
Thank you for joining us this afternoon for our workshop. This handout has been 
created for you to reference after today's session. If you ever have questions while 
working on your site, please reach out to the CWB team at 
coopwebbuilder@touchstone.nreca.coop. Additional resources are also available at 
https://www.coopwebbuilder3.com.

1. Logging In

To begin using your Co-Op Administrator Permissions, you will first need to log in to your site. 

You will be able to log in using yourwebsitedomain/user/login. When on the correct page, you will 

see the screen below: 

Log-in using your username and password that were set up when creating your account. 

‼  Stuck? 
If you are having trouble logging in, you can always reset your password. When clicking this 
option, instructions will be sent to your email address. If you are still having issues or did not 

receive an email, reach out to the CWB team and we can manually reset your password. 
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2. Your User Page

In most cases, you will not be doing much on this actual page. You probably want to go to 

your homepage, which you can do by clicking your site's logo in the left corner of your admin 
toolbar. 

Once logged in to your site, the first page you land on will be you "User Page." This will 

allow you to see:

How long your account has been active
Shortcuts you created

Submissions you have made for webforms



3. Drupal Admin Toolbar

Now that you went through the work of logging in, you can make the most of your "Co-Op 
Admin" privileges by using the admin toolbar. This will be your best friend when 

navigating your website. You can use the toolbar to make almost any change that is 
needed. There are three main sections to be familiar with: Manage, Shortcuts, and 
Admin.

� Pro Tip 
Maybe you would prefer to have the toolbar to the side of your screen (like it is in WordPress) 

Manage: This is the main section you will be using and loads on default. This is where 
you can create new content, access the structure of your homepage and individual 

pages, change appearance settings, such as your color scheme, and more. 

Shortcuts: One cool feature of our platform is the ability to add shortcuts to pages. 

Maybe you frequently edit your homepage slideshow and want quick access to the 
edit page. Add a shortcut and save yourself some time! Any editing page can be 
added to your Shortcuts by pressing the star icon, as seen below. 

Admin: You can use the admin section to log out or view your profile.



as opposed to across the top. Well good news-- you can change the location of your toolbar 
by clicking the button on the top right of your screen:

Now your admin toolbar looks like this!

4. Content

Anytime you want to create a new page or post a news update or event, that would fall under 

the category of content. You can see the di�erent content types your site o�ers under 

Manage → Content → Add Content in your admin toolbar. The Content menu also lets you 

view comments (if your site uses them) and your website's files. 



It is good to be familiar with your di�erent content types.

Site Pages: Any time you want to create a page with information that will stay on your 

website will be a site page. Every page you access via your site's main navigation is likely 
under the Site Pages category.

News Articles: When you post stories, blog posts, or timely updates, these would fall 
under the category of New Articles.

Event: Some cooperatives like to add events, which populate on an upcoming calendar. If 
this is something your cooperative uses, adding an event will display the correct 

information to the calendar. 

5. Adding Content

Cli ki h b ill h ll f f ll

‼  It is important that you keep your Site Pages and News Articles seperate. For 

example, if you want to create a feed of your news, we would filter it by content type. 
You would not want a news feed populating your Site Pages along with your news 

articles.

� Depending when your site was created, your content types may be named 

di�erently.

If you see Articles:  this is the older version of "Site Pages"

If you see News: this is the same as News Articles



Now that we're familiar with di�erent content types, we can start posting! Under 
content, go to add content, and select the type of post you want to make:

Clicking on the content type will take you to the editor for that specific content type. 

For our example, let's look at the News Article editor. The Create page will tell you exactly 
what information is needed to make a post. Red asterisk indicate a required field. The 
body section is where you can add your main content, this will be text, images, or 
whatever else you may want to add. Later, we will go over an alternative workflow. 



Of course, when you are finished creating a post, you will need to save it. If you want to 
schedule it for a later date, you can always uncheck the "Published" box.

‼  Menu Links: Want to add a page to your menu while you are creating it? You can do 
that by clicking the menu settings to the right side of the page.



6. Editing Content

Your first option for editing is to click the edit button on the page you would like to 
change. This will give you access to the body, where you can change the content. You can 

also change the menu link, title, etc. 

Once the post is published, the menu link will be added along with it. 

There are a couple of di�erent ways to edit content. On older themes, there is usually 
a bit of navigation needed. However, with the newest Gravity Theme, you have access 
to quick editing tools. This is an incredible new feature and one of the big reasons 
switching to Gravity is a great idea. 



With Gravity, you also have access to the quick edit tools by clicking the pencil icon to 

the right of the screen (seen below).

"Quick edit" will allow you make changes directly on the page. This is great if you are 
looking to make changes that you are able to see.

Perhaps you aren't looking to change the content of the page, but rather change the 
layout or add a special feature. In these cases, you would use the bar at the bottom of 
the screen.



Change Layout: change the look of your current page

Manage Content: add additional content to your page, such as media cards, accordions, 
etc. 

Edit: Rearrange where each component will be displayed on your page. 

7. Your Site's Appearance

Clicking on the appearance tab of your admin toolbar allows you to customize how different 
elements are display across your website. 

The below screen will give descriptions for each element you have control over. Click on an 
element you want to change and then use the color wheel to pick the new appearance. You 
can also type in a hexagon code using your co-op's current branding.

‼  Individual Page Changes: If you want to change the color or appearance of an 
element on a single page instead of the whole website, we need to update your site's 

CSS code. In these situations, it is best to reach out to our team so we can make the 
change for you.



8. Webforms

Webforms are a great function for your sites. They allow users to submit information to you 
securely. Webforms can be used for scholarship applications, general contact, employment, 
and more. 

To see your site's webforms, go to Structure → Webforms → Forms in your admin toolbar. 

To add sections to your webform, you will want to be in "build mode."



Elements are our way of describing a part of the webform. There are a lot of options to 
choose from and it is good to test di�erent ones out to see what works for you.

Commonly used elements are: 

9. Text Editor

You will run into our text editor throughout the site. In addition to allowing you to add 
content to your page, our text editor has a lot of other features as well to be aware of: 

Text Fields: this is a single input line for users to submit their name, etc.

Address: automatically fills all properties of an address (street, state, etc)
Text Area: text area is similar to a text field, but gives users more space
Fieldset: a fieldset is the label that groups everything together

See It In Action: Check out our video guide to webforms. 

https://vimeo.com/258167457?embedded=true&source=vimeo_logo&owner=12199386


Creating Links: If you need to add a link to a page or block, you can do so by clicking the link 
icon.

Highlight the text you want to turn into a link, click the button and enter your desired link into 
the following box:

Notice that you can type in a URL or also select a file from your file browser to use.

Images: You can upload images directly to the content you are working on using the tool 
below:



Once clicking on the tool, you can upload an image in the below screen. When adding 
alternative text, you want to describe what is happening in the image. This is what gets for 
users on a screen reader, so it is important to be descriptive for accessibility.

Remove Formatting: It is common practice to write your content in Microsoft Word or 
Google Docs prior to posting on your website. However, sometimes this gives text formatting 
that we don't want to keep, impacting the look of the text. In our Text Editor, you can remove 
previous formatting by using the tool below:



10. People

The people tab of your admin toolbar is where you can create new users for your site. As the 
Co-Op Admin, you have the power to add new users.

The Role of a user is what determines their site privelages. If you want a role created that 
limits site access, please let the CWB team know.

‼  Be Careful With Your Files: Your website has two di�erent file directories, Public and 
Private. If a Public File is linked on your site, any users will be able to see it. If a Private 

File is linked, only logged-in users will be able to see it. If you are designing a webpage 
that is intended for the public, it is important that you only link to Public Files. 

Otherwise, that particular link will not work for a public user.



11. Mobile

Since many users will be visiting your website from their mobile devices, it is important to be 
aware of your mobile site's appearance. While on a desktop, you can  resize your browser 
window and zoom to 125% to get a good view.  By resizing the window into the below shape, 
this is the view you get:

Administrator vs. Co-Op Admin: Please never assign the "Admiistrator" role to 
someone within your co-op. This role is used for the CWB team ONLY. If someone in 
your organization is given this role, they will not be able to access your site. If you 

want to give someone full permissions to edit the site, they would be a "CO-OP 
Admin."



Our website themes are designed to be mobile friendly, so if something is working on 
desktop, it should be working on mobile as well. If you notice anything is not functioning 
correctly, please reach out to the CWB team.

If you prefer to work on mobile, you can also access your admin toolbar on a tablet or mobile 
device and make edits that way.

12. Social Media Feeds

Connecting your social media content to your website is a great way to ensure your site 
has content being posted regularly. We suggest two platforms that can make this easy:

POWR: "In just a few clicks you can get started for free and have access to a whole 
library of plugins that will work on any website-building platform and on any device. 
Feel like a professional web designer, with zero code, zero hassle, all while getting the 

best for your business."

Elf Sight: "Elfsight widgets help 1,000,000+ website owners to increase sales, engage 
visitors, collect leads and more. Save your time and money with ready-to-use 

solutions and grow your business faster!"

http://powr.io/
http://elfsight.com/


13. Metatags

Metatags control the way your content displays when shared to a social media site. You can 
access the Metatags section on the right hand side of any page you are editing. Look through 
the Basic Tags and make sure that everything is set up the way you would like. The Advanced 
Settings are available to you as well. Each section also describes the functionality, so be sure 
to read through these if trying to make a fix. Please reach out to the CWB team if you have 
any questions while setting up Metatags.



14. Additional Best Practices

Here are some recommendations for organizing your work. These are not required, just our 
suggestions. Please use whatever workflow and practices are best for you.

‼  Great Resources: There are a lot of free websites that allow you to post a link and 
preview how it looks on di�erent social platforms. This is a key tool in ensuring 

everything is set up the way you would like.

We recommend: https://www.opengraph.xyz/ and https://socialsharepreview.com/

‼  Managing Files: As time goes on, your file manager will contain more and more 
content. Because of this, it is important to keep everything organized. It can get 

overwhelming if a system is not in place within the content manager.

We recommend naming folders and files with no spaces or special characters. Doing 
so can have a negative impact on the readability of your files and links. 

It is also important to be consistent with your file naming structure!

‼  Images: The larger an image file is, the longer it takes to load your content. Because 

of this, we recommend using JPG files and avoiding the use of PNG files. PNG files 
typically are about 20x the size of a JPG and their use is not usually necessary. 

The only time we recommend using a PNG file is for your co-op's logo at the top of the 

page. 

If you need a tool for resizing images, we suggest https://pixlr.com. This free platform 

gives you most of the functionality of Photoshop. You can also save images to 50% 

https://www.opengraph.xyz/
https://socialsharepreview.com/
https://pixlr.com/x/


15. Google Analytics 4

Once you have set up and upgraded your GA account, use the following steps to add the 
tracking information to your co-op site. 

Step 1: Log In To Your Google Analytics Account

Step 2: Once logged in, you should see a message about tagging instructions. Click on the 
button.

quality, which will lower your file size. The changes made are not noticeable. 
https://pixlr.com/x/

Google Analytics allows you to collect data from your Co-Op Web Builder site, giving 

you reports and insight about your business.  Google has released their newest 
version of this tool, Google Analytics 4 (GA4). The CWB Team will be helping you 
upgrade. By July 2023 earlier GA tracking numbers will not be supported. If you are 

using GA, we recommend making these changes ASAP.

If you are using an older version of Google Analytics (or If you are just getting started), 
please follow this step-by-step guide from Google on making sure everything is up to 

date: https://support.google.com/analytics/answer/9744165#zippy=%2Cin-this-article

https://pixlr.com/x/
https://support.google.com/analytics/answer/9539598


Step 3: Locate your "Measurement ID" this is the ID you will want to add to your site. 

Step 4: Copy the Measurement ID and then open a new tab with your website.

Step 5: Within your admin toolbar, go to Configuration -> Web Services -> Google Analytics. 

Step 6: Paste the new Measurement ID where it says Web Property IDs. (Note: the older 
tracking numbers with UA-# format will no longer be supported July 2023. Replace this 
number with your new Measurement ID, which has G-# formatting.)

Step 7: Go to the bottom of the page, Save Configuration, and then you're finished!


