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MEMBER CENTER MANUAL

The Collinwood Observer Member Center is an online, do-it-yourself newsroom. It's where stories, photos, news releases and calendar

events are submitted, edited and assembled into a printed newspaper.

This brief manual is intended to be a guide on how to use the basic features of the Member Center. We will walk you through each process of
submitting a story, saving a story as a draft, attaching photos to a story, editing a saved story, creating a photoblog and submitting news
releases. If, after reading through the manual, you nd that you still have questions, please feel free to contact us at: sta @collinwoodobserver.com

SECTION 1: SUBMITTING A STORY

STEP 1: Log into your Member Center account at http://www.collinwoodobserver.com/members.
STEP 2: Click on the “Submit New Story” link in the “Writer” block on the left side of the page.
STEP 3: Type the title of your story in the “Title” eld.

STEP 4: Select the category that best ts your story from the “Select Category...” drop-down
menu.

STEP 5: Enter a date in the “Time Sensitive Date” eld, if applicable (otherwise, leave blank).
Time sensitive stories are those that are no longer relevant after a certain date. An example of a
time sensitive story would be one about a community event that must be printed in advance of
the event to be useful.

STEP 6: Enter the body of your story into the “Article” text box. You can either type directly into
the box, or copy/paste a pre-written story from a Word document or other text le on your
computer.

The icons at the top of the Article text box allow you to format the text of your story. You can

call attention to certain words or phrases using the bold ,italic , underline @ ,or
strikethrough buttons, add bulleted or numbered lists, insert |==| or remove
hyperlinks to internet sites, and apply the prepared heading formatting
headings. The last icon in the row ¥ |allows you to check your story for spelling errors.
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Figure 1.1: Member Center Main Screen






SECTION 2: ATTACHING PHOTOS TO A STORY

STEP 1: After typing the body of your story on the “Submit

. « o ” Attach Photos: @ Mumber of Photos:
New Story” page (see Section 1: “Submitting a Story” for more i Lt STEPS 1, 2
information), mark the “Attach Photos” check box, located below 3’;‘12‘2?:::’;‘::’.’:;?,, D,SEIE? Es annd you il not be shio o ikt I
the “Al'tiCle” text bOX. If you uncheck the box, your story will be saved and you can make changes 1o it, but it wil not be seen by editors until you send it to them.
STEP 2: Type the number of photos you would like to attach in save STEP 4

the “Number of Photos” field.
STEP 3: Uncheck the “Send Straight to Editors” check box if you

Figure 2.1: Attaching Photos From “Submit New Story” Screen

would like to save your story as a draft after attaching photos. If you are ready to submit

your story after attaching photos, you may leave this box checked (you will have one last Input Image: (2 left)
. . . . Photo:
chance to review your story after attaching photos, but will not be able to save it as a (Choves Fie") mo fie selactd STEP 5
draft') Keep in mind, the bigoer the file, the longer the wait.
Caption:
STEP 4: Click the “Save” button to save your story and bring up the “Add Photos” screen. e STEP 6

Save Image Done fornow

STEP 5: Click the “Choose File” button to browse your computer for images. Select the STEP 7

photo you wish to attach, and press the “Choose” button.

STEP 6: If you would like to add a caption to your photo, enter it in the “Caption” field. Figure 2.2: "Attach Photos” Screen

STEP 7: Click the “Save Image” button to save the photo and return to your story. If you have more photos to attach, repeat Steps 5-7.
**You can return to the main Story screen at any time by clicking the “Done For Now” button.
STEP 8: To add, delete or edit photos or captions, click the “Edit Photos” button at the bottom of the story screen.

STEP 9: When you are satisfied with your story and attached photos, mark the “Send straight to editors” check box and click “Save.” If you would
like to save the story as a draft to work on later, uncheck the box before clicking the “Save” button.















