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Drupal Tips/How-To Guide 
A menu link to Drupal Tips for functionality on your site can be found in your Admin 
Nav Bar in the Content section.  This should be used for any basic Drupal questions that 
you might have that are not in the below manual.  This will include Terms and Concepts, 
how to log in and out, how to use the WYSIWYG editing tool, misc. Content items, 
administrative settings at the bottom of the edit screens, Url Redirects and Aliases, 
Broken Link module, Nodequeues, Blocks, Webforms and Users.  Not all items are used 
on your site. 
 

Web Style Guide(s)  
A menu link to a style guide for the theme of your site can be found in your Admin Nav 
Bar in the Content section.  There is also a link to a pdf with tips on how to enter content 
as well as Fonts and colors used on the site. 
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Content Types on your Website 
You must be logged into the system and assigned a role, to complete any of the tasks in 
this section.  We highly recommend that editing be done in Firefox or Google 
Chrome as they seem to be the browsers that are most compatible with the 
WYSIWYG editing system. 
 
Content Types have been created for your website which allows admins to enter data and 
have it displayed based on the coding and theme for the site.  Below is a list of content 
types on your site.  Note that the content that you are allowed to enter, edit and delete are 
based on your assigned user role.  How to use individual fields will be discussed later in 
the User Manual in the section titled:  How to Manage Content. 
 

Activity 
Most activities have been added for you and can be found and edited on the “Things to 
Do” page.  If additional activites need to be added, travel to the above node and add the 
Activity as a child of the page.  Once you add it, move it into alphabetical order using the 
children tab.  When adding the new node, make sure and choose to add it to the menu 
system within the Node Hierarchy section. 
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When you add an activity, you have the option to tie it to the activity taxonomy that 
matches the new node.  When in the edit screen, you can choose what activity your new 
node should be tied to and it will automatically pull in the conservation areas that have 
the related activity and display it in the Great places for [activity].   It will pull 10 random 
Conservation Areas tagged with the activity and display in alphabetical order.  This is 
limited to the random 10 at a time as some activities have over 300 matches and the 
system cannot load them without causing massive amounts of slowness. 

 
 
Note as well that on the Conservation Area pages, the activity will then link to the 
activity based on the tie in chosen.  So make sure not to choose the same activity 
taxonomy term for multiple activity content types. 

 
If an activity term is not related to an activity node – the title will simply not link.  Note 
that if you create a new activity and tie it to a term – it will take the nightly import from 
Atlas to trigger the change.  So it will not link until the next day.  Likewise – if you delete 
one – it will go to a page not found until the nightly run.  I don’t see this as an issue as I 
can’t see that you would delete any – but just wanted to point it out. 
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Block Embed 
The Activity content type allows you to embed blocks in to specific areas within the 
node.  This option is in the collapsed admin section. 
 
The Block Embed option will allow you to select blocks and blocks from views and place 
the items under the main content but above the In This section.   
 
Any blocks that should be placed this way can be placed on the block page.  Do not 
enable any blocks that you are embedding on the block page as choosing it through this 
field will place it and adding it in both places will add double blocks. 
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Conservation Area 
The Conservation Areas are added thru Atlas and have fields that are edited only in Atlas.  
Additional Drupal fields have been added that can enhance the content.  You can add and 
edit content on the Drupal site to any of the Drupal fields, but all Atlas pulled fields 
should be updated and edited in Atlas as any changes made in Drupal on those fields will 
be overwritten.  Note all Atlas pulled fields are in a collapsed section in the edit screen. 
 
Updates will be pulled nightly at midnight and changes made in Atlas will not take effect 
until the next day once the pull is completed.  A shell script executes 3 drush commands. 
That script is called at midnight by the crontab.  
 
Do NOT delete a Conservation Area.  If you do not want it to display on the site, simply 
unpublish it on the Drupal side.   
 
There is a Drupal Alert field that can be used if something needs to be shown on a 
Conservation Area immediately. If you need to change something immediately in one of 
the Atlas fields, you can do so – but those changes will be overwritten the next Atlas pull. 
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Conservation Area Menus 
Children can be added to Conservation Areas but should not be displayed at the bottom 
of the node.  Children should be added to the menu to show up next to the Conservation 
Area, choose to add the children of the CA to the menu system through the Node 
Hierarchy sections. 
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Download 
A download can be added in order to share files across different areas.  You will also 
have the option to add files on to specific content types but only the download content 
type will be allowed to be referenced in the Node Reference fields.  Downloads will 
automatically display the file type and size.  This content type does not have a detail 
page.  Always add teaser text on a download. 
 
Before adding a new download, verify in the content list that the download has not 
already been added.  To add a download, travel to the node where you would like to place 
it as a child or choose to Add Content in your Admin Nav Bar.   A default image will be 
displayed if a thumbnail is not added. 
 

 
 
 

Field Guide Association 
The Download content type will allow you to place the node on the Field Guide group 
section.  If you are adding the link to a group, travel to the collapsed Field Guide 
Association section make sure and select an icon to be displayed as well as choose the 
section you want to place it in.  Additional information on the link icons is noted later in 
the manual. 
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Fall Color Reports 
All the Fall Color Reports have been added for you and can be updated to keep the 
content current and up to date. 

 
 
A link titled “Fall Colors” has been added in the Admin Nav Bar within the Content area.  
This link should be used to access and edit all of the Fall Color Updates. 
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The following status options can be used for the reports: 
 

 

 

 

 
 

 

 
 

Feature  
This content type will allow you to create a horizontal block of “featured” items to 
different sections through-out the site.  Currently we have these created on the base 
pages:  discover-nature, discover-nature/field-guide, & discover-nature/places.  To edit 
the base page features, links have been added to the Admin Nav Bar within the content 
area.  The base page features are tied to the nodes and place them in different positions.  
You need to make sure and edit the existing features for these three items versus adding 
new ones.   
 
To add additional features, travel to the page where you want to add a new feature and 
add it as a child of the page.  If there is an existing feature as a child on a page, simply 
edit it with new content and highlighted items.  Pages can only have one feature item and 
if multiple feature children are created, only the last created one will be displayed. 
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Field Guide Entry 
The Field Guide Entry content type will allow you to place nodes into the Field Guide 
and part of the faceted search.  Note that the node needs to be indexed to start working in 
the search and will not be indexed until cron has run.  So you should not be concerned 
that a new node is not immediately part of the search results.  If the content is on the site 
and published, it will show up once it is indexed. 
 
To add an entry, choose to add Content in your Admin Nav Bar. 
 
Note that the classifications you select in the edit screen are what are used to drill down 
through the Faceted Search, so classifications should be reviewed and selected 
thoughtfully. 
 
During User testing, it was identified that users heavily use the images to find answers 
and identify items.  We recommend that the images added to the life cycle and signs & 
tracks also be added to the slideshow.  We as well recommend that a map image be added 
for the Distribution in Missouri area. 
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Similar Species 
The Similar Species block can be used either automatically or hand-entered.   If there are 
no species selected in the field, 10 species that are in the same top level field guide 
grouping will show up randomly in the block.  Each page refresh will change the order. 
 
You can also select any species that you want to show up in the list in the edit field of the 
Field Guide.  If you choose to do this, it will show the items you selected in the order of 
the items on the edit screen and none will be pulled automatically.  If you are hand 
selecting, we recommend choosing at least two items. 

 
 

Great Places to See 
The Conservation Areas in the Field Guide Entries will pull from the Conservation Side 
and will be shown when they select it in their edit screen.  These will be displayed 
alphabetically. 

 

See also Bottom Section 
The See also section at the bottom is universal and displayed based on the top level item 
in the Field Guides.  You can add and remove items by going to the edit screen of the top 
level items of the vocabulary:  Field Guide Types found at: 
/admin/structure/taxonomy/types 
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About Bottom Section 
The about section at the bottom is universal and displayed based on the top level item in 
the Field Guides.  The text can be added and edited by going to the edit screen of the top 
level items of the vocabulary:  Field Guide Types found at: 
/admin/structure/taxonomy/types.  The links using the icons are placed by choosing Field 
Guide Association items in the collapsed section of specific content types.  How to add 
this information is found within those content types.   
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Related Content Bottom Section 
The related content section at the bottom is universal and displayed based on the top level 
item in the Field Guides.  You can add and remove items by going to the edit screen of 
the top level items of the vocabulary:  Field Guide Types found at: 
/admin/structure/taxonomy/types 

 
 
 
 

Habitat 
You can choose to add a Habitat and it will be placed as a child of the Habitats page:  
/discover-nature/field-guide/habitats.  Use the children tab to order the Habitats, as 
desired. 
 
During User testing, it was identified that users heavily use the images to find answers 
and identify items.  We recommend that a map image be added for the Distribution in 
Missouri area. 
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Note that at launch time, this section was not yet being used.  Notes on how to enable this 
section in the Field Guide are listed later in this user manual. 
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Link 
This content type is used to place links as children items as well as to have a link to an 
external item that can be referenced in other areas yet only have one spot where the link 
needs to be changed.  This content type does not have a detail page.   
 
Before adding a new link, verify in the content list that the link has not already been 
added.  If you want to add a link, travel to the node where you want to add the link and 
add it as a child of the node.   Always add teaser text on a link.   
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Offsite links will show a link icon next to it showing end users that they will link to the 
item.  This will also be displayed within body text as well: 

 
 
We do not recommend adding external links to the menu items.  If you need 
to add an external link to the menu, it must be done using the menu system 
and not the node hierarchy section within the link node.  Since a link added 
using the link content type is assigned an internal URL, the menu system 
will not recognize it as an external link.  You can add it through the menu 
system and add the link directly.  In this case – the external link url will be 
recognized.  The example has an external link (first item) entered in through 
the menu system while the bottom one is using the node hierarchy section in 
the link node.  Note that one of them is not recognized as an external link: 
 
 
 

Field Guide Association 
The Link content type will allow you to place the node on the Field Guide group section.  
If you are adding the link to a group, travel to the collapsed Field Guide Association 
section make sure and select an icon to be displayed as well as choose the section you 
want to place it in.  Additional information on the link icons is noted later in the manual. 
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Natural Area 
If you want to add a Natural Area, choose to add content in your Admin Nav Bar.  
Natural Areas that are tagged as public will be displayed at:  discover-
nature/places/natural-areas 
 
If you want to add additional generic information to the Natural Areas menu, you can add 
the items as children of the above page. 
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An admin view has been created for you to review/monitor/update the areas.  This can be 
found in the content section in the Admin Nav Bar at:  /admin/content/natural-area 
 
Only the Natural Areas that are designated to be shown to the public will show up on the 
filter for end users at:  /discover-nature/places/natural-areas 

 
 
 
 
 
 
 

Page 
Pages should be used for structural parts of the website such as “About Us’ or “Base 
pages”.  Always check first if your content will fit into another content type before you 
use the page content type.  Before adding a new page, verify in the content list that the 
page has not already been added.  Travel to the area that you want to add a page and add 
it as a child of the node.   If no parent is needed on the page, add it through your Admin 
Nav Bar. 
 
You will have the option to have a full-width page, if desired, for situations such as a live 
camera or other feature that needs the full space and no sidebar items.  If you choose the 
full-with option, menus and sidebar blocks will be removed and not be shown. 
 
Standard page view: 
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For two column width nodes, horizontal images will still work, but the proportion will be 
a bit different.  Using an image that is 1000 X 500 pixels will fit the area nicely. 
 
Full width page: 
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For full page width nodes, we recommend adding images that are horizontal in nature.  
Using an image that is 1000 X 300 pixels will fit the area nicely.  The above example is 
not the correct size – but shows how a page changes when you choose the full-width 
option in the edit screen of the node. 
 

Field Guide Association 
The Page content type will allow you to place the node on the Field Guide group section.  
If you are adding the node to a group, travel to the collapsed Field Guide Association 
section make sure and select an icon to be displayed as well as choose the section you 
want to place it in.  Additional information on the link icons is noted later in the manual. 
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Block References 
The Page content type allows you to embed blocks in to specific areas within the node. 
 
The Block Embed option will allow you to select blocks and blocks from views and place 
the items under the main content but above the In This section. 
 
The Block Reference option will place the selected blocks and blocks from views 
between the In This Section and the Related Content area. 
 
Any blocks that should be placed under the Related Content area can be placed on the 
block page.  Do not enable any blocks that you are embedding on the block page as 
choosing it through this field will place it and adding it in both places will add double 
blocks. 
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Recipes 
To add a recipe, use the add content link in your admin nav bar.  Recipes will 
automatically show up in the recipes section and be filtered by the classifications that you 
select when adding/editing the node.  /discover-nature/recipes/all   
 

 
 
Note that if an image is entered, this will be displayed.  If an image is not uploaded, the 
teaser text and type of recipe will be shown. 
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Note that you can easily embed videos onto the node, if desired. 
 
At the bottom of the page will be listing of other recipes that they can review.  This is 
completed automatically.  It pulls in 10 other recipes also tagged with the same main 
ingredient. 
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Webform 
Create a new form or questionnaire accessible to users. Submission results and statistics 
are recorded and accessible to privileged users.  Travel to the area that you want to add a 
webform and add it as a child of the node.   
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The Content Edit Screen 
Once you select an existing content item to edit or create a new item, you will enter the 
information you want using the edit screen. Below is information on fields that are used 
on different content types.  Some fields are not addressed as they are self-explanatory in 
the edit screen.   
 
Titles 
 (used and required in all content types) 
Titles are used to create the URL’s, the page titles, filters and the title placed into the 
node reference fields throughout the sites edit screens. 
Some content types also have subtitle fields. 
 
Teaser & Thumbnail Images  
Teasers are an important part of leading visitors through your site.  They give the visitor 
an idea of what is on a node before they click on it to learn more.  Teaser text will only 
show up in certain children views.  Don’t add images, links, bolding, ads, or italics to a 
teaser.  The point of a teaser is to quickly and clearly convey what’s on a page.  Extra 
formatting and links can confuse the issue.  Additional teaser information can be found in 
the Style Guide.  If there is no teaser field on a content type, you can add summary text to 
be used in teaser areas, if desired. 

 
 
The thumbnail is the image that will show up in certain children views and lead site users 
to the full node.   With thumbnail images as well as all other images uploaded through the 
image fields in the content types, once uploaded you should add Alt text for screen 
readers, search engines, or when the image cannot be loaded.  This should be a short 
description of the image.  You can also add a Credit or caption for image fields that will 
be shown on the detail page under the image.  If a teaser view requires a thumbnail image 
and one is not uploaded, the view will show a default thumbnail.  Note that other fields 
will be shown when you add images.  You should fill out all the information as well as 
determine if it should be shown in the media gallery as the image may be used in other 
situations and all the information will be shared wherever the image is used and shown. 
 
 
Text Fields (& Body text)  
Body text is typically the full information that you are sharing with your end users.  
Typically these text fields will have the WYSIWYG editing tool shown below. 
Additional information on using the WYSIWYG can be found in the Drupal Tips link in 
your Admin Nav bar and in the section later in this manual.  
 
Some text fields will be plain text and not allow any formatting. 
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Some text fields will only allow limited HTML 

 
 
Some text fields will allow full HTML 

 
 
 
Images  
(used in multiple content types) 
There are multiple image field uploads including thumbnails which were discussed 
previously.  When added through these image upload fields, the images will scale and 
crop to specific sizes that fit the theme of each content type.  Typically the images will 
crop to center, so it is best to keep this in mind when creating or uploading images.   
 
With all images uploaded through the image fields in the content types, once uploaded 
you should add Alt text for screen readers, search engines, or when the image cannot be 
loaded.  This should be a short description of the image.   
 
As images can be shared through-out the site.  You should fill out all the information as 
well as determine if it should be shown in the media gallery as the image may be used in 
other situations and all the information will be shared wherever the image is used and 
shown. 
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When using the Image field, click on the browse button below the field name: 

 
 
In different situations, you will have options to upload a new image, upload a video/audio 
OR use an existing one. 

 
 

Uploads 
Upload option: 
Choose to Browse and upload the file, choose next 

 
 
Enter in all the information desired on the image/video/audio.  The Name should be 
descriptive of the media item so you can find it easier at a later date.  Once complete, hit 
save.  The title field and Name field can be the same text – but used differently through-
out the site. 
 
Image Fields: 
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Audio Fields: 
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Video Fields:  (This is only for uploaded videos and not for videos being pulled from 
Youtube or Vimeo – those would be handled in the Web tab) 

 
 
 
Web/YouTube or Vimeo videos 
To add a video from YouTube or Vimeo, enter the Web tab (upper right hand side) after 
hitting the browse button.  Enter in the link to the video.  Note that only videos that are 
allowed to be shared should be placed on the site.  When adding a private video, errors 
will over on the site and create issues with loading pages.

 
 
Once you hit next, enter in all the information desired.  Do NOT upload an image as this 
will pull automatically from the source. 



 45

 
 
 
Library 
To choose an existing image, change the tab to Library (upper right hand side) after 
hitting the browse button 
 
Look through the images and choose the image you desire OR filter by file name, caption 
or other option. 
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Once you select the image (click on it), travel to the bottom of the page and hit submit: 

 
 
Once the image is in the field, you can edit the information.  Note this will be changed 
everywhere the image is used, except in the body areas of the text. 

 
 
 
 

Banner Images 
Banner Images are not part of the media library and will need to be uploaded each time.  
For full page width nodes, we recommend adding images that are horizontal in nature.  
Using an image that is 1000 X 300 pixels will fit the area nicely. 

 
 
 
For two column width nodes, horizontal images will still work, but the proportion will be 
a bit different.  Using an image that is 1000 X 500 pixels will fit the area nicely. 
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Detail page images 
Will scale to 300 pixels in width with variable height.  
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Body Text Images 
You can insert images within the body text field by using the Image insert field displayed 
next to the body text area in the edit nodes.  Images that are entered this way will become 
a part of the media options elsewhere but cannot be used in the insert function. 

 
 
Browse and upload the image that you wish to add to the body text area.  Once uploaded 
– add alt text, Caption and Credit, etc.  This will be part of the Media options.  If this text 
is edited in the Media module, it will not change it to the image used in the body text 
area, only when used in the file upload fields. 
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Place your cursor where you want to add the image within the body text area.  Choose the 
location and size that you would like the image 
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Note if you don’t add Caption and Credit, you will need to remove the text that 
automatically uploads with it.  Just delete the text within the body text area. 

 
 
 
 
Related Content (Node & Term reference fields)  
 
Within different Content Types, you will be able to select related nodes/taxonomies in 
order to tie items together.  Each field is a bit different, but this explains how to use these 
node reference fields in order to select items correctly.   
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Node Reference: 
Start to type the title (uses the title from the title field) of the item that you want to relate 
in the text box.  All items that are the specific content type allowed in the field and 
created on the site will start to autofill.  As you type more letters, the list will narrow.  
Travel to the correct selection and choose to insert it in the box.   

 
The field is a node reference field that will display any of the nodes that has been created 
on the site and allowed to be referenced.  If you desire to have an item show up that isn’t 
currently being displayed, you must enter them in as the specific content type.  Simply 
open up another tab and choose to create the new item from the Create Content in your 
Admin Nav bar.  Once it is submitted, it will become available in the node reference 
field.  If you are not sure if the Item has already been entered, refer to the content list 
which can be found in your Admin Nav bar. 
 
When you have chosen correctly, a Node ID will be displayed behind the title (nid: 
201175).  This is for internal use only and will not be visible by site users. 

 
 
In some cases, terms may be used so many times and Drupal Core only allows 10 items 
to be displayed in node references.  You can always simply add the node number in the 
following format of the item that you want to reference and once the node is saved, the 
node id will be displayed. 
 
Use the following format:  [nid:47] directly into the field (note only nid’s that are allowed 
will show up once the node is submitted) 

 
 
End Users will see: 
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Term Reference:  
The options are based on the Vocabularies and the options within them.  If additional 
options are needed, they can be added to the Taxonomy vocabulary.  Additional 
information on adding and editing the terms is listed separately in the manual. 
 
Select Lists  
Some content types will have lists that you will use to select specific information for the 
node.  This could be used simply to have it be displayed on the detail page, placed in a 
category/location or used in a filter.  Some lists will be single select and some will allow 
multiple selections.  Examples of these fields are below. 
 

Multiple Select Lists: 
Choose the items that you want selected and use the green and red arrows in the center to 
add or remove them. 
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Single Select Lists: 
 
 

 
 

 

Date 
Most date fields default to today’s date when you create 
a new item.  If you want it to be a different date, simply 
change it using the format shown or use the popup 
calendar to choose the date.   
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Link Fields   
(used in multiple content types) 
Link fields will vary depending on the specific field in each content type, but the same 
rules will apply to all. 
 
To link to a page within the site, enter the full path, excluding the domain root (i.e.: 
contact-us instead of http://website.com/contact-us.  To link to an external page, use the 
entire URL (i.e.: http://www.google.com/research).  Links to the other mdc sites need the 
full URL’s added. 
 
THIS IS ESPECIALLY IMPORTANT TO USE WHILE WORKING ON THE 
DEV SITE! 
 
If the link field includes a title input field, add the title that you would like displayed to 
your end Users.  

  
 

Direct Link 
This is a link where a title is not needed.   
 
To link to a page within the site, enter the full path, excluding the domain root (i.e.: 
contact-us instead of http://website.com/contact-us.  To link to an external page, use the 
entire URL (i.e.: http://www.google.com/research).   
 
Example: 

 
 

File Attachments 
We recommend that before you upload a file, that it be named without any spaces.  
Example:  In place of:  2011-2012 budget.pdf use 2011-2012_budget.pdf.  End users may 
still be using a browser that would have an issue with the space in the title. 
 
Upload any file(s) that you want on the node that are listed as allowed file types.  Once 
added, enter in the title of the document that will be displayed to end users.  The type and 
size are generated automatically.   
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What end users will see: 

 
If you are going to be linking to a file in the body text on the node and do not want the 
file to be shown below, simply uncheck the display option and the file will not be 
displayed.  You can then place a link into the body text using the following URL 
patterns: 

 Conservation Area:  
/sites/default/files/downloads/conservation-areas/file name here.ext 

 Natural Area:  
/sites/default/files/downloads/natural-areas/file name here.ext 

 Page:   
/sites/default/files//downloads/page/file name here.ext 

 Recipes:   
/sites/default/files/downloads/recipe/file name here.ext 

 
 
Some file upload fields are singular and so once uploaded will be shown based on the site 
theme.  
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Lat / Long (Geofield) 
The lat and long addresses are used to provide maps on the detail page as well as the 
Conservation Area mapping on the Places to Go. 

  
 
This information will also be used for creating the map.  The city listed under the map 
(Burnsville) is a text field as some areas may be in more than one city or add a county. 

 
 

Field Collections 
On the Feature content type, field collections are used that will allow you to set up groups 
of items on the node or make selections for specific areas.  These consist of multiple 
fields that allow you to add text, items as desired. 
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Note the variations of what you enter will be displayed: 
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Editing Tool Notes specific to your site 

Small Tables 
To tighten up tables, you can also use the small table style. 

 
 

Table Tips 
You should format the table borders in Word before copying the table to the website. 
When you create a table in word, you see the table grid, but it might not show up or print 
in other formats unless you change the setting. 

 Select the entire table in the word document. 
 Right click and select "Table Properties" from the drop down menu. 
 Click the "Borders and Shading" tab in the Table Properties menu. 
 Select "all" under "setting", a solid line under "style" and black (or whatever it 

should be) under "color." 
 Hit OK. 
 Copy the table into the way you normally would. 
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Also, if you've already brought the table into the website, and you find it has no borders - 
and you would just like to have a simple line border, you can do the following:  
 
Click on "Disable rich-text" 
Look for the table definition.  It looks like this: 
    <table border="0" cellspacing="0" cellpadding="0"><tbody>... 
Change the first "0" to a "1" so it looks like this: 
    <table border="1" cellspacing="0" cellpadding="0"><tbody>... 
Click on "Enable rich-text" 
 

Video Embed Field 
Use the embed button to easily add YouTube and Video Embed codes and not have an 
editing tool that tries to strip out misc. code.  Place your cursor where you want to add the 
video and then click on the embed button. 

 
 
Insert the embed code and hit ok. 

 
 
There is also an embed field area on certain content types to also be able to add items 
easily to those nodes.  Videos can also be added to the media area on some content types. 
 
 

Button Class 
If you want to add a call to action button, enter in the text and link the text to the URL 
desired.  Highlight the link and within the styles section, you will have the option to 
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create a button.   

 
 
End users will see: 

 
 

Highlight 
If you want to add a highlighted area to the body text area, enter in the text.    Highlight 
the text and within the styles section, you will have the option to highlight the area. 

 
 
 
End users will see: 
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Saving in Drupal 
Always SAVE before moving away from a node.  NOTHING IS SAVED UNTIL YOU 
PRESS THE SAVE BUTTON. 
 

Events 
The events pull from Kevin’s module.  A view has been set up that is used to pull events 
in and are placed as blocks through-out the site.  The view can be found at:  http://dev-
mo-nature.pantheon.io/admin/structure/views/view/mdc_events/edit.   
 
Blocks are created by cloning a display in the Events view and making all necessary 
changes to the items for the display.   
 
This will create a block which can then be placed by the block location on the block 
admin page or in a Block reference field as noted below.  Note that in order for the 
collapse functionality to work on the new block, verify that the following class (field-
hide) has been added to the Description and Reservation fields. 
 
Reservation Field Settings: 
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Description Field Settings: 
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See Also block 

 
 
Any field guide entry can be added to the top level sections for “commonly 
misidentified” items in the See Also section.  These selections should be chosen within 
the vocabulary:  Field Guide Types and should only be added to the top level items.  
/admin/structure/taxonomy/types  
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About [species] in Missouri blocks 

 
 
 
Any download, link or page can be added to the section.  If the content is already created, 
you can travel to the link or page and enter the edit screen.  Once in there, travel down to 
the collapsed “Field Guide Association section” and choose the section that you want it 
placed into as well as the icon that you want displayed.   Otherwise – you can pick these 
items as well when creating new link or page content.  The selections are all displayed in 
the above image as well so you’ll know what icon you will see based on what you select. 
 
Note that the items will show up as the latest created items at the top and then in 
descending created date order – so if you need to change the order we can play with the 
dates on the items in there. 
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Menus 
Most items should be added to the menus by using the Node Hierarchy section in the 
node edit fields.  If you have to add something manually, typically the menu items that 
you will need to manually edit or add through the menu system and not the node 
hierarchy section will take place in the Main Menu.   
 
Enter the list links for the Main menu under the Structure area of your Admin Nav Bar. 
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 Choose the section that you want to manage and click on the title.  The menu will 
expand and show you the items that are in the menu 

 
 
If you want to edit the title, choose to enter the edit area and make the needed changes.  
Note menu items added through the Node Hierarchy section in the node edit screens will 
not show a delete next to it.  If added this way, you cannot change the path – only the 
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Menu link title and positioning in the menu system. 

 
 
If you want to add a new menu item, use the Add link at the top of the page and enter in 
the desired information and placement.  Once it is saved, you can also move it around 
using the drag and drop options when viewing the menu links. 
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Blocks 

Left Sidebar Region 
Most of the blocks have been created for you.  If you want to add an informative block in 
the left hand sidebar – add it through the block page.  Any block that is not a menu added 
to this region will be themed to have the darker hue behind it.   

 
 

Events 
The Events pull from a table that MDC manages on the site.  These blocks are created by 
cloning a display in the Events view and making all necessary changes to the items for 
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the display.  http://dev-mo-
nature.pantheon.io/admin/structure/views/view/mdc_events/edit    
 
This will create a block which can then be placed by the block location on the block 
admin page or in a Block reference field as noted below.  Note that in order for the 
collapse functionality to work on the new block, verify that the classes has been added to 
the Description and Reservation fields (as described in the events section previously in 
the User manual. 
 
 

Block References 
The Page and Activity content types allow you to embed blocks into the nodes in specific 
spots.  This gives a bit more freedom for event listings and other views that are created.  
These fields are hidden in a collapsed section so they are not misused.  They are node 
references and only blocks and blocks from views will be shown as options. 
 
The Block Embed field places embedded blocks under the main content but above the In 
This Section 
 
The Block Reference field places blocks between the In This Section and the Related 
Content area. 
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Broken Links 
The broken links module will help you monitor links that may have issues on the site.  
You can learn more at:  https://www.gortonstudios.com/how-to/broken-links  
 

URL Default Path Settings 
The following Patterns are set up for the site and should not be changed as blocks, 
breadcrumbs and views rely on the standardized paths: 
Default for any content type not noted below:  
[node:nodehierarchy:parent:url:path]/[node:title] 
 
Activity:  discover-nature/activities/[node:title] 
Conservation Area:  discover-nature/places/[node:title] 
Downloads:  discover-nature/file/[node:title] 
Fall Color Reports:  discover-nature/fall-colors/[node:title] 
Features:  discover-nature/[node:title] 
Field Guide Entry:  discover-nature/field-guide/[node:title] 
Habitat:  discover-nature/field-guide/habitats/[node:title] 
Link:  discover-nature/link/[node:title] 
Natural Area:  discover-nature/places/[node:title] 
Recipes:  discover-nature/recipes/[node:field_ingredient]/[node:title] 
Taxonomy:  [term:vocabulary]/[term:name] 
 
If you are setting any manual URL paths, please start all nodes on the Discover Nature 
site with the following:  discover-nature. 
 

URL Redirects 
The site is set up to create automatic redirects when a node title is changed.  There are 
sometimes when a user titles a page, changes it to something else and then decides they 
like the original title and change the page back.  When this is done, an infinite loop is 
created and will not allow users to access the page.  If this happens you will see the 
warning when accessing the node, logged in: 

 
 
Enter the edit area of the node and expand the URL redirect section and simply delete the 
offending redirect.  Note it would be the one that is the same URL as what the page 
currently is. 
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How to view a list of existing content  
Most content in the system can be navigated to the same way a public site user would.  
 
Multiple views have been created to help you maintain your site.  All should be 
accessible within the Content area of the Admin Nav bar.   
From this area, you can also mass change items using the Bulk Operations field: 
 

Children Views on your Website 
Placing children on the site is discussed on the page title “Administrative settings at the 
bottom of the edit screens” if you go to the Drupal Tips link in your Admin Nav Bar. 
 
If a child has been placed onto a parent item and they are not showing up, it most likely 
means that a view has not been selected for how the children should be displayed.  Most 
views are set to populate new content, but you may need to add a view or change the way 
something is displayed.  To do this - enter the edit screen of the parent item that is not 
displaying its children.  Do NOT add a child view to pages with special views attached to 
them. 
 

1. Expand and enter the Node Hierarchy section.   
 

2. Choose the view for the way that you want children to be displayed.   
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Node hierarchy children – Teaser Grid (no images)   
(displays children in the order that you have them in the children list as 
teasers) 

 
 
 

Node hierarchy children – Title list   
 (displays children in the order that you have them in the children list as a list) 
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Node hierarchy children – Image Grid   
 (displays children in the order that you have them in the children list as 
images with title and subtitles) 

 

Node hierarchy children – Title Grid   
(displays children in the order that you have them in the children list as a list) 

 
 

Node hierarchy children – Deluxe Grid   
 (displays children in the order that you have them in the children list as 
images with title and subtitles)**  This should be used on full-width pages 
with consistent content types under it.  Important to have short same length 
titles so all images line up. 
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Node hierarchy children – Image Teaser Grid   
 (displays children in the order that you have them in the children list as 
images with title and teasers) 

 
 
 

Taxonomy 
Taxonomy is used for multiple items. 
When items are selected in this area, they will be displayed on the node in the order that 
they are in the edit screen.  Most of the vocabularies are used to populate the Faceted 
search on the Field Guide.   
 
You can manage the items by going to the Taxonomy link found in the Structure section 
under Administer in your Admin Nav Bar.   
 
Enter the “list terms” link to manage the list.   
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To delete any of the terms or edit any of the terms, enter the list terms link.    Remember 
if you delete an item, anything associated with it will no longer have that place to be 
grouped by that term. 
 
Add the new term by choosing the link at the top of the page:  “add term”.  Enter in the 
title and a description (if desired) as well as any other information that the vocabulary is 
asking for.  Fields vary depending on the vocabulary. 
 
Save the term.   
 

Merging terms within a Vocabulary 
You have the capability to merge terms within a vocabulary to clean up large lists.  This 
can be done by going to the “merge terms” tab in the vocabulary.   
https://www.drupal.org/node/2074695 
 
 

Revision Moderation 
Revision Moderation has been set up as the default on the following content types:  Field 
Guide Entry, Page, and Habitat.   
 
The following steps will vary slightly depending on what variations (if any) are set up on 
the content type.  When creating or editing a new node, determine if you would like it to 
1) Create a new revision, no moderation (it means you create/edit the page and it will 
publish immediately.) OR  
2) Modify the current revision, no moderation (it means that you can edit the page and no 
new revisions are created.  This works well when fixing typos and other administration 
edit are completed).  OR  
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3) Create a new revision and moderate (it means that the existing page and version will 
stay live while you work on editing new content which you need to have reviewed and 
approved).  You can also use the third option to complete the changes to the page and 
schedule it for publications at a later date.  Enter in the date and time that you would like 
the item published or unpublished.  The time is in military format so you need to use a 24 
hour designation.  Keep in mind that the Cron command has to run on your server in 
order to trigger the publishing and unpublishing.  We typically set this up to run hourly.  
This will affect the time of unpublishing and scheduling.  If you set up an item to 
unpublish/publish at 14:32 but cron doesn’t run until each hour – the item will not 
publish until Cron is run at 15:00.   
 
Any nodes that have the create new revision and moderate will show up in the Pending 
Revisions view within the content area of the site. 

 
 

Footer Blocks/Menu 
This section pulls from the main MDC site. 
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SAML Settings  
Users will need to log in to the site using their SAML credentials.  The following steps 
should be used in order to give users admin privileges on the site. 
 

1.  Have them log in using their SAML credentials 
2. Once they are logged in, a User or super admin will need to find their information 

in the people area of the site and assign them a role. 
 

Atlas Settings  
The Conservation Areas are added thru Atlas and have fields that are edited only in Atlas.  
Additional Drupal fields have been added that can enhance the content.  You can add and 
edit content on the Drupal site to any of the Drupal fields, but all Atlas pulled fields 
should be updated and edited in Atlas as any changes made in Drupal on those fields will 
be overwritten.  Note all Atlas pulled fields are in a collapsed section in the edit screen. 
 
Updates will be pulled nightly at midnight and changes made in Atlas will not take effect 
until the next day once the pull is completed.  A shell script executes 3 drush commands. 
That script is called at midnight by the crontab.  
 
There is a Drupal Alert field that can be used if something needs to be shown on a 
Conservation Area immediately. If you need to change something immediately in one of 
the Atlas fields, you can do so – but those changes will be overwritten the next Atlas pull. 
 
The admin page where you can adjust the URL for the Atlas End point can be found at: 
/admin/atlas  
 
"Recent Log Messages" screen can be filtered by "MDC Atlas." A message will be 
logged when Atlas data is synced or fails.  
/admin/reports/dblog 
 

The MDC Import Script: 
Pantheon account - You will first need to create a pantheon account at 
https://pantheon.io/register and then have your account added to the mo-nature project. 
 
SSH Key - In pantheon, go to Dashboard > Account. Then, under SSH Keys, upload an 
SSH key that was generated on your server under the account that will be used to run the 
script. 
 
Drush - Drush will need to be installed in order for this script to work. On our server, we 
are currently using Drush version 5.8. You can find out more about drush here 
http://www.drush.org/en/master/ 
 
Drush Aliases - In pantheon, go to Dashboad > Download Drush Aliases. These will need 
to be added to your .drush folder in a file called aliases.drushrc.php 
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Script - The following bash script should be added somewhere on the server that the 
crontab will be able to hit. 
 
drush @mo-nature.dev ms --strict=0 
drush @mo-nature.dev mdc-aga --strict=0 
drush @mo-nature.dev mi MdcAtlasImport --strict=0 
drush @mo-nature.dev mi MdcAtlasUpdate --update --strict=0 
drush @mo-nature.dev ms --strict=0 
 
When the site is launched, this script will need to be changed to hit the @mo-nature.live 
environment instead of @mo-nature.dev. To do this, just replace all .dev instances with 
.live. 
 
It is also important to create a log file called mdc-import.cronlog for the crontab to log to. 
On our server we have this log file in the same location as the script. 
 
crontab - this is a script that is executed on a regular basis. One of the trickiest parts about 
a crontab is ensuring that it will run at the intended time. The first part of a line in a 
crontab is what determines when it will run. The format is a five part date stamp with an 
asterisk serving as a wild card. The values in order are minute (0-59), hour (0-23), day of 
month (1-31), month (1-12), day of week (0-6 starting at sunday). So, for example, if you 
put 0 20 * * 2, then the command will run every Tuesday at 20:00. After the datestamp, 
you then enter in the command that is to be run, on the same line.  
 
There are two crontab commands that will be used for MDC. The first one triggers what 
is called Elysia Cron. This is a module that enables more precise control over what 
Drupal commands are executed during Drupal cron. This needs to run every minute. In 
order to have this execute, add the following line to your crontab. 
 
* * * * * curl http://open:sesame@dev-mo-
nature.pantheon.io/sites/default/modules/contrib/elysia_cron/cron.php?cron_key=_lqyzbp
NAbOIJGZxVscnq7qO6NE1GJZagim0SoYwLlI 
 
The cron_key parameter at the end of that url is site specific. It should also be noted that 
curl needs to be installed on the server where this is being run. 
 
The second crontab command is the one that runs the script and logs it to the log file. 
Please ensure that you update the paths to match the location where the script and the log 
file live on your server. The command is currently set to import nightly at midnight. 
 
00 00 * * * /home/siteroot/sites/git/scripts/mdc-import.sh > 
/home/siteroot/sites/git/scripts/mdc-import.cronlog 2>&1 
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Field Guide functionality 
The main search on the Field Guide base page searches on the following fields:  Title, 
Common Name and Latin Name. 
 
This will also start to autofill when text is entered based on the text in those fields. 

 
 

Field Guide Buttons 
The buttons that are on the bottom of the base Field Guide page pull from either the 
Safety Concerns or Status vocabularies.   
 
These are added by checking the “add to field guide search page box” and placing it in 
order by the order number. 

 
 
You also need to add a png and a svg of the icon for the new section. 
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If additional ones are needed, they will wrap as it is set up to have six in a row.  
 
 
 

Habitat Section for the Field Guide 
Note that at the time of launch, this Habitat section is unpublished.  When you are ready 
to have this go live, follow the below steps: 
 

1. Create all the Habitats and publish the base Habitat page: 
/discover-nature/field-guide/habitats  
 

2. Tag one of the field guide entries with “Habitat” in the Field Guide Entry 
type.  It should not matter which you choose as this is just a trigger to 
place the item in the list on the base page. 
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When this is done, the Habitats block will show up on the Field Guide Base page and 
redirect to the URL:  discover-nature/field-guide/habitats 
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Places to Go functionality for filtering activity links 
The main search on the Places to Go only shows top level activites.  If you need to create 
a link for a sub activity to link to – use the following pattern: 
 
If you want to show the “Fishing – Catfish” sub-activitie use the following url: 
http://nature.mdc.mo.gov/discover-nature/find/places?sub_activity[0]=5807 
 
If you want to show both “Fishing – Catfish” and “Fishing – Bass” sub-activities use the 
following url: 
http://nature.mdc.mo.gov/discover-
nature/find/places?sub_activity[0]=5807&sub_activity[1]=5809 
 
The ID numbers can be found using the edit links of the activities taxonomy:  
http://nature.mdc.mo.gov/admin/structure/taxonomy/activity 
 
 


