The Basics

Creating a story

Step 1: Go to http://woodroffehs.com in any web browser. (Internet Explorer, Firefox,
etc.)
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Step 2: Click on “Staff Login” on the home page on the right to post a story.

Staff Login

Links

Step 3: Log in. Your username should be in the same format as below.

User login

Username:

R. Cousineauy|

Password:

Log in

Request new password

Step 4: Click on the “Create a Story” link in the main page or click on “Create content”
then click on “Story” from there. They both work the same way.


http://woodroffehs.com
http://woodroffehs.com

Step 5: Create your content.

lCreate a simple title for your story.

Create Story

Title:

Band Spring Concert

cateqory: Click on a category to put your story in. If
[Arts and rama] | it fits into multiple categories, hold down
Comerat «— Control then click on the items you want.

General News
Guidance
Music

School Council
Tiger Times

From this list, select one or more <

Menu settings

™ Show summary in full view
Body:
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[The Woodroffe High School Concert Band is holding a spring concert on Friday, May 21st. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce quis
venenatis metus. Suspendisse et metus eget massa vestibulum suscipit. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis
legestas. Praesent augue dolor, mattis sed pellentesque sed, placerat ac mauris. Integer a nulla at sapien condimentum semper et a elit. Maecenas posuere porta
fornare. Duis non est tellus, nec lacinia nunc. Curabitur a ullamcorper enim. Proin rhoncus, massa nec tincidunt sodales, erat ipsum accumsan purus, id
fcommodo augue justo vitae sapien. Mauris lectus neque, rhoncus eget pretium nec, tempor ultricies purus. Integer interdum tempus accumsan. Fusce convallis
dignissim risus a consectetur. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Vestibulum ante ipsum primis in
faucibus orci luctus et ultrices posuere cubilia Curae; plullamin ounc Mairic o animo it grat aliougt Inhartic Nulia non orci falic non laaraat diam

Maecenas lacus orem, consectetur a vestiuu W Adding content should be very similar to typical word

See you there! processing programs. You can change font size, weight,
style, and alignment easily. More advanced functions,
like adding images, are discussed later on.

Step 6: Previewing and Saving. Scroll down to the bottom of the page and you should
see “Publishing options” among a few other links and two buttons labeled “Save” and
“Preview”. You should preview your story before publishing it to make sure it looks good,
then save it. Once you click save, your story will be published on the website.

Authoring information

Publishing options

s ' =
( Save ) ( Preview )




Advanced tutorials

Adding Images

Step 1: Create a story like you would normally.

Create Story

Title:

Category:

Arts and Drama

Athletics

General News

Guidance

Music

School Council

|Tiger Times

From this list, select one or more sections to post your story in. Sections yo don't have permission to use w not work
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bn Friday March 28th, Woodroffe High School staff came together to promote 10 qualities of character. In an initiative spearheaded by the
school’s Character Committee, each staff member wore a black t-shirt with one of the ten words on the front and its definition on the back.

[The words include: Integrity, Fairness, Empathy, Respect, Perseverance, Cooperation, Acceptance, Responsibility, Appreciation, and
Optimism.

Step 2: Open a new window or a new tab and go to an image hosting website. This

tutorial is written for http://imageshack.us/, but any hosting site should be fine. The use
of PhotoBucket, specifically, is discouraged.
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@ ImageShack

online media hosting



http://imageshack.us
http://imageshack.us

Step 3: Upload an image. Make sure your image isn’t bigger than 620 pixels wide.

i |usv\n INANS TN

online media hosting

Media Upload Sign Up

Click this button and find
Welcome to ImageShack. the picture(s) that you

No registration required. Free to use and enjoy. \vant to use in the story.

Upload: @ images /videos O url O webcam lé

Click this button when you’re

Emaij| (Optional):
done choosing images. 1

Upload Options / Resizing >>
UPLOAD NOW A Kailiecd
Try This.

Step 4: Copy the link to image. Copy the “Direct Link” NOT the “Link”.

Upload Successful ¥  Name: characterj.jpg

View full size

Delete The key here is to make sure that
Add tags you're linking to an image rather than
a page.
Share your image: More >>
a [ —

Links to share your image: @)
Link O iton= o]

Direct Link http://img682.imageshack.us/img68.




Step 5: Go back to your story and place your cursor where you want your image to be.
Then, click the image button.
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On Friday March 28th, Woodroffe High School staff came together to promote 10 qualities of ¢
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Step 6: A window will appear that looks like this.

Image Properties )
Image Info | Link | Upload | Advanced Pas-te t_he dirgct link that you copied
earlier into this box.
URL
| « ‘ (Browse Server )
Alternative Text
width You can adjust all of these, but they’re [ 2]
) optional and usually not needed. m
Height T e T ST S T PSS T T T T
o feugiat consequat diam. Maecenas
Border metus. Vivamus diam purus, cursus a, §
* HSpace | commodo non, facilisis vitae, nulla. E‘
VSpace ] iAenean dictum lacinia tortor. Nunc
Align L iaculis, nibh non iaculis aliquam, orci
Bth, W felis euismod neque, sed ornare 'z es of characte
Comr T e P e e I e N e P Ty fen words on t
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Press OK when you’re done. —> o | [Cancel |

Step 7: Continue working on your story like you would normally.

TIP: If your image didn’t appear in the editor after you clicked OK, press “Preview” at the
bottom of the page and it will appear.



