How To Add/Edit A ‘Latest News’ Item

‘Latest News’ items appear on the DFO Home page as a clickable title. When the user clicks on the title it
displays the full news item. Within a day or less the news item will also appear on the DFO Facebook page.

e Gotothe DFO Web site — www.danceflurry.org
p e Navigate to any page but home page
dmﬁ/y q e Click on ‘Log In’ at the bottom of the page.

e Login with your DFO id and password.
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Home Dances/Events Resources About Contact Help Us Stc b CIICk On Create Content > News

User account Create content

Username: * News

vonnie A news item: e.g. dance news, dance announcements, press releases, and informal blog-like entries may all be created

Enter your DanceFlurry Organization username with a news entry. By default, a news entry is automatically featured on the site's home page under "news".

Password: *

vonnie
eorererseses M .
e My accoun
Enter the password that accompanies your username.

~ Create content

o News

o Log out

e Enter the title you want to appear on the DFO Home page.

Create News

Title: *

[ ~Vocabularies

Series:

Adirondack
Albany Coniradances!

Buhrmaster Barn Dances.
Capital English

Capital Swing

Diamond Swing

Flurry Festival

Glenns Falls Contra Dance  ~

Select the dance series if appropriate, CTRL-Click to select more than one, DO NOT select a series unless you require one.

Category: *
Contra

English
Family
General
Swing

You are required to select a category. CTRL-Click to select more than one

e Select a dance series and category
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Enter a short paragraph about the event,
org/node/add/news - . . . .
e providing a web link to more information if
available.
Category: *
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¥ou are required to select a category. CTRL-Click 1o select mare than ene.

¥ Show summary in full view
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e When done editing your news event, click
on ‘Save’



http://www.danceflurry.org/

To add a web link, highlight link title text, click on the ‘link’ icon

Location Time Admission and Contact Info:
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CONTACT: Don Bell donbell@nycap.rr.com, (518) 273-5172

LIVE MUSIC: Enjoy live music by HeartsEase house band: Vonnie Estes on piano, Diane Bell on viclin, Patricia Kernan on flute and fiddle, Gail Griffith on W
concertina and banjo, and Marilee Urbanczyk on penny-whistle & rhythm. |E|
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e Enter the web or path address
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e Click on Update.

If you are copying text from Word or a web page, it's a good practice to strip out extraneous formatting.

e Put the cursor where you want to place the text

Show symmary in full view

Body:
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e C(Click on Word (“W’) icon
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e Paste the text into the edit box e T T T

Paste from Word
Use CTRL+V on your keyboard to paste the text inta the window.

e Click on Insert



