
Basic Content Management 
in Drupal

This manual is intended for content managers, editors and 
maintainers of websites based on Drupal 6.X. 

It contains step-by-step descriptions and screenshots for such 
processes as adding new content, updating and deleting content, 
uploading images and setting basic site information. 

It also offers some useful tips and troubleshooting suggestions to 
help you maintain and promote your site.

Though this manual is written in layman terms, we use some Drupal 
lingo too, to help you discuss your site setup with a Drupal 
specialist. 
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Introduction 

What is Drupal?

Drupal is an open source content management platform used for 
many different types of websites from personal blogs to online 
shops to corporate sites.

Drupal is a modular system that can be adjusted and customized 
through modules and features added to standard distribution of 
Drupal.

The standard distribution of Drupal - Drupal core - contains about 
30 basic modules to get you started. Additional modules and 
features can be added to enhance functionality and change design 
of your website. 

Why Drupal?

Drupal is a free and open source software that is constantly evolving 
and improving with the contributions of people from all over the 
world.

Drupal is a flexible content management system that can be 
adjusted to your personal needs and needs of your visitors.

Drupal is an easy system; its basic installation, administration and 
maintaining does not require programming skills.

Drupal is a worldwide community of people helping each other 
24/7.

Since Drupal is an open source software that is recognized and 
popular all over the world you can easily find competent specialists 
to develop a new site for you or change the existing one. 

Drupal Core Modules

Drupal core is the standard installation of Drupal consisting of 
several modules. It can be expanded to meet your particular needs 
and extend functionality and design of your website.

Drupal core includes several "core themes", which define design of 
your site. The themes are chosen by site administrator via special 
menu.

In the theme options site administrator may switch on/off such 
settings as logo display, site name and mission, dates of postings, 
etc. 
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Word “drupa l ” i s an 
English version of the Dutch 
word “druppel”, which means 
“drop”. 

Initially, Dries Buytaert, 
the “father” of Drupal, wanted 
t o c a l l h i s w e b s i t e 
“dorp” (“village” in Dutch), but 
made a typo when checking 
the domain names, and 
thought that “drop” sounded 
better. 

As of the beginning of 
2008, translations for Drupal's 
interface were available in 44 
languages plus English as 
default language.

Today, Drupal.org is a 
community with over 350,000 
subscribed members.

Visit www.drupalsites.net 
to see over 3000 examples of 
Drupal-based sites.
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Recommended Drupal Modules

To facilitate site content management and make a Drupal-
based website more attractive and user-friendly it is recommended 
that any site has the following modules in addition to Drupal core 
installation:

BUEditor: Module that adds buttons to make your text bold or 
italic, to make bulleted or numbered lists, to add links and images to 
your postings - all that without need for html or bbcode tags. 

Download at: http://drupal.org/project/bueditor

Content Construction Kit (CCK): Module that allows adding 
additional fields to your posting, such as text bodies, downloadable 
files fields, dedicated link fields, contact info fields, etc.

Download at: http://drupal.org/project/cck

ImageField: Module that allows creating the image upload field for 
CCK. With ImageField you can add multiple images per posting, 
preset image size and positioning of images in the posting.

Download at: http://drupal.org/project/imagefield

Link: Module that allows creating the link field for CCK. This link 
field includes URL and allows presetting URL behaviour (link title, 
open in new window, etc).

Download at: http://drupal.org/project/link
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There are over 600 Drupal 
m o d u l e s a v a i l a b l e a t 
www.drupal .org/project/
modules. 

With these modules you 
can create vir tually any 
imaginable site.
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Pathauto: Module that automatically generates SEO- and human-
fr iendly path al iases (URL addresses) . So, instead of 
www.example.com/node/387456 you get www.example.com/
products/books/drupal-manual. 

Download at: http://drupal.org/project/pathauto

Poormanscron: Module that runs cron command essential for 
such background processes as updating your site search database, 
cleaning caches, etc. This module is required if your server can not 
run cron, which is often the case with shared hostings.

Download at: http://drupal.org/project/poormanscron

Tagadelic: Module that creates a customizable tag cloud.

Download at: http://drupal.org/project/tagadelic

Scheduler: Module that allows postings to be published and 
unpublished on specified dates.

Download at: http://drupal.org/project/scheduler

It is really easy to download and install the modules described 
above, but their customization (especially CCK) may require some 
additional knowledge and skills. If you are not confident enough, 
ask site administrator/developer to do the settings. 
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Fo r h e l p w i t h y o u r 
Drupal-based site go to: 
http://drupal.org/forum

If you experience some 
prob lems wi th content 
display or update try running 
c r o n . p h p s c r i p t : 
www.example.com/cron.php
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Working with Content

Website Content/Node

Various types of content can be added to a Drupal-based website 
by both registered and anonymous users. 

In Drupal, any piece of content is called “node”. A node is any 
posting on your website: page, poll, story, forum thread, blog entry 
or any other content type. Comments in Drupal are not stored as 
nodes but are always tied to one.

With the help of node module being the part of core Drupal you 
can manage nodes on your website: list, sort, preset the display 
options, etc.

Content Types

Drupal offers various types of content for various purposes, from 
category to static page to blog entry. 

You can also create new types of content of your own or customize 
the existing ones, but this may require some additional skills and 
experience.  

Blog or blog node: Blog posting consisting of title and text body 
with optional teaser. To your blog posting you can add any amount 
of images, links and downloadable files. Blog node can also be used 
for posting news on your website; in this case it is usually promoted 
to front page of the site. Every registered user of your website will 
have his/her own blog page. 

Page: Static page usually used to create “about” and “contact” pages 
of the site. Static page is usually a page included in the site menu.

Story: Article in its simplest form. Story has a title, an optional 
teaser and a text body, but can be expanded with additional Drupal 
modules. Stories are the simplest nodes usually used for articles, 
reviews, listings, etc.

Poll: A question with a few responses to choose from. A poll has 
automatically run count of votes received for each response.

Forum: Node used to create a new forum topic (thread). Replies to 
a forum thread are stored and treated as comments. 

Photo/Image/Gallery: Type of content available only on the sites 
with installed CCK module or Image module. This node is used to 
add dedicated image content.

 basic content management in drupal

© 2009 nood.org team    5

http://nood.org
http://nood.org


XHTML Tags

Unless you have BUEditor module added to your website, you 
might need to know some basic xhtml tags to help you change 
the appearance of your text, add links and images to your postings. 

These include:

Bold text: 

<strong>text</strong>

Italic text: 

<em>text</em>

Numbered list: 

<ol>

<li>item 1</li>

<li>item 2</li>

</ol>

Unordered (bulleted) list:

<ul>

<li>item 1</li>

<li>item 2</li>

</ul>

Link opening in the same window: 

<a href="http://www.example.com">Example</a>

Link opening in the new window: 

<a href="http://www.example.com" 
target="_blank">Example</a>

Citations/Quotes: 

<cite>text</cite>
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Adding Content

Adding new content in Drupal is easy. Just follow these simple 
steps:

1. Log in to your site.

2. In the navigation menu click “Create content”.

3. Click on the type of content you want to create: blog, story, page, 
etc.

4. Add title to “Title” field.

5. Depending on your website setup you may need to refer your 
posting to a certain category from the list. 

6. Add your text to the “Body” field. 

7. Use “Split summary at cursor” button to make a teaser (part of 
text before “Read more” link). If you don’t click this button, teaser 
will be created automatically as set by the site administrator/
developer (usually 2-3 first paragraphs). 
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If your website does not 
have a visible login block, 
add /user to your site URL to 
o p e n l o g i n p a g e : 
www.example.com/user 
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8. Using BUEditor buttons or xhtml tags change appearance of your 
text as desired: bold, italic, links, lists, etc.

9. If you want to save a version of your posting which you may 
revert to later, check the “Create new revision” checkbox in the 
“Revision” field. In the “Log message” field below you can leave a 
note or explanation regarding creation of this revision. This note/
explanation will be visible to those users only who have 
appropriate permissions (as set by site administrator/developer). 

10. In the “Comment settings” field you can choose from three 
options: “Disabled” (no comments can be posted), “Read 
only“ (previously posted comments will be visible to the users, 
but no new ones can be added), “Read/Write” (comments can be 
posted and read by registered and/or anonymous users).

11. “URL path settings” field is used to add URL path for your posting. 
Unless your site has Pathauto module that automatically 
generates clear path aliases (URL addresses), you need to specify 
an appropriate URL path. Otherwise Drupal generates a URL path 
that is not human/SEO-friendly: www.example.com/node/
387456. 

12. “Scheduling options” field is available only if your site has 
Scheduler module. In this field you specify when you want your 
posting to be published and/or unpublished.

13. “File attachment” field is used to add to your posting files with 
various extensions. To add a file click “Browse”, then “Attach”.

14. “Authoring information” field contains such posting information 
as name of the author, date and time of posting. This information 
is populated automatically, or you can change it as desired. 
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15. In the “Publishing options” field you can check any or all of three  
available options: “Published” (the posting will appear after you 
save it), “Promoted to front page” (the posting will appear on the 
front page of your site), “Sticky at top of lists” (the posting will 
always appear above any other postings, old or new). 

16. Now you can preview and/or save your posting. 

Updating/Deleting Content

You can easily modify, update or delete any content on your 
website with several simple steps:

1. Log in to your site.

2. To get to the full node layout click on the title of your posting.

3. Click “Edit” tab under the title.

4. If you wish to delete your posting scroll down and click “Delete” 
button.

5. If you wish to modify or update your posting see item 4-16 in the 
section “Adding Content” above. 

You can also moderate several postings at once. To see the list of 
all nodes on your website click “Administer” - “Content” in the 
navigation menu. On the “Content” page you can sort and filter your 
content by status, type, category, etc, and also update several items 
at once: promote to front page, unpublish, delete and make other 
changes. 

Adding Images and Downloadable Files

It is much easier to add images to your Drupal site if it has CCK 
module, but of course there are ways to do it without this module. 
Below we describe all options Drupal has to offer. 
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Adding images with CCK module:

After your site administrator/developer sets all required image 
properties in CCK module, images will be resized automatically and 
you will not need to code any html tags.

To add an image follow these simple steps:

1. Log in to your site.

2. In the navigation menu click “Create content”.

3. a) Click on the type of content you want to create: blog, story, 
page, etc.

or

b) Go to the full node layout by clicking on the title of your posting. 
Then click “Edit” tab under the title.

4. In the image field click “Choose file”, then click “Upload”.

5. Scroll down and save your posting by clicking “Save”.

Adding images without CCK module:

1. Log in to your site.

2. In the navigation menu click “Create content”.

3. a) Click on the type of content you want to create: blog, story, 
page, etc.

or

b) Go to the full node layout by clicking on the title of your posting. 
Then click “Edit” tab under the title.

4. In “File attachments” field click “Choose file”, then click “Attach”.

5. After your image is uploaded the table with file name and file 
path will appear. 

6. Copy full file path. It will look like this: http://www.example.com/
files/photo1.jpg

7. Create a tag in your node text body and paste the file path in: 

<img src="http://www.example.com/files/photo1.jpg" />

8.  Scroll down and save your posting by clicking “Save”.
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To add a downloadable file to your posting upload a file as 
described in item 4 above, check “List” in the table that appears 
afterwards and save your posting.

Categories and Tags

You can arrange your content with powerful Drupal categorizing 
mechanism, called “taxonomy”.  By categorizing/tagging your 
content you facilitate site navigation for visitors, as certain 
categories your postings belong to will appear in the postings.

Drupal taxonomy consists of two levels: vocabulary (main level) and 
terms (part of vocabulary). 

Example:

Food (vocabulary)

- bread (term)

- meat (term)

- fruit (term)

- vegetables (term)
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Taxonomy is the practice 
and science of classification, 
especially of organisms in 
biology. 
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To create a vocabulary follow these steps:

1. Log in to your site.

2. In the navigation menu click “Administer” - “Content 
management” - “Taxonomy”.

3. Click “Add vocabulary” tab.

4. Fill in “Vocabulary name”.

5. Add description and help text (optional).

6. Choose the appropriate content type your vocabulary belongs to.

7. In the “Settings” field choose:

- “Tags” if you want to create tags for your postings while you 
create/edit your postings, 

and/or

- “Multiple select” if you want to refer your postings to categories 
your created earlier.

- “Required” if you want your postings to be referred to at least one 
category.  When this option is set your posting will not be 
published until you choose at least one category. 

8. Click “Save” button. 

To add terms to your vocabulary follow these steps:

1. In the navigation menu click “Administer” - “Content 
management” - “Taxonomy”. 

2. On “Taxonomy” page choose “add terms” next to your vocabulary 
name. 

3. Fill in “Term name”.

4. Add description and help text (optional).

5. Click “Save” button.

To delete or edit terms in your vocabulary:

1. In the navigation menu click “Administer” - “Content 
management” - “Taxonomy”.
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2. On “Taxonomy” page click “list terms” next to a respective 
vocabulary.

3. Click “edit” next to a term you want to delete or edit.

4. Edit and click “Save”, or click “Delete”.

Blocks

You can arrange various content blocks (tag cloud, recent 
comments, ads, etc) in your site layout by configuring what blocks 
appear in your site's sidebars and other area.

To arrange content blocks in your site:

1. Log in to your site.

2. In the navigation menu click “Administer” - “Side building” - 
“Blocks”.

3. Once you enter the “Blocks” page, all the block regions you have 
in your website will be highlighted and in the highlighted frame 
you can also see their names.

4. In the table you will see the list of your blocks. 

5. To assign/change the positioning of a block on the site page 
(footer, left side bar, top, etc) use menu “Region”. If you want to 
disable a block choose “none”.

6. To configure block’s title and visibility settings (visible to all users, 
shown on certain pages only, etc) click “Configure” next to a block 
you want to modify.

7. To create a new block (for instance, for your Google ads) click “add 
block” tab. Add block title, block body, make required settings 
(visibility, role permissions, etc) and click “Save block”.  All newly 
created blocks are disabled by default, and to enable it, you have 
to return to the “Blocks” page.

8. After you are done with the changes on the “Blocks” page click 
“Save blocks” button to save your settings.

 basic content management in drupal

© 2009 nood.org team    13

http://nood.org
http://nood.org


Basic Site Settings
Basic site settings include site information (name, slogan, mission, 
footer message, site e-mail), site front page, site menu. 

To change your site information follow this simple steps:

1. Log in to your site.

2. In the navigation menu click “Administer” - “Site configuration” - 
“Site information”.

3. The “Name” field contains name of your site that appears in the 
title bar of browsers and in search engines.

4. “E-mail address” field contains the basic e-mail of your site which 
users will see in “From” field of their e-mail applications (password 
retrieval, notices, etc).

5. Slogan (optional) is shown next to the name of your site.

6. Mission (optional) is your site's mission or focus statement 
displayed on the front page of your site. Mission also may appear 
in the search results as a short description of your site. 

7.  Footer message (optional) is usually used to list such information 
as copyright notice, links to contact details, disclaimer, privacy 
policy, etc.

8. In the “Anonymous user” field you can change the default name 
for non-logged in/not registered users (for example from 
“anonymous” to “guest”).

9. As for the “Default front page” we strongly recommend that any 
changes are done by site administrator/developer only, 
otherwise you may ruin the front page display.

10. When you are done with the changes click “Save configuration”.

11. Please do not click “Reset to defaults” button without contacting 
your site developer/administrator. 
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 Remember to change  
the year in your copyright 
notice every New Year. 
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Troubleshooting 

Q. Content is not displayed properly.

A: Make sure all xhtml tags in the text fields are written properly and 
closed. Example: <strong>text</strong>, <em>text</em>, etc.

Make sure “Input format” is set to option which allows using certain 
tags. See description next to each option.

Try running cron.php script manually. Add cron.php to URL of your 
site: www.example.com/cron.php

If you have an appropriate permission, try clearing cache. In the 
navigation menu click “Administer” - “Site configuration” - 
“Performance” - “Clear cached data”  (at the bottom of the page). 

Q. Content (posting, menu, category, etc) is not updated after 
it’s been edited/deleted and saved.

A. Try running cron.php script manually. Add cron.php to URL of 
your site: www.example.com/cron.php

If you have an appropriate permission, try clearing cache. In the 
navigation menu click “Administer” - “Site configuration” - 
“Performance” - “Clear cached data”  (at the bottom of the page). 

Q. Image attached to posting breaks the site layout/design.

A. Make sure image size in pixels is not larger than the content area 
you are trying to fit the image in. 

Q. Text line does not fit in the set margins/layout.

A. Avoid using too long words in title, menus and tags. 
GreatYellowCarSite - wrong, Great Yellow Car Site - right. Do not 
forget to use space after punctuation marks. 

Q. Drupal warning appears after posting has been saved.   

A. Inform site administrator/developer of the warning, as it usually 
requires programming or modification of server settings.
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 You can send your 
comments and suggestions 
for our next edition to: 
book@nood.org
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