
 

 How to Edit the Project Article Page, 1 
June 2016 

 
 
 
 
 
 
 
 

 
HOW TO EDIT THE PROJECT ARTICLE PAGE 

____________________________________________________________ 
 

In this tutorial, we will go through: 
• An introduction to the Article page 
• How to edit and customize the Article page 
• How to make the Article page the landing page for your project 

 
Remember, in order to use BDL to its full extent, you need to be logged in. 
 
You can do this by using the “LOGIN” or “SIGN UP” buttons at the top of the homepage. 
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Part 1: An Introduction to the Article Page 
 
First, let’s go over what an article page is, how it’s useful, and show a few examples. 
The Article page is one option tab of the project page function that allows you to highlight 
information from your research or project. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The content is fully customizable. You can use the existing HTML template and plug in 
your content, or you can enter your own HTML code.  
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Either way, this function allows you to create an informational landing page unique to 
your project.  
Here are a few examples of article pages that BDL users created to summarize or highlight 
their project information.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 How to Edit the Project Article Page, 4 
June 2016 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 How to Edit the Project Article Page, 5 
June 2016 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 How to Edit the Project Article Page, 6 
June 2016 

Part 2: How to Edit and Customize the Article Page 
 
Let’s go over how to customize the article page, your options, and the various steps 
involved. 
Once you create a project page, you can locate it in the project library. To access the 
library click on the “Ecosystem Projects” icon or the “Projects” link on the homepage. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To go straight to your projects, click “My Projects” in the sub-navigation. 
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Find the project you’d like to work with and click, “view project.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the, “Article” tab. 
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You’ll see that there is an HTML template in place for you to use. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click, “Edit Article.” 
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The first option we’ll go over is how to edit the text. 
 
You can change the text on this page by highlighting the existing text and typing in what 
you would like it to say.  
 
If you would like to change the text size, you can do so in the toolbar using the “Formats” 
drop-down menu. There are several size options for the text. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can also format the text – make it bold, italic, underlined, etc. – by clicking on the 
“Format” drop-down menu in the top of the toolbar. 
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If you’d like to make any of the text hyperlink to another page in BDL, a document, or an 
external website, simply highlight the text and click on “Insert” drop-down menu in the 
toolbar. Choose, “Insert/Edit Link.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A box or new page will open up. Paste the link in the designated area, edit the display text 
if necessary, and choose a “target” for the link. 
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Then click, “OK” to save the changes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You now have an active link as a part of your Article page. 
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Remember to always save your changes by clicking the “save changes” button at the 
bottom of the screen. 
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The second option we’ll go over is how to add a photo.  
 
To insert a photo into the Article page, you’ll need the image URL. This is best done by 
uploading photos directly into the Bay-Delta Live library. 
 
Go to the Photos/Videos/docs library by clicking the link at the top of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click, “Add New” to upload a file from your computer or find the photo in “My Docs” if you 
have already uploaded it. 
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Hover over the TOOLS menu and choose, “URL.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A box pops up with the URL and you can highlight, right-click and copy it. 
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Now go back to the project page you were working on. 
Click, “Article.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Then click, “Edit Article.” 
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Click on one of the existing photo boxes and then choose the “insert/edit image” icon in 
the toolbar. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This is where you will paste the image URL. 
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Save your changes by clicking, “OK.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you need to re-size the image, hover over the corners or sides of the image and move 
the edges until your image is the right size.  
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If you’d like to insert an image without using the pre-existing layout, simply click on the 
“insert” drop-down menu and choose, “insert/edit image.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Paste the URL here and manually edit the dimensions if necessary. 
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Click, “OK” to save your changes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the image is in the body of the article page, you can click on the corners and adjust 
the size this way too.  
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To complete the image, add a caption. As you can see, the HTML template has a caption in 
place for you to use. Simply replace the existing text with what you would like it to say. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As you are working on the Article page, remember to periodically save changes. Click on 
the “save changes” button at the bottom of the screen. 
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The third option we’ll go over is how to embed videos. 
 
The easiest way to embed a video is to upload the video to YouTube or Vimeo and use the 
embed code. 
For YouTube videos, you can find the embed code under the “share” option. 
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Copy it and go back to the Article page you are editing. 
 
Click on the “Tools” drop-down menu in the toolbar. Choose, “Source Code” and a box will 
pop up with the HTML code. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Find the part of the page you would like to embed the video and simply paste the embed 
code.  
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Then save your changes by clicking, “OK.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will see your video is now embedded into the Article page and can be played at any 
time. 
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Using your own HTML. 
 
If you know how to write code, you can click on the “Tools” drop-down menu in the toolbar 
and choose, “Source Code” to make any changes to the code. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Part 3: How to Make the Article Page the Landing Page for Your Project 
 
Let’s go over how to make the Article tab the landing page for your project.  
 
If you would like to make it so people see the Article page first when they view your 
project, you can do so in the Editor settings. 
 
Hover over the TOOLS menu of the project and choose, “edit.” 
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