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WRITE A NEWS ARTICLE (POST)
A news article, or post, will be listed in chronological order on the homepage, the 
newest post first.

Write A Quick Post (Text only)
This is a simple way to write a post, but you are not able to add images to this. It is text 
only.

1. Login

2. Select 'Write A Quick Post' from the dropdown menu under 'Membership':

3. Title - write title

4. Write - write content

5. Tags - Add 'tag' or 'tags' (keywords that explain or reference your article).

6. Publish

7. Contributor - You may have to wait for the post to be approved by Admin before 
it appears live on the website.

8. Admin - your post will go live straight away.

2    Need more help?                                                                Contact webmaster@bbcdevon.org

mailto:webmaster@bbcdevon.org?subject=BBC%20Website%20help


Write A News Article (Post) (v1.0)                                                          www.bbcdevon.org

Write A Post (Text & Image)

To Begin
1. Login using the tab in the top-right of the sidebar.

2. You will then be shown this box, with your photo, and some links:

3. Select 'New Post' link

4. You will be sent to the 'back-end' of the site to the 'Add New Post' area, where you 
have more options for writing your article:
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How To Write Your Article

As in Quick Post above, the process is the same and very straightforward.

1. Title - Add the title of the article here.

2. Write - This is where you write text and can add pictures. ( Check that the Visual 
tab is selected, in the top right corner of this box. )

3. Type normally, as you would in a Word document:
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4. The site is automatically formatted. When published, the article will appear 
already styled to fit in with the site.

5. You do not need to use the Visual Editor:

6. ( If you prefer you can disable the Visual Editor in 'Your Profile' page):

Save Draft and Preview

During and after writing the article, save as a draft and preview, before 
publishing. Do this by clicking 'Save Draft' in the box on the right:

You can also preview how the article will appear on the site, by clicking 
'Preview'. This will open in a new tab or window, and allows you to make any 
changes before submitting for publishing.
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Categories & Tags In Action
1. Categories (Posted in) and Tags (Tagged) at the bottom of each post:

2. Tags forming a Tag Cloud in the sidebar:

Categories
You need to add at least one relevant category to a post.

Choosing A Category
1. Find the box on the right called 'Categories'.

2. Tick the relevant categories. You can select one or more. The choices are self-
explanatory, and relate to what your article is about.
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Tags
Tags are keywords used to help a visitor explore the content of the site.

Choosing Tags
1. At the bottom of the 'New Post' page you will see the 'Click tags' box:

2. Click on 'Display Click Tags' to view existing tags:

3. These are listed alphabetically. There are a lot and have built up over time. Go 
through the list and click any that are relevant to your article. 

4. You can also add your own tags here. These will appear as options on future posts:

5. Sometimes the automated process will offer suggestions for existing tags as you 
type:
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ADDITIONAL OPTIONS

Post Expirator (time limited article)
1. If you want your article to be public for a limited amount of time, you can use the 

'Post Expirator' box to define the finish date for the post:

2. Tick the 'Enable...' box.

3. Set the date & the time.

4. Technically, the post will become a 'draft' after the expiry date, so will still exist 
if you want it published again; it is not permanently deleted.

Member Access
1. Generally, a post will be visible to everyone who views the website, once 

published. You can change this so that the post is only visible to other members, 
if they are logged in.

2. To choose this option use the Member Access box at the bottom of the page:

3. Generally, you do not need to use this box. If you want to change the visibility of 
the article to members only, select the second option.
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Add a Google Map
You have the option to add a simple Google map to your post. It is quite straightforward.

1. This works the same as using Google Maps on the internet:

2. Choose what size map you want (Small or Medium - Large is too big for a 
standard post).

3. Custom - for a full width of a post put 615. Height depends on what you want 
your map to show.

4. Type in the location (address / city / country / postcode / lat. long., etc) and 
click 'Add location'. The map will automatically appear, as above.

5. You can edit Marker info by selecting 'Edit' on the bubble. Or 'delete' the marker.
6. 'Center map' places the marker in the centre of the map.
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7. To add the map to your post, place the cursor in the writing box where you want 
the map placed:

8. The code [mappress] indicates where the map will show.
9. Use the 'Preview' button in the 'Publish' box to check all is ok:
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ADDING PICTURES TO YOUR ARTICLE

This is an important issue, and is covered in separate documents:

1. Adding Images to a Post or Page - UPLOADING .pdf

2. Adding Images to a Post or Page - MEDIA BROWSER .pdf

They are available at www.bbcdevon.org/membership/website-help/. You will need to 
be logged in to access this page.
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PUBLISHING
A suggested writing process:

1. Write Title
2. Save Draft 
3. Preview
4. Write content
5. Save Draft
6. Preview
7. Add images
8. Save Draft
9. Preview
10.select Category / Categories
11.Save Draft
12.select Tags
13.Save Draft
14.select any additional options
15.Save Draft
16.Preview
17.If you are happy with your post you can Publish.

Contributors - select the 'Submit for preview' button in the Publish box on the right.

Admin - select 'Publish' button from this box.
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