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About this guide

This guide explains how to use the different functions within the Healthwatch website.
Other support available to help you includes:

e Getting started guide

e Website group on Workplace

If these don’t answer your questions, you can email us at digital@healthwatch.co.uk

Top tips for writing online

Accessibility

We have written a guide separately on accessibility, which you can view on the network
site. This short guide will give you pointers to ensure you maintain high levels of
accessibility across your website.

Language and style

As well as understanding the functionality of your website, it's essential that, as the
content managers of your website, you focus on language and styling.

The language you use on your website is important as it will impact how engaged your
website visitors will be with your content and how long they choose to stay there.

e Write in plain English, avoiding jargon and acronyms to make your content easy to
understand for as many people as possible.

e Keep your paragraphs short and use headings to make your content easy to scan
and visually break up the page.

e Please do not refer to yourself repeatedly as Healthwatch X - instead, you can say
‘we’ or ‘us’. Do not use abbreviations for your Healthwatch. For example, multiple
local Healthwatch could use HWR, so try o name yourself fully if you need to when
writing more formal content.

Formatting your text

It is important that you correctly format your text when writing online content. This ensures
that your content is easy to understand for your readers and accessible for those using
screen readers.

If you are copying content from another programme, you must ensure that the formatting
is correct, as problems can occur when copying and pasting. We recommend copying
info notepad before moving across to the website.
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e Make sure that you use your heading sizes in order. For example, if you start a new
paragraph with Heading 2, your subheadings for that topic should be Heading 3
etfc.

e Use the built-in bullet points and numbering options in the text editor

Adding hyperlinks
You will often want to link to other pages on your website or external sites.

Type the text you want to make the button, highlight it, and select the hyperlink icon.

A box will appear. If you add a link fo a webpage, keep the ‘link type’ box sef to URL.

If you link within your own site, you only need to add everything past your domain name.
For example, for this link www.healthwatch.co.uk/page-title you would only need to put
in /page-title.

You also need to enter a title. This is a short explanation of the link that would show if
someone were to hover their mouse over it. EG — Download the Healthwatch England
report.

If you are linking to an external site, you must add the full URL. If you click on ‘Advanced’
in blue then tick the box to ‘Open in a new window / tab’. This will encourage people to
stay on your site after looking what page you're directing them to.

Populates the title attribute of the link, usually shown as a small tooltip on

Populates the title attribute of the link, usually shown as a small tooltip on

hover. hover.

» ADVANCED ¥ ADVANCED

ARIA label

Provide an alternative text value/label for assistive technologies

CSS classes

List of CSS classes to add to the link, separated by spaces.

ID

Allows linking to this content using a URL fragment. Must be unique

[ open in new window/tab
See WCAG guidance on opening links in new windows/tabs

Relation (rel)

Often used by JS galleries. When opening links in new windows/tabs,
it is advised to add the noopener attribute due to security concerns.
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Creating an action button

Each article should have a clear action that you want people to do. This is usually
directing people to somewhere else on your website to download a report, encouraging
people to share their views or to get in contact.

Once you have created your hyperlink, click on the link, press ‘styles,” and select Button:
Pink.

T rEA mE g Ty e RENIIYT

Text
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Button: Pink
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Try not to overuse this functior * Il help the maost important
information on the page jump Small Print r. These are ideal for you call to
action.

body poa

Managing your website

Main menu navigation

When we designed the template, user research clearly showed that users prefer and find
it easier to navigate through smaller main menu navigation menus. Therefore, we have
carefully considered how many options to include in the main menu.

You cannot make changes to the main menu navigation. If you have a large piece of
work or project page that you want to include, please email digital@healthwatch.co.uk.

Adding and removing users
After logging in, you can go to ‘people’ in the toolbar and click on ‘add user’.

We recommend that anyone adding content to the website has their own login
information — this will make it easier fo monitor content and who has added what.

When staff leave, it is essential to delete their accounts so that they can no longer access
the back end of the website.

To remove a user:

1. Go to ‘people’ and then select ‘edit’ next to the account in the table you wish to
remove.

2. Scroll to the bottom of the page, and you will see a red link titled “cancel
account”.

3. Click this to confirm you wish to delete the account.
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Clearing data

You must clear the data in your webforms regularly. The webforms collect data such as IP
addresses, so you must handle these carefully and comply with GDPR rules.

You need to download the data to an Excel file and save it on your systems — whether an
internal computer or a protected system like Microsoft Sharepoint.

What you need to publish

To meet your statutory requirements, you should be publishing:

e How you make decisions (decision making process and minutes from board
meetings)

e Entfer and View authorised representatives
e How you are set up — e.g. CIC/Charity etc.?

e Complaints process — how someone can complain about your service.

Adding content
Updating your homepage

Your homepage pulls through content from other areas on your website. It will
automatically update when you add news, reports and advice and information articles.

The only things you need to update on your homepage is the carousel and testimonials.

Updating the homepage carousel

The homepage carousel appears at the top of the homepage. The carousel is full-width
images with calls fo action. Use this to encourage people to take a survey, read an
article or report, or attend an event.

To add a homepage carousel slide, go to:
Content - Add content - Homepage carousel slide

Title: This title will appear on the screen, so it needs to be short and snappy.

Scheduling options: Choose the dates and times you would like your carousel to run for.
This is a useful feature for running a campaign, as you can prepare content and schedule
it to auto-publish or auto-unpublish for a specific time. Using this feature will help ensure
your content is current.

Body: Give a short description of what you are asking people or the information you are
providing. This text will appear in the box on the carousel.
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Share your views to
make a difference

Share your views online, or contact us via email or phone.
The more people share their ideas, experiences and
concerns about National Health Service (NHS) and social

care, the more services can understand what works and
what doesn't

Find out more

Find out more links:

o URL: Add the node number from the page. Find the page you want to link fo and
enter ‘edit mode’. Take the node number from the URL.

o Link text: This is the button text and should be a clear call to action, e.g. ‘Sign up’.

Image: Look for images that include space on the left where the main object of the image is in
the cenftre or the right-hand side. Files must be less than 8 MB and larger than 1440 x 576 pixels.
Remember to include Alt text for accessibility.

Top tip: Make sure that text box hasn't obscured an important part of the image.

Published - this tick box at the bottom of the page needs to be selected to publish this. If
you do not tick the box, it will save the content as a draft.

In the right-hand column, you have some extra options:
Revision information: This is only relevant if you change a homepage carousel slide.

If you change a carousel slides, you can save this as a revision by ticking the ‘create new
revision’ box. You can also leave a comment explaining what you have changed (this
would only be visible in the back end to other editors and administrators). Once you
have saved the changes, you'll be able to click ‘revisions’ and see the previous version.
This is useful if you want to make some updates but keep a history of what was on the site
beforehand if you need to revert to a previous version.

Menu settings: You do not need to change this
Meta tags: The meta tags are already pre-populated.

Scheduling options: You can control when you want to publish your carousel using the
scheduling options at the top of the page.

URL Alias: You don't need to change this.

Avuthoring information: This is generated automatically when you save. It will show you
who added the content and when.
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Publishing information:
e Promoted to front page - doesn't need to be selected.

o Sticky at top of lists - doesn’'t need to be selected.

Managing your homepage carousel slides

Make sure that you remove a carousel slide if no longer relevant, e.g. event has passed
or a campaign has finished. You will need to untick the ‘published’ box under publishing
information to do this.

The homepage carousel slides are ordered by publish date, with the most recent
carousel item appearing first. If you need to re-order your slides, you need to edit the
‘authoring information’ and change the date to be in the preferred order. Editing a slide
will update the date too and bump it to the top of the list.

To see the order of your slides, go to ‘content’ and select ‘Home page carousel slide’
from the drop-down list and click ‘filter’. This will display all the slides you have, whether
published or not and the order they will appear in (the newest will appear at the top of
the list).

Top tip: Remember that you can also add an ‘unpublish date’ when creating your
homepage carousel slide. This is useful to ensure that the slide of a campaign no
longer shows after the campaign ends.

Testimonials

Testimonials are the quotes that appear on the homepage. If you have more than one
testimonial, a different one will load each time you refresh the page.

These are a great way to highlight people’s experiences and the feedback you're
receiving and encourage people to find out more.

Here you could include a quote of an example of how
you have helped with information and signposting. EG
- " Thanks so much for giving me the information |
needed to find a suitable care home for my Mum.”

Joe Bloggs

Find out more

You could use this to:

e Encourage more people to share their views on a topic
Include an example of feedback you've received about a specific topic and a link
to where people can share their views. This could be a survey or the ‘have your

say’' page.
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e Encourage people to find out more about your work on a topic
Include a quote from a report and then link to your report on the issue. The quote
could be from a member of the public, your CEO, Chair or service. This could then
link to a report or the news story promoting the report.

e Encourage people to get in touch for advice and information
Include an example of the type of queries you receive or from someone that has
received advice and information from you. This could link to the information and
advice page.

Adding a testimonial

To add a testimonial, go to:

Content — Add content — Testimonials

Edit the fields below:

Admin title: This title is only for you to view on edit mode and will not be visible for users.

Scheduling option: You can schedule a testimonial to publish in the future by selecting
your chosen date. If you do not select a date and publish the testimonial, it will be
published immediately.

Quote: Add your quote text into this box here. This should be a short and punchy quote
that inspires people to take action.

Avuthor: Add the author of the quote.

Find out more link: This isn’t compulsory; however, it's a useful way to give people the
opportunity. You need to add the node number into the box. Find the page you want to
link to and enter ‘edit mode’'. Take the node number from the URL.

he Healthwatch | Your spot’ X | @ Create Home page caror X | ¢ Edit Home page
C () | & Secure | https;//www.healthwatch.co.uk/node/1146/edit URL
Apps W Healthwatch England  he Healthwatch | Yours: he Laura.Blower | Healt node/1146

Dashboard Content Structure  People  Configuration Reports  Help )

Published - this tick box at the bottom of the page needs to be selected to publish this. If
you do not tick the box, it will save the content as a draft.

In the right-hand column, you have some extra options:
Revision information: This is only relevant if you change a homepage carousel slide.

You can save this as a revision if you have made changes by ficking the ‘create new
revision’ box. You can also leave a comment explaining what you have changed. This
would only be visible in the back end to other editors and administrators. Once you have
saved the changes, you'll be able to click ‘revisions’ and see the previous version. This is
useful if you want to make some updates but keep a history of what was on the site
beforehand if you need to revert to a previous version.

Menuvu settings: You do not need to change this
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Meta tags: The meta tags are already pre-populated.

Scheduling options: You can control when you want this to publish using the scheduling
options at the top of the page.

URL Alias: You don't need to change this

Avuthoring information: This is generated automatically when you save. It will show you
who added the content and when.

Publishing information:
e Promoted to front page - doesn’'t need to be selected
o Sticky at top of lists - doesn’t need to be selected

View existing testimonials

Easily edit or view the testimonials on your site by going to ‘content,’ then select
‘testimonials’ from the drop-down list and click ‘filter’.

To edit a testimonial, click the grey ‘edit’ button on the right-hand side of the table.

To delete a testimonial, click the arrow on the right-hand side of the grey button labelled
edit’ and select delete.

To clone a testimonial, click the arrow on the right-hand side of the grey button labelled
edit’ and select ‘clone’. You will then need to edit this so that you do not have
duplicates on your homepage.

Using the news alerts sign up webform

The news alerts webform is at the bottom of the homepage. It's a great way for people
to let you know they're interested in hearing more about your work.

Sign up for our news alerts

Email address First name Last name
Enter your email address here Enter your first name Tell us your last name

Consent™

Ol agree to my personal data being stored and used to receive news alerts.

Please see our Privacy and Terms & Conditions for more information. m

This webform has been set up for you to capture people’s details in a GDPR compliant
way.

Currently, the webform doesn’t automatically sync with MailChimp or CiviEvent, so it is
important that if you're using this webform, you put in place measures so that you're
regularly checking the webform for any subscribers, exporting the results and updating
your mailing lists appropriately. You will need to add an email address to the webform
(we recommend the info@ address)

To view all results:

Go to structure — webforms — Forms
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Next to the ‘Sign up for our news alerts’ webform in the table, select the arrow on the
right-hand side of the grey button labelled ‘edit’ and from the drop-down, list select
‘results’.

Here you'll have the option to export all the results to a CSV file. You'll be able to use this
information to update your existing mailing list.

Under the ‘View results’ tab, you'll have the ability to clear all of the results. Clearing
results cannot be undone, so ensure you have the information you need before removing
the responses. You must clear your webforms regularly to not store data unnecessarily on
the website and remain GDPR compliant.

Please note: Only ‘Editors’ have permission to edit and manage webforms.

Top tip: Put a recurring reminder in your calendar once a week to check sign ups and
clear our any unnecessary data.

Articles

What is an article?

This is the content type you will use most regularly on your site. There are five different
article types intended for different purposes. The functionality of each of these article
types is the same. The main difference is where they appear on your site.

These are:

o News - Tell people about your latest news. For example, a recent report or
publication or local or national changes. These will be shown in your latest news
section and pulled through to your homepage's ‘news and views' section.

e Response - Tell others your views in response to a decision or report. For example,
you might be responding to a consultation. Upload any supporting documents that
you might have e.g. letters you have sent or consultation responses. These will be
shown in your latest news section and pulled through to your homepage's ‘news
and views' section.

e Report - Showcase your impact by uploading your reports and publications.
Reports will show under the latest reports and publications on your news and
reports page and your homepage.

e Advice and Information - Help people get the information they need to live well.
Any content aimed at providing advice and information to the public should be
categorised as this article type. This will then be pulled through to your website's
advice and information section and homepage.

e Blog - Use blogs to tell a personal account of a situation or event. E.g. an article
from your CEO or one of your volunteers.

Adding an article

e Go to Content - Add content — Article and edit the fields below.
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Title: Your article title should be clear and engaging. People should know what the article
is about from the ftitle.

Author: If a specific person writes your article, you can attribute it fo them using the
Author field. To add a new author, go to Structure - Taxonomy = Author > Add term.

If it's a generic article - leave this blank. Most of your content probably will not need an
author; however, you can use this for blogs from Volunteers or your CEO or guest blogs
from another local organisation or individual.

Article type: Select the type of article from the drop-down.

Scheduling options: Choose the date and time you would like to publish your article. This
is particularly useful if your report or article is embargoed until a specific time.

Tags: Use tags to help categorise what the article is about. These tags are not shown
publicly, but tags are used to collate ‘related information’ at the bottom of an article.

You can find a list of tags by going to: /using-tags or clicking on the link “see our
guidance on using tags” from the article page.

Show row weights
-
TACS
+ Menta ith {77
e bags you choose help sdentify refated content. Start typang 1o add a tag. Add multiple tags by separating sach tag with a
comma. View the axisting [ist or add & new tag to the Tag taxonomy. For mare information, see ocur guidance on vsing tags

Add another item

For example, if your article is about carers, you would use the tag for carers, and as a
result, three other articles that also cover that topic would appear.

Themes: Choose the themes that relate to the content within your article.
Themes are how people can search through your content via the drop-down menus.

Theme(s) *

O autism

O care homes

O carers

[ complaints

O coronavirus

O pementia

O Dentistry

Equality and diversity
Oer

[ Home care

[J Hospital care and discharge
[J Maternity services

O Mental health

[ our policies and plans
[ patient information

[ Pharmacy

[ service change

O social care

The themes you pick will help organise content for the site search. Tick all themes that apply. You can add or remove themes by editing the
Theme® taxonemy vocabulary.

Website guidance
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Top tip: Knowing the difference between a tag and a theme

A theme is how the article is categorised publicly. A visitor to the website can select a
theme from the drop-down menu to bring up all the related articles to that theme. The
themes you choose are visible.

A tag is how the article is categorised in the back end of the website. Tagging works for
choosing what content is related to one another. This informs how the ‘related content’
feature works where it automatically selects other content that the viewer might be
interested in.

It is important to select both a theme and a tag when publishing your content.

Lead paragraph: Summarise your article in 250 characters. This text will pull through as a
teaser for the news and reports landing page. This should be short and snappy and make
people want to read more.

Main image: Click ‘Browse’ to upload or select an image to best illustrate your article.
There will be a two spaces to add a main image. The first is the space to upload your
image to display in the article.

Underneath the second image upload option is the caption “This field is used for legacy
images from the migration, do not add anything new.” Do not use this field as it will not
be displayed in the article.

If you upload a new file, the minimum dimensions for this image are 780x500 pixels. Ensure
you include alternative text and an image description (e.g., patient speaking to a
doctor). You need to do this for accessibility to ensure that screen readers can read the
page correctly.

If you click ‘Library’ at the top right-hand side, you will be able to view images already
uploaded to the site. This prevents duplication of content and helps you source the
images more easily.

e This image will appear under the Title and Lead paragraph when on view.
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e The image will also be pulled through to the News and Reports landing page. We
recommend you always use an image to make your content more visually
engaging. It also will be pulled through when you share content on social media. If
you haven't got a suitable image, try and find a suitable graphic to accompany
your article instead, or take a look at our Flickr library.

State of support - local
Healthwatch finances 2018/19

Our response to Which? latest
research on people
underestimating the true cost of
care.

New research from Which? finds that
millions of people are underestimating
the cost of paying for a care home place
- potentially putting some at risk of
financial problems. Our National
Director, Imelda Redmond, responds to
these findings.

Our latest report sets out what funding

the Healthwatch network has received

to carry out its statutory activities in

2018/19.

1 November 2018
Report

31 October 2018
Response

Should the NHS become more of a
lifestyle coach to tackle unhealthy
living?

Most people are confident that the NHS
can meet their needs. But, when it
comes to the NHS at 100 confidence
falls by half. We explore recent polling
that indicates people think they should
be responsible for staying healthy but
want the NHS to help.

25 October 2018
News

Second paragraph summary: If there is no main image, you will need to add another
paragraph of summary text. You will also need to include this paragraph to promote this
article to be the lead article on the news and reports landing page. This is to avoid
having a lot of white space on the news and reports page.

6,800 young people were asked
about their mental health. What
did they say?

Around 1in 4 people in the UK will
experience a mental health issue this
year. It's not surprising that two thirds
of the Healthwatch network have found
that their communities want o see

improvements to mental health support.

In Suffolk, over 6,800 students shared
their views on mental health and
wellbeing with their local Healthwatch
to help improve future support.

30 November 2017
News

Every Voice Matters - our Annual
Report to Parliament 2015-16

Published today. Every Voice Matters,
our Annual Report to Parliament 2015-
16, outlines how together we are
putting people at the heart of care.

18 October 2016
News

Example on the left as
the lead and second
paragraphs complete.

Example on the right
only the lead
paragraph completed
and no picture.

Paragraphs: You then add the bulk of your content using paragraphs. There is more detail
below on the type of paragraphs you can use and what they look like.

Call to action block - Select a call to action block to display at the bottom of your article
and extend the user journey. We have pre-populated some of these; however, we advise
you to adapt these to your local Healthwatch. See the call to action guidance to create
your call fo action block.

Related content: Three related items will automatically show up at the bottom of the
article based on your applied tags. If you did not tag your article, no content would
appear here.

If you want to highlight specific bits of content, you can use the related content block at
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the bottom of the page. Start typing in the name of the bit of content you want, and it
will prefill. You can fill up to three items. (Looks best with three but does work with less if
needed).

You might also be interested in

A

A< |
Registering with your GP: EXAMPLE Report Title Top tips to get the most out of
understanding your rights your GP appointment

This is what the lead paragraph

People have told us they can have aridiooklie anyour S Do you struggle to speak to your
report page. This should be a short

problems registering with a GP. ” doctor about your medical
This article explains more about [=ass o et eho concerns? You're not alone. Take a

your rights and what do to if you look at our top tips to make the
are refused the right to register. most out of your GP appointment.
1 April 2019 1 November 2017 25 November 2015

Advice and Information Report Advice and Information

Options: The promote to carousel option is ticked by
default. If this box is ticked, this will make the featured on
the news and reports landing page. ] Promote to carousel
If you tick ‘Promote to homepage’, this will push it
through to the homepage.

Options

[] Promote to home page

Image: Here, you have the option to upload a second image to the article should you
wish tfo.

Review date: You can set a review date and time to remind you to review the article to
check the information isn't out of date and is still relevant.

Publishing options:
Published - if this is not ticked, it will save the article as a draft. If it is ticked, the article will
publish.

On the right-hand column, you have additional settings:
Revision information: This is only relevant if you change an article.

You can save this as a revision if you have made changes by ticking the ‘create new
revision’ box. You can also leave a comment explaining what you have changed. This
would only be visible in the back end to other editors and administrators. Once you have
saved the changes, you'll be able to click ‘revisions’ and see the previous version. This is
useful if you want to make some updates but keep a history of what was on the site
beforehand if you need to revert to a previous version.

Menu settings: You do not need to change this
Meta tags: The meta tags are already pre-populated.

Scheduling options: You can control when you want this to publish using the scheduling
options at the top of the page.

URL Alias: You don’t need to change this

Website guidance
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Avuthoring information: This is generated automatically when you save. It will show you
who added the content and when.

Publishing information:
e Promoted to front page - doesn’t need to be selected.

e Sticky at top of lists - doesn’t need to be selected.

Using paragraphs

The main bulk of your article will be built using the paragraph functionality. You can add
multiple paragraphs and order in whatever way you want to best display your content.

Text

This will probably be the paragraph that you use the most. This paragraph is for adding
text to your article. You can also use this paragraph type for:

¢ Embedding tweets or media files from your media library

e Long quotes — using the quote function within the toolbar at the top of the text box
is a good way to show a long quote. Highlight the text you want to appear as a
guote and click on the quote marks in the toolbar at the top of the text box.

Longer quotes

For longer quotes you can include them as part of the paragraph. This allows
them to stand out without taking up too much space on the pagw. Make sure
your quote is powerful and supports your story.

Image full width

This paragraph displays an image that fills the width of the news article.
e Choose the image you want to upload. It must be a minimum of 780x500 in pixels.

e Remember to add your Alt text and title to increase the accessibility of your site.

< Image - Full width (Article) Remove
Image
Choose File | Mo file chosen

A full width image for the article
One file only.

40 MEB limit

Allowed types: png gif jpg jpeg.

Textin grey box

This works in the same way as the text box. It's a great way to make content stand out
and highlight key points. You should use this to highlight the main findings you want to
pull out or a link to an external report.
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What people told us

logether with the British Red Cross, we spoke to over 500 patients and carers and
conducted 47 in-depth interviews with health and care professionals involved in the
hospital discharge process.

Find out what they said

Downloads

You should only use the Download paragraph when adding any articles that are
‘reports’. This covers all publications, insight and briefings.

Do not attach Downloads to Articles that are ‘responses’ ‘news’ or ‘advice and
information’. If you add reports to a news item, they quickly get lost over time.

For example, you've just finished your annual report. You should add an Article - Report
to your website with the download attached. This means that it's easy for people to find.

You may also want to create a news story and link to your report.

In the general description text box, you might want to provide details on how people can
get in touch if they need the information in another format or contact details as to who is
best to talk fo about the specific bit of work.

+« Downloads Remove

Title

Downloads
The title of this paragraph type. By default the title will be 'Downloads’, but can be changed if required

Text

B I x* x. T, 9% Fomat ~ | Siyles -] = 1= | Ep
[ Source AEL - B E @ Q 0
- About text formats
Text format | Basic WYSIWYG -

Paragraph type

In the File Download section, browse for the file on your computer and upload it to the
site. You can add multiple items here by selecting ‘Add another item’.

You would use this if:

Website guidance
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e You had produced multiple versions of the same document (Easy Read, Large Print,
Executive Summary).

e You had several documents relating to the same thing. For example, a board
meeting, you might have an agenda, minutes and discussion papers.

e If you upload multiple files, make sure you include a file description so that people
understand what each document is on view.

Show row weig|

FILE DOWNLOAD *

File download Test for working, |, Pencil (PDF 2019).pdf Collapse

File description

Test for working

+

The individual file's description.
File *

] 1, Pencil (PDF 2019).pdf Remove

Add File download | to File download

Video

Add the URL of the video you want to share. This will automatically resize it to fit the
article.

+ Embed Video Remove

Embed video *

Supports video from Youtube or Vimeo. Support for other providers can be enabled if required.

Top tip: Remember that not everyone who visits your page will stop to watch your
video. Take out a couple of the key points to help explain this content.

Quotes

If you have a great quote about your work, make it stand out using the quote block. Just
add in the text and who said it.

Short powerful quotes can be
added as their own
paragraph so they stand out.

Healthwatch England
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Style Guide

Adding News articles

How you choose to structure your news articles will depend on the type of information
you have. For example, you might have a news arficle that is more image or video-based
or another that embeds social media posts.

Ensure that you have used the appropriate tags and themes to ensure that people can
easily find articles on your website.

Here we have suggested a few ways fo showcase your content consistently:

e Use grey boxes to highlight key facts/findings/bulleted lists or links to external
content (reports etc.). Choose whichever you think is the most prominent.

e Do not upload reports or publications to a news story. The report will not appearin
the reports section if you do this. Upload the report as an Article/Report and then
link to this report from the news story.

e Use the quote function within the text box paragraph (in the WYSIWYG) for longer
quotes.

e Use the quote paragraph type for short, snappy quotes or pull out the most
important part of a longer quote.

e Include Action buttons to make it clear what you want the user to do.
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Example- different paragraph types
[DELETE]

ThiE GROTFEG CewE Wi T SRSl DO GG ranm [y D Wilhin on artkde that you
{== gRtLL

ORGS0

Image float right

TRl LS S e T bkt ol g A0 rig it moeogro ph Crpee alongside

e Tl Oy EOnbgnoaia Pl e Bal pasaquopEh Beda s e Dl el

Taxt in o grey box

Try rizt 2o overues B unchon. Ths grey oo el feip the most mporians
Inforrmatinn on Ha poge ump aut ot the mooes TRsas ons ideagl forpm cal b

oolsi

Longer quotes
FoOf |Oonded Quitied Y Do mdduds IhaET o2 BON Ol ' podE oD il S

tham bz rlord out wethod bolong uE too much spocs on the pooe. Baks s
O CPUODE |5 poea il N SUDEROITS WO Shody.

Short powerful quotes can be added as their
own paragraph so they stand out.

Faaflseatels Ergland
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Adding Reports

A ‘report’ includes any downloadable publication that you have produced. This will
cover insight reports, such as Enter and View reports, as well as things like your policies
and procedures.

Your reports should be short and straightforward, clearly arficulate what the document is
about, and highlight any key findings.

Ensure that you have used the appropriate fags and themes to ensure that people can
easily find reports on your website.

Try to use the same structure for each of your reports, for example:
e Lead paragraph
e Summary
e Key findings

e Download information

EXAMPLE Report Title

Report - | Novermber 2017

This is what the lead paragraph would look like on your example report
page. This should be a short teaser of what it's about.

Summary

Here, moke sure you include a short paragraph explaining your work. It
shiould cover what the problem was and what you did about it.

Key findings

O

= Key finding 1
» Key finding 2
» Key finding 3

Include a it more information that says what's happened as a result, what
you plan to do next, or what you want people to do as a result.

Downloads

If you need this report in a different format, please
email email@localHealthwatch.co.uk or call 00000 00 0000,
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Adding a response

Add a response when you want to respond to something publicly, but you don’'t have
enough text to create a news arficle.

Here would be the most common use of the in-text quote. Remember that you do not
want to lay the full quote out as a paragraph type. This would be appropriate to pull out
and highlight a part of your quote.

Ensure that you have used the appropriate tags and themes to ensure that people can
easily find responses on your website.

Adding Advice and Information

Advice and information content should be easy to read and to the point. People should
be able to scan the content quickly to see whether it solves the problem they're having
and where to go for a solution.

Here we have suggested a few key ways to showcase your content consistently:

e Use grey boxes to highlight facts and figures or to signpost fo where people can
find out more. Choose whichever you think is the most prominent.

Top tip: Don’t overuse grey boxes on the page. Your should use them to break up
content, don’'t use one grey box after another.

e Use the quote paragraph type for short, snappy quotes, or to pull out the most
important part of a longer quote.

e Ensure that you have used the appropriate tags and themes to ensure that people
can easily find advice and information on your website.

e Take alook at an example of an advice and information piece and how the
different paragraphs display the information in an eye-catching and informative
way.

Top tip: Look at the advice and information content on the Healthwatch England
website. This content should be relevant anywhere in England, but you may wish to
adapt it for your local community. https://www.healthwatch.co.uk/advice-and-
information
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What is adult social care?

Do you or @ loved one need help with social care? Read the article below and find
out answers to key questions about who can access odult secial care and how to

pay for it.

Social care can be very diffarent from the health care you receive from the NHS.
Although it can inclede medical help, social care offers more practical support to
enable people to live indepandently. These services are usually provided in
peoples homes, care homes or alsewhare inthe community, rather than at o &8
practice or hospital.

If you or someons you live needs social care, it's important to understand what
types of care and support are available, whera to find the cormect information, and
how =ervices ara paid for.

How do | receive help through social care?

Thi first step is to epeak to your local outhority's adult social eervices
department and request an gssessmant.

if you need social care for yourself, this is called o 'care osssssmeant’, o ‘customer
asIessment or o nesds assesement.

If you provide unpaid care for someonse elea, your aszsssment iz called o 'carers
asgesament. Carers UK has developed some kay tips on requesting an assessment
far the first tirmsa.

Alternativaly, you may be offered o care azzessment at home after being
dizcharged from the hospital, called a ‘discharge to agsess’ or a home first’
approach.

The NHS can also assess people with very complex and long-tarm health needs for
social care support, known as 'MHE Continuing Healthcare' or WHS CHS', and
involves o ssparaote oszessment process from the needs aozsessments carred out
by local authorities.

Who can access adult social care support?

There iz no charge for a social care assessment. All adults over 18 are entitled to an
aszessment to detarmine whether they could gualify for help or support. Adults can
require care dus to iliness, dizability, old age or poverty.

Lmrmotimnes tha mdslte wha rormiire oot Aont mor for heln framn thicie cmnmeil oo

Website guidance
22



The organisation Beacon provides fres independant advics on NHS continuing
healthcare.

Unpaid carers do not have to contribute towards the support services they accass
following an assessment.

Social care reform

In a statement to the House of Commons on 7 Septambser 202), the Prime
Minister announced plans to increase health ond social care funding through
the ‘Health and Social Care Levy

Thiz anmouncement also included a plan to introduce a new E86,000 cap on
care costs, meaning that from October 2023, nobody should spend more
than £86,000 on parsonal care ower thair lifetimea. It iz important to note that
people's daily living costs livirg in a residential cara home won't count
towards the cop.

The thresholds for financial support will also change

' People with assets below £20,000 will be aligibla for free care.

' People with oszets between £20,000 and E100,000 will hawe to contributs
towards their care on a sliding scole. Once these paople reach the £86,000
cap, thay will no longer need to pay for their personal care costs, though
there may still be chargas for other types of care or accommicdation

' People with oszets owver E100,000 will have to pay for their care in full. Once
these people reach tha £86,000 cap, they will no longer nead to pay for
their persoral care costs, though there may still be charges for other typas
of care or accommadation

What type of support is available through social care?

Your local authority is responsible for managing social care services in your areo.
Councils may provide some sarvices themselves, or they may buy services from
care providers to mest the needs of their residents.

Local services can include:

' Support to enable people to develop the skillz needead to live indespendantly.
Sormetimes these services are referred to as reablement sarvices’ or ‘short-tarm
support. Thay can invalve help with doing certain activities again after illness or
injury.

' Support with gstting up in the morning, washing, dressing, and using the toilat.
Thiese services are refarred to as ‘personal care’.

' Help with household tasks, such as cleaning, cooking and eating meals or
shopping.

' Support with arganizsing physical, leisure or sociol octivities. These services ars
called 'day care services” or 'day care opportunities. Thay invaobea rmeals,
refreshiments, help with health issues or just an opportunity to mest and speak to
athers.

' 'Respite care, wheare you might howve your care neads met by different carers or
in a different kocation for o few hours, an overmight stay, or even longer. Respite
care services can provide an opportunity for carers to take a break from caring.

' Support finding housing for peopls affected by homelessness who have care
neads following o nesds assessmant.
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Adding a blog

You should use a blog to display a real-life case study or personal story. It could be an
article about your CEO or perhaps one of your volunteers. This should link to a relevant
area of your site so people can see where to go if they want to know more about the

topic.

Ensure that you have used the appropriate tags and themes to make sure that people
can easily find blogs on your website.

Top tip: Be mindful not to overuse the quote paragraph when creating a blog. Use this
feature to pull out interesting information.

Promoting articles on the homepage and news and reports landing
page

News on homepage

News and views view all

Example- different EXAMPLE news story 1
paragraph types [DELETE]
[DELETE]

The lead paragraph

This example shows you should include a short
the different paragraph snappy summary of
types within an article what the article is about
Exumple article that you can use. and encourage the..
3 February 2022 17 July 2018 2 2 July 2018 3
News News News

You can choose which article you display here. Think of this as a promotional spot. The
article shown here could be a news article in line with a campaign you're running or a
report you have released.

How to display

e Go to the article that you want to promote — Edit — Scroll down to ‘Options’ —
Select ‘Promote to homepage’ — Save

How to change

If you no longer want this article to be the focus, there are two ways to change this.
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e The first is to uncheck the ‘Promote to homepage’ option.

e The second is to select a newer article with the ‘Promote to homepage’ option.
This will automatically take the place of the previous article.

e The website will automatically pull through articles based on the date of
publication. The newest article (if not already selected as the promotional article)
will be pulled through here. You do not need to do anything.

News and reports carousel

Latest news and views Viaw 'l

promicting cortent ho the

homespage and caroused.

2 Faloruory 20332
Mg

Exarnpéa- different parograph EXAMPLE - Tap tips for writing
types [DELETE] anline [DELETE]

Thiz examphe shows you the This s whal the l@od paragraph
different paragraph types within ot 1ok ke o Your nedss

an artche thot you con uss. ariicle. This shold be o shoet Teaser

of whaat it's oot

2| w= |3

You can choose which article(s) you display here. You can have multiple articles rotating
at any time, and they will display in order of publication.

How to display

e Go to the article that you want to promote — Edit — Scroll down to ‘Options’ —
Select ‘Promote to carousel’ — Save
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How to change

If you no longer want this article, you will have to uncheck the ‘Promote to carousel’
option

e This is automatically pulled through based on the date of publication. The website
will pull through the newest article here. You do not need to do anything.

e This is automatically pulled through based on the date of publication. The website
will pull through second newest article here. You do not need to do anything.

Call to action blocks

Once selected, al call to action block appears at the end of an article. These encourage
your web visitors to spend longer on your site by signposting them to actions that you
want them to take.

These should be broad and used to link to your key calls to action. For example, you
wouldn't create a new specific call-to-action block each time you did an article.

Top tip: We have already created some call to action blocks for you to use. Feel free to
adapt these or create your own.

Do health and social care services know what you really
think?

Share your ideas and experiences and help services hear what works, what

doesn’t, and what you want from care in the future.

Adding a call-to-action block
To add a call to action block:

e Content - Add content — Call-to-action block
Fill out the fields below.

Admin title: Name the block to describe the call-to-action. This will appear on the back
end of the site for your reference only and will not be visible to the public.

Body text: Explain what the call to action is. We advise using this structure:
e Clear title. This should be in Heading 2 and either a question or a statement.

e A sentence or two explaining more about the action you want the person to take.
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e An action button, linking the person to where they can find out more, take a
survey, download a document etc.

Published - this tick box at the bottom of the page needs to be selected to publish this. If
you do not tick the box, it will save the content as a draft.

In the right-hand column, you have some extra options:
Revision information: This is only relevant if you change your call-to-action block.

You can save this as a revision if you have made changes by ticking the ‘create new
revision’ box. You can also leave a comment explaining what you have changed. This
would only be visible in the back end to other editors and administrators. Once you have
saved the changes, you'll be able to click ‘revisions’ and see the previous version. This is
useful if you want to make some updates but keep a history of what was on the site
beforehand if you need to revert to a previous version.

Menu settings: You do not need to change this.
Meta tags: The meta tags are already pre-populated.

Scheduling options: You can control when you want this to publish using the scheduling
options at the top of the page.

URL Alias: You don't need to change this.

Avuthoring information: This is generated automatically when you save. It will show you
who added the content and when.

Publishing information:
e Promoted to front page - doesn’'t need to be selected.

o Sticky at top of lists - doesn’t need to be selected.

Events

Events on the website

Events are a great way to show people in your community what you are up to and ways
that they can get involved.

Examples of these could be holding an information stand at a local hospital, an
opportunity for people take part in an online focus group, or your annual general
meeting.

You should also use the events function to promote any Board meetings where the public
can attend.

You can use the events function to promote awareness days. We recommend some you
can support in the Campaigns Calendar or look at the events section on the
Healthwatch England website — www.healthwatch.co.uk/events
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Adding an event:

Content - Add content — Event
Edit the fields below.

Title: Your event title should be short and simple. It should describe what the event is
about so people know whether it's something they'd be interested in attending.

Main image: Either upload a photo or select one from the image library. It's good to have
pictures of your local area where possible.

Event type: We have pre-filled two options for you. If you want a new event category set
up, get in touch.

e ‘Our meetings’ for meetings held by your Healthwatch - for example, focus groups,
board meetings, volunteer meetings etc.

e ‘Community events’ for events happening in your local area.

Event location: Here you can include where the event is. If the event is an awareness
day, you can choose ‘various’ as the location. If the event is something people can join
online, change the event location to ‘online’.

Event dates: You must enter a start date and time for your event to save. If the event
does not have an end date, you can un-tick the ‘show end date’ box. If the event lasts
all day, don’t forget to tick the 'All day event' box.

About this event: This should be a short summary describing what the event is about, who
it is for, and why they should attend.

Tags: Event tags work in the same way as articles, linking events together. Make sure that
you tag your event appropriately.

Contact details: This should be a short paragraph that explains how people can sign up
or find out more.

Link to booking form:

e URL - Here, you can add a link fo where people can book by entering the
appropriate URL.

¢ Link text - Here, you can choose what the call to action will say, for example,
“Book now".

o Attributes - If the link takes you to a new website to book (E.g. Eventbrite), select
‘new window' from the drop-down list. Select ‘same window' from the drop-down
list if you remain on your website.

No event booking text: If there is no booking page, change the button to ‘contact us’. It
should link through to an email address. To add an email address as a link, add ‘mailto:’
before the email address so that it registers as a link.

Related report: If your event is related to a report, you can include it so people can read
it before attending. You could also add an agenda here.
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Related content: You can leave this blank, and the tags will automatically populate the
“other events you might be interested in” section for you. However, if there is a specific
event you want to appear, you can add it here.

Options: Tick the box which says ‘Promote to banner’ if you want this to be the lead
event on your events landing page.

Published - this tick box at the bottom of the page needs to be selected to publish this. If
you do not tick the box, it will save the content as a draft.

In the right-hand column you have some extra options:
Revision information: This is only relevant if you change an event.

If you have made changes, you can save this as a revision by ticking the ‘create new
revision’ box. You can also leave a comment explaining what you have changed. This
would only be visible in the back end to other editors and administrators. Once you have
saved the changes, you'll be able to click ‘revisions’ and see the previous version. This is
useful if you want to make some updates but keep a history of what was on the site
beforehand in case you need to revert to a previous version.

Menu settings: You do not need to change this
Meta tags: The meta tags are already pre-populated.

Scheduling options: You can control when you want this to publish using the scheduling
options at the top of the page.

URL Alias: You don’t need to change this

Avuthoring information: This is generated automatically when you save. It will show you
who added the content and when.

Publishing information:
e Promoted to front page - doesn’'t need to be selected

o Sticky at top of lists - doesn't need to be selected

Cloning an existing event

Cloning is particularly useful if you have a series of events where most content is the
same. Go to the event you want to copy and click ‘clone event’ in the top left-hand
corner.

Have your say News & reports Getinvolved Whatwe do Advice & information q Search

View Edit Delete Revisions Clone

You then need to make sure that you:
¢ Amend the title (it will now say ‘clone of...).

¢ Change the date to the correct date.
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e Look at the copy to make sure that it still applies.

e Publish the event.

Event style guide

International women's day

Community events
@ Various

# Tuesday 8th March, 2022
March 2022

More information

About this event

International women's day aims to promote a gender equal world. & world
free of bias, stereotypes and discrimination. A world that is diverse,
equitable and inclusive and a world where difference is valued and
celebrated.

The theme for 2022 is break the bias.
2022 aims to put the focus onto breaking the bias in our communities, in our

workplaces and in our schoals, colleges and universities. Together we can
break the bias.

Contact details

To find out more about Internation women's day you can visit their website,

ORERO

Or get involved on social media using the hashtag #BreakTheBias

s Twitter

* Facebook

* nstagram
s linkedin
*+ YouTube

Promoting events on the events landing page

To create a lead event on your events landing page, select the event you want to
promote and make sure the tick box ‘Promote to banner’ is ticked under ‘Options’.

It will show like this:
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| = 04 World cancer day

Feb

(&) Various
(Community events)

{5 4 February 2022
World cancer day aims to raise

awdreness, improve education
and create Government action.

For more information on World
cancer day you carn:

Visit their website

healthw tch

_F 4
Y
International women's Young carers action
08 16 20 World oral health day
ve  day v Y
@ Various (@) Various (& Various
(Community events) {Community events) (Community events)
£ 8 March 2022 £ 18 March 2022 [ 20 March 2022
Find out more Find out more Find out more

The view will automatically switch to show the next upcoming events once the event has
passed and you no longer have a promoted event. You need to make sure you only
have one event ficked as promoted to the banner. Otherwise, some events will end up
being hidden from view.

Webforms

Webforms are a great way to collect information from your community. For example, this
could be people’s experiences of using health and social services or their contact details
for a mailing list.

Terminology

Fields — in general these are the ‘input’ elements of any web form (e.g., single line text,
radio button, drop-down select etc)

Field set — several fields grouped together in order to aid usability and legibility (e.g. The
‘your address’ set of fields is common on many webforms)

Page / page break — our forms can have several ‘screens’ that can break up a longer
form. These help people to know what to expect and make the webform more user
friendly.
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Progress Bar — an indicator to let people know how far through the form they have got.
(For single page forms, the progress bar should be hidden via the ‘advanced’ tab).

Email notifications — while your website will ‘store’ all submissions automatically, you can
configure emails to be triggered every time a new submission is received.

Submit text — you can configure your main submit button text to a strong call to action.
For example, ‘Register now’ would be a better call-to-action on an event registration
form.

Confirmation — You can redirect a successful submission to a ‘thank you' page or set a
confirmation message on the form page itself. To set this message go to ‘Form settings >
Submission settings’.

Conditional logic - most form tools enable certain questions to be shown — or a certain
path through the form — to be dependent on the response to a previous question. It is
good practice to conditionally show optional fields only when the user has triggered the
response in the previous question (as opposed to showing the optional fields for all users).

Creating a webform

There are four key stages to creating your webform.
1. Creating the webform

Adding the questions

Configuring the webform

A 0N

Accessing results

Creating the page
To start creating your webform, go to:

Content — Add content — Webform

This is the page that your webform will sit on. It's important here that you include a bit of
contextual information about what the survey is about, how the data will be used and why
people should share their views.

You will need to edit the following fields:

Title — This should make it clear what information you are intending to collect using this form.

h!althw tch Healthwatch BASE
Haveyoursay v  News&reports Getinvolved ~»  Whatwedo ~  Advice &information Q  Search

Take five minutes to share your experiences

NHS and social care staff are doing everything they can to keep us well during these challenging times, but there might be things that can be
improved. Your feedback can help services spot issues that are affecting care for you and your loved ones.

Complete the survey

1. Choose the area of care you would like to tell us about? *

O GP services O Accident and emergency/minor injury units
[ Dentist O Ambulances and paramedics
[ Pharmacies O NHS 111
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You need to save these details before you can move onto building the webform.

Adding questions

Once saved, you will be taken to the ‘Build’ tab where you can add questions to the new
form. Question types in the webform are called elements.

1.

2.

Click on 'Add Elements’ (see screenshot).

The Elements page allows use

+ Add element + Add |

TITLE

Select the type of question want to create from the dropdown list. In Drupal 9 there
many more options available to you, Please see question type guidance below for
more information on the type of questions available to you.

Select an element

‘ Filter by element name Show preview |

Collapse all

¥ BASIC ELEMENTS
TYPE

Checkbox

Hidden

Textarea

Text field

v ADVANCED ELEMENTS
TYPE

Autocomplete

CodeMirror

Color

Email

If you must have a response to a question, tick the ‘required’ box. This will mean
that people will not be able to progress in the form or submit their response unless
this is completed.

REQUIRED OPERATIONS

Edit

-
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4. The ‘Edit’ option to the right of each question allows you to add more detail or
customise each question, e.g. add conditionals, set default options, set access for
specific questions etc.

5. After adding each question (and marking those that are required), remember to
regularly save the form.

Editing questions with descriptions and conditions

The Drupal webform is not as sophisticated as other survey tools, such as Survey Monkey.
Conditionals can be incredibly complex, and we would recommend that you aim to
keep your survey as simple as possible.

The conditionals section of each question allows you to trigger additional questions to be
shown if a certain option is given on the webform.

When you click ‘Edit’ a question you will have a screen pop in from the right, which gives
you the ability to review and update the general question information, including
conditions to hide or show a field.

Edit element X

Genseral Conditions Advanced Access Expand all

ELEMENT SETTINGS

Type
Basic HTML

) Key *
w row weights y

tell us your story

RED  OPERATIONS

Edit - MARKUP SETTINGS
Display on

form only v

HTML markup
Edit |
Format ~- B I % x| = E = EEN S
[o] Source | 33

Edit |
Take five minutes to share your
experiences

In this example of setting up question conditions we want the user to provide the name of
any other area of care that they would like to tell Healthwatch about if the options
available to select don't inlude the one they want to discuss.
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To do this, the question ‘Choose the area of care you would like to tell us about?2’ has the
option ‘Otherissue/service’. If this option is selected then the question ‘If other, please
tell us which issue/service you are reffering to’ should become visible.

Edit If other, please tell us which issuel/service you are ...

General Conditions Advanced Access

Expand all
CONDITIONAL LOGIC
STATE ELEMENT TRIGGERNVALUE
Visible if | Al w|of the following is met: i
NS Other issue/service (if oth = Checked | () (-
- Add another state

Clear value(s) when hidden

Browse available tokens.

As conditionals are set on the field you want to hide/show this is added to the field ‘If
other, please tell us which issues/service you are referring to.’

The ‘state’ for this field is set to visible, only if all of the conditions are met. In this example
the condition Is if ‘Other issue/service’ is checked.

Once you have added the conditionals you should save the field and test by clicking on
‘view'.

Here you will see that the question is currently unticked:

Improved. Your Teedback can help services spotissues that are aftecting care ror you and your loved ones.

Complete the survey

1. Choose the area of care you would like to tell us about?*

O GP services [ Accident and emergency/minor injury units

[ Dentist [ Ambulances and paramedics

[J Pharmacies [JNHS 111

O Hospital inpatient (day treatment or overnight) [J Other issue/service (if other, please tell us which

O Hospital outpatients’ appointments issue/service you are referring to)

[ Mental health support Please select the options that you'd like to talk to us about. You can

. ick more than one.
[0 Social care eg care homes, and home care p

2. Please tell us about you experience
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If we then click on the ‘Other issue/service’ option we then see that our hidden question
is shown:

Complete the survey

1. Choose the area of care you would like to tell us about?*

) GP services [ Accident and emergency/minor injury units

[J Dentist [ Ambulances and paramedics

[ Pharmacies CONHS 111

O Hospital inpatient (day treatment or overnight) Other issue/service (if other, please tell us which

[ Hospital outpatients' appointments issue/service you are referring to)

[] Mental health support Please select the options that you'd like to talk to us about. You can

. ick more than one.
[ Social care eg care homes, and home care p

If other, please tell us which issue/service you are referring to

2. Please tell us about you experience

This means that the field will only show if these conditions are met, allowing the form to
hide potentially unnecessary questions.

Configuring the webform

Once you have added your questions you can move to configuring the form. You can
see the different sections for how to do this in the top right of the screen.

View Test Results Build Settings References
Home » Administration = Structure » Webforms
The Elements page allows users to add, update, duplicate and delete elements and wizard pages. = Watch video
+ Add element + Add page + Add layout
TITLE

4 Your Name

+  Your Email

View

This allows you to review the form in its current configuration so that you can review it
and see if there are any changes needed.

Test

This allows you to ‘test’ the webform by adding test data to your questions ready for
submission.
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Results

Like in the Drupal 7 version of the webform you can review the results (submissions) under
this section.

Under the Setting tab you can change the submission limit to ensure people can only
submit the form once, but the default is set to unlimited. This is best as it will allow you to
use the same device to collect multiple results when you're doing face-to-face
engagement, or the same person to complete the feedback form about multiple
services.

Build

This is where you can add and edit fields which appear in your webform.

Settings

This section gives an additional level of configuration to your webform.
General

Use for settings such as the webform URL alias and confirmation URL.
Form

This includes the status of the form, any open or closed messages, progress bar and
preview options. For example, once you have finished your survey you should ‘close’ it.
The link will still be live, but people will see you're no longer collecting submissions.

If your survey is quite long you can also add a progress bar, so people know how far
they're through the survey. Finally, you can add a ‘preview' page so people can review
their entry before submitting it.

Submissions

Allows you to show a message to the user informing them that they have completed the
form in the past and allows you to select whether, based on this, you want the form to
Autofill with previous data. E.g. contact details.

Confirmation

Allows you to add a confirmation message that will appear when anyone submits their
response. This should thank people for participating and inform them about any next
steps, e.g. how you'll be using the information or how they can get in contact.

You can also set a ‘redirection’ location, which will direct people to a specific page after
filling in your webform. There is also an option to reload the current page with a message,
but this can be confusing for users as they may miss the message and be unsure if their
submission was successful.

Emails and handlers

Allows you to send emails to people who complete your form (emails) and send
submitted data to external applications (handlers). This is useful if you want to know when
a new submission is made, e.g. for your ‘contact us’ webform you might want to see
these submissions as they come to make you're being as responsive as possible and
dealing with any safeguarding issues. Other forms, such as collecting email sign ups you
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might want to just download once a week and not have sent these to your inbox
automatically.

To set up all submissions to be directed to an inbox:

e Click on 'Add email’

+ Add email N

Show all columns

e Give the email handler a title.

e Add the email address you want to send to in the ‘To email’ box and then click
‘add’.

e At the bottom of the email handler pop up you will see the subject. Here you can
either keep the default title or add your own by selecting the ‘custom’ option and
entering your own subject.

e '‘From email from address’ — A default email will already be configured from when
you setup your site. However, you can change this by selecting ‘custom’ and
entering a different email address.

e ‘Email from name’ — A default name will appear here. It should be your local
Healthwatch name. You can change this by selecting ‘customer’ and choosing a
different name.

e '‘Email template’ — Leave this as the default template. This will include all the fields
that are included in the webform.

‘To send a copy of the submission back to the person submitting it

You can only do this if they have asked the person for their email address. We would
recommend doing this if you really need their address. You could also make this an
option field. To do this select ‘component value’ and then ‘email address’ and then
‘add’.

This is what it would look like in the back end.

vl enquiries@healthwatch.co.uk Form submission fraom: Test webform
¥l Value of "email address” Form submission from: Test webform
Access

Allows you to set up who can access the webform, view submissions and edit and delete
submissions etc.

You will see that there are different Roles under each title, “Create submissions”, “View
any submissions” etc. To allow access to roles for those area’s, you would need to tick the
box next to the role you want to apply access to.

Be careful with View Any Submissions that you DO NOT give anonymous users access.
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References

There is a new functionality in Drupal 9 which allows you to create a copy of the form but
relate it fo another. This will allow you to ask the same questions but collect the
submissions separately.

The ‘references’ page displays an overview of a webform's references and allows you to
quickly create new references, e.g. webform nodes.

Under most tabs you will see an ‘advanced settings’ area. You do not need to worry
about these as they are unlikely to be applicable to your webform.

Accessing results

Under the ‘results’ tab is where you can view and access the results of your webform.

Submissions

This tab has a full list of all the submissions. At the top it will tell you how many submissions
are on the webform.

1 submission
Show all columns

# Wil CREATED SUBMITTED TO USER 1.1

1 Thu, 11/25/2021 - 10:27  Share your views  HWE_websupport  Aci

Each submission will have its own row. Specific responses to questions with be on the right
in columns. These columns can be changed to show only some fields in this view by using
the ‘customise’ button, which then allows you to tick/untick each question/field until only
the date you want to see is showing.

== Customize

o BRI, IAPRE FESERE S r o

Once you have ticked/unticked the items you want make sure to save to see your
customised configuration.
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Customize table

TABLE SETTINGS

TITLE KEY

& = zerial
+ Submission 1D sid

+ Submission title label
& UuID uuid

+ In draft in_draft
+ Starred sticky
+ Locked locked
& Motes notes
+ Created created
& Completad completad
+ Changed changed
+ Submitted to entity
+ User uid

+ Lanquage langcode

At the top right of each submissions is a drop down of options. These options allow you to
edit, view and make notes on a submission, as well as duplicate and delete them.
Deletion is not advised unless the submission is a fest and you want to remove it prior to
live data being added.

EUSED  OPERATIONS

Edit -
View
MNotes

Duplicate

Delete
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Download

Under download you will find the standard setting for exporting a .CSV file version of your
webform data for analysis. If these settings are changed then the download may not
work as expected.

If you don't want to export all results, then you do have the option to download all or a
selection. Do this ‘download options’ at the bottom of the page.

v DOWNLOAD OPTIONS

Download export file

Submitted to

All v

Limit to
All -

Latest

submission number
submission 1D
Created date
Completed date _settings
Changed date 1

sions

Clear

Once you have download and saved your data somewhere secure you need fo clear
your webform. Clearing your webform will remove all the data. It's important this is done
regularly as your website should not include any information that is not necessary for any
length of time to comply with GDPR.

If you are accidentally clear data without saving it, let us know and we can raise an issue
with Circle. They take daily backups so we should be able to retrieve a recent version for
you.

Question types

Drupal nine has a wide range of new question / field types (called elements in the
system).

Your webform can include a mixture of any question types, so that it best suits your
needs.

Next to each type of question you will see a help icon (A question mark) which, when
hovered over, gives you more information about the question type. This guidance will
help you decide which element is best suited to your question.
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Collapse all
¥ BASIC ELEMENTS

Hidden

Provides a form element for an HTML ‘hidden’ input
element.

Hidden @

Textarea

Text field

Creating multiple pages

Previously, adding a page break would have been a new element added to the form
(like a question), however in Drupal 9 you add pages by clicking on ‘add page’ under
the build view.

The Elements page allows users to add, update, duplicate and delete elem

-~ Watch video

+ Add element + Add page + Add layout
Show all columns
TITLE

+  Take five minutes to share your experiences NHS and social
care staff are doing everything...

You can then fill out the details on the right-side pop in, including the title of the new
page, and any labels for the previous or next page buttons.

You can then configure the page as you do with questions, positioning it where you
would like users to be directed to the new page and then any questions that would be
on that page thereafter.

Adding your webform to a page

You can add Webforms directly to the block layouts by using the place block button next
to where you want the element to appear:
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Block layout
H Content Q
‘-h Structure c Block layout Custom block library
F
Block layout Healthwatch WIB D9 2021 Seven Bootstrap
Add custom block
Home = Administration » Structure
Block types Block placement is specific to each theme on your site. Changes will not be sa
Custom block library Demaonstrate block regions (Healthwatch WIB D9 2021)
Menus v
BLOCK
Taxonomy v
Help | Place block )
Webforms —
‘\ Configuration Q 4 Help
dy reople (v]
+ Check review dates block
.I| Reports Q
0 Help Navigation | Place block
+ Site branding

If you click on Place block under the area you want the webform to appear you will be
able to add the webform to that question as if it were a block:

Content top (:F Place block ‘:j

+ Header for event page

+ Content top

Once you click “Pace Block” you will be asked what kind you want to add. Select "Place
Block™ again next to “Webform”:

Place block

‘ web

BLOCK CATEGORY OPERATIONS
Entity view (Webform) Chaos Tools [ Place block |

Entity view (Webform submission) Chaos Tools [ Place block

Webform Webform | Place block |

Webform submission limits Webform | Place block
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A new page will open with Block configuration. Under “Webform*" you will find all current
webforms to select as this block:

Configure block

Block description: Webform

Title *

Webform Machine name: webform [
Edit]
This field supports tokens. Browse available tokens.
Display title

Webform *

C

Contact
Contact Us

» WEEFORM SETTINGS

Once you have found the webform, you must then decide on the visibility settings such as
“Pages” where you can list the pages you would want the webform to appear on:

Visibility

Content type
Pages

Vocabulary users*

Webform

Content types
Not restricted

A
Specify pages by using their paths. Enter one path per

line. The " character is a wildcard. An example path is
Pages user/* for every user page. <front> is the front page.

Restricted to certain pages
® Show for the listed pages

Roles O Hide for the listed pages
Not restricted

Webforms
Mot restricted -
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You can also select the Roles which you want the webform to be available to:

Configure block

Block description: Webform

Title *

Webform Machine name: webform [

Edit]

This field supports tokens. Browse available tokens.
Display title

Webform *

Contact (contact)

Select the webform that you would like to display in this block.

» WEBFORM SETTINGS

Visibility

Content type
When the user has the following roles
Vocabulary anonymous user

authenticated user

Webform (] Administrator

[ Basic editor

Content types [ editor

Not restricted
[J Healthwatch England admin

Pages [ circle admin
Restricted to certain pages O HwE admin-plus

Roles

anonymous user, authenticated
user

Webforms

On saving the Webform, it should then appear on the listed pages and in the area which
the block was placed (for example, content top would display the webform at the
uppermost part of the page).
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Completion pages
You can set a completion message to be displayed once the form has been submitted.

Go to webform you wish to edit, select ‘settings’ and then ‘confirmation’.

CONFIRMATION TYPE

Confirmation type

O Page (redirects to new page and displays the confirmation message)

O Inline (reloads the current page and replaces the webform with the confirmation message)

O Message (reloads the current page/form and displays the confirmation message at the top of the page)

O Modal (reloads the current page/form and displays the confirmation message in a modal dialog)

@® URL (redirects to a custom path or URL)

O URL with message (redirects to a custom path or URL and displays the confirmation message at the top of the page)

O None (reloads the current page and does not display a confirmation message)

(J Display confirmation when submission is updated

You can select your form to redirect to a specific thank-you page by selecting ‘URL
(redirects to a custom path or URL) then add the specific URL you want to direct to.

v CONFIRMATION URL

Confirmation URL e

thank-you

(J Exclude query string from Confirmation URL
(J Exclude token from Confirmation URL

Browse available tokens.

If you just want a message to appear on screen you can select ‘inline’ and this will reload

the current page and replace the webform with your confirmation message.

CONFIRMATION TYPE

Confirmation type

O Page (redirects to new page and displays the confirmation message)

@ Inline (reloads the current page and replaces the webform with the confirmation message)

O Message (reloads the current page/form and displays the confirmation message at the top of the page)

O Modal (reloads the current page/form and displays the confirmation message in a modal dialog)

O URL (redirects to a custom path or URL)

O URL with message (redirects to a custom path or URL and displays the confirmation message at the top of the page)

O None (reloads the current page and does not display a confirmation message)

(J Display confirmation when submission is updated
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You will get a text box to complete your confirmation message in:

¥ CONFIRMATION SETTINGS
Confirmation message

Format - B I x. ¥ Q g

3 | 99 | [0 Source | 3%

Browse available tokens.

Pages

We have set up your website with all the basic pages you'll need to get going. Most new
content to your site will be added using the Artficle content type. Still, if you're doing a
large piece of work, such as your annual report, or if you have something you need to
showcase, such as a youth volunteering programme, you might need to create an
additional page.

If you have editor permissions, you can edit existing pages on the site or create your own.

Please note: As the main menu navigation is fixed, if you want to add any sub-menu
items, you will need to ask the Healthwatch England team to do this for you. We can help
advise on how to best link this content from elsewhere on your site if it isn't a big enough
project to warrant going in the main menu navigation.

Adding a page
To add a page:
e Go to Content - Add content —» Page

To create your page, you have a choice of either just filling out the fields below or
adding blocks to your page.

Edit the fields below:
e Title: Your page title should be clear and to the point.

e Lead paragraph: You do not have to fill in this field, but if you do, it will be included
in the blue page title field (see below).
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h!althw tCh Healthwatch BASE

Have your say News &reports Getinvolved Whatwedo Advice & information

Volunteer

Volunteers play a vital role in helping people have their say on health and social care. Volunteering with
Healthwatch can help you develop skills, gain experience and make a difference to your community.

Paragraph types: In the same way as used in the Article content type, you can add
paragraphs to choose how you want your text to be styled.

o Text

e Textin grey box

e Embed video

e Downloads

¢ Image float left (page)
¢ Image float right (page)

Related content title: You can use this field to set the title displayed over the related
content articles.

Related content block: The related content block works similarly to the article related
content. If you would like to select up to three articles or events to appear as a row of
related items, start typing the name of the bit of content you want, and it will pre-fill. You
can leave this section blank if there is nothing specific you'd like displayed.

Review date: If you're likely to need to update this page in the future, you can set a
review date. It will then send you an email near the time, so you remember to update
your content.

Published - this tick box at the bottom of the page needs to be selected to publish this. If
you do not tick the box, it will save the content as a draft.

In the right-hand column, you have some extra options:
Revision information: This is only relevant if you change a page.

You can save this as a revision if you have made changes by ticking the ‘create new
revision’ box. You can also leave a comment explaining what you have changed. This
would only be visible in the back end to other editors and administrators. Once you have
saved the changes, you'll be able to click ‘revisions’ and see the previous version. This is
useful if you want to make some updates but keep a history of what was on the site
beforehand if you need to revert to a previous version.

Menu settings: You do not need to change this

Meta tags: The meta tags are already pre-populated.
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Scheduling options: You can control when you want this to publish using the scheduling
options at the top of the page.

URL Alias: You don’t need to change this

Avuthoring information: This is generated automatically when you save. It will show you
who added the content and when.

Publishing information:
e Promoted to front page - doesn’'t need to be selected

e Sticky at top of lists - doesn’'t need to be selected

Using blocks

Blocks help you to build content on your webpage in manageable stylised chunks. You
can choose blocks to show on multiple pages or individual pages.

Region settings

When you create a block, you need to decide where you want it to appear on the page
(region).

The diagram explains the different region settings on the page. The main ones that you
will need to focus on are the Hero banners, paragraphs and rows. However, we have
provided a complete list below to illustrate an example.
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Adding blocks
Different types of blocks

Basic

This is your standard text box, which can either be just text, or have an image added to it.

Why volunteer with us?

* Make a difference in your local community by giving people the opportunity to speak up about their health and social care
+ Make new friends as you become part of the Healthwateh team
+ Boost your curriculum vitaie (CV) as you develop new skills and confidence in the workplace

« Use your skills to contribute to the success of Healthwaotch across X.
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Columned Blocks

Two blocks will appear side by side in desktop version of the site. In mobile — they will
restructure to sit one on top of the other. You can add these with or without images.

Making a difference for our local You have the power to make a
community difference

We make sure NHS leaders and other decision makers You might think that your feedback dossn’t have the
listen to your experiences and we encourage them to power to change how health and social care services
involve the public in making services better for run. We want to show you that isn't the case.
everyone.

Find out about our impact How you can make a difference

GP complaints NHS dentist complaints
Find out where to start if you have a problem with your Find out how to maoke a complaint about NHS dental
GP, care,

Hero banner image (text left)

Hero banner will sit at the top of your page, which your copy in a text box over the top of
left side of the image.

- ¥
T— | ) '|
P . ) l e,

# Volunteer with us

4 There are plenty of opportunities for you to valunteer.
Help us make a difference to the community.

E
B

‘h"‘ R T

[
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Hero banner image (text right)

Hero banner will sit at the top of your page, which your copy in a text box over the top of
right side of the image.

i“‘“‘l'l
»

Share your story

It only takes a minute to tell us about your experience
of health and social care services. We use your views
to raise concerns with the people running NHS and
social care services to make care better.

Tell us your experience

Text with image left

This will have the text box on the right-hand side, with the image sitting on the left-hand
side of the text.

: S Affl/ﬂb Your key issue here
j Here you should highlight:

+ the issue is that you're looking into,
+ who you want to get involved,
* how they can get involved

* what the deadline is

Link to more information

Text with image right

This will have the text box on the left-hand side, with the image sitting on the right-hand
side of the text.

Your key issue:

Here you should highlight:

« what the issue is that you're looking into,
¢ who you want to get involved,

= how they can get involved

« what the deadline Lo -

Link to more information

Impact stats

You can add these to be full width or add two in the same row to appear side by side.
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Over 1,700,000

people accessed advice and information online, by phone, or face-to-face.

Quote

This is to make a short quote really jump out of the page and get noticed by the reader.

When my father who had dementia died, | decided to
volunteer to campaign for better dementia care.

Deborah, Healthwatch volunteer

Creating a block
o Structure->Block layout> Add custom block

Select which type of block you want to create:
e Basic
o Grey block
e Hero banner image (text left)
e Hero banner image (text right)
e Hero banner video poster (text left)
e Hero banner video poster (text right)
e Impact stats — full width
e Impact stats — half width
e Quote
e Text with image left
e Text with image right
o Title block
e Two columns

Block description: Give a brief description of your block. This will be used on the block
administration page, so make sure it's something you can easily understand and
recognise.
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Body: In this box, you can add and format text however you would like. This will be the
copy of your text displayed in the box. Make sure you use heading formatting and keep
the copy short.

Revision information: You can leave this blank

Click Save: Once the block is saved, it will take you to the page where you can configure how
and where it is displayed.

Title: Add a fitle if you want one displayed.

Content type: You do not need to tick any of these opftions.

Vocabulary: You do not need to tick any of these options.

Webform: You do not need to tick any of these options.

Content type: You do not need to tick any of these options.

Pages: Here, you need to add what pages you want the block to appear on.

Roles: You do not need to tick any of these options.

Webforms: You do not need to tick any of these options.

Region: Select where you want the block to appear on the page from the drop-down list.

Click ‘Save block’

Common issues

Updated content now showing

If you have updated the copy in a block or an article and it is not showing the updated
text you should clear the ‘cache’. To do this:

e Hover your mouse over the Drupal logo (it looks like a blue teardrop in the top-right
corner).

e Click the ‘Flush all caches’ option.

Image not displaying on articles

If you're image is not displaying on the article go back into edit mode and make sure you
haven't uploaded an image anywhere where there is a note about ‘legacy images’. See
page 12 for more information.

Got a question?

If you're stuck or have a question, please email digital@healthwatch.co.uk

You should also join our Facebook Workplace website group, where you can talk to and
get ideas from other local Healthwatch who are also using the new site.
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healthwatch

Healthwatch England

National Customer Service Centre
Citygate

Gallowgate

Newcastle upon Tyne

NE1 4PA

www.healthwatch.co.uk

t: 03000 683 000

e: enquiries@healthwatch.co.uk
2 @HealthwatchE
Facebook.com/HealthwatchE
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