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STEP BY STEP GUIDE TO UPLOADING 
ARTCILES TO THE SHUTTLE WEBSITE

Along with this step by step guide I have attached how scouting is to be portrayed. This guide must be adhered to when writing articles and uploading images!
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1.) Open Internet Explorer

2.) Type this web address (known as a URL) in: http://www.kidderminstershuttle.co.uk/admin
3.) Enter the username and password (your GSL will have this) and the click the “Login” button:
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4.) Once you have entered the correct username and password you will be taken to this page:
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5.) Now click on the very small little blue arrow next to “News”
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6.) Keep clicking all the little blue arrows that start appearing until the name of your group appears (for example, you can see the “Kidderminster & District Scouts” name appears in image below):
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7.) Now click on “Upload Article” button

8.) The page in the image below is the page that will be displayed  
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b) This is where you start inputting all the info regarding the article you are writing:

9.) Please input information into these fields as mandatory:
- “Headline (mandatory):” Use keywords; be descriptive and literal

- “Preview:” Summarize your story in a clear and interesting manner; use keywords” 

- “Full Story” this is where you type out your article. As there is no spell check feature I advise you to open a word processing software write your article in there and then spell check first. If everything is ok then “copy” (Ctrl+C) and Paste (Ctrl+V) back into the Shuttle website.
- “Optional Start Date:” When article is viewable on the Shuttle website
- “Optional End Date:” This is an optional field and is if an article only needs to be run for a certain period. You would insert the date here that you would want the article not to be seen on the Shuttle website.
- “Optional Sort Date:” Insert a date here, so that if people wanted to sort articles published on a particular day on the Shuttle website then this would be the date of when say for example a fate was on. The date inserted here is usually the same as the start date of the article.
If you do not need to add any images to your article then at this point you can click the “preview” button to check it before you publish the article. I would advise all articles should have an image. If for example you have wrote an article for advertisement of a fete but needed to publish in advance then you would not have any images but would recommend a follow up article was done with some exciting pictures following the event. 

Uploading Images

REMEMBER: Along with this step by step guide I have attached how scouting is to be portrayed. This guide must be adhered to when writing articles and uploading images. The image for scouting is fund, adventurous and challenge – Beavers, cubs and scouts should be the ones in the pictures not adults!
Picture Tips: 

Must be as square as possible for them to look correct when you have finished uploading 

1.) When inputting all information onto the shuttle website on your login area you will see a screen looking like this:
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2.) To upload an image please click on the “image” 1, 2, 3 or 4 button displayed below
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3.) You will notice that this has now appeared on the screen:
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4.) Click on the browse button and search for the location where the picture is stored on your computer e.g. desktop.
5.) Once you have found the image click on the file and press open.
6.) Now we will need to write a caption so that when people scroll over the image once live they will see a caption. To do this write the caption under “Caption 1: please upload a caption (max 255 chars).”
7.) Repeat steps 2-6 for a maximum of four photo’s
8.) Now click “preview” button to check that everything is ok with your article. If you are happy then press “send article live” or if you would like to edit article / images press “Edit Article” and return to step 8.
If you have any queries on any of the above or would like any help and assistance in publishing any news articles please do not hesitate to contact Clive Joyce at the Kidderminster Shuttle or me on the details below.

I am sure you will all agree how brilliant this free resource is so please can all groups and all sections please start utilising to your advantage.

Yours in Scouting,

Adam Strand

Media Development Manager

07811 587039 
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