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Welcome to the TTC Website Administrator Guide. This guide is for anyone in the
ATTC, PTTC or MHTTC who is responsible for editing or adding content for your Center
on any of the TTC Websites.

Terminology

Most of the terminology used in this guide will be familiar, but the following may help
orient you to the tasks of managing your site content.

Center
A Regional Center, or Focus Area Center of the ATTC, PTTC or MHTTC.

Center Homepage

The homepage for your Center. There is one Center Homepage for each Center.
However, you will still see the Center Homepage listed on your content types (more
about Content Types below).

Content (Nodes)

The TTC websites are built on Drupal, a Content Management System (“CMS”). For a
CMS, everything that can go on a website is considered “content”. In Drupal-speak,
these can also be called “nodes”.

Drupal

Drupal CMS is one of the top content management systems used worldwide. Drupal is
“open source” software, which means its code is available to anyone in the world who
wants to use it, free of charge.

Group
In Drupal, users and content can be organized into Groups. For the TTC websites,
each Center is managed as a Group in Drupal.



Content Types (Node Types)

The different kinds of content you can add to a Drupal website are called “content
types”. Each content type can be represented in two ways: on its own, individual web
page, and with other content types in the form of a list.

Below are the types of content you as a “Center Admin” can add to your Center’s
collection of web pages.

A page formatted to go

A news item about a

Basic Page with the website. You News tinely initiative, event, or
can use a Basic page project. This item can
for just about any also be marked to
information you want to include in your Center’s
publish on your Bimonthly Update.
website.

A training or event item A description of an

Event that can be displayed Product or resource, such as
on your Center’s presentation slides, that
calendar or added just Resource you want to share in
for reporting purposes. the online resource
Events can be private catalogue. Can also be
or public and tagged added for reporting
for various topics. purposes and tagged

with various topics.
Comprised of boxes of A Center Homepage
Blocks Page | content rendered into | Home Page | has already been

an area, or region,
that can be arranged
and displayed in

on your page.

created for you. This is
where you will manage
slider images, your
Center navigation
menu, Center
description, contact
information and Calls
to Action (CTA) pods.




Getting Started

To login to your “Center Administrator” Account, visit your TTC Website
(attcnetwork.org, pttcnetwork.org, or mhttcnetwork.org) and select “Center
Administrator Login” in the footer:

ABOUT THE NETWORK TOPICS RESOURCES
ABOUT THE ATTC NETWORK TAKING ACTION AGAINST OPIOID TRAINING AND EVENTS
WHAT IS TECHNOLOGY MISUSE PRODUCT AND RESOURCES
TRANSFER? FOCUS ON STIMULANT MISUSE RESEARCH BRIEFS (ASME)
NETWORK COORDINATING OFFICE ~ BUILDING HEALTH EQUITY AND TRAINER REGISTRY
FIND AN ATTC GOl PRE-SERVIGE EDUGATION RESOURCES

NATIONAL FOCUS AREA ATTCS EA':E;:';'SAL'LEL'I"_:V EHpENE GET HELP
AMERICAN INDIAN & ALASKA
e HEPATITIS C (HCV) CURRENT R REAIMENEECY,
NATIONAL WORKFORGE STUDY SAMHSA'S NATIONAL HELPLINE — 1-800-

662-HELP (4357)
COMPASSION NIAAA TREATMENT NAVIGATOR
ONLINE COURSES CONTACT US

BT E P EE e NETWORKOFFICE@ATTCNETWORK.ORG
816-235-6888

f v @ v

HISPANIC & LATINO

BUILDING RESILIENCY AND

SAMHSA'S TTC PROGRAM | ACCESSIBILITY | PRIVACY STATEMENT | ATTCHUB.ORG | CENTER ADMINISTRATOR LOGIN

© 2021 Addiction Technology Transfer Center (ATTC) Network

On the login page, type your username into the Username field. This will be your first
and last name. Then type your password into the Password field.

Forgot your password? Click the Forgot Password? to receive an email containing a
password reset link.

=

=='-7§. TT Addiction Technology Transfer Center Network

% Funded by Substance Abuse and Mental Health Services Administration
‘% [

Username [Kayla Rossi |

Enter your Addiction Technology Transfer Center (ATTC) Network username
Password ‘ ‘ |

Enter the password that accompanies your username.

Forgot Password? h




Accessing and Managing Group Content

Once you are logged in, you're ready to start managing your content. To access the content for
your Center, click the Manage link in the upper left corner after logging in.After you click the
Manage link, you’ll see two options: Content and My Group.

E Manage * Shortcuts Unmasquerade

[Searcn. I8

E Manage * Shortcuts uUnm

0 -~ Addiction Technology Transfer Center Network
() I Content My Group Funded by Substance Abuse and Mental Health Service: inistration

YOUR ATTC ~ EDUCATION ~ TOPICS ~ RESOURCES ~ COMMUNICATION ~ ABOUT ~

< Justice Community Opioid
Innovation Network

Learn More

GET CONNECTED! GET INFORMED! GET TRAINED!

The ATTC Messenger is a monthly e-pub Search our Products & Resources Catalog Search our calendar of upcoming trainings




Your Center’'s Group Content Pages

To view, edit, or add new content for your group, select My Group.

Manage * Shortcuts Unmasquerade

& & Content My Group

W

ATTC

YOUR ATTC ~ EDUCATION ~ TOPICS

Note: You can create and upload content using the Content link, but then it has to be
linked to your group in order for you to display it as part of your Center pages. It's much
easier to keep track of the content you create and upload if you start by going to your
“My Group” content list first.



This is your center group content page. It is a private area of the site for managing your
Center’s content as well as to view website Announcements. On the main page you
will see an Announcements section. This is for your group to view important website
information and updates.

You will also see different tabs which allow you to access all the content that’s already
been created for your Center as well as create new content for your Center.

To access the content that has already been created, click on the Pages tab.

E Manage * Shortcuts Unmasquerade

ATTC Network Coordinating Office

VIEW EDIT ALL RELATED CONTENT PAGES TRANSLATE

# > ATTC Network Coordinating Office

Announcements

/

Server Instability Causing Image Upload and Page Saving Issues

Please be aware that recently there has been an increase in issues related to uploading images and saving content on webpages. We believe the cause of these issues is server ins
resolve it and will update the Centers when it has been resolved. We appreciate everyone's patience!

August Open Drop-In Hour

PLEASE NOTE DATE CHANGE FOR OUR AUGUST DROP-IN HOUR! It will now be on_ Monday, August 23.

Join us every other month for our "Open Drop-In Hour". Meet with staff from our TTC NCOs, as well as our Drupal experts.

Navt Nnan Nran-n Haore



Finding Content

When you are viewing your Center’s list of Content, you access the search option by clicking on the
Filter button e There are two ways you can search for content: by Published Status, and by Type.

+ CREATE NEW PAGE \

Published Status: - Any - Type: - Any - a

Published status Type

- Any - -Any - APPLY

Finding Content by Published Status

To search content by Published status. Click the Filter button  (upper right, above the
list of content) to open the filter menu. Then, click the dropdown menu below “Published
Status” to select content with either Published or Unpublished status:

+ CREATE NEW PAGE
Published Status: - Any - Type: - Any - 6

Published status Type

-Any- -Any - APPLY

Published @
Tit Unpdblished Content type Status Updated v Operations

06/16/2021 -

ATTC Messenger Article Archives Basic page Published e

1712

05/21/2021 -

hieve Their Full Health Potential - Training of Trainers Event Published
12:26

Published content is visible to the public. If a content page is Unpublished, only the
Center Admin and site administrators can see it.



Finding Content by Type

All of the content types that have been created for your Center will be shown on a
drop down menu with a scrollbar under Type. This includes both the individual types
of content (like News) and the lists of content that are displayed with your Center
pages (like Aggregated News).

To search content by Type, click the Filter @ button (upper right, above the list of
content) to open the filter menu, then use the *drop down Type menu:
*Many of these content types will not apply to centers

\ Published Status:- Any-  Type: - Any - e

Published status Type
- Any- - Any- APPLY
ASME Articles
itle Aggregated Events Status Updated ~ Operations
Aggregated News
ant Podeast Channel Published 08/18/2021 - 19:34
Aggregated Resources
Al T E: lebinar Series he 7, 4p22 Published 08/17/2021 - 22:03
Article
An Explorato ebinar Series (March 1,p022) Basic page Published 08/17/2021 - 22:03
Blocks Page
Tl An Explorato lebinar Series (Februa 202 Published 08/17/2021 - 22:02
Center Homepage
Alco s STILL a Drug: An Explorat ebinar Series (April 5, 2922 Published 08/17/2021 - 22.02
Educational Resource
Al ol is STILL a Drug: An Explorato lebinar Series (May 3, 2§22 Event Published 08/17/2021-22:02

STOUD TNTormation
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Managing Content

To Manage Existing Content: Locate the content, then click the Manage button to the
right of the content:

Once you have located the Center page you wish to work on, you will click the Manage
button and select the action you wish to take:

View Page: View the page (shows how the page actually
looks on the website)

Edit Page: Modify the page’s title and contents. s :ﬂfj

Delete Page: Delete the page.

Note: If you are editing an event you will also
have the option to ‘Clone’ the event.

Edit Page

Delete
Page

o)
-
4]

[a ]
]
4]
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Editing a Page

When you edit a page in Drupal, you can edit the page content and all of the page
information. Some of this information is displayed to the public, and other pieces of
information are just for your use as a “Center Admin”.

The *Basic Info section is where you will do all of your content editing:
*The tab sections and editable content will vary depending on the content type you
have selected

= Manage Y shortcuts masquerade

My Group

Edit Basic Page Thriving In Survival: Holidays 2020

VIEW EDIT DELETE REVISIONS TRANSLATE

# > Node > ThrivinginSurvival:H.. > Edit

BASIC INFO BASIC INFO
Basic inf formation
O HideTitle
Title®

Thriving in Survival: Holidays 2020

Image >
(3 Want o link to @ PDF o other file in your content below? Upload it here first. Remember your file name! Then, return here and highlight text where you wouldlike thelink to the file
to appear. Use the "Insert Link" tool (select the link icon or use Ctrl-L) to search for your file name and complete link.

Body Text
BIUSNKXA-|o @ @[ =9 W | Fomat - | Styes ~ | @ source m BEGB== =5 %
BEERBE>»EE

12



Published vs. Non-published Page Status

Each new page that is created is automatically set to be Published to the web. If you
wish to create the page but keep it unpublished and save it in Drupal, click the box to
uncheck ‘Published’ next to Save at the bottom left corner of the page.

Basic HTML

English

INFORMATION
MENU SETTINGS
Nokin menu

RABBIT HOLE SETTINGS

13



Editing Page Title and Adding an Image

Each of your Center's Pages will have a Title field. When you edit the Title field, it
changes the title that appears on the website.

[ HideTitle

Title * /
Thriving in Survival: Holidays 2020

If a page should have an image associated with it or if it is a News content type which
requires an image, click the blue Image section and then click Select Media Items. *For full
details on image best practices check out our tip sheet on The TTC Hub: https://ttchub.org/
regcenters/ webadmin/tools/documents/TIPSHEET1 Usinglmages.pdf

Image

SELECT MEDIA ITEM(S)

You can select one media item.

A dialog box will pop up allowing you to select an existing image on the website
or upload a new one from your computer.

*Make sure that image is in .png format.
*There are two ways to add an image. You can add the image from your file
explorer on your computer OR you can add the image to the Media (Images)

Library on the website. See the instructions below on the two different ways to
add an image.


https://ttchub.org/regcenters/%20webadmin/tools/documents/TIPSHEET1_UsingImages.pdf
https://ttchub.org/regcenters/%20webadmin/tools/documents/TIPSHEET1_UsingImages.pdf

Image Selection and Upload Options

To upload an image from your computer images, click the Upload Images tab
and then Select files, select the image you would like to upload, and then
click Select Media Items:

W

Select media item(s)

UPLOAD IMAGES

Drop files here to upload them

or /
Select files

SELECT MEDIA ITEM(S)

To upload an image to the image library on the website do the following:

AR WNR

Hover over the Content option.

Hover over the Media option in the dropdown menu.
Then hover over the Add media.

Click on the Image option in the dropdown.

15



A section will appear to Upload a new image. In this section you will add a Title,
select Choose File, in your files window select Pictures, then select the image
you want to upload and click Open.

Name *

New Image

Image *
2 YT No file chosen

@ nfo

REVISION INFORMATION HE4E

Revisil

QOpen
= v 1~ &l » ThisPC » Pictures

Organize ~ New folder

v 3 Quick access
I Desktop
& Downloads

o

promotion

&= Pictures

about

certificates

TTC Weekly Reports - COVID-19

~

v U R

Welcome to the
Collaborative
(002).png

Search Pictures

= -

il |

Woman with
baby-159145185
5781-9eb0f9726

a33 jfif

Woman with
baby-159145185
5781-9eb0f9726

a33.png

words have
power
image.png

File name:

Once you have the image selected, add an Alternative text. This should be a
description of the image. Once you added the alternative text, click Save.

Name *

New Image

Image *

Alternative text *

-~

Image of a woman and her baby

@ Info

® Woman with baby-1591451855781-9eb0f9726a33.png (1.16 }

REVISION INFORMATION

=N

4‘.Fllll"'
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After you have saved the image it is now on the website. Anytime you want to
add the image to the content page you can find the image by clicking the
Library option on the Select media item(s) window, finding the image, and then
clicking Select Media Items to add to your content page.

Select media item(s)

LIBRARY

/ Publishing Status: - Any - Media Type: - Any - Language: - Any - e

SELECT MEDIA ITEM(S)

17



WYSIWYG Editor

WYSIWYG stands for “what you see is what you get”. Most web-based text editors, like
those on Google Docs or Office 365, use this type of editor. In addition to the Format
and Style options, the WYSIWYG editor bar offers several other options you’ll want to
get familiar with. This is just a very brief guide to what is possible. Some of the options
include:

- Bold, italic, underline, strike through and superscript

- Hyperlink (for embedding links to other web pages in the content)

- Bulleted lists (for unordered item lists, like this one)

- Numbered lists (for ordered lists with numbers to the left

- Block quote (for pull-quotes/text to highlight within the text)

- Media embed (for adding in-line images to the text)

- Table (add a table to the text)

- Paste (pastes with formatting)

- Paste As Plain Text (pastes content and does not transfer formatting)
- Paste From Word - (pastes semi-formatted content from Word docs)
- Paragraph formatting (left, center, right, and justified)

- Link (for linking to a Node with the site by name rather than URL)

- Media Entity Embed (allows for uploading images, videos, files and more, including
embedded videos)

B I USXA- @& ® A=

99 B [ | Nomal ~ | Styles ~ | [@ Source o] BE E |2 = = £ =

There are a lot of options in the HTML/WYSIWYG Editor, so if you need more in-depth
help, please visit https://ticrequest.zendesk.com/ for assistance!

18


https://ttcrequest.zendesk.com/

You can use the Paragraph Format dropdown menu to change the appearance of text:

Body Text
B I USx A-|& & L= 2] & Normal - Styles - | [@ Source
EE =E E i — Paragraph Format -
Normal

L+

Headin

As we start to prepare, or continue, to celebrate the 2020 holic Headl ng vithout saying that t
stressful and difficult ones in recent times. The pressure andii =~ .~ D-19 pandemic has

You can use the Styles dropdown menu to change the color of the text:

Body Text
B I US X A- = & )= 2|9 5 E&| Nomal - | Styles - b@ Source =2z
= === = Infine Styles | Formatting Styles
. Orange
(55
Plum
Brown
: : .. Green S
As we start to prepare, or continue, to celebrate the 2020 holiday season, it that this wil
stressful and difficult ones in recent times. The pressure and influence of th Blue ¥ jic has caust
entnnAartina finlde ta acenece thie vaar Aiffaranthy Ear manv in Aar eaalinAa racrsuarns tha halidave mavg alraada a

(The colors that appear on the Styles drop down menu will vary based on your
Network, and will match your Network’s Style Guide color palette.)

19



Adding Hyperlinks (URLSs) to Content

1. Select a section of the text you want to add a link to. Then click the Hyperlink button
in the WYSIWYG bar.

v

s &

Body Text

B I Uusxa-[=]
La

Lg

”

2. Type in the URL in the Link field. Optional:
You can add a “title” for the hyperlink and use
the blue Advanced dropdown to select the
Open in new window/tab

Open in new window/tab Example:

If the hyperlink is to a TTC website
page, product, etc. it’s fine to have it
open in the existing window, so leave
the ‘Open in New Window’ checkbox
blank and hit Save.

If the hyperlink is to a webpage outside
of the TTC Network, like samhsa.gov,
you will click the checkmark box, ‘Open
in New Window’ and hit Save.

20

#y B Ld | Nomal ~ | Styles

- | [0 Source « M@

Add Link x

URL

https://attcnetwork.org/centers/northwestatte/ talking-change-mi-pod

Title |
Learn More |

@ Info

Advanced v

CSS classes

@ info /

D Open in new window/tab

SAVE



Source Editor

There are times when you may need to edit the source directly, such as when you want
to embed external media. In these cases you will want to use the Source button:

Body Text

w
by
=
"

x A- & &g L) = 1= 9 B EJ| Format - | Styles - | [ Source m B E @

m
1]
ih
1]

<|E Source

Once you have the Source editor open, locate the area where you want to embed
content, then add the source code required.

For instance to embed a video using the embed code from YouTube, it might look
something like this:

<iframe

width="560"

height="315"
src="https://www.youtube.com/embed/BF xb1ZM3TKs"
frameborder="0"

allow="accelerometer; autoplay; encrypted-media; gyroscope; picture-in-picture"
allowfullscreen>

</iframe>

When you click Source again, you should see the video box appear.

B I USx* A-|= | [ =9 & | Fomat - | Styles - |B s

@ zrivana s end pregnancy © . o

gtch later *, Share
Research findings

Breast milk imteraction

Birth outcomes

~ Message fo viders

__Research g .
. AN
r pecting mothers

Watch on B8 YouTube

. —
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https://www.youtube.com/embed/BFxb1ZM3TKs

Components

Components are standard building blocks
of the website that can be used
throughout the site and may be added to
your basic pages. Components include
things like Calls to Action (CTAS),
bulleted lists, featured pages, and
slideshows. (See screen capture below.)

Each of these components can add deep
interactivity and richness of content to
your Center pages. We will be happy to
assist you in using them to best design
the user experience that you prefer.

NOTE: Specific instructions for using the
“ADD STAFF LISTING” Component are
included later in this guidance.

22

Components

to Components

ADD
BULLETED
ADD CTA
IMAGE POD
ADD EVENTS
LISTING
ADD ASME
ARTICLE
ADD CENTER
STAFF

saved yet
ADD CENTER
enter Admin
STAFF
ADD
STACKED
ADD
EDUCATIONAL

»



Creating New Group Content Types

Once you’re familiar with the content editing process, you can start creating new
content. Below the Add New header, you will see a list of “Group node” options, with the
Content Type/Node Type listed in parentheses after the words “Group node”. Select the
Content Type you wish to create. For each content type, there are specific types of
information that can be included in the content type. This information goes into fields in
the content creation screen for the content type.

To begin adding new content in your Group:

1. Click on the My Group link at the top of the page. You will see a few different options:
VIEW, EDIT, ALL RELATED CONTENT, and PAGES.

2. Click on the PAGES link.

3. Now you will see a list of the content related to your Group (your Center) along with the
button Create New Page.

4. Select the Create New Page button. After you select that button you will be
taken to a page with the different Content Type page options you can select from.
You can learn more about how to create a page from each Content Type below.

Add New

ATTC Network Coordinating Office Nodes

VIEW EDIT ALL RELATED CONTENT PAGES TRANSLATE

#& 3 ATTCNetwork Coordi.. » Pages

Group node (Basic page)
Addz Basic page content ¥ groups both publicly and paivately

23



Content Type: News

For the News content type, you will see the following tabs when creating content:

BASIC INFO
ADDITIONAL INFORMATION
SAMHSA REPORTING

PROMOTION OPTIONS

Basic Info Tab - On this tab you add the news article title and body (page content).

BASIC INFO BASIC INFO
ADDITIONAL INFORMATION

SAMHSA REPORTING

- /

/

® Want to link to a PDF or other file in your content below? Upload it here first. Remember your file name! Then, return here a
would like the link to the file to appear. Use the "Insert Link” tool (select the link icon or use Ctrl-L) to search for your file na

PROMOTION OPTIONS

. Body (Edit summary)

BI USX A- o e L= = |9 @ K| Fomat - | Siyes - | @ source m
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Additional Information Tab - On this tab you add the header image for your news
article. Note that an image is required for a “News” content type.

Note: For tips on selecting and sizing images check out the TTC Website
Administrator Tip Sheet #1: Selecting and Adding Header Images

Adding the Image

For detailed instructions on adding images, please refer to the Adding an Image to the
Media Section on the Website shown above. First, click the Header Image button to
add an image to the article. This is the image that will act as a link to the article when
articles are listed on other pages in a News section.

ADDITIONAL INFORMATION

When you click the Header Image button, a drop down appears with a link to select the
media items you wish to use as the header image:

Header Image v

The News header image. Note: Image will be displayed at 595px x 350px.

SELECT MEDIA ITEM(S)

You can select one media item.

Click the Select Media Items button to see the media selection and upload options.
(Please see Media Selection and Upload Options above for details on selecting,
uploading and saving media for use in content.)


https://ttchub.org/regcenters/webadmin/tools/documents/TIPSHEET1_UsingImages.pdf
https://ttchub.org/regcenters/webadmin/tools/documents/TIPSHEET1_UsingImages.pdf

SAMHSA Reporting Tab - Use this to tag content for SAMHSA reporting if the content
is related to any of the listed reporting topics. You may also select the checkbox(es) to
indicate if this item is related to topics of interest. These topics are identified by
SAMHSA and may change over time.

BASIC INFO "
ADDITIONAL INFORMATION Information regarding SAMHSA reporting.
A5 A SAMHSA Bi-Monthly Update
PROMOTION OPTIONS SAMHSA BI-MONTHLY REPORT RELATION

COVID-19

Rural Communities

Opioid Epidemic

Stimulants

U
0
(] intensive TA Efforts
U
U
L

Tribal Communities

26



Content Type: Event

For the Event content type, you will see the following tabs for creating page content:

EVENT INFO
REGISTRATION INFO

GPRA & PARTICIPANT INFO
SAMHSA REPORTING

SEARCHABILITY

27



On the Event Info tab, do the following:
1. To display the event on the calendar select Display on Calendar
2. Ifitis an event does not have an end date, select Ongoing Event

*An Ongoing Event is an event that continues throughout the year. When you select

the Ongoing Events box it will allow the event to roll-up on an Ongoing Events page

that is separate from the Events Calendar page

Add the Title of the event

Click the Image button to add a Header Image (Optional)

5. Add Event Start Date and Event Start Time followed with the Event End Date and
Event End Time

6. You can choose to Display end date and time. This should be selected if it is not an
ongoing event

7. Select the Time Zone in which the event will take place

8. Event Description - Enter the event description (Refer to earlier section on using the
WYSIWYG)

9. Event Location Venue Name & Address - If the event is in-person you can add the
location and address information here. If the event is virtual leave as ‘None’

10.Event Type and technical assistance. Use the drop down to select the option that best
describes the event type and technical assistance. *If you do not know what type of
technical assistance best describes your event, select Other

11.If there are any documents associated with your event you can upload them to post
with the event

Ll

EVENT INFO

Basic event information.
|

D Display on Event Calendar?
Title * B

EVENT DATE *

Start date *

08/25/2021 05:01:30 PM (B

— ]

End date (optional)

08/26/2021 05:01:30 PM

28



I:‘ Display end date and time on event details page

D Ongoing Event

Af—

Time Zone

- None -

@

Want to link to a PDF or other file in your content below? Upload it here first. Remember your file name! Then, return here and highlight text where you would like the link to the file to appear. Use the
“Insert Link" tool (select the link icon or use Cirl-L) to search for your file name and complete link.

Event Description

B I US X A-|® = | (2 =9 & Q| Foma

BBEBRE>*>BES

Text format

Basic HTML

- | [ Source

About text formats

Event Location Venue Name & Address A

If no address is required (e.g., Webinars), please leave the country field set as "none.”

Country

-None -

Event Type

- None -

@ Info

What type of technical assistance best describes this event?

- Select a value -

o

10

File Attachments v

D Is this file 508 compliant?

File Attachment
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Event Info tab continued:
Under the Registration Info tab, you will be prompted to enter:

1. ARegistration Deadline (if no deadline, set as event start date)
2. EITHER alink to register or a contact email.

EVENT INFO

GISTRATION INFO Info related to registering for this event.

GPRA & PARTICIPANT INFO Registration Deadline / Required
SAMHSA REPORTING

SEARCHABILITY

Format (M
Please fill out a way to register for the event.

Only a Registration URL or Contact Email is required.
Once you start filling out one of the values, the other one will no longer be required.

Registration URL *
fo | — Required to provide
/ EITHER URL or Email
Contact Email *

On the GPRA & Participant Info tab, if the event was GPRA’d, enter the event code.
For all events, add the Number of Participants for the event. For all past events this
information is reported via Lnitek and the ‘Event Participant’ information can be on
the TTC Hub under the Evaluation and Reporting section:

- ATTC: https://ttchub.org/regcenters/webadmin/reporting/ParticipantCountsMissing.aspx
- PTTC: https://ttchub.org/regcenters/webadmin/reporting/ParticipantCountsMissing.aspx
- MHTTC: https://ttchub.org/regcenters/webadmin/reporting/ParticipantCountsMissing.aspx
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https://ttchub.org/regcenters/webadmin/reporting/%20ParticipantCountsMissing.aspx
https://ttchub.org/regcenters/webadmin/reporting/%20ParticipantCountsMissing.aspx
https://ttchub.org/regcenters/webadmin/reporting/%20ParticipantCountsMissing.aspx
https://ttchub.org/regcenters/webadmin/reporting/%20ParticipantCountsMissing.aspx
https://ttchub.org/regcenters/webadmin/reporting/ParticipantCountsMissing.aspx

GPRA & PARTICIPANT INFO

EVENT INFO
REGISTRATION INFO Fill these fields out after the event is over.
GPRA & PARTICIPANT INFO D GPRA

SAMHSA REPORTING

Event Code
SEARCHABILITY

~

Number of Participants? <

If your event is related to any of the topics listed on SAMHSA Reporting tab, click the
checkbox so that the event will appear in reports for SAMHSA.

EVENT INFO SAMHSA REPORTING

REGISTRATION INFO Information related to SAMHSA reporting.

GPRA & PARTICIPANT INFO SAMHSA Bi-Monthly Update

SAMHSA REPORTING SAMHSA BI-MONTHLY REPORT RELATION

SEARCHABILITY
[0 covip-1e

D Rural Communities

Intensive TA Efforts

Stimulants

U
(O opioid Epidemic
O
O

Tribal Communities

31



If your event is a collaboration between your TTC and another TTC, make sure to check the box
of your TTC and the TTC you are collaborating with on the Searchability tab.

*Reminder: If you are not collaborating with another TTC you do not need to check any of the
boxes.

EVENT INFO SEARCHABILITY

REGISTRATION INFO

Collaborating TTC

GPRA & PARTICIPANT INFO

SAMHSA REPORTING COLLABORATING TTC
SEARCHABILITY Central East ATTC
Great Lakes ATTC
Mid-America ATTC

Mountain Plains ATTC

New England ATTC

O 0 0 0 O&

Northeast & Caribbean ATTC
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Content Type: Products & Resources

For the Products & Resources content type, you will have the following tabs when
creating content:

BASIC INFO

ATTACHMENTS

SEARCHABILITY

SAMHSA REPORTIMNG

Under the Basic Info tab, you will be prompted to include the following:

BASIC INFO

ATTACHMENTS

SEARCHABILITY

SAMHSA REPORTING

. Title - The primary title of the Product (this will show on the page and in the

listings)

Image - What image should be displayed on this page? (Optional)

Description - A WYSIWYG field where you can input formatted text to show on
the page. Refer to earlier section on using the WYSIWYG

Product Language - Use this to select a language if the product is in a language
that is not English

Type / Format of Product - Here you can select one type of format the product is
- such as Toolkit, Print Media, Video, Website, eNewsletter/Blog, etc.

BASIC INFO

Basic product information.

Title *
2
o L

Want to link to a PDF or other file in your content below? Upload it here first. Remember your file name! Then, return here and highlight text where you would like the link to the file to appear. Use the
“Insert Link” tool (select the link icon or use Ctrl-L) to search for your file name and complete link.

3

@@ @ == =22 % =
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Target Audience - What is the target audience for this product? Select ALL that apply -
such as Medical Professional, Recovery Specialist, Student, Administrator, etc.

Product Language * .

English

Type / Format of Product .

TYPE / FORMAT OF PRODUCT *

@]

Toolkit

Print Media (Brochure, Monograph, Report, Poster)
Multimedia (Video, Webinar Recording, Podcast)
Website

Curriculum Package

eNewsletter or Blog

Interactive Resource

Mobile App

Presentation Slides

C e85 g0 0nd g o

Other

@ info

TARGET AUDIENCE *

I:‘ Medical Professional (Physician, Nurse, Physician Assistant)
D Recovery Specialist
I:‘ Student

I:‘ Administrator

| =" T R ]
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7. Publication Date - The date on which this Publication Date
Product/Resource was published,

This will default to the date added to the

website, but you have the option to 07/01/2021
change it. }

Under the Attachments tab, you will be prompted to indicate how visitors can access
the product. You have two options to select a value from: Link or Direct Download.

ATTACHMENTS

BASIC INFO
ATTACHMENTS Any attachments: images, PDFs, etc etc.
SEARCHABILITY How can visitors access this product?

SAMHSA REPORTING senbmme

Link

Direct Download

Link - If the product is available on a website with a properly formatted URL
(https://), select link, add copy and paste the URL, and add the Link text (URL title).

ATTACHMENTS

BASIC INFO
ATTACHMENTS Any attachments: images, PDFs, etc etc
SEARCHABILITY How can visitors access this product?

Link
SAMHSA REPORTING

@ info

LINK

L

Link text
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Direct Download - If the product is a PDF, PPT, etc. you will be required to upload a file. You can
upload multiple files as attachments.

ATTACHMENTS

BASIC INFO
ATTACHMENTS Any attachments: images, PDFs, etc etc.
SEARCHABILITY How can visitors access this product?

Direct Download
SAMHSA REPORTING

@ info

D Is this file 508 compliant?

File Attachments

If there are any files that need to be included with this product, place/upload them here.

Select file(s) i ——

Note: You will be asked to indicate if the file you are uploading meets 508 Guidelines.
While this is not required for you to upload a file, we ask that you check the box if the
file you are uploading is 508 compliant.
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Use the Searchability tab if you Collaborated with any other ATTCs or PTTCs or
MHTTCs on the development of the Product or Resource.

SEARCHABILITY @ Collaborating TTC
SAMHSA REPORTING

COLLABORATING TTC

D Central East ATTC
D Great Lakes ATTC

Mid-America ATTC

O
D Mountain Plains ATTC
O

New England ATTC

Use the Keywords tab to add up to five (5) Keywords. These keywords are used by
visitors to filter and search for Products and Resources of interest.

KEYWORDS

D Adolescents/Youth

|:| African Americans

D Alcohol Misuse/Use

D ASAM (patient placement/assessment)

[1 Asian Americans & Pacific Islanders

If your event is related to any of the topics listed under the SAMHSA Reporting tab,
click the checkbox on all that apply so that the event will appear in reports for SAMHSA.

EaRl A ERDETING @ SAMHSA BI-MONTHLY REPORT RELATION

O covipe

I:l Rural Communities
Intensive TA Efforts
Opioid Epidemic

Stimulants

oo oo

Tribal Communities
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Content Type: Basic Page

For the Basic Page content type, you will have only one tab when entering the following
content:

1. Add a page title. You can choose to hide the title if you do not want it to show on
the page.

2. You have the option to add an image. You can refer to the Media Selection and
Upload section above.

3. If you want to link to a PDF or other file in your content you will have to upload
the file to the medialfile library and then insert the link to that file where you
would like the link to the file to appear in the content.

= Wantto link 1o a PDF or other file in your content below? Upload it here first. Remember your file name! Then, return here and highlight text where you would like the link 10 the file to appear.
= L)to search for your file name and complete link

4. Next, you will have the previously mentioned WYSIWYG Editor, where you can
add the HTML content to the page. Step-by-step instructions for using the
WYSIWYG Editor are included above in the WYSIWYG Editor Section.

5. Once you have finished editing the Basic Page click Save.
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Content Type: Center Homepage

Each Center has one “Center Homepage” content type, which serves as the main
landing page for your Center’s section on your TTC’s website.

You will never need to create a new instance of this page. Most of the information
on your “Center Homepage” will remain the same. However, in this section, we will walk

you through each of the tabs within the Center Homepage content type.

YOURATTC v EDUCATION v  PROJECTS v RESOURCES v  COMMUNICATION v ABOUT .

= WIDAMERICA ATIC HAVIGATION

* Mid-America E

ATTC Month Iy = | America-Monthly E-
o Newsletter!

~E

ral health news in
nsas, Missouri,

America Monthly E-
Newsletter!

NEWS UPCOMING EVENTS
EVIDENCE-BASED 5

PRODUCTS

NEW ONLINE JOIN OUR
COURSE! MAILING LIST!
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For the CENTER HOMEPAGE content type, you will have the following tabs when

managing content.

BASIC INFO

PAGE CONTENT

MENU LINKS

ADVANCED SETTINGS

Under the Basic Info tab is where basic information about your Center is

managed.

BASIC INFO
PAGE CONTENT
MENU LINKS

ADVANCED SETTINGS

BASIC INFO

Basic information about the regional center.

Tile *
Great Lakes ATTC

Region

HHS Region 5

Logo

Background Image

Social Media Links

Phone Number

Email

greatlakes@attcnetwork.org

Center Category

Us-Based ATTCs

ADDRESS

**You will may never have to update this section again. You will spending most of your
time editing the Page Content and Menu Links tabs.



Page Content

The first item you will encounter under the Page Content tab is a familiar WYSIWYG
editor. This is where you will add basic information about your Center - which will
display on either the navy, orange, or green box on your Center’'s Homepage,
depending on your Network.

Due to space formatting, we recommend that you keep the content in this section short
and to the point. Note that your Center tile image, social media icons, email and phone
number will automatically appear.

PAGE CONTENT
Page content infermation.

Body (Edit summary)

<E 0 E

B I US x| = s 9y [ | Format ~ | Styles - | [@ Source m B EE =

I Y
& Lo Ue B B

| Mid-America ATTC

The Mid-America Addiction Technology Transfer Center (Mid-America ATTC) is a
collaboration between Truman Medical Center Behavioral Health (TMC-BH) and the
University of Missouri-Kansas City School of Nursing and Health Studies (UMKC
., | SONHS). Mid-America ATTC serves the states of lowa, Kansas, Missouri and Nebraska
(Region 7).
Mid-America ATTC Vision: All people accessing services for a substance use disorder
in lowa, Kansas, Missouri, and Nebraska will receive treatment and recovery support SCIENCES
rooted in evidence-based and promising practices. DISTRICT
Mid-America ATTC Mission: To accomplish this, Mid-America ATTC supports
multidisciplinary practitioners, agencies, and communities in implementing evidence-based praclices. We
do this by:
« building coalitions and improving coordination of services
+ leading in-person and virtual learning communities

» disseminating information and resources
« ensuring that research is accessible and useful to practitioners, and

« supporting organizations in their adoption of innovative practices

816-235-5055 | midamerica@attcnetwork org

Below the WYSIWYG editor, you will find two tabs - one that says Slider and one that
says Call to Action
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Below the WYSIWYG editor, you will find two tabs - one that says Slider and one that
says Call to Action

Slider ?
Call to Actions >

These two tabs allow you to add and manage sliders and call to action pods on your
Center's homepage.

YOURATTC ~  EDUCATION ~  TOPICS ~  RESOURCES ~  COMMUNICATION ~ ABOUT ~

= MID-AMERICA ATTC NAVIGATION Golo C'IIIIIH‘
e = e S

* Mid-America 5 "_Sign up forthe Mid- &
\ America Monthly E- [

" Newsletter!

ral health news in
nsas, Missouri,
raska

Mid-America

SAMHSA's new Evidence-
Based Practices Resource:

CONTACT US! JOIN OUR
e MAILING LIST!
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Adding a Slider

To add a “Slider” and slides to your Center's homepage, Select to open the Slider tab,
and Select “Add Part”

Zzrt-Zhde

1
2} Infa

ADD PART - SLIDE

Next, under Part - Slide, select “Slide Info” to expand.

Part- Slide

You will see an option Background Image to add an image to use as your background
slider. **The Center Homepage slider images resize to 1440px x 400px, so make
sure your image is large enough to fit otherwise it will appear pixelated.

Next, you will add a Title and Subtitle (Optional), which will appear as white text on the
dark grey square overlay on the image.

You will also add a URL and Link text for each slider (REQUIRED).
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Background image

If you want a background image, you can select it here.

SELECT MEDIA ITEM(S)

* Mid-America

C Monthly ®

TIP: To change the order in which your Slides appear on your Center’s Slider, select the
= symbol to the left of the individual Slide and drag to reorder. The Slide on top will
appear first in your Slider.

STTOVT VY VTLTOT T

Slides *

= Part - Slide REMOVE

Slide Info

@ Fart-Side REMOVE

Slide Info

‘

‘

= Fart-Slide REMOVE

Slide Info

S
H
v




Adding a Call to Action (CTA) Pod

To add a “Call to Action” pod to your Center's Homepage, start by selecting the “Call to
Actions” tab to expand, and then select the “ADD CALL TO ACTION” button.

Call to Actions v

Call to Actions
No CTA added yet.

ions here.
ADD CALL TO ACTION

Select the “CTA Info” tab to add:
1. Title
Icon
Brief Description (using WYSIWYG)
URL
Link text

o R0N

Call to Actions

= Call to Action REMOVE
CTA Info

@ nfo
ADD CALL TO ACTION




See image below for “CTA Info” content relations:

Call o Actions

The image for this call o action

20 select up to | media tems (0 lef)

finger-click CTA

(3 Wanttolink to a PDF or ather fil in your content below? Upload it here first. Remember your file namel

Use the “Insert Link" taol (select the link icon or use Gtrl-L) to search for your file name and complete link. G ET C ON N E C TEDI

Join oul Mailing list and subscribe fo our
9 % | Fomat - | Stes - | B Source m i monthly news:

Join our mailing list and subscribe to our monthly newsletter!

8IGN UP

Sign up

@

GALLTO ACTION
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Tip: When selecting your CTA icons, use only the pre-formatted white images with
transparent background provided in the library. While the image preview will not
work (since all the images are white on transparent backgrounds) we named each of
them so you will get an idea of what they are... such as “@ Symbol”, “arrow-click”, “bull
horn CTA”, “calendar CTA”, “bullseye CTA”, etc.

You will know which icon you selected by the green .

Select icon(s)

bull-horn CTA bullseye CTA calendar CTA

Note: You can have up to 3 Call to Actions visible at a time.
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Editing Your Center’s Navigation Menu

Under the Menu Links tab, you will build and add to your Center’s navigation.

You may include up to three (3) Sections with up to four (4) links under each
section - so 12 total linkages in your Center’s navigation menu.

YOUR ATTC - EDUCATION - TOPICS ~ RESOURCES ~ COMMUNICATION - ABOUT -

X GREAT LAKES ATTC NAVIGATION (Select in expand | collapse maru) Go to Genter

Special Topics Resources

kes Current: Monthly E-

To add or edit your Center’s Menu Links, select the Add Regional Center Link Section
button.

ADD REGIONAL CEMTER LINK SECTIONS
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In the expanded tab, select Component Info

Regional Center Menu Links

Regional Center Link Secticns

Component Info

Add the Section Heading for your first section, and select the Menu Links tab to add
up to four (8) links for that section.

For each link, include the properly formatted URL (https://) or begin typing the page
name to locate page to link. In addition, add the text you want to appear for each link.

L}
5 ol skl i "I . :
E3p ATTC

YOUR ATTC -~ EDUCATION -
X MID-AMERICA ATTC NA* GATION

Special Topics

Mid-Amarira
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The final tab on the Center Homepage content type is the Advanced Settings tab.
Here, you will indicate if the default language for your Center's Homepage is something
OTHER THAN English.

NOTE: You do not need to access or make changes within this tab UNLESS you have
translated your Center Homepage Content AND you want it to default to displaying that
language on the page when viewed.

BASIC INFO

PAGE CONTENT Advanced settings for this page.

MENU LINKS

Language

English

Authored by

Eric Barr (24)
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Content Type: Blocks Page

Adding a New Blocks Page

Blocks are boxes of content rendered into an area, or region, of a web page (such as
"User Login" or "Who's online") that can be displayed in regions (such as footer or
sidebar) on your page. Go to My Group> Pages>+Create a New Page. Under Add
New, select Group Node (Blocks Page).

Note: Check out the April 2020 Booster Recording for a virtual Blocks Page Demo.

Add New

Group node (Blocks Page) /

Adds Blocks Page content to groups both publicly and privazely.

Group node (Products and Resources)

Adds Products and Resources content to groups both publicly and privately.

Group node (Center Homepage)

Adds Center Homepage content to groups both publicly and privately.
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https://umkc.app.box.com/s/5czpebxzadhjlze1p73ovhxdqfbe30ln

You will first see a page to add the following:

1. Title - Add the content for the page title.

2. Authoring Information - Include who the Block Page was Authored by, and the
date it was Authored On.

e i

= Last saved: Not saved yet

< Author: Maureen Fitzgerald

Revision log mezsage

@ Info

Authoring information

Authored by

Maureen Fitz@EramgT 199)

@ Infa

Authored on

08/25/2021 | 06:59:19 P (2
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Once you are done click Save at the bottom left of the page. Your blocks page will
be created and will be taken to a page where you can click the Edit Page option to
start editing your blocks page.

YOUR ATTC ~ EDUCATION ~

+ Blocks Page New Blocks Page has been created.

You may add another Blocks Page.

View Edit Page Remove

On the next page, click Layout.

Edit Blocks Page New Blocks Page

EDIT DELETE LAYOUT REVISIONS

# > Node > NewBlocksPage > Edit

Title *

New Blocks Page

Not published
B Last saved: 07/02/2021 - 14:09
= Author: ATTC Center Admin

Create new revision

After clicking Layout you will be able to edit your Blocks page layout. In the layout
editing you will see +Add Section and +Add Block.
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YOURATTC ~  EDUCATION ~  TOPICS ~  RESOURCES ~  COMMUNICATION ~  ABOUT ~

View Edt Delete Layout Revisions

(@ This layout builder tool allows you to configure the layout of the main content area.
To manage other areas of the page, use the block adminisiration page.
Forms and links inside the content of the layout builder tool have been disabled.

Show content preview

Revision information [g Create new revision
New revision

[ o vou e st s aou o s g o

+ Add section ?

conture scton /

+ Add block

+ Add block

+ Add Background

Adding a Section - You can use this to change how the layout appears. Example:
Adding multiple columns for content on your page.

+ Add secti%n dp— — -
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Adding a Block - Select Add Block, then click the green Create custom block box.
You will have three options to choose from:

e Filtered Events - Use this to create a filtered content rollup menu for events.
Filtered Products and Resources - Use this to create a filtered content rollup menu for
products and resources.

e WYSIWYG - Use this add content. See above in the WYSIWYG Editor section for
detailed instructions.

Filtered Events

+ Create custom block Filtered Products and Resources

m —

WYSIWYG

| Filter by block name

+ Add block

Using the Event filtering options:

1. Add a Title (this title will only be viewed internally).

2. Choose a specific Center ID for the filtered event view or choose for it to show all the
centers.

3. Choose a specific Event Type to filter in the view or choose to show all the event types.

4. If you want to view events with SAMHSA Reporting Relation tags then you can select a
specific topic or view all the topics.

5. You can check the box to only show Upcoming events, or un-check it to show past and
upcoming events.

6. Use the Number of Items to Display to select how many events you would like to show
up at a time on your filtered events view.

7. Once you are finished, click the green Add Block option.
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# Configure block x

Center ID

Block description ‘ ATTC Network Coordinating Office

Filtered Events

Internal Title - All - %

Filtered Events for ATTC Central East ATTC

This title is used internally and not displayed to the user

Creat Lakes ATTC

Center ID
‘ ATTC Network Coordinating Office ~ ‘ Mid-America ATTC
Event Type || EventType

- All- ~
SAMH SA Report Relation | — All = ~ |
- All- ~ - Al -
i SAMHSA Report Relation ‘

b l | Online Course %
. - All- v |
covip-13 _ : Face-to-Face Training

'

Rural Communities ] ¥
= Meetin
Only show upcoming 9

Intensive TA Efforts m Webinar/Virtual Training

Number of Items to Display

E |

Using the Product filtering options:

=

Add a Title (this title will only be viewed internally).

2. Choose a specific Center ID for the filtered product and resources view or choose for it
to show all the centers.

3. Choose a specific Product type to filter in the view or choose to show all the event
types.

4. If you want to view events with SAMHSA Reporting Relation tags then you can select a
specific topic or view all the topics.

5. You can check the box to only show Upcoming events, or un-check it to show past and
upcoming events.

6. Use the Number of Items to Display to select how many events you would like to show

up at a time on your filtered events view.
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Product Type

- All - L
ZAN-
% ? Bleck description
Toolkit .
Filtered Products and Resources - Al -
Print Media (Erochure, Monograph, Repert, Poster) Internal Title
— Al -

Multimedia (Video, Webinar Recording, Podcast)

This titla is used internally and not displaysd to tha user. Central East ATTC

Wabsite Center ID o
Curriculum Package - All -
Mid-A ica ATTC
eMawszlatter or Elog : i
Product Type Mountain Plains ATTC
- an- v |

Mew England ATTC
Product Keywards

— Al - w Northeast & Caribbean ATTC

Product Keywords

T g = - | Northwast ATTC

Adolescents, Youth Pacific Southwest ATTC
SAMHS5A Report Relation

African Americans

SAMHSA Report Relation
Alcohol Misuse Use

Number of ltems to Display

Asian Americans & Pacific Islanders I
COVID-15
EBinge Drinking

Recovery Manth 2021

ASAM {patient placement,assessment)

— AN -

EBiology/Neurcbiclogy of Addiction

Rural Communitias
Clinical Supearvision

Intensive TA Efforts

COpioid Epidemic
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Edit an existing Blocks Page

After finding the Blocks Page you wish to edit, click on the three vertical dots button on
the far right side under Operations to Edit page. You can also edit the page by
navigating to the page on the website and clicking the Edit option.

Edit Blocks Page Blocks Test Page

Once in the Edit page view, click on the Layout
tab at the top.

EDIT DELETE LAYOUT REVISIONS

A > Node > Blockstestpage > Edit

Within the Layout section you will see all the Sections/Blocks page content:

YOUR ATTC ~ EDUCATION ~ TOPICS ~ RESOURCES ~ COMMUNICATION ~ ABOUT ~

lew Edit Delete Layout Revisions

(@) This layout builder tool allows you to configure the Iayout of the main content area.
To manage other areas of the page, use the block administration page.
Forms and links inside the content of the layout builder tool have been disabled

‘ Save layout H Discard changes H Revert to defaults

Show content preview

Create new revision

editing the fayout for this Blocks Page content item

+ Add section

Configure Section 1

Latest Products!

+ Add block

Alcohol is STILL a Drug: An Exploratory Wel
The Great Lakes AMHIPTTC is oflering this train

s (September 7, 2021)
3 in HH5 Region 5 L.
e < =)

Creating an Inclusive Organization {
The Great Lakes ATTE offers tis training for behavioral health professionals in HHS Region 5: IL, IN. M1, MN, Oh, and WI. This trainingis |

zmEz
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To edit your blocks page content, select Configure, under the pencil icon:

Introducing a New National Core Curriculuri: ?;:?%D

Stimulants and their Impact on Brain ar d Sty
Behavior: Best Practices and Approaches for
Effective Treatment and Recove.

> Back to Focus on Stimulants Page

The ATTC Metwork proudly presents a core curriculum training package to provide information about central nervous system
stimulants and their impact on brain, body, and behavior. Prepared by members of the Addiction Technology Transfer Center
Metwark, Stimulant Workgroup, the training covers (1) the scope of stimulant use in the United States and beyond; (2) stimulants
and the brain and impact of use on cognition; (3) stimulant use and psychosis; (4) short- and long-term physical and mental health
consequences of stimulant use and considerations for specific populations; (5) the intersection of stimulant use and HIV risk; and
(6) effective evidence-based behavioral treatment interventions and recovery supports for people with a stimulant use disorder.

The national core curriculum includes two modalities:

You can also add a new section or block:

+ Add se@nn

Once you have finished making your page edits, click Save layout:

(i) This layout builder tool allows you to configure the layout of the main content area.
To manage other areas of the page, use the block administration page.
Forms and links inside the content of the layout builder tool have been disabled.

Save layout Discard changes Rever to defaults

Show content preview
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unhwh =

Component: Staff Directory

Building Your Center’s Staff Directory

Create a Basic Page from the admin menu Content > Add Content > Basic Page
Give it a title like “NCO Staff Directory” or something more fitting to your TTC

Click the checkbox to hide the title

Scroll down to the Components section located below the WYSIWYG Editor

Click on the “+” icon and add the “Staff LISTING” component. Note: Do not use the
“Center Staff Directory” as this is an old component to be removed later.

Scroll to the bottom of the page and click Save m

Components

=3

[+] 10 Components

Components

(+] to Companents
AlLHELA | EL

F
ADD
AGGREGATED
ADD
FEATURED
ADD
AGGREGATED
ADD NEWS
LISTING
ADD STAFF

LISTING )j aved yel
A

ADD L.

nOAn eTe
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Adding New Staff

Staff members can be added easily from within the edit form of the Basic Page as
follows:
1. Click to edit the Basic Page (Staff Directory Page)
2. Scroll to the Staff Directory component and click Edit
3. Click to “Add New Node,” which will open form elements to allow you to add the needed
information:
a. Full Name

b. Photo (Optional)

c. First Name Staff Listing

d. LastName

e. Credentials (optional)

f. Job Title T
g. Phone (optional)

h. Email

i. Bio (optional)
4. Click Create Node
5. Repeat as required
6. Once completed, scroll to the bottom of the page and click Save

Adding Existing Staff

If a staff member has already been created using the Person content type, they can be
added easily by adding the existing node as follows:

1. Click to edit the Basic Page (Staff Directory Page)

2. Scroll to the Staff Directory component and click Edit

3. Click to Add Existing Node
4. Use the AutoComplete field to find the name of the Staff you would like to add and click
to select it
Click to Add Node
6. Scroll to the bottom of the page and click Save

o
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Correcting Image Focal Points in Staff Directory

If the photo content is misaligned or cutting off important parts of ,
the image, this can be corrected using the Focal Point tool to N
make the adjustment. This can be easily done from within the
page by hovering over the image and clicking the pencil icon in i
the upper right corner and clicking to Edit. This will open the &
Image edit form. Erin Test, ABC

Proj eleliel

816-235-6989
hobbse @umke. edy

Here you will see the image thumbnail with a white crosshair
icon. Simply move the crosshair to the desired focal point of

your image (center of the face or featured object) and scroll down
to save.

The image should update automatically with the corrected focal
point. Another option is to make the edit from the Basic Page edit
form as follows:

Click to edit the Basic Page

Scroll to the Staff Directory component and click Edit
Scroll to the staff member and click Edit

Scroll to the Photo Field and click Edit

Set the crosshair to the desired focal point

Scroll down and click Save

Scroll down to Update Node

Scroll to the bottom of the page and click Save

Nk WDdb =
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Module: Translations

The process of adding content to a translation job has a similar workflow to e-commerce
checkout and should behave in a familiar way (add to cart, checkout to translation, etc).You
can watch this recorded tutorial for step by step instructions for Translations:_https://
umkc.app.box.com/s/1nu0zeo9jSlcesew57x7oyeeoi74gslt

**Before you get started, please contact your TTC NCO to confirm you have all your
“Translation Staff’ added to the site as users, as well as provide a list of all languages
you will be using in your content translations.****If there are no translators available
please submit a request to:|https://ttcrequest.zendesk.com/|
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Quick Tips and FAQs

> Center Emails: Each TTC Center has a dedicated email address formatted as
‘centername@attcnetwork.org” (or @pttcnetwork.org, @mhttcnetwork.org). These

emails forward to designated staff at each Center. If you have questions or want to change
who this email is forwarded to on your staff, contact your individual TTC NCO.

> Center Shortcut URLs: Each Center has a short, direct URL that can be used in print or
online to direct visitors directly to your Center Section. These are formatted as attcnetwork.org/
centername, pttcnetwork.org/centername, or mhttcnetwork.org/centername.

> Google Analytics: Each Center has been established individualized reports to view
analytics related to your individual sections. This includes # of visitors, # of pageview, length of
sessions, and more. If you would like access to your Center reports, please contact your
individual NCO. Note: You must have an active Google Account to set-up access to your
Center’s Analytics report.

> Pasting Content from Various Sources: \When copying/pasting content into the WYSIWYG
Editor, remember to paste into Notepad or other plain text editor to remove all existing
formatting prior to pasting into the WYSIWYG. Many of you may have noticed this error from
time to time:

> Removing extra html: To remove this “extra html” code, you must go back to the content
node, select “Source” in the WYSIWYG editor, locate the extra piece of code (&nbsp;) and
delete.

JUN Buprenorphine Waiver Training

O 4 &nbsp; This Buprenorphine Waiver Training is offered through the joint providership of

1-..____‘
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> Uploading Header and Slider Images: We recommend that when selecting images
to use as Header Images or Slider Images, that Photos and Images are used - NOT
ILLUSTRATIONS with TEXT. Keep in mind that the larger the image size is at upload
the better. Smaller images are typically going to be "upsized" and will come out
pixelated depending on exactly how much resizing is required. Images that are bigger
than this will crop to the new size. Images that are smaller by either measurement will
upsize and pixelate and become blurry. It is best to use ILLUSTRATIONS with TEXT
within the WYSIWYG Editor when adding the information about the item to ensure they
retain their dimensions and resolution as intended.

> Center Administrator Accounts: The NCOs recommend that each Center have no
more than two (2) Center Admins. This is to ensure that staff become accustomed to
editing and adding content. However, reach out to your NCO if you feel that you need
more than two Center Admins to manage your Center’s website content.

> Request Technical Assistance: Need to request technical assistance? Staff from the
NCOs are here to help!
e If you are with the MHTTC Network, submit your request via your MHTTC Center
Admin SLACK Channel, or email networkoffice@mhttcnetwork.org
e |[f you are with the ATTC or PTTC Network, submit your request via our TTC TA Request
Portal at ticrequest.zendesk.com

— Submit a request  Sign in

ticrequest > Submit a request 'C.‘\-'\ Search

Submit a request

Your email address*

Your Name™®

Your Phone’
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List of Helpful Resources on the TTC Hub:

Recommended TTC Website Maintenance Best Practices
Event and Product Type Definitions

Icons Key

Tip Sheet #1: Selecting and Adding Images

Tip Sheet #2: Getting the Most Out of Your Google Analytics
TTC Guidance for Consistent Website Data Entry Practices

The Essential Guide to Using Images Legally Online
GPRA Tips and FAQs
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https://ttchub.org/regcenters/webadmin/tools/documents/TTC_WebsiteMaintenanceBestPractices.pdf
https://ttchub.org/regcenters/webadmin/tools/documents/Website_Definitions_Final.pdf
https://ttchub.org/regcenters/webadmin/tools/documents/Icons_Key.pdf
https://ttchub.org/regcenters/webadmin/tools/documents/TIPSHEET1_UsingImages.pdf
https://ttchub.org/regcenters/webadmin/tools/documents/TipSheet2_Analytics_rev6.8.2020.pdf
https://ttchub.org/regcenters/webadmin/tools/documents/TTC-Guidance-Consistent-Website-Data_FINAL.pdf
https://www.searchenginejournal.com/using-images-legally-online-guide/319403/#close
https://ttchub.org/regcenters/webadmin/reporting/docs/GPRA-Tips-FAQsrev05132020.pdf
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