNAVARRO13 ] en edit

Edit an Email Address

1. Inthe NEWSLETTER SUBSCRIPTIONS screen: Check the box next to the address, and
click edit.

O Email Username Status Language Operations
%} doulton@un org MDOULTON e en
m} 11367990@trbvm._com e fr edit

O krinsley@un.org NKRINSLEY i en edit

(] navarro3@un.org JNAVARRO13 = en edit

2. The SUBSCRIPTIONS screen for the selected email address is displayed.
a. Check or uncheck a newsletter to add or remove the email address from its
subscription list.
b. Check or uncheck the Activated box to activate or deactivate the address.
3. Make the desired changes and click UPDATE.
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Home » Subscriptions

SUBSCRIPTIONS

| Subscriptions for doulton@un.org |

Select the newsletter(s) to add/remove from subscription.
M Newsletter [AR]

[J Mission Events

[J Our Community

[] Job Updates
[Z]unmisc Media Monitor

Activation

Activate or inactivate account.

¥ Activated

Preferred language
The e-mails will be localized in language chosen. Real users have their preference in account settings.

User language
En

UPDATE

4. The subscription is updated, as confirmed in a message at the top of the screen.

Home » Subscriptions

| 0 The newsletter subscriptions for doufton@un.orghave been updated.

SUBSCRIPTIONS

Mass Subscribe to Newsletters
This function lets you manually enter email addresses and subscribe them to one or more
newsletters.

1. Inthe NEWSLETTER SUBSCRIPTIONS screen: click Mass subscribe.

(N8 Newsletter subscriptions

2. The MASS SUBSCRIBE screen is displayed. Complete the necessary fields:

e Email addresses: Enter the addresses to be subscribed in the textbox.
e Subscribe to: Check the newsletters for the mass subscription.
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MASS SUBSCRIBE

Email addresses
beghfun.org, parvathalaun.org, petaninfun.org, panjeta@un.ocrg, vyas@un.org, rahmanid@un.crg

Email addresses must be separated by comma, space or newline.

Subscribe to

v Newsletter [AR]
Newsletter [AR]

] Mission Events
Describe current happenings, events, drives at the mission

[J Our Community
Describes all outreach efforts in the community surrounding the mission

[ Job Updates
Shows the current status of all jobs posted this month

M UNMISC Media Monitor
References to our mission's activities in regional media

[] Force resubscription
If checked, previously unsubscribed e-mail addresses will be resubscribed. Consider that this might be against the will of your users

Anonymous user preferred language
@ Site default language
O Ar
O En
O Fr
New subscriptions will be subscribed with the selected preferred language. The language of existing subscribers is unchanged.

SUBSCRIBE

Click SUBSCRIBE. The email addresses are subscribed to the selected newsletters, as
confirmed in a message at the top of the screen and added to the list of email addresses.

Home > Newsletter subscriptions

O « The following addresses were added or updated: begf; org. par org, po org, org, vyasg org, i@
+ The addresses were subscribed to the following newsletters: News/etter [AR] Job Updates, UNMISC Media Monitor.

org.

NEWSLETTER SUBSCRIPTIONS

Show only subscription which

Subscribed to All newsletters j

FILTER

Email address

Update options

actvate || |

O Email Usermname Status Language Operations
O begh@un.org [~ en edit
] doulton@un.org MDOULTON & en edit
O 11367990@trbvm.com [~ fr edit

Mass Unsubscribe from Newsletters

This function lets you manually enter email addresses and unsubscribe them from one or more

newsletters.

1. Inthe NEWSLETTER SUBSCRIPTIONS screen: click Mass unsubscribe.
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(W@ Mewsletter subscriptions

2. The MASS UNSUBSCRIBE screen is displayed. Complete the necessary fields:

e Email addresses: Enter the addresses to be unsubscribed in the textbox.
e Unsubscribe from: Check the newsletters for the mass unsubscription.

MASS UNSUBSCRIBE

Email addresses

beghfun.org, parvathalaun.org, vvas@un.org

Email addresses must be separated by comma, space or newline.

Unsubscribe from

[ Newsletter [AR]
Newsletter [AR]

[ Mission Events
Describe current happenings, events, drives at the mission

] Our Community
Describes all outreach efforts in the community surrounding the mission

Job Updates
Shows the current status of all jobs posted this month

[ UNMISC Media Monitor
References to our mission's activities in regional media

UNSUBSCRIBE

3. Click UNSUBSCRIBE. The email addresses are unsubscribed from the selected newsletters,
as confirmed in a message at the top of the screen and removed from the list of email
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Home > Newsletter subscriptions

0 + The following addresses were unsubscribed: begh@un.org, parvathala@un.org, vyas@un.org.
* The addresses were unsubscribed from the following newsletters: Job Updates.

NEWSLETTER SUBSCRIPTIONS

Show only subscription which

Subscribed to All newsletters

Email address
FILTER

Update options

Activate UPDATE

Export a Mailing List

This function creates a mailing list of subscribers by displaying email addresses in a text box,
which can be copied and pasted into a To: or Cc: mail field.

1. Click Export.

List EEVERUE R E

2. The EXPORT screen is displayed.
3. Make your selections in each category, and click EXPORT.
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EXPORT

Status *
Active users

1 Inactive users
Subscriptions matching the selected states will be exported.

Subscribed *

Subscribed to the newsletter

[J Unconfirmed to the newsletter

[J Unsubscribed from the newsletter

Newsletter *

[ Newsletter [AR]

[J Mission Events

[J Our Community

[] Job Updates

UNMISC Media Monitor

Subscriptions matching the selected newsletters will be exported.

EXPORT

130

Subscriptions matching the selected subscription states will be exported.

Based upon your selections, the Export results are shown in a text box near the bottom of

the screen.

Export results

krinsley@un.org, doulton@un.org, navarro3fun.org,
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APPENDIX A - EDITORIAL GUIDANCE

Before You Go Live for the First Time

Remove unused dummy pages provided by DFS in the set up of your site, such as, Timeline,
Calendar of Events, etc.

General

Create page one per site — e.g., Do not set up a resolutions document page in About Us
and Resources.

External Pages — Never link to an external page directly from the website menu.

Header/Footer — Page links are pre-determined and signed off by OLA. Do not remove
without asking.

Images — Add alt tag per every image.
Navigation Text — Only use when you have a very long page title.

Naming Files — Assignh a name using the X field, do not leave it by default for filename to
appear.

Page Titles — Choose simple clear short titles, non-organizational, e.g. Human Right not
Human Right Section.

Required vs. Optional Pages — See site structure.

Social Media Links — Should link to you own accounts. If not, remove them from the
header and footer.

Home Page

Basic

Home page Slider: Text on a home page slide must be added to the caption field. Do
not make text part of the image. Make sure the caption of the image with 1-2 lines,
therefore, the longer caption will not occupy a large space of the image which would bring
a distraction to the audience. In addition, the image must be a clickable link to another
page on the site (only on a rare occasion should you like to an external website).

Top Menu Bar: Must always be About/News/Activities/Resources (and appropriate

translations). Once "add a....... basic page" to under a specific Menu, make sure to
update the main page of the relative Menu page.

Pages

Must have a lead paragraph and body paragraph. The lead paragraph always uses it to highlight
(turned to defaulted blue font text) the first paragraph of the content. Use standard styles provided
in the editor (avoid underlining text etc).

Landing Pages

Do not insert a big image, select image per page. DPA missions select non PK images. Ensure
child pages reflected on landing page.

News

Add Press Officer contact details to the promo block on the News page.
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