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1. Log in to the NOTU Website Content Management System

To access the Content Management System (CMS):

1. Open your web browser and navigate to:
https://notu.nwtdemos.com/user
2. Enter your Username.
3. Enter your Password.
4. Click the “Log In” button.
You will be redirected to the Content Management System dashboard upon successful login.

FAQs | Membership | ContactUs

Home  AboutUs »~ Structures »~»  Programs  Affiliates v News & Events » Resources ~  Partners Membership Login Portal O\

Home

Username

= AdminTunions
‘ Password

Figure 1: NOTU CMS Login Page
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2. View Dashboard

After logging in as an admin, you will land on the CMS Dashboard, which serves as the central hub for
managing your website.

2.1 Dashboard Overview

The dashboard gives you an at-a-glance view of your website’s status and quick access to key
management areas:

Main Menu / Navigation:
Access sections like Content, Structure, Appearance, People, and Configuration.

Shortcuts / Quick Links:
Provides direct links to commonly used admin tasks, such as Add Content, Manage Users, or Site
Settings.

Site Statistics / Reports:
Displays website information such as total content items, user activity, and recent updates
(depending on your Drupal setup).

2.2 Navigating the Dashboard

1.

Access Content Management:
Click on Manage - Content to view, add, edit, or delete website content.

Manage Structure and Menus:
Click Manage -> Structure to organize navigation menus, blocks, and content types.

Manage Users:
Click Manage = People to view user accounts, add new users, assign roles, and set permissions.

View Reports:
Click Reports to access logs, statistics, and site status messages.

Use Shortcuts:
Shortcut links (usually at the top of the page) allow quick access to frequent tasks without
navigating menus.
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= Manage [REELGENS

1 AdminTunions

min Toolbar Search (Alt+a) A Announcements ¢ Edit

P Extend Y Configuration ~ Jg People I Reports @ Help

Figure 2:NOTU Website >> CMS Dashboard

3. Editing the Main Menu

The Main Menu controls the primary navigation links that appear on the website (e.g., Home, About Us,
Programmes, News & Events). As an administrator, you can add, edit, delete, or reorder these links.

FAQs | Membership | Contact Us
NOTU
Home  AboutUs v Structures v Programs  Affiliates v News & Events v Resources v/ Partners Membership Login Portal Q

Figure 3: Primary Navigation Menu

3.1 Access the Main Menu Settings
To edit the Main Menu:

1. From the Dashboard, click on Manage (top admin menu).
2. Click on Structure.

3. Select Menus.

4. Locate Main navigation (Main Menu).

5. Click Edit menu or List links.

You will now see all the existing menu links.
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@ B conent [k stucture | & Appeorance B Extend X, Configuration g People ol Reports @) el

Home /o > Footer >

Webforms

Member for

3 months 3 weeks

Mission Statement: “To enhance,

defend the social, political, and [N Home Defend Workers Rights Head Office: NOTU House, Kyaliwajjala

interests of workers through SN Namugongo Road, Plot 38b, Namugongo,
representation.” e aeanE e About Us i Legal Service to Affiliates Wakiso District, Uganda

Figure 4: How to access the Main Menu

3.2 Add a New Menu Link

To add a new item to the Main Menu:

Click + Add link.

2. Enter the Menu link title (this is what users will see).

3. Enter the Link:
o Foraninternal page, start typing the page title and select it.
o Or enter the internal path (e.g., /about-us).

4. (Optional) Add a Description if needed.

5. Choose the Parent link (if you want it under another menu item).

6. Click Save.

The new menu link will now appear in the Main Menu.
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) Back to site JUPINTS dr Shortcuts § AdminTunions Adm

A Announcements & Edi

<, Configuration

€4, Appearance

8 B Content gh Structure P Extend

Home > Administration » Structure > Menus > Main navigation

Add menu link

Menu link title *

Enabled
A flag for whether the link should be enabled in menus or hiddes

FontAwesome lcon

lcon

Figure 5: Adding a new link to the Main Menu

3.3 Edit an Existing Menu Link

To modify a menu item:

Click Edit next to the item.
Update:

o Menu link title

o Link path

o Parentlink
5. Click Save.

HwnN e

Iy people i Repor

ts @ Help

Parent link

<Main navigation> ~

The maximum d

fis

“ Display settings

“ Description

Go to Manage - Structure - Menus - Main navigation.
Locate the menu item you want to edit. E.g. About Us

LTl & shortcuts @ Admintunions [0

A Announcements 4 Ed

® B content g Structure €4 Appearance  Ps Extend 4 Configuratio

Title*

Iy Peaple

Main navigation Machine name: main

Administrative summary

Site section links

Menu link

4 Home

& AboutUs

¢ Who We Are

& Milestones
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Figure 6: Editing the existing the Main Menu Link

3.4 Delete a Menu Link

To remove a menu item:

Navigate to Manage - Structure - Menus - Main navigation.

Click Edit next to the menu item.

Click Delete.

Confirm deletion.

1. Deleting a menu link does not delete the page itself — it only removes the link from the navigation.

O Backwosite [E=J'ENCHEN Jr Shortcuts § AdminTunions Admin T Search (Alt+ A Announcements ¢ Edit

® I content gk Structure 44 Appearance  Pge Extend N, Configuration g People ]I Reports @ Help

Title*

HwnN e

Main navigation Machine name: main

Administrative summary

Site section links

Show row weights
Menu link Enabled Operations
< Home Edit v
“ 3
& Who We Are 2?5?
4 Milestones Edit v

Figure 7: Steps to Delete the Main Menu Link.
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4. How to Add Content

The Content Management System allows administrators to create and publish different types of content
such as Articles, News, Basic Pages, Bills, and Galleries.
Follow the steps below to add new content:

4.1 Access the Content Section

eFrom the Dashboard (black text on a white background), locate the top administrative menu.
e|dentify the Content option.
(Other available options include Structure, Appearance, Extend, etc.)
eHover your cursor over Content.
¢ Click Add content from the dropdown menu.

4.2 Select a Content Type

After clicking Add content, a list of available content types will be displayed.
Examples include:

e Article

e Bills

e Basic Page
e Gallery

e News

e (Other custom content types depending on the website configuration)
Refer to Figure 8 for the Content-Type selection screen.

ULV Shortcuts ) AdminTunions ad ar Search (Alt+a A Announcements 4 Edit

@ B[Content | ch Structure 44 Appearance B Extend X\ Configuration  dg People ol Reports | @ Help
Add content > | Affiliates
I Blocks » | Article
1 Comments Basic page
Files Events Machine name: main
Framework
Administrative summary
o Gallery
Site section links
Mandate
Milestones Show row weights
Menu link News Enabled Operations
!
H Partners
+«+ Home Edit v
Priorities
+» AboutUs Programmes Bt v
Resources
& Who We Are Edit v
Services

Figure 8: From the dashboard, hover over Content and click Add Content to view available content types.
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5. Adding Content — Partners

The Partners content type is used to publish official partners information on the website.

5.1 Select the Partners Content Type

1. From the Dashboard, click Content.
2. Click Add content.
3. From the list of available content types, select Partners.
You will be redirected to the Partners content creation form.

® H ¢h structure 43 Appearance e Extend A Configuration g People | Reports @ Help
——
Add content > Artice
Blocks > Basic page
1t Eve

Home Partnerg

Meml

3 mont

Figure 9: Adding Partners Information

5.2 Enter the Partners Title

1. Inthe Title field, enter the heading of the mandate.
o Example: The Enabel Partner

/\ Ensure the title is clear, concise, and properly formatted.

@ B cContent gl Structure 44 Appearance  Pe Exte 9, configuration  dg People I Reports @ Help

Home > Add content

Create Partners

Title*
Last saved: Not saved yet
Author: AdminTunions
~ Image * Revision log message
Add a new file*
—

~ ‘
(' Choose file [No file chosen
,.//

only.
8 M limit

Menu settings
v

URL alias
it page. Enter <nalink> 1o display link text only. Enter <button to display keybaard-sccessible fink text ony Automatic alias
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Figure 10: Upload the partner logo

5.3 Upload the partners logo

1. Inthe image field, upload the image logo.
2. Use the link:
o Add the website link of the partner
o Add alternate text for the logo
o Insert links if necessary

5.4 Save and Publish the Content

1. Scroll down to review all entered information.
2. Ensure the content is set to Published (if you want it visible to the public).
3. Click Save.

The Partner content will now be created and available on the website.

Menu settings

Not in menu

URL alias
~

Automatic alias

- Authoring information
By AdminTunions (1) on 2026-02-19
Text format | Basic HTML v About text formats

o Promotion options
Not promoted

Published

Figure 11: Save Added Partner Information
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6. Add Content via the Gallery

e To add a Gallery content type, follow the same steps used for the Directorates content

type.
e Fillin all the required fields and click Save to publish the gallery.

QISP 4 shortcuts ) AdminUHRC A olbar Search (Alt+a) A Announcements  # Edit |8

@ I Content gk Structure 4% Appearsnce P Extend S Configuration g People I Reports @ Help

reate Gallery

Last saved: Not saved yet

Author: AdminUHRC

[oe ] Revionlog mesage

dd/mm/yyyy 0

~ Featured Gallery

d i Briefly describe the changes you have made.
peld a new file
Choose files | Ny file chosen
« Menu settings

n be uploaded to this field. Not in menu

URL alias
v

Automatic alias Iy

Published
E Prev'ew

Figure 12: Adding Gallery

- Authoring information
By AdminUHRC (1) on 2025-12-03

Promotion options
v
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7. Add Content via the News

Repeat the same process as shown in Figure 4.
Go to Add content and select News.
The News dashboard page will be displayed (see Figure 9).
Fill in the required fields:
o Title (required)
o News Date (required)
o News Photo (optional)

= Manage [RUgS LTI QRIS A Seal Alt+a A Announcements & Edit
® i Content gk Structure 44 Appearance  Pge Extend W Configuration  Jg People Il Reports @ Help

Home > Add content

Create News

Last saved: Not saved yet

Author: AdminUHRC

dd/mm/yyyy O

~ News Photo *

Add a new file*

Choose file | No file chosen

Menu settings
~
Not in menu

URL alias
v

Body (Edit summary) Automatic alias

B I @ = )=~ G @} Pasgaen v < ) Souce
o Authoring information
By AdminUHRC (1) on 2025-12-03

Figure 13: Adding News in CMS

Add the Body with information about the news.
Click Save to publish the news item.

Text format | Basic HTML v About text formats

Feature News on Slider

- None

Published

E Preview

Figure 14: Adding News >> Click Save Button
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8. How to upload an image within the body section

e Before uploading an image within the body,
e Select FULL HTML Text Format as shown below;

6 “ Content ‘-h Structure q Appearance ﬁ- Extend '\ Configuration Jl People .I| Reports 0 Help

Post Date
09/21/2021 [m] Briefly describe the changes you have made
Body (Edit summary) » MENU SETTINGS (Not in menu)
= E B0 Format - Source
B I : = @ ¥ URL ALIAS (Automatic alias)
This mede brings together a2 number of individuals. Generate automatic URL alias
Uncheck this to create a custom alias below. Configure URL alias
patterns.
URL alias

{ news/womens—info-tech

Specify an alternative path by which this data can be accessed. For
example, type "/about” when writing an about page.

» AUTHORING INFORMATION (By FGCT (1) on 2021-09-21)

» PROMOTION OPTIONS (Not promoted)

Text [urmal Abour text formats
Basic HTML
Published [y HTML

@ Preview Delete

Figure 15: How to upload an image from the source location within the body section.

e Place the cursor within the body where you want an image to appear.
® On the body navigation Menu, double-click on the image icon as shown below;

® BContent r[-lStructure '.\Appearance ﬁ'Extend '\Conﬁguration .& People l|| Reports eHe\p

Title®
‘ Last saved: Not saved yet
Author: AdminKcp
Body (Edit summary) .
Revision log message
BI S x %|I,|= S=ERT) @ M = | noma - | L] [ Source
| press a cursor where you want to add the photo
4
Briefly describe the changes you have made.
Menu settings
e -
Not in menu
body p
Text format (| Ful HTML > |f ooyt text ormats
URL alias

Basic HTML

Restricted HTML Automatic alias

A Featur

Authorina information

Figure 16: How to upload an image from the source location within the body section.

® Choose a file from any source location where the image is stored
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Insert Image

image *
Choose File

Alternative text *

Figure 17: How to choose an Image from the source location.

® Select the image and click open as shown below;

=

&« v > ThisPC » Pictures » Screenshots v ¥ Search Screenshots P E E} o ‘
Organize Mew folder = - m @ 100 Best Quotes of... Other baokm
B Desktop o * - -
St Y | B e = -
[ Documents | L —— P
- Screenshot Screenshot Screenshot Sereenshot Sereenshot Screenshot Screenshot Sereenshot
| Fictures ~ # (33)png (34)png (35).png (38).png B7).png (38)png (39).png (40).png
Africa Sangs —— — —— R —
-y 5 W g
Eskom ——
Screenshot Screenshot Screenshot Screenshot Screenshot Screenshot Screenshot Screenshot
Screenshots (#1).png #4].png 45).png (48).png {#7).png 48].png 43).png (50).png
@ OneDrive m e I i | g ——= .
IR O =]
[ This PC
30 Object Screenshot Screenshot Screenshot Screenshot Screenshot Screenshot
3D Objects (5T).png (52).pg (32).png (54).png (68).png ©9).p
I Deskiop
= Documents
¥ Downloads
b Music Selected image to be uploaded
=/ Pictures
B videos
% Local Disk ()
= Local Disk (D7)
& Network . Click open I\
File name: | Screenshot (70).png w__All Files (*) v

Figure 14: How to upload an image from the source location within the body section
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Insert Image

Image*/
[B screeffshat (70).png

Alternative text *

Remove Title given to
/ an image

eskom security measures image

Short description of the image used by screen readers and displayed when the
image is not loaded. This is important for accessibility.

Align
®) None Left Center Right

Caption

/lThen click on save button

Figure 18: How to upload an image from the source location within the body section.

e Click the save button down the page to save the changes made.

pLaimenance of the complex from Uganda Electricity Generation Company Ltd (UEGCL) on 1st April 2003

M| Generate automatic URL alias
Uncheck this to create a custom alias below. Configure URL alias

partterns.

URL alias
/page/history

Specify an alternative path b; this data can be accessed. For

example, type “/about” when

ng an about page.

» AUTHORING INFORMATION

» PROMOTION OPTIONS

Uploaded image
inside the body

body p image

Text format| Full HTML v About text formats

ICK Save bution
to save the

M| Published

Preview Delete

Figure 19: How to upload an image from the source location within the body section.
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9. Adding The Team

e To add Team information, go to Add content, then select Team.
e Double clicks on the Governance link, the page will be displayed.
e Add the Title (Staff Name) [required], Team Photo [required],

e Add Position (Staff Title/profession) [required];

= mManage  J shortcus L, Adminmbarara S g e _
6 B content h Structure 4} Appearance e Extend M Configuration J_'_ people  ,[lI Reports © Help
Home > Add content

Create The Team

Title* /

A Team Photo * Revision log message

Last saved: Not saved yet

Author: AdminMbarara

Add a new file *

| Choose File ‘ No file chosen

£
?rf_f e only. Briefly describe the changes you have made.
2 MB limit.
Allowed types: png gif jpg jpeg.

Menu settings

N v
Position / Mot in menu

URL alias

Figure 20: Adding a Team in CMS
Add Body — information about the team member.

e Add a weight value to arrange a member in a certain order.
e Click the save button down the page to save the page.
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Body (Edit summary)
B I|e 2 iz G| Foma - | B souce - Amhur.lng information
By AdminKcp (1) on 2022-09-19

- Promotion options
Not promoted

Text format | Basic HTML ~ About text formats
Weight*
Published

Preview

Figure 21: Adding Team >> Click Save Button

10. Adding FAQs
Repeat processes in fig.4.
e To add FAQs, go to Add content, then click on FAQS amongst the lists displayed.

e The FAQs page will be displayed.
e Add the Title [required], Body.

® I content ¢k Structure | 4X Appearance  Ps Extend S\ Configuration ".l reople I Reports | @ Help

Home > Add content

Create Faqgs

Title*
Last saved: Not saved yet
Author: AdminKep

- Fags page displayed

Body (Edit summary) e
Y Y Revision log message
B I | = = = |9 | Format - | [ Source
Sriefly describe the changes you have made,

Menu settings
Notin menu

Text format | Basic HTML - About tet formats
- URL alias

Weight* Automatic alias
_ . Authoring information
Figure 22: Adding FAQs in CMS

e Add Body —information about FAQs.
e Add a weight value to arrange the FAQs in a certain order.
e C(lick the save button down the page to save the page.
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Body (Edit summary)
B I | = = = |9y Ed| Format - | B Source - Amhur.lng information
By AdminKcp (1) on 2022-09-19
- Promotion options

Not promoted

Text format | Basic HTML > About text formats

Weight*

Published

Preview

Figure 23: Adding FAQs >> Click Save Button

1. How to Edit Existing Content

If you need to update or correct previously published content (e.g., Mandate, Article, Basic Page),
follow the steps below.

@ ¢h Structure 44 Appearance e Extend W Configuration  Jy People  Jj Reports @ Help

Home > Administration
Content
Content Comments Blocks Files
Title Content type Published status
[y
Milestones - Any - v Filter Reset

Title =  Contenttype =  Author Status =  Updated T Operations
The decision to form a new nationaal centre, federation or confederation of labour unions Milestones AdminTunions Published 13 Jan 2026 - 14:17 Edit v
MNational Recognition Milestones AdminTunions Published 13 Jan 2026 - 14:15 Edit v
Expansion of labour union membership. scope, visibility and clout Milestones AdminTunions Published 13 Jan 2026 - 14:10 Edit ~
The Development of the philosophy and ideology: of the struggles Milestones AdminTunions Published 13 Jan 2026 - 14:06 Edit v

Figure 24: Edit the Existing Content

11.1 Access the Content List

1. From the Dashboard, click Content.
2. You will be redirected to the Content listing page, where all existing content is displayed.
o The list includes the Title, Content Type, Author, Status, and Operation.
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Content Comments Blocks Files

| Title Content type Published status

Milestones - Any -

~

Title

The decision to form a new nationaal centre, federation or confederation of labour union

National Recognition

Expansion of labour union membership, scope, visibility and clout

The Development of the philosophy and ideology of the struggles

Figure 25: Access the Content List

11.2 Locate the Content to Edit

1. Use the search field or filters (if available) to find the specific content.
2. ldentify the content by its Title and Content Type (e.g., Mandate).
3. Under the Operations column, click Edit next to the content item.

You will be redirected to the content editing form.

11.3 Update the Content
1. Modify the Title if necessary.

Content type =

Milestones

Milestones

Milestones

Milestones

Author

AdminTunions

AdminTunions

AdminTunions

AdminTunions

2. Update the Body field with the new or corrected information.
3. Use the text editor toolbar to adjust formatting if required.

/\ Ensure all changes are accurate and properly formatted before saving.
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Published

Published
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Home > National Recognition

Edit Milestones National Recognition -

View Edit Delete Revisions

Title *

National Recognition

A Image

IPH_5.jpg (109.26 KEB) Remove

Alternative text*

National Recognition

Shart description of the image used by screen readers and displayed when the image is not
loaded. This is important for accessibility.

Summary
B I @ |:= =~ & 3 Paagaph v < B source

= =

Characterized by legal recognition, tripartite engagement, parliamentary representation, national labour leadership, employer collab-

oration, and improved NOTU relations.

Figure 26: Correct/Edit the content as Highlighted

11.4 Save the Changes

1. Scroll down to review the updated content.

2. Click Save.
The system will update the content immediately.

® b Content  gh Structure 44 Appearance  Pje Extend S Configuration  Ig People  JI Reports @ Help

2. Invalvement in Tripartite arrangements

3. Availability of leadership, representation in Parliament, and being mandated to represent workers on statutory and administra-

tive bodies.

4, Official organizers and participants of national labour days and events, together with other relevant institutions and members of

the National Organizing Committee (NOC) and all associated subcommittees, including the delivery of the workers’ speech.

5. Collaboration and engagement with Employers and their organisations, including the Federation of Uganda Employers (FUE)
6. Emerging good working relationship with the Sister Labour Centre in Uganda, the National Organization of Trade Unions (NOTU)

Text format | Basic HTML ~

Milestone Number

Milestone 5

Published

E Preview W Delete

Figure 27: Save the changes
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