
1.1 How to Create Web Content  

 
1.1.1 Brief Description 

 
The main purpose of this form is to allow you to create web content for your site which will include 

information like Title, Content, and External Link etc. This information will help you to create web 

content. The content item created may consist of content text (typed, formatted content), metadata 

(like Content type, audience, subject) for the content, any file attachments and/or Link to other sites 

(External URLs). Any User with the contributor role would be able to create the content on the site. 

You can see create web content form is available in form of multiple links containing various fields 

for easy navigation of the form. 

 

1.1 .2 Pre Condition 

You have logged into the NPP site with contributor role, and have permission or privilege to create 

web content on your site. 

 

1.1.3 Screen Description 

 
The main purpose of this form is to allow you to create web content. You can create the web content by 

following the given path –Page -> Portlet (chosen portlet in which you wish to place your content) -> 

Create Web Content as shown in Fig-1.1.1 below. You can choose the desired portal page and any of 

its portlet inside which you wish the content to be displayed, after publishing as shown in Fig-1.1.1 below.  

 



 
 

Fig-1.1.1 

Choose the portlet in which you want to publish your content and then click on Add New link available 

inside it, and click on ‘Add Web Content’ option, the Create Web Content form is displayed on the 

screen. This form consists of general details about the Create Web Content form such as  title; 

content, External Links  etc .This form is divided into several  links such as Content, Abstract, 

Categorization, Schedule, Related assets and three buttons namely ’ Save As Draft’, ‘ Publish’ and 

‘Cancel’ as shown in Fig-1.1.2 

 
 



 
Fig-1.1.2 

 
 

When you click on Abstract link in Create Web Content form, a new screen is displayed .This form 

consists of general details such as Summary; Small Image URL etc as shown in Fig-1.1.3 

 
 

Fig-1.1.3 



 

 

 

When you click on Categorization link in Create Web Content form, a new screen is displayed. This 

form consists of general details such as Type, Tags etc as shown in Fig-1.1.4 

 

 
 
 

 
Fig-1.1.4 

 

 
When you click on Schedule link in Create Web Content form, a new screen is displayed. This form 

consists of general details such as Display Date, Expiry Date , review date etc as shown in Fig-1.1.4 

 



 
 
 

Fig-1.1.5 
 
 

 
When you click on Related Assets link in Create Web Content form, a new screen is displayed as 

shown in Fig-1.1.4 

 
 

 
 
 
 

 
The Create Web Content Form, contains the following buttons as indicated below. 

 



 Select Button –This button allows you to select a particular metadata value 

(content type or audience or subject etc.) or folder.  

 Remove Button – This button allows you to remove the folder selected by you. 

 Browse Button   –This button allows you to browse file on your system to upload 

in NPP  

 Add Button  –This button allows you to Add more tags or add more abstract.  

 Select Button  –This button allows you to search different tags that are present 

on NPP portal. 

 Suggestion Button –This button allows you to search various suggestions 

available on NPP portal.  

 Save as Draft Button   – This button allows you to save content as draft. 

 Publish Button  – This button allows you to save content permanently in NPP 

Portal and publish the content in the chosen portlet on your site. 

 Cancel Button  –When you click Cancel button then content information will not be 

saved in NPP Portal. 

 

1.1.4 Field Description 

The Create Web Content Form contains the following fields as indicated below: 

 

Sno Field Name Explanation 

1 Default 

Language 

Description-This field allows you to add content in language other than 

English. By default the value is set as English. 

Validation- It is a drop box field.  

Mandatory/Optional- It is an Optional field. By default the value is set as 

English. 

2 Title Description-This field is used to enter the title of the Web content. Example 

Proceedings of Meeting held on 24.12.12, Annual Report 2012 



Validation- Enter the title in alpha-numeric.  

Mandatory/Optional- It is a mandatory field. 

2 Content Description-This field is used to enter the main content or the main body of 

the content which to be displayed. 

Validation-- The Content can be entered via the text editor available under 

this field. It can be alpha-numeric. 

Mandatory/Optional-It is a mandatory field. (In case External Link and 

Attachment both are empty). Either of the Content or External Link or 

Attachment has to be entered by you. 

3 External Link Description - Refers to URL(s) of the external sites to be associated with the 

content item.  

Validation - Either of the Content or External Link or Attachment can’t be 

empty.  

Mandatory/Optional-It is a mandatory field (In case Content and Attachment 

both are empty). Either of the Content or External Link or Attachment has to 

be entered by you. 

 

4 Searchable Description- This will make the External Link added by you searchable over 

NPP sites. 

Validation-This is a Check box. 

Mandatory/Optional-It is an optional field. 

5 Summary  Description- This Field is used to enter summary of the content. 

Validation-This field accepts alphanumeric data. 

Mandatory/Optional-It is a mandatory field. 

6 Small Image 

Url  

Description-Select the file to upload through the Browse button. 

Validation- This will allow the File type as per the allowed File Type and Size 

set under the System Parameters by your System Administrator.  



Mandatory/Optional--It is a mandatory field. 

7 

 

Type  Description- This field is used to select type of content.Select the file to 

upload through the Browse button. 

Validation- Select one type from the list box. By default it is selected as 

General. 

Mandatory/Optional--It is a mandatory field 

8 Tags Description- Specify the multiple keywords (comma separated) that describes 

the content and can be associated with the content. These tag words would be 

used for searching the content on the site. 

Validation- You can select one or more tags for your content item. 

Mandatory/Optional-It is an optional field. 

9 Display Date  Description - This field is used to choose the display date for the content i.e. 

date on which content would get displayed.  

Validation- This field should be date format. Select the date and time from 

given drop down list. 

 Mandatory/Optional-It is a mandatory field 

10 Expiration 

Date 

Description - This field is used to choose the expiry date for the content i.e. 

date on which content would get expired. On expiry date, content would get 

auto-archived, and would be removed from the site. 

Validation- This field should be date format. Select the date and time from 

given drop down list. 

 Mandatory/Optional-It is a mandatory field 

11 Never Auto 

Expire  

Description- This allows you to set the content for never expiry, i.e. to stay on 

the site unless and until manually archived. This field provides the content to 

stay on site for a long time. Selecting this checkbox will make the content 

never auto expire. 

Validation-.This is a Check box. 

Mandatory/Optional- It is an optional field. 

 



5.1.5 Flow  

 

1. You must be login into the application with Contributor role and have the privileges to create 

web content on the logged in site. 

 

2. You can choose the desired portal page and any of its portlet inside which you wish the 

content to be displayed after publishing, as shown in below figure. 

 
 

3. Choose the portlet in which you want to publish your content and then click on Add New link 

available inside it, and click on ‘Add Web Content’ option, the Create Web Content form is 

displayed on the screen. 

4. As you click on Create Web Content link available inside the chosen portlet, a form is 

displayed in which you have to create the content details as shown in the figure below. This 

form is divided into several links such as  Abstract, Categorization, Schedule, Related assets 

and three buttons namely’ Save As Draft’, ‘ Publish’ and ‘Cancel’ as shown in below figure. 

 
 



 

 

5.  By default ‘Default Language’ is set as English, as shown below: 

 
 
6. If you wish to add content in any other local language, you can click on Change link, to 

change the language. 

7. You can click on the language drop box, to select the desired language in which you wish to 

create the content. Similarly you can translate the content while editing it.  

8. You have to enter the title of the web content in web content title field. 

9. You have to enter content in text editor displayed under the Content field. The text editor 

allows formatting of the content text details. This allows to Bold, Italic, Underline, Strike 

through, in-line images, hyperlinks to the text etc. for the selected text. Refer below picture for 

various features of text editor. 



 

10.  This is the main body of the content, which can include any text,  in-line images or tables, etc. 

11.  You can simply copy the desired image and paste it in this main body(text editor) of the 

content as shown below. It should be able always noted that image size should not be too 

large to distort the content item: 

 
12.  In case you want to attach any file with your content i.e. any document file pdf, html or any 

image file like Jpeg etc. You can attach it through hyperlink option ( ) 

 

 
13.  On clicking on Hyperlink option a new screen is displayed as shown below 



 

 

14.  By default link type would be selected as URL. You need not change it.  

15.  By default value of Protocol is http:// you need not to change it 

16.  You can browse any file which needs to be attached by clicking on Browse Button. On 

clicking on Browse Button a new screen is displayed as shown below which shows the folders 

on the server. 

 
 

17.  As the current user is of Balaghat- District Panchayat, so can associate files available under 

Balaghat- District Panchayat  folder. On clicking on Balaghat- District Panchayat folder files 



are displayed on the screen, which have been previously uploaded. You can select the files 

which are previously uploaded under the selected folder. 

 
 
 
 

18.  You can also browse a new file which you wish to associate with your content by clicking on 

Browse Button. On clicking on Browse Button a new screen is displayed as shown below 

which facilitates you to attach a file. 

 
 

19.  On Choosing the file click on the open Button. On clicking on the Open Button the new file will 

get uploaded in the folder as shown below.  

 



 
 

 
 

 
20.  Once you have selected the desired file, click on Upload button to upload the selected file. 

File will get uploaded under the selected folder as shown below 

 

 
 
 

21.  After choosing the uploaded file, you can select the file to attach with the content as shown in 

below fig. 

 

 



 
 
 

22.  Click on the Ok Button, system saves the URL / path from which file is uploaded as shown in 

below. If you click on Cancel Button  , then the form gets cancelled and will direct 

you to Home Page. 

 

 

 
23.  You can add multiple external links by clicking on Add button or you can delete the external 

link by clicking on Delete icon. 

24.  You can add multiple external links by clicking on Add button or you can delete the external 

link by clicking on Delete icon. 

25.  When you click on Abstract link in Create Web Content form, a new screen is displayed .This 

form consists of general details such as Summary; Small Image URL etc as shown in below 

figure. 



 

 

26.  You may enter summary of content in summary field. 

27.  When you click on Categorization link in Create Web Content form, a new screen is 

displayed. This form consists of general details such as Type, Tags etc as shown below. 

 

 
 
 
 

28.  By default the Type is selected as General, you need not change it. 

29.  You have to add one or more tags in tag field. This tag field would help you to search the 

content on the site. 



30.  When you click on Schedule link in Create Web Content form, a new screen is displayed. This 

form consists of general details such as Display Date, Expiry Date, review date etc as shown 

in below figure. 

 

 

 

 

31.  You have to select the display date from the date tool provided to you. This can be future date 

as well if you wish to publish the content in some future date.  

32.  You have to select the expiration date from the date tool provided to you.  

33.  After entering the details, click Publish button  to submit the content for further editing 

and publication. 

34.  If you click on Save as Draft Button , then the content will be saved as draft. The 

saved as draft document will be further available under the Create Web Content option in the 

Advance Options. The content will be available in the list with status as DRAFT, and can be 

further worked upon. 

35.  If you click on Cancel Button , then content information will not be saved in NPP 

Portal. 

 
 
 

 
 
1.1.6 Post Condition 

On clicking Publish  Button, content will be published in the chosen portlet on the site.  



 

1.1.7 Messages 

As you proceed, one of the following messages may be prompted 

Sno Message Reason Action 

  1 Please Enter a Valid Name This indicates that you didn’t enter 

a valid name. 

Select the field again and 

enter the valid name. 

     2 Please Enter  either Content or 

External Link or File Attachment 

This indicates that you didn’t enter 

either content or External Link or 

File Attachment. 

Select the field again and 

enter either Content or 

External Link or File 

Attachment  

     3 Your Request Failed to Complete This indicates that you didn’t enter 

mandatory fields. 

Enter the mandatory fields. 

4 Please enter a unique document 

name. 

This indicates that the File Title 

entered for the attached file is not 

unique i.e. it has already been 

used previously. 

Enter any other file title, 

which have not been used 

previously. 

5 Document names must end with 

one of the following extensions: 

.pdf, .doc, .docx, .xls, .xlsx, .ppt, 

.png, .gif, .jpeg, .jpg, .flv, .mp4, 

.html, .rar, .txt, .htm, .bmp. 

This indicates that you didn’t 

selected the valid file i.e. the 

selected file type is not allowed.  

Select the field again and 

browse the valid file i.e. 

which is allowed as per the 

allowed file type 

extensions. 

6 Upload documents no longer than 

98359 k 

This indicates that you uploaded 

the document which exceeds file 

Allowed size limit. 

Select the field again and 

upload the file which is 

within the specified allowed 

size limit.  

 

 


