Drupal Basics: Posting a Press Release

Sign In Procedure:

1. Close all programs but Drupal.

2. Always use Chrome as your browser when making edits in Drupal.
3. Clear your browser history cache.

4. To sign in go to https://www.ncdhhs.gov/user

5. Enter your user name and password.

After You've Made All Edits:

1. Log out.

2. Close the browser window.

3. Clear your browser history cache.

4. Open the browser window

5. Check that all edits are correct and all links are active.

Posting a press release:
1. “Add Content”
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2. “Press Release”
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3. Enter the “Title” and “City/Location”
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Create Press Release

News » Press Releases

sat: Your draft will be placed in moderation.
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. “Body” section, “Past From Word” icon. Paste in the new text.
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Main Image

g; Open File Browser

Choose File | Mo file chosen Upload
Files must be less than 200 MB
Allowed file types: png gif jpg jpeg

Body (Edit summary)
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Files

Upload files you would like to associate with this page.
Add a new file
g; Open File Browser

Choose File | Mo file chosen Upload

Files must be less than 200 MB

Allowed file types: pdf doc docx xls xlsx csv txt rif html zip flv jpg jpeg png gif ppt ppix vsd



5. “Body” section, “Edit Summary”
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The total number of influenza-associated deaths reported this season, which started Oct. 2, is now

State health officials encourage all residents to protect themselves and others against the flu. Altho
dangerous, sometimes deadly virus.

During the 2014-15 season, North Carolina recorded 218 deaths, the highest number of flu-associa
represent the true number of flu-associated deaths, since many cases are not diagnosed or not rep
certain medical conditions such as asthma, diabetes or heart disease.
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6. Paste in the text you want to appear as the summary.
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Vain Image
q; Open File Browser
Choose File | No file chosen Upload

es must be less than 200 MB

Allowed file types: png gif jpg jpeg

Summary (Hide summary)
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An additional 17 flu deaths were reported in North Carolina for the week ending March 4, according
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An additional 17 flu deaths were reported in North Carolina for the week ending March 4, according
The total number of influenza-associated deaths reported this season, which started Oct. 2, is now

State health officials encourage all residents to protect themselves and others against the flu. Altho
dangerous, sometimes deadly virus.

During the 2014-15 season, North Carolina recorded 218 deaths, the highest number of flu-associa
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7. “Save” at bottom left of page.
8. Log out.
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Contact Name
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Contact Email

Thumbnail Image
<. Open File Browser
Choose File | No file chosen Upload

Files must be less than 200 MB

Allowed file types: png gif jpg jpeg
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Menu settings Provide a menu link

Mot in menu
Context by Node

URL path settings
Automatic alias

XML sitemap

nclusion: Defauli {included)

Priority: Default (0.5)

Meta tags
Using defaults

Comment settings
Closed

Authoring information
By jbooth2

Publishing options
Curreni: Draft

9. Click “Publish”, then “Apply”



