
The Basics
Creating a story
Step 1: Go to http://woodroffehs.com in any web browser. (Internet Explorer, Firefox, 
etc.)

Step 2: Click on “Staff Login” on the home page on the right to post a story.

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

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.
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Step 5: Create your content.

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. 

Click on a category to put your story in. If 
it fits into multiple categories, hold down 
Control then click on the items you want.

Adding content should be very similar to typical word 
processing programs. You can change font size, weight, 
style, and alignment easily. More advanced functions, 
like adding images, are discussed later on.

Create a simple title for your story.



Advanced tutorials
Adding Images
Step 1: Create a story like you would normally.

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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The key here is to make sure that 
youʼre linking to an image rather than 
a page. 

Step 3: Upload an image. Make sure your image isnʼt bigger than 620 pixels wide.

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

Click this button and find 
the picture(s) that you 
want to use in the story.

Click this button when youʼre 
done choosing images.



Step 5: Go back to your story and place your cursor where you want your image to be. 
Then, click the image button.

Step 6: A window will appear that looks like this.

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

TIP: If your image didnʼt appear in the editor after you clicked OK, press “Preview” at the 
bottom of the page and it will appear.  

Paste the direct link that you copied 
earlier into this box.

You can adjust all of these, but theyʼre 
optional and usually not needed.

Press OK when youʼre done.


