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1. How to Login to the respective District site?
Browse URL

For an example, if it is Nagaon District site then the URL s,

https://nagaon.assam.gov.in/swf/login

e Enter username and password in the login page, solve the question and click “Log in”
button or press “enter key”.

Nagaon District SWF 2.0 Login

Username *

Enter your user Mame
Password *

Enter your Password

Math question * 3 + 0 =

Sobve this simple math problem and enter the result. E.g. for 1+3, enter 4.
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After successful Login, the following page will be displayed on the screen

=— Manage

6 Dashboa

Y Shortcuts

J_ uspadmin

rd B Content

‘-h Structure

4, Appearance | Pge Extend ¥ Configuration

HTML Templates

J“ People .|| Reports

A Menu

SWF 2.0 DASHBOARD

M About Us A Department

M Info & Services

Menu Configuration
© Edit Main menu
© Config TB Mega Menu

© Document Menu Path [
Configuration|

R Documents

About Us Component
QAdd @ View

Department Component
QAdd @ View

M Schemes R Contact us

Information and Services Component
©Q Add

@ View

A slider

Document Component
QAdd @ View

— B -

Schemes Camponent
QAdd @ View |

Contact us Compeonent
QAdd @ View

Slider Component
QAdd @ View

Homepage Block

You can re-visit this page by clicking https://nagaon.assam.gov.in/swf

NATIONAL INFORMATICS CENTRE, ASSAM STATE CENTRE


https://nagaon.assam.gov.in/swf

USER MANUAL EPRASTUTI VERSION |

2. How to upload a content?
There are two ways to upload the content. Both ways are given below.

1) After successful login to the site as a district user (as already discussed), a page will
appear on the screen as shown below. Each component has 2 buttons, like Add & View.
These two buttons allow users to upload, update or edit and view content wherever
they need to. For uploading new content, click on Add, for updates or edits, Click View
& click on the Edit button (opposite the content you want to edit) on the right side of
the page.

E Manage ¢ Shortcuts 1 uspadmin

6 Dashboard [ Content gl Structure 43 Appearance  Pgo Extend ¥ Configuration HTML Templates  Jp People ) Reports

SWF 2.0 DASHBOARD

A Menu M About Us A Department A Info & Services
Menu Configuration About Us Component Department Component Information and Services Component
© Edit Main menu QAdd ® View QAdd @ View QAdd @ View

© Config TB Mega Menu

© Document Menu Path [
Configuration|

R Documents M Schemes R Contact us ‘ A slider

Document Component Schemes Camponent Contact us Compeonent Slider Component |

QAdd @ View QAdd ® View QAdd @ View QAdd @ View

° o %™ pmm o O™ gy [0 ey

2) After successfully logging in to the site as a district user, a page will be displayed on the
screen. The user needs to click on the content option at the top of the page. Now user
can update or edit and view the desired content by selecting the Filter By Content type
option and clicking on the Filter button. Similarly, clicking on Add content to upload new
content will display another screen. The user can upload the content by clicking on the
component under which they want to add the content.

6 Dashboard E ontent ‘-h Structure 0\ Appearance ﬁ. Extend * Configuration HTML Templates J‘_ People
Content ¢
Content Comments Files Media
Owerview Maoderated content

Home » Administration

€3 There is a security update available for your version of Drupal. To ensure the security of your server, you should update immediately! See the available
install your missing updates.

+ Add content
Filter By Title Filter By Language Filter By Status Filter By Content type
Enter title.. English ~ || - Any - 0 - Any - -
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A new key feature has been added:

* There is a feature called ""Does this content have any political face?' in
Add media area in every content type. Click on the check box if there is
any political figure associated with the content. This feature helps to
hide or disable any content having a political figure associated with it in
times of elections when Model Code of Conduct is in force without
having to search and identify such content individually.

Name

swf-map-default-image.jpg

Alternative text *

Short description of the image used by screen readers and displayed when the image is no

4 accessibility.

Title *

The title is used as a tool tip when the user hovers the mouse over the image.

ID Does this content have any political face? I

3. How many menus does a district website have and how to upload
content under each menu?

e Adistrict website has 6 menus. These are ABOUT, DEPARTMENTS, INFORMATION &
SERVICES, SCHEMES, DOCUMENTS and CONTACT US.

3.1: How to upload content under About menu?
Select About Us Component

e Give title of the content

e Give orderin a sequential manner

e Select Level (If there are multiple levels of the content have, then select the level,
otherwise, it is not mandatory)

e Give Description of the content in Body Area

e Forinsert image under content, select Image option at the top of the Description area

e Give Attachment (if any)
'
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e Saveit

e If there is any confusion regarding upload kindly view existing content. Click View & click
on the Edit button (opposite the content you want to view) on the right side of the page.

E Manage * Shortcuts ! wspa drmin
; Dashboard k& <Content l'!'l Structure 0\ Appearance ﬁ. Extend ‘\ Configuration
Order
[0 -]
Select Level *
| Level 1 w |

Description (Edit summary)

BE U I S5

=

image

= o, | T, 4

E = = = = (@ & | = g

m o

Format - Styles - | [ Source = =2

Text format | Full HTML - | About text formats

Artachments Component{Multiple documents allowed)
No Paragraph added yer.

Add Attachment

3.2: How to upload content under Department menu?

Select Department component. There are three types of levels.

If there is any confusion regarding upload kindly view existing content. Click View & click on the
Edit button (opposite the content you want to view) on the right side of the page.

For 1% level content
e Givetitle
e Provide numbersin an ordered manner
e Select level (By default its already selected)
e Give Description of the content

e Forinsert image under content, select Image icon at the top of the Description area

e Upload Attachment (if any)
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e Saveit
For 2" level content
e GiveTitle
e Provide numbers in an ordered manner
e Select Level

o Afterselecting the 2nd level, different names will be displayed in the Select Parent area.
The user needs to select the category under which they want to upload the content.

e Give Description
e Forinsertimage in content, select Image icon at the top of the Description area
e Upload Attachment (if any)

e Saveit

For example, a screenshot of existing content is displayed below

UPLOAD * SHARE | PUBLISH

Title *

Order

Select Level *

Select Parent
| - None - v
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For 3 level content
e Give Title
e Provide numbersin an ordered manner
e Select Level

» After selecting the 3" level, different names will be displayed in the Select Parent 3
Level area. The user needs to select the category under which they want to upload
the content.

e Give Description
e Forinsertimage in content, select Image icon at the top of the Description area
e Upload Attachment (if any)

e Saveit

For example, a screenshot of existing content is displayed below

Title *

Order

Select Level *

Select Parent 3 Level
| District Employment Exchange-[ Skill, Employment & Entrepreneurship ] v

3.3: How to upload Information & Services Content?
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Select Information & Services Component

Give title of the content

e Give order in sequential manner

e Select Level (By default it is selected, if there are multiple levels of the content, then
select the level, otherwise it is not mandatory)

e Give Description of the content in Body Area

e Forinsert image in content, select Image icon at the top of the Description area

e Upload Attachment (if any)

e Saveit

If there is any confusion regarding upload kindly view existing content. Click View & click on
the Edit button (opposite the content you want to view) on the right side of the page.

3.4: How to upload content under Scheme menu?

Select Scheme Component

e Give title of the Scheme

e Give orderin a sequential manner

e Give Description in body area

e Give a short description from content in Content Teaser area

e Give scheme Cover Image (upload a cover photo related to this scheme)
e Choose a category which is related to this scheme

e Give Attachments (if any)

e Enter highlights (select main point from the scheme)

e launch Date of the scheme

e |[fthereisany link to apply for the scheme, then enter it in Apply Online Link area
e Link text (same with scheme title)

e Select Departments/Districts

If there is any confusion regarding upload kindly view existing content. Click View & click on
the Edit button (opposite the content you want to view) on the right side of the page.

3.5: How to upload Document content?

Select Document component. Areas with star mark are mandatory.

e Give Document title
'
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e Select category (In case of adding a new category, the user needs to hover on the
structure/click on the taxonomy/click on the list term against the document
category/click on add term & add category)

e Select source if any otherwise it is not mandatory (In case of adding a new category,
the user needs to hover on the structure/click on the taxonomy/click on the list term
against the document source/click on add term and add source)

e Give Document Number (if Document has a number)

e Give Document Date

e Give Document Year

e Give scheme start date & end date in VALID THRU area

e Give Document title and add Attachment in NORMAL ATTACHMENT area (in case of
Disable Friendly Attachment, check box in “Check If the Disable Friendly document
available?” area)

e Saveit

If there is any confusion regarding upload kindly view existing content. Click View & click on
the Edit button (opposite the content you want to view) on the right side of the page.

3.6: How to upload Contact Us Content?

Select Contact Us Component

e C(lick on add or edit

e (o to the bottom

e Click on add key official

e Select key official (If the official’s name is already inserted, select the name, otherwise,
go to the web directory and add the name of the official you want to insert. This is
described in detail below.)

e Saveit

If there is any confusion regarding upload kindly view existing content. Click View & click on
the Edit button (opposite the content you want to view) on the right side of the page.

For example, a screenshot of area is displayed below:

- ___________________________________________________________________________________________|
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KEY OFFICIALS COMPONENT

+# Key Officials (" Remove )

Select Key Official *
| - Select a value - B

Published

( Add Key Officials )

4. How to add a name in Web Directory?

Select Web Directory Component. Areas with star mark are mandatory.

e Givetitle

e Give order

e In case of Web Information Manager, then only check the box in “Notify Contact Us
Menu Block”

e Select Prefix

e Select Directory

e Give Designation (In case of adding a new Designation, the user needs to hover on the
structure/click on the taxonomy/click on the list term against the Designation/click on
add term & add source)

e Add cover photo of the official

e Give Location

e Give Phone Number

- ___________________________________________________________________________________________|
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Give Fax Number
Give Email Address
Give Facebook URL
Give Twitter URL
Give Instagram URL
Save it

If there is any confusion regarding upload kindly view existing content. Click View & click on
the Edit button (opposite the content you want to view) on the right side of the page.

5. How to add link in menu content?

It is necessary to add link in every content of the menu. Otherwise, the user will not be
able to see the content. When we upload a content, a link is created automatically. The
process for adding links to ABOUT, DEPARTMENTS, INFORMATION & SERVICES and
SCHEMES content is the same.

Before adding a link to the menu content, we need to know where we are going to get
the link from.

- ___________________________________________________________________________________________|
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For the content we are looking for a link to, click on the view of the component
related to that content. For example, if it is About menu content then, click on About
Us Component. Next, we will see a link called Path under the name of each content.
User will copy that link and paste it into the link on the Add menu link page.

] CONTENT DETAILS

+ Title:- The Battle of Alaboi and the Battle of 5.
Path:- /about-us/battle-alaboi-and-saraighat

How to add links to the menu is described below

There is an option on the dashboard called Menu. We need to click on Edit Main
menu

Dashboard B cContent ‘-I-' Structure

A Menu

Menu Configuration
© Edit Main menu
© Config TB Mega Menu

© Document Menu Path 020
Configuration

After that click on add link. Now a new page will be open.

Give content name in Menu link title

Give link.

Give description (same with the title)

Give Parent link (Select the menu under which the content is located. If it is scheme
menu then select scheme)

Save it

- ___________________________________________________________________________________________|
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If there is any confusion regarding add menu link, kindly view existing content. Click on Edit Main
menu and see.

6. How to add link in Document menu content?

There is an option on the dashboard called Menu. We need to click on Document Menu Path.

Dashboard B cContent I'I'l Structure

A Menu

Menu Configuration
© Edit Main menu
© Config TB Mega Menu

© Document Menu Path 020
Configuration

Now a new page will be open. Copy the path of the category the user wants to add. After that
paste it into the category where you want under Document menu.

Document Menu Path ¢

Home » Administration » Content

€3 There is a security update available for your version of Drupal. To ensure the security of your server, you should
install your missing updates.

DOCUMENT CATEGORY NAME > ratH
Acts Rules Jdocument/actsrules
Budget Jdocument/budget
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7. How to upload a Slider?

After making a new 1350 x 375 px slider:

e Select Slider Component (click on view)

e click on edit against Front Page Slider Component

e Add slider in SLIDER IMAGE area

e Give Short Description if any

e Select Hyperlink Medium. If Slider have any kind of link to give, then select link and in
case of attachment then select attachment in Hyperlink Medium area. By default, it
selects none.

e Saveit.

8. How to upload quick links?
Select quick links component

e C(lick on add

e Givetitle

e Give order

e Select URL or attachment (if you want to give URL link then select URL and if you want
to add attachment then select attachment)

e Check the box if want to highlight the link in home page

9. How to upload Latest content?
Select Latest component

e Give title of the content

e Give order sequentially manner

e Give URL

e Give link text same as title

e Click on Highlighted Content (If you want to highlight it or blink it on the home page
then mark it. otherwise, do not mark it)

e Save

- ___________________________________________________________________________________________|
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10. How to upload District at a Glance content?

Select District at a Glance content

e Click on view

e Click on edit button on the right side of the page

e Give Description (This area is not mandatory. If the district has any content related to
'District at a glance', it must be uploaded in the Description area. This will appear in the
“at a glance” content under the about menu)

e Give Short Description (By default, the design remains ready. Each district has to upload
its details accordingly. This Short Description will be displayed in the District at a Glance
area of the home page)

e Saveit

If there is any confusion regarding upload kindly view existing content. Click View & click on
the Edit button (opposite the content you want to view) on the right side of the page.

11. How to upload District Highlights?

District Highlights component is the place where users can place content about some notable
places of the district.

Select District Highlights component

e C(Clickonadd

e Add photo of the related place in FEATURED IMAGE area
e Give URL of the related place

e Give link text same with the title

e Give order

e Saveit

12. How to upload content in Deputy Commissioner Profile area?

Select Deputy Commissioner component

e C(lick on add
e Give title (title is Deputy Commissioner Profile)
e Give Deputy Commissioner’s Name

- ___________________________________________________________________________________________|
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Upload DC’s photo in DEPUTY COMMISSIONER PHOTO area

Give short description (phone number (office), Mobile number, email id)

Give description about DC. Click View Profile on the home page to see the details
Give Facebook Link (If available)

Give Instagram Link (If available)

Give Twitter Link (If available)

Give Linkedin Link (If available)

Give Email ID

Give Contact Detail

Save it

13. How to upload Content in Services area?

Select services Component

Give Title of the online service

Give description about service in description area

Give URL of respective service

Give link text same with the title

Give image of respective service in Featured Image area
Save it

14. How to upload Helpline numbers?

Select Helpline Component

Give Title (Helpline Component)

Enter title of the Helpline number

Sub-title is the number of the Helpline number or it can be a name of a centre regarding
Helpline

By default, blinking style is None. If required select any one style from the Blinking type
area

Save it

- ___________________________________________________________________________________________|
NATIONAL INFORMATICS CENTRE, ASSAM STATE CENTRE 18



USER MANUAL EPRASTUTI VERSION |

If there are too many Helpline numbers to upload then user can upload it by clicking Add
Helplines as below. If any confusion regarding to upload, kindly look at existing content. Click
view then click on edit on the right side of the page. For example, a screenshot of existing content
is displayed below.

armaage * Shorbowts ! TE= T Ly Ty
Dashboard kB content -I_I_-l Structure q Appearance ﬁ— Extend "\
Title *

Enter Title

Sub Title

Enter the sub title

LIMNK
URL

Start twvping the title of a piece of content to select it. You can also enter an internal path s
external URL such as hterp: example corrr. Emter <Ffront> to link to the front page. Enter <
text only. Enter <boutrorn> o display keyvboard—accessible link text anly.

Link text

Blinking Type
— None — -

Published

I Add Helplines I

15. How to upload Important Links?

Select Important Links Component. By default, each district site will have a few links. If users
want to add any new links, they can do so. Before adding the URL link to the Important link
component, the user must upload the content related to said link. Otherwise, the user will not
be able to see the content.

e C(lick on add

e Give Title of the link

e Give order

e Give URL of respective Link (For latest it will be, /latest, for Video Gallery it will be,
/video-gallery-page, for Press Releases it will be, /document/press-release, for Events it
will be, /all-events, for FAQs it will be, /frequently-asked-questions, for Photo Gallery it
will be, /photo-gallery)

e Give link text same with the title

e If you want to highlight the link, then check the box in highlight area

e Saveit

- ___________________________________________________________________________________________|
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16. How to upload content in Tourist Places Component?

Places of Interest & You may also like to view Content is under Places of Interest content. Both
contents come from Tourist Places Component. A brief Description of Places of Interest has
been shown on the home page. Detailed page of Places of Interest and You may also like to
view, both Contents are displayed on the same page. Uploading and updating content type is
same for both.

Select Tourist Places Component

e C(Clickonadd

e Tourist Place Title is Tourist Places Component

e Give title of the Tourist Place

e Give Short Description (it is only required for Places of Interest, which is shown on the
home page)

e Give Description (it is required for both contents, Places of Interest and You may also
like to view content, which is shown on the detail page)

e Insert Pictures regarding for both content types, can be uploaded in the Description
area by clicking Image option under Description area

e Upload a relevant image in Image section

e Bydefault, blinking style is None. If required select any one style from the Blinking type
option

e Saveit

User can upload it by clicking add Places of Interest in below.

17. How to upload content in Event Component?

Select Event component

e C(lick on add

e Give title of the event

e Check the box in highlight area, if you want to highlight the event
e Give date of the event

e Give Description (c)

e Give image in FEATURED IMAGE area (Multiple images allowed)
e Give EVENT DURATION (if it is one-day event, give start date)

e Give location of the event

e Give order

e Give short Description (will be visible on the home page)

e Give YouTube Video Component (if available)

e Give Attachments (if available)

e Saveit
]
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18. How to upload Image in Photo Gallery?
Select Photo Gallery Component

e C(Clickonadd

e Give title of the photo

e Upload image (Multiple images allowed)
e Select Departments/Districts

e Give Location related to image

e Saveit

19. How to upload Video in Video Gallery?

Select Video Gallery Component

e C(Clickonadd

e Give title of the Video

e Select Departments/Districts
e Give YouTube Video URL

e Saveit

20. How to upload content policies component?

Website Information Manager, Content Management, Disclaimer, Screen Reader, Terms of Use,
Grievance Redressal, Website Governance, Copyright Policy, Accessibility Policy, Hyper Linking
Policy & Privacy Policy, these contents are covered by the policies component.

Select policies component

e C(lick on add

e Give title of the content

e Give Description in the body area
e Give order

e Saveit

After creating a content in the Policies component, a link will be created right on the right side of
the page and it needs to be linked. Otherwise, it will not be visible on the details page The Footer
Component will allow us to link to the content of the policy.

For example, a screenshot of existing content is displayed below
- -
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¥ URL ALIAS {(Alias: /content-management)

(] Generate automatic URL alias

Uncheck this to create a custom alias below. Configure URL alias
patterns.

URL alias

/content-man agement

Specify an alternative path by which this data can be accessed. For

21. How to paste a link in Footer Component?

All content links under the Policies component will look like this. For example, if it’s content
management link, then the link to paste into the footer element would be “/policy-page/content-
management”. Users must mention “/policy-page” before the link, which is automatically
generated in the content. It only applies to the content of the Policies component.

Select footer component

Click on edit
Give URL link
Give link text
Save it

For example, a screenshot of existing content is displayed below

- ___________________________________________________________________________________________|
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+ Policies Component

LINK *

URL *

/policy-page/content-management D|

Start typing the title of a piece of content to select it. You can also enter an internal path such
external URL such as http://example.com. Enter <front> to link to the front page. Enter <noli
text only. Enter <button> to display keyboard-accessible link text only.

Link text

‘ Content Management |

Published

- ___________________________________________________________________________________________|
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