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Adding Articles to MCC Website 
 
 

1. Login. The User Menu will appear on the right. Click on “Submit School News” 
 

2. Give the item a title 
 

3. Select the appropriate 
Category (e.g. PE News, 
Arts News etc) 

 
4. Click into the ‘Intro Text’  

box and insert the 
introductory text of the 
article. Don’t add pictures to 
this section and keep it fairly 
brief. If you want to add 
pictures or your article contains a substantial amount of text you can do this in the “Main Text 
(Optional)” box. 

 
5. If your article is finished go straight to step 8. Otherwise scroll down the page to the “Main 

Text (Optional)”  box. You can now add any additional content and pictures. 
 

6. To add a photo you must already have resized and compressed for the web (see Preparing 
photos for uploading to the Internet using GIMP on page 6), click on the Insert/Edit 
Image icon this will open the Image Manager. Follow the steps in numerical order. 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NB - The layout that you see in editing mode won’t exactly correspond how it will appear on the web page. Once you have saved the article you need to 
look at the website to check the layout. 

1. Click the Plus Sign next 
to the News folder to expand 
the folder structure and  then 
click on the appropriate 
folder e.g. Arts or PE 

2. Click the upload button then in 
the dialog box that opens click the 
browse button. This allows you to 
search your computer to locate the 
picture that you optimised using 
Gimp. Select your picture then 
click the upload button. Your 
picture will now appear in the list. 

5.  Click Insert, the dialog box 
will close down and your image 
will appear in your article.  

3. Select your image from 
the list. The details will 
appear in the Article 
Image section above.  

 4. Choose the alignment for your image. 
The thumbnail on the right will give you a 
preview of the effect of each option. 
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7. When you have finished adding text and images to your article, scroll down to the bottom of 
the screen and click on the Publishing Tab.  Follow the steps below in numerical order. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Check the results on the website. Remember that the article will look slightly different when 
navigated to from the front page as it will have a menu running down the right hand side. 
 

9. Remember to log out (click on the Home link and click the Logout button underneath the 
latest News Menu 

 

1.  Change State to Published 
using the dropdown menu 

2. If the article is to expire, e.g. after an 
event, type in the expiry date in the 
format shown. (The drop-down date 
button doesn’t work at the moment) 

3. Click the Save Icon 

N.B. leave 
this unticked 
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Editing articles after they have been published 
 
All aspects of articles can be edited after they have been published. This includes correcting any 
errors, adding, deleting text, adding photos, changing the publishing dates etc. 
 
To edit an existing article you first need to login then navigate the website to the article. You will see 
a little icon just to the right of the article headline 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Clicking on the icon will open up the News/Edit Content window which looks exactly the same as a 
News/Add Content window.  You can now make any changes you need to. Remember to check the 
publishing dates when you have finished and save and check your work as usual. Logout when you 
have finished. 
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Copying text from Microsoft Word into your Web Page  
 
When you use the usual Copy & Paste functions of Word your text will carry with it all sorts of 
formatting – even if you haven’t done any specific formatting. This formatting will interfere with the 
default formatting on the website which will mean that your article will look different to the rest of 
the website. This doesn’t mean that you can’t copy text from a Word document, but first you need to 
convert it into plain text so that it will pick up the default website formatting: 
 

1. Open the Word document 

2. Go to File, Save As 

3. Choose the folder to save your article in  
and give it a filename 

4. In the Save as type drop down menu,  
choose Plain Text 

5. Click Save 

6. In the next window that opens, 
choose MS-DOS 
 
 
 
 
 
 
 
 
 
 

7. Click OK 

8. Close Word 

9. Go to the folder you chose in step 3. Your text-only  
file should be there – if you saved it in the same folder  
and with the same name as your original Word  
document you may have two files with the same name.   
The text-only file will have an icon which looks like a 
reporter’s notebook. 

10. You can now open the text-only file and copy and paste any text from there into the website. 
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Preparing photos for uploading to the Internet usin g GIMP 
 

·  Open GIMP  
·  Go to File, Open and locate the photo 
·  Crop the photo 

o Click on the rectangle Select tool 
o Drag the mouse to outline the section of the photo 

that you want to keep. 
o Go to Image, Crop to Selection 

 
 

·  Resize the photo 
o Got to File, Save for Web 
o Click this tab:  
o Alter the width (or height if that is the longest 

edge), you’ll need to experiment,  
try something like 300. (If the photo is to be one 
in a gallery you could try something like 500 to 
600 along the longest edge) 

o Click into the Height (or Width) box and it should adjust automatically 
 
 

·  Optimise the photo (reduce file size) 
o Click this tab:  
o Select JPEG 
o Play about with the  

Quality Slider keeping an  
eye on the File size box beneath 
the preview of the photo. It’s a 
trade-off between quality of the 
photo and file size but generally 
you’re looking to keep it down 
to under 20 kB.(might be a little 
bigger if it is to be used in a 
gallery) 

o Tick all boxes except 
for Progressive 
 
 
 
 

·  Save the optimised photo 
o Click Save button  
o Use the Places section to locate where you are going to 

save the photo. (Remember where you saved it) 
o Give the photo a name using lowercase and no spaces. 

The file extension should be left as .jpg  
 

·  Finished! 
o Close down GIMP  and choose Discard Changes or 

Don’t Save depending on where you click. (Important 
to do this as it will leave your original photo untouched). 
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Creating a photo gallery on the website 

Important !!! 
·  First make sure you have optimised your photos using Gimp, according to the instructions for 

Gallery photos, and saved them to a suitable folder. 
·  Always position your gallery in the ‘Main Text’  box, NEVER in the ‘Intro Text’  box 

 

Create a gallery folder on the website & upload the  photos 
·  From within the ‘Main Text’  box click on the Insert/Edit Image 

button 
·  Follow the steps below in numerical order 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Insert the Gallery into your web page 
·  Close down the New Folder dialog box 
·  Close down the Insert/Edit Image dialog box 
·  Make sure you are still in the ‘Main Text’ box and at the point where you want the photo 

gallery to start. First of all type some sort of explanation along the lines of: ‘Here are a few 
photographs of the event. (click on thumbnail to enlarge photo)’. Then type the following on a 
new line - replacing foldername with the name of your folder created in step (3): 

{gallery}gallery/foldername{/gallery} 
Save and publish your web page in the usual manner and check the results 

The Insert/Edit Image Window  

(1) In the 
Folders  list, 
click on the 
gallery folder 
 

(2) Click on the ‘New 
Folder’  button (the 
New Folder  dialog box 
will open) 
 

(3) Give the folder an appropriate 
name – (lower case/no spaces) 
and click OK (remember the 
name of the folder) 

(4) In the 
Folders  list 
click on the 
folder that 
you have 
just created 

(5) Click on the 
Upload  button (the 
Upload  dialog box 
will open) 
 

(6) Click on the Browse  button 
to locate the folder where you 
saved your optimised photos. 
Highlight the first photo for the 
gallery and click Open  

(7) Click on the Upload  
button. Repeat steps (6)  
and (7) until you have 
added all of the photos. 


