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Any APR member with an account (login name and password) on our website can submit articles,
including photos, for it, but these won’t appear on the site (called being published) until approved by a
website committee member. To begin, access the site, place the cursor on the Admin tab, and select
Members Only in the drop-down menu that appears. Enter your account name and password in the
login form on the right. You will see the page shown below.

Note the item How to Upload a File. If your article contains images, it will be convenient to select this
an upload them first. Selecting this displays the page shown below.

Select a Browse button to display your PC file manager, locate the file you want to upload, and select it.
The name of the file now appears beside the button (Brevard.jpg here). You can select up to 10 files at a
time.
To begin your editing session, select Submit an Article in the User Menu. You will see the editor screen
shown below, which has graphical interface, similar to but much simpler than Microsoft Word.

Begin by entering a title in the box at the top; this is required, followed by entering the text in the space
below the light blue menu bar. Although there are four tabs above the editing page (Content,
Publishing, Language, Metadata), you should leave the default Content selected. You can use items in
the menu bar to format your article. Placing the cursor on one will display its function, An enlarged
view of the bar is shown below.

There are only four items in the top row.
•
•
•
•

A toggle button to display or hide the menu bar
Editor shows the article using the graphical editor.
Code shows its HTML code.
Preview shows how it will appear on the website.

The second row displays general text formatting (bold, underline, etc.). The third row is mostly
character style, but the button that looks like a T on a clipboard deserves special mention. Selecting it
opens a window labeled “Paste as Plain Text.” If you compose your article using your PC’s word
processor to take advantage of its spell and grammar checking, the formatting may be incompatible
with a web page. Pasting it as plain text will remove this and prevent subtle and difficult-to-remove
problems. The third row is mostly for creating and editing tables. You probably won’t use items in the
fourth row. The editor is probably similar enough to your word processor to make most of its functions
clear; if not use the help button.
You will use some buttons at the bottom of the screen, shown below.

The most important is Save, which stores your work. Contact inserts a link that lets a reader e-mail an
APR officer without disclosing his or her address, as showing this will surely generate SPAM. Article
inserts a link to another article on our site, and Image inserts a picture. Most articles begin with just a
teaser sentence or two, with a Read More inserted after them; use the Read More button to generate
this.
Selecting the Image button displays the directory of images on our site.

If you uploaded photos, they will be in the share directory; just move to share and select the image you
want to insert. If you need to upload additional photos, you should begin by moving to the share
directory, so that the new ones will be placed there. Then scroll to the bottom of the insert image
window to see the screenshot below.

Select the Browse button to open the file manager on your PC, select the image or images, and then the
blue Open button. The select the blue Start Upload button, which will copy the selection to the share

directory. Finally, select the image(s) in the share directory and then the green Insert button to copy it
to your article. When you have finished your editing session, select the blue Save button.

