Centre for Journalism web site user guide.
www.centreforjournalism.co.uk

1. Create New Account:

Click ‘staff/student login’ on the orange menu bar. Select ‘Create new account’.  Your username should be FirstnameLastname. You’ll be sent a confirmation email with a random password – you can change this later once you’ve logged in by clicking ‘My Account’ and ‘Edit’. 
2. Log in:

Staff and students have access to slightly different areas of the site, and different administration privileges.
3. To create some content. 

· Click ‘Create content’ either in the orange menu bar or in the left hand menu panel underneath your name. This will take you into the administration area of the site.
· Select which type of content you wish to create. There should be six choices of content type for students and seven for staff. When you have made your selection, fill in the relevant fields and then hit ‘save’.
· For fuller instructions for each content type, see detailed instructions on the pages below.

4. To edit or delete some content that’s already published. 

· If you are a student, find the content in question on the site by looking on the front page or in the relevant menu (eg News for news stories, Blogs for blog postings etc) or by using the ‘search’ box at top right. When you’ve found it, click the headline to show the full story, and then click the ‘edit’ tab directly underneath the headline. This allows you to edit, or delete, the content. Note, students only have privileges to edit or delete items that you have created. Remember to click ‘save’ to keep your changes.
· If you are a staff member, click ‘Content Management’ in the left hand menu bar underneath your name. Then select ‘content’. You can then list the site’s content according to several criteria to find the item you wish to edit. Click ‘edit’ next to the item, and edit the fields you wish to change. Click ‘save’ to keep your changes or click ‘delete’ to permanently delete the entire entry.
Blog entry

This is the simplest content type, which adds content to the group blog by students and staff. Fill in the fields as follows:

Headline: The headline for your blog post. This is the text that is listed on main menu pages and which should entice readers in, as well as being helpful to search engines. Keep it short and simple.
Body: The main text of your blog post. Write the copy directly into the box. If you wish, use the simple formatting options using the buttons above.

When you’re happy, scroll down to the bottom of the page and click ‘Save’. Your blog post will automatically be published.
News Story

Fill in the fields as follows.

Headline: The headline for your story. This is the text that is listed on main menu pages and which should entice readers in, as well as being helpful to search engines. Keep it short and simple.

Tags: Words that help categorise your story to help cross-referencing with other stories. For example if your story is about BBC newsreaders getting huge bonuses, your tags might be: BBC, newsreader, salaries. Separate each tag word with a comma.
Body: The main text of your story. You could either write your story directly into this field, or you might have already written it in Microsoft Word. In the latter case, copy  the text from Word (ctrl-C), and then go back to the site but instead of typing ctrl-V to paste in your text, click the button marked [image: image1.png]


 in the menu above the Body field. (This is very important as it ensures that Word’s formatting doesn’t bugger up the style of your story on the site).

If you want to add an image to your story, see ‘Adding images’ later in this document.
Then scroll to the bottom of the page and click ‘Save’.

Audio
Use this content type for any stories that you want to include audio. Fill in the Headline, Tags and Body fields in the same way as you would for a News Story.

The field marked Audiofile is where you upload your sound file, which MUST be an mp3 format (wav files – or any other file types - will not work). Click ‘browse’ to find the file on your local computer and then ‘upload’ once you’ve found it.

Remember to scroll to the bottom of the page and click ‘save’ when you’re finished.

Video
Use this content type for any stories that you want to include video. Fill in the Headline, Tags and Body fields in the same way as you would for a News Story.

The field marked Videofile is where you upload your sound file, which MUST be an flv format (mp4, mov, avi or wmv files will not work – convert them first). Click ‘browse’ to find the file on your local computer and then ‘upload’ once you’ve found it.

Remember to scroll to the bottom of the page and click ‘save’ when you’re finished.

Assignment
Students should use this content type for any stories that you want to include video. Fill in the Headline
