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Introduction

This manual contains guidelines fomnagingcomponent groug mi ¢ r 0 i tSAA” s Web cont e
management system, Drupadllicrosites are created by SAA staff and lthketomaticallyto the official
group description as well as the current group rosters, which are managed by the member database.

) T 00T AGAOGETT OF O.1TAAGs AT A O#11 OAT O 4UbBPAC
Every webpage administered in Drupal is called@e. There are various types of nodes, caltedtent

types which are used for specific purposes (e.g., *“
Mi nutes”) .

Microsite Editing Permissions for Group Leaders

All group leaders (for most groups, this is 8teeringcommittee) are given access to edit the microsite

by default We recommend that groups designate oneortwe mber s t o ac twhetler “ web |
formally or informally to manage microsite content

SAA staff manages group rosters in the memtetabase, which controls permissionsetdit the
microsites. Group leaders should ensure that they provide updated roster information to SAA staff.

Non-SAA Websites and Social Media

The main SAAebsite is the best place for people to find your groupd 30 you should consider the

mi crosite your group’'s online home, even (and esp
those provided by SAA.

Component groupare encouragedo create oruseexternal web resourcg(includingsocial media) &
desired. Such sites/accounts masthere to guidelines in theiniform Guidelines for SAA Websites and
Online Communicaihs Itis a bestpracticéi 2 t Aadkf Ayl G2 Fff | dzZEAf Al NBE &

For sections,iisal so a best pr ac dfiicealédogofsee p..Lswhengverpossiblg r oup’ s

Questions?

Email the SAReaders Discussion List@leaders@forums.archivists.ptg get help from fellow leaders

and web liaisons, or contact SAA Web and IT Administrator Matt Biddladk @archivists.or@12606-

0722 x17). 3
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Getting Started

There are two ways t o nayvisgpdingawwwd.archigisiscoryomi cr osi t e’

1.
2.
3.

n

Navigate to your group via Membership > Groups.
Clickon your group category (CommitteeSectionsetc.)

Click on your group’s name.

Or

Logintot he SAA website (“Lowgithyptu SAAPnokle;i n top right
Click “My Account” in the top right corner of
Click on vy o wnmdergourdist gf graupsn a me

(If you do not see a link, you may need to have your leader role activated by SABns#dgfflatt Black at
mblack@archivists.orfpr additional assistancg.

Your Group Homepage

Yourmicrosite homepage contains the following elements (Begirel):

1)
2)
3)
4)

5)

6)
7
8)
9)

The group nampage title.

Navigation linksthat aregeneratedautomatically

Introductory/welcome text Full Group Descriptign

A “Recent News & AnnouMewsitemsinravérsetheoaotbgidalh at di s p
order.

Related Group Content box. (Seile Automatic Display of Group Nodiés d£(i A2\ Heldvi)

Note that this menu is paginated, and you may need to use the page controls at the bottom of
the box to find yourcontent.

Short links to content by content type.

Group Logo.

An administrator menu.

Link to Group Logos page.

10) Group Menus (custom).
11) Links to Leader Resources (shows only to loggepoup leaders).
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SOcIETY O
A American
Archivists

About Archives + About SAA + Careers + Education + Publications + Advocacy * Membership
gaoon

s " SOCIETY OF

Collection Management Tools Section A American
Collection
lection Management Tools Section (CMTS) of the Soclety of American

A 3reviion o forir o archivsts o o o of epoutiontes Se wih Management Tools
e e Section

Recent News & Announcements

ABOUT
RESOURCES
J
Related Group Content
Group News Item Leader Resources
(Admi
Group Page

Figure 1Example of a componemgfroup homepageasviewed by an editarDisply o f “ Vi ew” and
“Edi t " atindnistsatoranrenb items is contingent on user permissions.
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Editing the Group Homepage

Editorsmay editintroductory/welcome textpublished orthe homepag and access other

administrativesettings@ soci at ed with the entinté miabr asi tdeby o
group homepage(Tabs appear immediately below the group name/page title when you are logged in

Group homepage fields include:

ThemelUs e of t he SuBnglArecorhneemded. i s

Description:You may leave this field as is.

Full Group DescriptionThe contents of this field correspond to your introductory/welcome
message. Entecontent to greet your visitors. We recommeaduccincigreetingbecause
extensivetext will push theother contentfurther down the page.

Hide Auomatic Display of Group NodeSee below.

Header/Footer:The header and footer fields are intended for creating cuspagetemplates
using t he “ Bl altriskecommendes thahespfieldsdealeft blank.

Comment Settingsbisabled by default (recommended).

File AttachmentsGenerallyfiles are attached to othemicrositenodes. However ltey arealso
supported on thegroup homepagdf desired.

Group Code:
SAA**SECT-PRIV
Admin Only: Member Max Committee Code. Controls which Committee links are displayed in Info menu

block.

Group Listserv:

privacy
DO NOT CHANGE - Admin Only: group abbreviation; local-part of listserv email address.

Hide Automatic Display of Group Nodes

Header:
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Figure 2Hide Automatic Display of Group Nodes on homepage edit tab.

Hide Automatic Display of Group Nodes ( O! ODET)EO6

Links to grougontentappear at the bottom of athodesin your microsite. They are arranged in reverse
chronological order by content typend cannot be rearranged. To giizelitorsmore flexibility in
controlling microsite navigatibDosplaheoth&cbhbpx Nbod
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these links in a gy box that is visible only to group administratgFsgure 2)If you dede to use this
option, customizedsroup Menusshould be created to direct users to your content.

General Functions

The following functions are common to magsoup content types:

Add Node

Cl i ¢ k tlinksn tHe agthttidhd administrator menu to create nodes according to content type.

Edit Node

Editorswi | | see “View” and & Elidkithe Edit taatb accetist editinditeolst op o f
Revisions

Every time you edit and save a node, a copthefold version is recordegutomatically You may also

enter a log message for internal reference purposes. Prior versions, if applicable, may be accessed via

t he " Revisions” t ab .prioPversianscofthegroup omepdgeanweor er , t hat
maintained.

Formatting and Editing

Most content types feature at least one lowgxt field with awyY SIWY@ormatting toolbar(Figure2).
This toolbar may be used for relatively simple formattisigch as boldface, italic, bullet lists, numbered
lists, indenation, and editing of static hyperlinks.

Tips for Using the Formatting Toolbar Effectively

f When pasting text from Word, be suretouse the I a 4 S T NP W sttipottRé A O2 Yy
incompatible code.

1 Use the eraser icon tRemove Formattingipplied in external applications. This may
require reapplication of yar desired formatting.

1 Use theFormatdrop-down menu to apply standardized styles (e.g., H2, H3) fetc
headers and subeaders.

Input Format: Two editing modes may be used

1. Filtered HTML(recommended) is the defauthat displays the toolbar.

2. Full HTMLenables you to edit your markup code directllip: Nodes edited in Full
HTML must be saved in that mode Bbme tags to rendeChangingnput formats will
“filter” them out.

“What you see is what you get” (WYSIWYG).
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Full Group Destription:

Welcome to the Privacy and Confiden

The Privacy & Confidentiality Section prq
confidentiality issues and their legal and
Section convenes during the annual me
have ranged from third-party privacy in
the types of restrictions placed on archi
summary of archives-related privacy an
vice-chair gives a review of a recent boo

Other Section projects include an annot
Path

Y| Show summary in full view

= L(@)FA-Z-x x

tiality Section!

@ Insert/edit image - Mozilla Firefox o B X

archivists.org/site

Image URL
Image description
Alignment
Dimensions
Border

Vertical space

Horizontal space

e ]

-- Not set -- Z]

x

e ]

Inserting and Editing |

Fgure3.“ Il nsert/ edit

mages

i mage” i

con

and di al

The formatting toolbar features an icon that allows you to easily insert and edit inline images. The icon

looks like a treeRigure3) . I

magdges ar e

i nlecationt Glidkingaom theyicoruopensau r s o r

dialog box in which you can set the imddRL description, alignment, dimensions, border, and
vertical/horizontal space to appear around the imdge., the gutte).

(0]

S

Y

t

To the right of t he itom&lickingthiRiton dpens dndther d&alogabox‘thatr o ws e ”
di splays your individual user folder in Drupal
your local drive. Uploaded files may be highlighted and inserted into your node by clickimg on
“I'nsert” | ink. Upon returning to the “lInsert/ edi
field is now populated with the absolute path to

to return to your node edit screen. YoullWwiow see your image in the WYSIWYG text field.

Promote to Group Front Page and SAA News Feed

Links to News Items, Newsletters, Reports, and Meetings nodes are displatpedaticallyin reverse
chronological order on yowgroup homepagand on the GlobabAA Newsfeed at
http://www?2.archivists.org/newsfeedf and when the checkbox on the node edit screen is checked

(default). Items can also be desighated'ast i onkley Publishing Opti®) foundat the bottom of the
node edit screen. Sticky nodes will remain at the top of your homepage feed above otreerecently
created content. This feature is helpful for temporarily highlightmportant content.
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Public vs. Private Content

The SAA website idesigned to be a public site and to make materials accessible and
discoverable. Content and files uploaded to the site should not contain important confidential
information.

If your group requires a secure online environmantvhichto collaborate, we reammend

Google Drive or a similar site with rigorous security protocols in place. The procedures below
users to “hide” some content from the gen
malicious attacks

Under the *“ Gr ouwqdseéditderesa diesr a0 nc htehcek B (Figuréd)aChezltlesd “ Pu b |
box to make the node appear to users outside of your group leadership.

i v Groups
Audience:
This post S group: Communications Technology Working Group (CTWG)

Y| Public

Figure. The “Public” checkbox on the node ed

If you leaveunchecked h e ¢ h e c k b o x, lihka to the nede wifl mdudisplaly io your News
Feed or in the autdinks block for public users. Such links will appear for your group leaders and for
staff. There are two limitations téhis method

9 Static links embedded in othgroupnodes or on exteral sitesar e unaf fected by th
checkbox setting.

9 Actual access to the noderist restricted. If a public user browses to your private node via a
static link or by typing the URL directly into her browser, the content will display. Therefore,
confidential information shouldhot be managed via this method.

If you want to enable stricter privacy on a node, gemendix: Advanced Privacy Settings

File Attachments
Use this feature to upload and displalefattachments with the node.

Comment Settings
Specify whether authenticated users may read and/or add Comments to the node.
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Content Type Descriptions

Group Menus

Editorscan create and edit any number of Group Menus, each of which has its own name and any
number of sortable linksGroup menus display in the right sidebar of your microséeup Menus
themselves may also be sorted via thede Weightcontrol on theme n dditdab. Smalleweightswill
appearabovelarger weights

Note:tURLsSs in group menu items must be managed manual

automatically if the node’s title changésahd, t he

the link will likely break.

Editing Group Menus
Group menus are themselves a particular type of node, and are edited using a similar procedure.

1. Click on the short |ink to the “Group Menu

this is in the gray box thH).tled “Related Grou

1 2 3 4 5 6 next last »

Figure5: Short linksat bottomo f “ Rel at ed Group Content
2. The Group Menu page willlistd of your microsite’s group

menu you want to edit.
3. TheGroup Menu will be displayed in the body of the node. Click the Edit Tab (Byure

Society of American ArchividtsGroup Microsite Manual
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Related Group Content

Group News Item

Figure6: Group Menu displayed in main content area.

4. Edit link text and URLs dssired. Click Save.

Group News Items

Group News Items are designfat announcements and updates that you want to share with the public.

Group News Items may be added to your homepage feed.

Group Pages

Group Pages arfer permanent or sempermanent congént. Group Pages may not be added to your
homepage feedGroup Pages shouldot be used to duplicate information that is maintained by staff
in the member databaseor elsewhere in Drupal e.g., leader rosters, member rosters, SAA
Governance Manuatontent, etc.

Group Newsletter s
Group Newsletterare designed for the official newsletter of a gro@roup Newslettersnay be added
to your homepage feed.

Group Reports
Group Reportare designed for official reports of the grougroup Reportsnay be added tgour
homepage feed.

Group Meeting s
Group Meetingsre designed to be the parent object that contains meeting agendas and minutes.
GroupMeetingsmay be added to your homepage feed.

The child types of a group meeting are optional, but allow for detaitganization of your meetings.

Society of American ArchivigtsGroup Microsite Manual
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Meeting Agendas
Meeting Agendaa r e | i nked t o a ‘Tieaneetinygftgdgendapmtemtiypeismeet i ng.
configured to display hyarlinks toagenda itemslynamically

Agenda ltems
Agenda Itemsire designed for individualdins that will linkautomaticallyto the Meeting

Agenda.

Meeting Minutes
Meeting Minutesar e | i nked t o a . Lipkstoesferericed gneetng minumearet i n g

displayeddynamicallyon the Group Meeting node.

Group Logos

SAA Sections are providedw h professionally designed | ogos that
designed with social media, blogs, and other modern web applications in mindrediglution versions
are available for print appl i caughyounmicrosiit@eu can acc

administration menysee Figure 1, #9).
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Appendix: Advanced Privacy Settings

All group content types have been configured with-pede access control. Editors have permission to
use these settings, whiCGemt racgle” maalagaeids wli ay ¢ dh et § Atcl
“Revisions7). tab (Figure

View Edit Revisions Access control

~ Role based access control settings
Note that users need at least the access content permission to be able to deal in any way with content. Furthermore note that
content which is not published is treated in a different way by drupal: It can be viewed only by its author or users with the
administer nodes permission

View any content: Edit any content: Delete any content: u
[¥] anonymous user (=] anonymous user [Z] anonymous user
authenticated user [C] authenticated user [T] authenticated user
admin admin admin
(7] associated orgs editor [C] associated orgs editor [C] associated orgs editor
[”] group contributor :’ [7] group contributor (7] group contributor
(7] group editor group ed -
[T] group manager Tlgoupm: DONOTALTER 9
] group officer =1 group ofi THESE SETTINGS! -
Wﬂ I saamen Changing editor
staff editor staff edite d€l€te permissions
[ thesaurus editor [ thesauru TISKS Unauthorized g,
(7] timeline editor (] timeline « modification to or tor
deletion of your
View own content: 4 Edit own co content. ntent:
[¥] anonymous user (] anonymous user [Z] anonymous user
V] authenticated user [T] authenticated user [T] authenticated user
admin admin /] admin
[7] associated orgs editor [Z] associated orgs editor [T} associated orgs editor
[”] group contributor /| group contributor [Z] group contributor
[7] group editor =] group editor [T] group editor
[T] group manager [Z] group manager [ZJ group manager
[Z] group officer (=] group officer [Z] group officer
[C] saa member [C] saa member [C] saa member
staff editor staff editor staff editor
[7] thesaurus editor (] thesaurus editor [C] thesaurus editor
(] timeline editor [ timeline editor [T timeline editor

13

Figure7. The Access Contrecreen.
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Thisscreen allows Editors to override the standard node permissions. These controls supersede the
Public checkbox setting and should be used as follows. (Note: Numbers below correspond to labels in
Figure7.)

1. Under “View any content,h”
a. Toremove view permission granted to all public users (defauibheckanonymous user
andauthenticated user
b. To grant view permission only to your group leadetsckgroup contributor, group editor,

andgroup officeru nder “ Vi e w Thismegrants siewtpermission’to your group
leaders. (Note: You may ignore group manager. That role is not used.)
c. Togrant view permission only to SAA memberfseck thesaa member ol e under “ Vi e
any content .’
2. Uncheckanonymous useandauthenticated userunder “ Vi e w 0 Winis iscadunttiee nt . ”

precaution to ensure the content is not publicly viewable.
3. DO NOT ALTER any settings | abelGhahgidgtheséet * cont
controls risks unauthorized modification to and/or deletion of yoantent!
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