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INTRODUCTION 
The NASA Applied Sciences Program (ASP) has identified the need to enhance its current website and improve overall communication abilities for the public-facing 
website, resulting in better user experience and easier access to relevant artifacts including quad charts, abstracts, videos, program and project information, and 
success stories.  In other words, ASP wants to improve its management of content delivery, for which it has adopted the use of a programmatic framework for said 
management of content delivery, or Content Management System (CMS). 

This document provides a comprehensive guide to the current implementation of the Drupal-based Content Management System (CMS) version 1.0.  It details 
each of the sections/content blocks currently identified as managed content, categorized into types.  It includes step-by-step directions on how to create new or 
modify existing content types, and progress content through moderation workflow (drafting, reviewing and publishing content based on user roles and 
permissions).  The user guide begins with a Getting Started section which provides: 

• a high-level overview of the moderation workflow as it pertains to Phase 1 
• directions on how to log in and navigate through the system  
• how the workflows work based on your roles and permissions 

The chapters that follow are organized by user role to help you get to the information you are looking for faster. 

1.0   GETTING STARTED 
Welcome to the Applied Sciences Website!  In this section, you will find information on the website content management system, the user roles that support 
them, how to log in, how to navigate, and how the workflows are set up to publish content to the site.  

1.1 Process Overview 
Outlined below are the steps to create your account, log in, and proceed with creating and editing content.  
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1.2 Create Account 
The first step in the process is to create an account. You can email REI Helpdesk at eBooks-AppliedSciencesWebsite@reisystems.com if you are an 
authorized content contributor to set up your account. 
 

Logging in 
1. Open your internet browser.   
2. Go to: http://appliedsciences.nasa.gov/user. 
3. Enter your User Name and Password. 
4.    Click Log In. 

   

 

 
 
 
 
 
 
Reset Password 
 
To reset your password, click on Request new password and enter Username or email address. The system will send an email with a  
temporary password and link to reset. 

mailto:eBooks-AppliedSciencesWebsite@reisystems.com
http://appliedsciences.nasa.gov/user
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2.0  WORKBENCH 
  

The main workbench or “dashboard” 
area where all existing content for 
the program can be  
accessed/edited. 
 

 

A. Profile account. 
 

B. Content under edits by you. 
 

C. Filter your edits. 
 

D. All other content by authorized 
members of the team. 
 

E. Filter Program-wide edits. 
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3.0   CREATE CONTENT (ALL roles eligible) 
   

As seen to the right, The Add content menu item  
allows the user to create content for any  
of the content types in the drop down list. 
 
 
 
 
 
 
 
 
 
 
 
 
Alternatively, the Create content sub-menu item from  
the My Workbench section allows the user to create  
content for any of the content types in the drop down 
list.  
 

 

 

 

 

 

 

Detailed instructions for each of these sections is described next. 
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ANNOUNCEMENT TICKER 
 
Displays on the site below the large hero 
banner, as seen to the right.   
Only visible on the site if content is present. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To create ANNOUCEMENT TICKER: 
 
Select Event from menu from Add content  
menu item at top…  
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Complete Required Sections:  

 
A. Title (internal reference. Will not 

display on web page.) 
 
B. Announcement description. Provides 

rich text editing. 
 

C. Check program affiliation. 
 

D. Select desired moderation state 
(workflow step). 
 

E. Save content. 
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EVENT  
 
Details a noteworthy event on the site, as seen  
by highlighted box to the right.  At time of this 
writing, the event section was not finalized.  
Display to the right was suggested. 
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To create an EVENT: 
Select Event from menu from Add content  
menu item at top… 
 
 
 
 
 
Complete Required Sections:  
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A. Event Title (DOES display on site) 
 

B. Specify Program affiliation 
 
C. Enter URL of site where event is described.  

 NOTE: If no URL is provided, event displays as 
plain text on site. 

 
D. Event start date 
 
E. Event end date 
 
F. Choose moderation state (workflow step) 
 
G. Save content. 
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FEATURE TAB 
 
Tabbed-selected content specified by 
template-based formatted layout, seen  
by the highlighted box to the right. 
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To Create Feature Tab: 
 
Select Feature Tab from Add content  
menu item at top…  
 

 

 

 

Complete Required Sections: 

A. Specify Slide Title 
 

B. Choose Template 
a. Image above Text 
b. Image Only 
c. Text Only 
d. Video above Text 
e. Video Only 

 
C. Custom content: If neither  

pre-defined template provides the  
desired output, please contact REI to  
coordinate a custom content  
creation. 
 

D. Upload display image for applicable 
content (templates 1,2,4,5).  Image  
must be PNG format and comply with 
size specification given. 
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E. Enter description for the feature tab  
content. Rich text editor is provided. 
 

F. Select the Tab under which your content will 
reside. Tabs are either numbered in ascending 
sequence as per the horizontal order of the 
website page, starting from the left. 
-OR-  
Tabs will have the same names listed as those on 
the website. 
 

G. Specify which slide # in the sequence, to be 
assigned to.  
NOTE: If a slide # is in use, the system will 
automatically place your new content in the next 
highest available position. 
 

H. Check your program afilliation. (super user view 
displayed here.) 
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I.  Upload Video (templates 4, 5). MP4 format only.  
Creates a link to the video. 
 

J. Specify Video URL.  

Hosted internally:   Once video uploaded, right-click the 
video link & “Copy link address”.  Paste it in Video URL 
filed. Scroll to the front of the link & remove the domain 
portion of the link so that the remain portion starts with 
“/sites/default/files/…” (i.e.  
http://nasa-appsci-staging.reisys.com/sites/default/ 
files/video/original/myVideo.mp4 should result as 
/sites/default/files/myVideo.mp4). 
 
If video is external (youTube), replace the i.d. portion of 
the video URL with “embed/” and place in Video URL 
field 
(i.e.  

https://www.youtube.com/watch?v=nCelDJUC7wg  
should be entered as 
https://www.youtube.com/embed/nCelDJUC7wg) 
 

K. Upload Video Display Image (Template 5)  PNG format 
Only.  

L.  Select desired Moderation state (workflow step).  

M.  Save or Preview content. 

 

 

http://nasa-appsci-staging.reisys.com/sites/default/
https://www.youtube.com/watch?v=nCelDJUC7wg
https://www.youtube.com/embed/nCelDJUC7wg
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LIBRARY 
 

Displays a link-specified reference to an 
uploaded document. (PDF, PPT, DOC) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
To Create Library Content: 
 
Select Library from Add content  
menu item at top…  
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Complete Required Sections:  

A. Enter Library Title (internal use only) 
B. Upload associated file (PDF, PPT, DOC) 

NOTE: once file is uploaded, check the 
“Include file in display” box  and provide 
Description. 

C.    Check Program affiliation. 

D.  Choose to Exclude this Library content from 
showing on the comprehensive site-wide 
Library listing. 

E.   Choose Moderation state (workflow step). 

F.   Save or Preview. 
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NEWS 
 
Highlighted to the right image, Link- 
specified entries corresponding to web- 
based articles. 
 
If news entry has no corresponding URL,  
Entry will be plain text. 
 
Shows publication date as part of entry.  
 
 
 
 
 
 
 
 
To Create News Content: 
 
Select News from Add content  
menu item at top… 

 

 

 

 

 

 



CMS User Guide   22 | P a g e  
 

Complete Required Sections: 

A. Enter News Title (displays on web page). 
 

B. Check Program affiliation. 
 

C. Enter URL to News article, noting format 
…(http:// or https://). 
 

D. Choose Moderation state (workflow step). 
 

E. Save or Preview. 
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PARTNER LOGO 
 
Displays the logo of the partner 
Organization. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To Create Partner Logo Content: 
 
 
Select Partner Logo from Add content  
menu item at top… 
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Complete Required Sections: 

 
A. Enter Partner Logo Title (internal reference) 

 
B. Enter Body text (name of the partner 

organization) 
 

C. Upload Partner Logo (noting size and type 
requirments) 
 

D. Check Program affiliation 
 

E. Associate partner logo with published success 
story. Check all that apply. 
 

F. Choose Moderation state (workflow step). 
 

G. Save content. 

 

 

 

 

 

 

 

 

 



CMS User Guide   25 | P a g e  
 

PROGRAM CONTACT 
 
Provides description information for  
Program team members. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To Create Program Contact Content: 
 
Select Program Contact from Add content  
menu item at top… 
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Complete Required Sections: 

A. Enter First Name 
 

B. Enter Last Name 
 

C. Enter Organizational Affiliation 
 

D. Enter Title 
 

E. Enter order in contact appears on page (left to 
right) 
 

F. Choose Program affiliation 
 

G. Choose Moderation state (workflow step) 
 

H. Save or Preview content 
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SUCCESS STORY  
 
Details or summarizes the successful  
implementation/application of research,  
data or product to a problem space.  
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To Create Success Story Content: 
 
Select Success Story from Add content  
menu item at top… 

 

 

Complete Required Sections:  

A. Enter Success Story Caption (see diagram 
above). 
 

B. Check Program affiliation. 
 

C. Upload high resolution panoramic image. Vector 
images work best (PNG format). 
 

D. Specify ALT text (for screen readers, search 
engines,…)  and Title (shows as tooltip). 
 

E. Choose if the content will be featured on Home 
page. 
 

F. Complete the success story write-up. Rich text 
editing supported. 
 

G. Upload In-line image. Displays on landing page 
(see diagram above). 
 

H. Choose Moderation state (workflow step). 
 

I. Save or Preview content. 
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TESTIMONIAL 
 
Quotes a participant of the engagement on 
their impression of one or many aspects of  
the engagement. 
 

 
 
 
 
To Create Testimonial Content:  
 
Select Testimonial from Add content  
menu item at top… 
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Complete Required Sections:   

A. Enter Title (internal use). 
 

B. Enter Quote. 
 

C. Enter Author name. 
 

D. Enter author’s Organization. 
 

E. Choose Program affiliation. 
 

F. Select Moderate state (workflow step). 
 

G. Save content. 
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VIDEO 
 
Displays an internally-hosted or  
Remotely-accessed video. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
To Create Video Content: 
 
Select Video from Add content  
menu item at top… 
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Complete Required Sections: 

A. Enter Video Title (primary display line). 
 

B. Specify Program affiliation. 
 

C. Upload HOME PAGE Video Image, noting sizing and 
formatting guidelines. 
 

D. Upload PROGRAM PAGE Video Image, noting sizing 
and formatting guidelines. 
  

E. Upload Video to Server (MP4 format). 
 

F. Video URL:  
 
If Hosted internally:   Once video uploaded, 
right-click the video link & “Copy link address”.  
Paste it in Video URL filed. Scroll to the front of 
the link & remove the domain portion of the 
link so that the remain portion starts with 
“/sites/default/files/…”, (i.e.  
http://nasa-appsci-
staging.reisys.com/sites/default/ 
files/video/original/myVideo.mp4 should result 
as /sites/default/files/myVideo.mp4). 
 
If video is youTube (external): Replace the 
parameter portion of the video URL with “embed/” 
and place in Video URL field. 
(i.e.  

https://www.youtube.com/watch?v=nCelDJUC7wg  
should be entered as 
https://www.youtube.com/embed/nCelDJUC7wg) 
 

G. Specify Video Description (secondary display). 
 

H. Choose Moderation state (workflow step). 
 

I. Save or Preview content. 

http://nasa-appsci-staging.reisys.com/sites/default/
http://nasa-appsci-staging.reisys.com/sites/default/
https://www.youtube.com/watch?v=nCelDJUC7wg
https://www.youtube.com/embed/nCelDJUC7wg
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4.0   PUBLISH, VIEW MODERATION HISTORY, UNPUBLISH CONTENT (PM role eligible) 
 
 
Publishing is the final step in the moderation 
and makes content visible on the website. 
 
 
To Publish Content: 
 

A. Click My Workbench button at the top left 
in the menu bar. 
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B. Once at the “My Workbench” page, 
Under the Actions column, Click edit 
for the desired content  
(Shown to the right)… 
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C.   On the content editing page, scroll to the  

bottom of the page to find the 
“Moderation state” dropdown. 
(seen to the right)   

 
Choose Publish from the dropdown list and 
click the Save button at the very bottom.  
The confirmation page will return.  
At this point, the content will be visible on 
the website upon page refresh. 

 
NOTE: As PM role, you have the ability to 
change any content on the content editing 
page. 

  



CMS User Guide   36 | P a g e  
 

To View Moderation History:  
 
 

A. From the workbench page, find the row of the 
desired content.  In that row, click the View 
moderation history link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

B. The system shows the history of moderation states 
through which the content has gone. 
It also shows which users have moved the content 
through the moderation steps.  
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To Unpublish Content:  
 
 

A. For content whose Status is Publish, From the 
workbench page, find the row of the desired 
content.  In that row, click the View moderation 
history link…. 
 
 

B. Click the Unpublish link  for that content, under 
the “MODERATIONS ACTIONS” column header. 
 
 
 
 
 
 
 

C. The system prompts you if you’re sure and to what 
state you’d like to return the content. 
Choose the state and click the “Unpublish” button. 
 
Upon unpublishing, the system returns to the 
Moderaton History page. 
 
As always, you can Click the “My Workbench” 
button at top left to get back to the main work 
page. 
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5.0   FILTER CONTENT PRESENTATION (ALL roles eligible) 
 
To Filter Content Presentation:  

 
 

A. Click either the Filter “My Edits” button or  Filter “All 
Edits” button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
B. The resulting page provides the ability to filter content 

by the following criteria:  
--Title   --Type  
--Published  --Sections (Program Areas) 
--Items per page 
 
Select desired filter criteria, then click “Apply” button. 
 
This page provides the ability View moderation history, 
edit content.  For PM role and higher, it also provides 
ability to move the content to different a moderation 
state. 
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6.0   CONTENT FORMAT SPECIFICATIONS 
Content Type Specification Comments 

The Hero Banner Section:  Provide the actual story description (which we can post on a landing page)   

-OR-  

 Link to a current site if it's already posted on another site 

 A high resolution panoramic image (1920 x 1280px)  (1900 w x 300h) 
preferably png format or vector. 

 A title/caption to show on top of the hero banner image: text size limit = 
~200 chars with spaces (about 32 words). 

 Landing page in-line secondary image ~ 350 x 350px (optional but 
recommended) 

 

Let us know if you need us to look for 
images.   Currently using Shutter stock 
for image repository.  Can send you a 
few image options to select/buy. 
Need at least 2 stories from each 
program. 
 

Feature Tab Section: 

 

 Provide the title of each tab and the corresponding content you would like 
to show inside that block.  

 You have the option to have as many pages/slides within each content 
block using any of the template combinations below.  

        You have 5 template options from which to choose. 

Slide Title:  Text (~13 words, ~75 chars with spaces.) 

- Template 1: Image and Text 
    Image: max width: 900px and max height:  385px  
    Text: 3-4 lines of text with Lato font type in medium, size 22px and 
32px  
                  for line height (470 MAX characters with spaces) 
  
- Template 2: Image Only 
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    Width: 900px and height  500px 
  
- Template 3: Video Only 
    Width: 900px and height 500px (depending on  the ratio of the 
video) 
  
- Template 4: Video and Text 
    Video size : max width 894 px and max height 385 px 
      Text: 3-4 lines of text with Lato font type in medium, size 22px and  
                  32px for line height (470 MAX characters with spaces) 
  
- Template 5: Text Only 
      20 lines of text with Lato font type in medium, size 22px and 32px for line  
      height (about 230 words, or 1600  chars with spaces) 
 

Announcement Ticker 
(megaphone section): 

 Includes any program specific announcements you would like to post on 
the web i.e. upcoming conferences, new solicitations/awards etc. 

 ~ 150 chars (including spacing) 

 

 

Customer Testimonials 
Section: 

 Verify the quotes that we have on the respective program pages.  
Share any new quotes that you would like us to populate. 

 

Partner Logos:  Verify the partner logos on the respective program pages. 
 Provide any new or high resolution logos that you would like us to add. 
 138 x 138 px 

 

 

Home Page Video Image 
(gallery) 

 Video Image size – 287 x 112 px 
 Play button size – 60 x 60 px 
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Program Page Videos 
Sections: 

 Provide the actual video or You-tube link to be uploaded to the website 
(video size should be less than 500MB)  

 An image to show up for that video on the program page (127 x 70 px)  
 Add the play button ( 40x40 pixels) 
 A short title for the video (Maximum text size limit = ~45 chars with spaces 

(about 6 words). 
 A short second line description of the video to show up beneath the video 

title. This description will be concatenated to fit the size if too long. 
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