To create a new newsletter article, you first need to log into the website, you can do
this by going to iscbsc.org/user/login
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Once logged in you will notice that at the bottom of every page is a link titled “add
content”, this is how you will add new blog entries
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Default shortcuts
—» Add content




When you click this you will be asked if you want to make a new basic page or and
article, for blog entries you want to add an article
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Article

Use atticles for tme=
Basic page
Use basic pages for your static content, such as an 'About us’ page.

like news, press releases or blog posts.

This is the main page you will use to create and format the blog entry, the important
thing to note is that for the post to show up in the SC Blog, you need to make sure it
is tagged with

newsletter
if you start typing it will fill in the rest for you.

Then also add a tag for the newsletter edition (e.g. fall-2015 ) separated by a
comma. This tag my not auto-fill if this is the first article of the edition.
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The title and body are the main content of a blog entry. You can edit the summary, to
see what will be seen on the actual blog page, before you click the read more... link.
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This is the body of an article, all of this text will be posted, but for long posts only that "teaser" or first couple lines will appear on the main
page. You can edit what part are seen without clicking "more" by changing the "summary" (click the link that says "edit summary”).
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Text format | Filtered HTML More information about text formats
* Web page addresses and e-mail addresses turn into links automatically.
* Allowed HTML tags: <a> <em> <strong> <cite> <blockguote> <code> <ul> <ol> <li> <dl> <dt> <dd>

» Lines and paragraphs break automatically.




if you set a custom url, please have it be in the format “newsletter/<edition>/<your
url here>"
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m This text will be used by screen readers, search engines, or when the image cannot be loaded.

Upload an image to go with this article,

URL alias
URL path settings

Mo alias
Optionally specify an altemative URL by which this content can be accessed. For example, type "about” when writing an about page. Use a

relative path and don't 2dd a trailing skash or the URL alias won't work,

Once the entry is entered, click preview to see how it will appear online.

Once its right, click save and you're all good. There will be and “edit” icon on the
article page, so you can make changes.

All newsletter articles appear online at http://iscbsc.org/newsletter

Articles in a specific edition are at http://iscbsc.org/newsletter/<edition tag> (e.g

http://iscbsc.org/newsletter/fall-2015)
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NOTE: if you would like to include an image with your post follow these simple
steps:
(1) In the “image” input, click “choose file” and select the image you would like
uploaded
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(2) Then click “upload”
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Upload an image to go with this article.
Files must be less than 64 MB.
Allowed file types: png gif jpg jpeg.

(3) Once the upload is complete, right click on the linked file name (not the
thumbnail image) and select “copy link address” (or similar if not on
Chrome/0SX).
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n the WYSIWYG editor of your text, select the image button

(4) Paste the copied URL into the box, if you would like, you can select left or
right alignment so the text wraps around the image (I think this looks better),
and change the size, be sure not to alter the aspect ratio.

Image Properties b3 [.}[]]Tlt L']'li:ll'lgL‘

Image Info | Link = Advanced

N “9 URL
o= 's/default/files/field/image/Square%20L0ogo%202.png

Alternative Text

Width
120 ac ° Lorem ipsum dolor sit amet,
5 consectetuer adipiscing elit. " h
Heght lS’CB Visocanas g conseauat Do Change
120 diam. Maecenas metus. Vivamus
diam purus, cursus a, commodo
Border non, facilisis vitae, nulla. Aenean
dictum lacinia tortor. Nunc iaculis,
nibh non iaculis aliquam, orci felis
HSpace euismod neque, sed ornare
massa mauris sed velit. Nulla pretium mi et risus. Fust
mi pede, tempor id, cursus ac, ullamcor
VSpace Sed tortor. Curabitur molesti k
condimentum at i , luctus ut, orci. Donec
— estas eros. Integer cursus, augue in
g o
Left v

Cancel




(5) You can now manipulate where the image appears in your text before you

publish your blog entry.
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Switch to plain text editor

(6) Finally, you must change the input type to “Full HTML" to include an image
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More information about text formats

Switch to plain text editor
Text format | Full HTML
Web page addresses and e-mail addresses turn into links automatically.

Lines and paragraphs break automatically.
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Enter a comma-separated list of words to describe your content.



