


What is Content Lab?

« Focuses on Content Strategy. Managing your content to reach
target audiences and using data and feedback to improve
content and user experience

« Community of practice
- Values ongoing learning and continuous improvement
- Flexible format

- Thrives on active participation

Content Lab is aligned to the Digital Roadmap, supporting the goal of high-quality,

accessible, user-centric content on state websites




Our purpose: Learning + better content

Community of practice Mass.gov content

. We want to continually - Clear before clever

row and improve
S P = Current

- We use real content
examples —yours and
ours

. Constituent-friendly

. The methods and
practices are the point



"Deep dive into documents" series

Today: How documents work in the Mass.gov CMS
July 31: Interactive workshop

August 14. Converting documents to HTML and options for
long, complex documents

Check ACCESS page for upcoming trainings on making
documents accessible!



Contents

Basics of documents
in Drupal

Document URLs and
linking to documents

Reports in (and out of)
the CMS




Basics: Documents in Drupal



document in Drupal is a "file" and a "media entity"

File (or "binary")

Files are what you think they are: The
.pdf, xlsx, .docx you want people to

Title *

Enter the title text for your file as you'd like it to appear on the web-page. Titles should help users understand
what the file is about and typically are taken from the main heading on the first page of your file. It is best to
avoid acronyms and only capitalize the first word in your title.

Work Search Log English

Short description

A 1-2 sentence, high-level description of what the viewer will find in this file.

Listing description

Enter a short description <320 characters that may be used in curated lists.

Select the file *

ACCESSIBILITY: All documents must be accessible so that visitors who need assistive technology can use
them. Test your documents prior to uploading using the guidance found in our Knowledge Base.

PUBLIC LINK: The public site should always link to the latest published version of the document which you
can access on the "View" tab after you save and publish.

WARNING: Never use the link below on the public site. This is for preview only.

ARCHIVING: Please submit a copy of PDF, Word, or Excel documents to the State Library for archiving.
(opens in new tab)

UPDATING: If you update this document, please remember to also update each translated version of it as
well, following your Organization’s usual process for document translation.

Work_Search_Log weeks-fs.pdf Remove

Media entity

= The metadata associated with your file. When
you select "Add document," you are creating a
media entity and associating it with a file.

Title *

Enter the title text for your file as you'd like it to appear on the web-page. Titles should help users understand
what the file is about and typically are taken from the main heading on the first page of your file. It is best to
avoid acronyms and only capitalize the first word in your title.

Work Search Log English

Short description

A 1-2 sentence, high-level description of what the viewer will find in this file.

/
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Listing description

Enter a short description <320 characters that may be used in curated lists.

Select the file *

ACCESSIBILITY: All documents must be accessible so that visitors who need assistive technology can use
them. Test your documents prior to uploading using the guidance found in our Knowledge Base.

PUBLIC LINK: The public site should always link to the latest published version of the document which you
can access on the "View" tab after you save and publish.

WARNING: Never use the link below on the public site. This is for preview only.

ARCHIVING: Please submit a copy of PDF, Word, or Excel documents to the State Library for archiving.
(opens in new tab)




Live demo: Documents in our CMS

To review.

"All documents" view
Editing documents: Revisions, pages linking here

When you add a document, you are adding a media
entity AND a file

When you update a document, you can just replace
the file in the media entity

Metadata you can use for content management
(listing description, collections, labels)

"Language" (or creating language bars)



Documents in multiple languages

- Use the "language" field to connect
documents in multiple languages

« The CMSwill tea"l
© wigenerate a anglage COVID-19 information in Spanish / Informacion

1
bar - ~
sobre el coronavirus (COVID-19) en espanol
A collection of information on the court system response to COVID-19 available in
= Language bar o y P
panish
examples: Service | Org | List | Info
@ Orden en Efecto Permanente 4-20 / Standing Order 4-20 CONTACT
details (Spanish, PDF 116.24 KB) Trial Court Web Support
English | i) | Kriolu di Cabo Verde = {3 = Fanigi = Portugués, Portugal .
o & Online
° Pycckuit | Tiéng Viét  Translate labels
] lee d emo: HOW to co n nect webrequests@jud.state.ma.us
d oc u ments @ Open letter regarding co-parenting during COVID-19 from Chief Q Address
Justice John D. Casey in Spanish (spanish, PDF 108.86 KB) John Adams Courthouse
. . . English = iu-) | Kriolu di Cabo Verde | {Bi{f2 | Kreydl ayisyen Fianigs One Pemberton Square - 1M
-l. I_OO k U p t h e tl tl e Of E n g | IS h Ve rS I O n Portugués, Portugal Pycckmin | Tiéng Vist  Translate labels Boston, MA 02108
Directions +

of the doc

2. Start typing that in the "English
version" field


https://www.mass.gov/acquired-brain-injury-abi-and-moving-forward-plan-mfp-waivers
https://www.mass.gov/orgs/massachusetts-developmental-disabilities-council
https://www.mass.gov/lists/probate-and-family-court-forms-for-divorce
https://www.mass.gov/info-details/using-your-wic-card-in-stores
https://www.mass.gov/info-details/using-your-wic-card-in-stores

Document URLs (and why they matter
[{e]@\Y/e1V)



5 document URL patterns to know across
Mass.gov

www.mass.gov/doc/... is a link to a media entity.

www.mass.gov/files/... is a link to a specific file.

www.mass.gov/media/... is an out-of-date link to a media
entity.

We only ever want to link to media entities.


http://www.mass.gov/doc/
http://www.mass.gov/doc/
http://www.mass.gov/files/
http://www.mass.gov/files/
http://www.mass.gov/media/
http://www.mass.gov/media/

We only want to link to media entities

When you update a media entity with a

new file, all your links update
automatically.

If you link a file's URL, Google might
index the file URL. Then, people could
stumble on it even if you
unpublish/update the media entity.
(They would have the "direct" file URL.)

If you never link directly to a file URL, it
won't appear in search engines. Only
the media entity URL will.
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Only link to media entities (continued)

5 | ua work search lo & @
If you remove a document, you pooge (e x ‘
a re rem OVi ng a med ia e ntity. Al Mode A_H Images Videos Shortvideos News Forums More ~
@ thizj;a?w.mass.gov’docadownload PDF :

Re moved m ed |a e ntlty U R I_S WI | | Job search log Work Search Activity Log

v Use this work search log to: Record your job search ... You can get more copies of this form at any

be b ro ke n | i n kS. (Goog |e Wi | | MassHire Career Center or at www.mass.gov/dua/forms.
remove them quickly.) However...

...file URLs still lead to the
file. Removing a media entity 1008
does nOt remove a fileo Feb 19, 1998 — It is the policy of EOEA and its agencies to protect;preserve and enhance all open space

areas covered by Article 97 of the Article of ...

Mass.gov
https://www.mass.gov » files » desarticle97 = PDF

‘o




How to link documents



Live demo: Linking documents

To cover:

Rich text links
"Insert" document tool
Modifying the link text

Document-specific fields
Links and Downloads

Callout buttons

Demo page for documents



https://edit.mass.gov/info-details/documents-demo-for-content-lab---unpublished

Reports for managing documents



Live demo: Orphaned documents, docs with no binary, downloads
by document

To cover:

. How to find them (For CMS
reports: Content menu,
"reports" menu)

= How to use them



Use Siteimprove policies to find documents you're unpublishing

You can use Siteimprove to search
for documents if...

. you think you didn't link a
document correctly

. you want to check for file links
Live demo:

- Pages linking here for
documents

- Siteimprove policies



Live demo: The document export CSV

To cover:
= Reminder: How to get one

-  What columns you get and
what they mean
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