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How to Manage Content

Adding a Story

My account
Log in to your website and click the menu item that Create content
says Create Content. The menu is usually located in Page
the sidebar or header of your website. It will look

Story
something like the menu pictured to the right. It is N
okay if you do not see all of the options listed. Administer
Log out

On the Create Content page, you will see several options like Page,
Story, Image, etc. In most cases, you will be creating a Story. For now,
click the Story link.

You should now see a page like the one below. There are many options
but most of the time you will only need to do two things: Add a title,
and write some content. When you are done writing press the Save
button.

Create Story

Title:
[My Interesting Stary |

Menu settings

Split summary at cursor
Body: (Sl summary at cursor ]

Phasellus eleffend luctus lacus. Vivamus nisi. Mauris quis eros. Nunc condimentum enim vitas diam. Quisque vehicula, Ut at misl, Integer diam.
Integer porta lacinia ante. Vestibulum fermentum diam ut velit. Sed lacus. Fusce luctus velit ultrices leo. In a leo et ante molestie placerat.
Magcenas pharetra sapien sed metus, Donec luctus est venenatis urna, Mauris mollis, sem ac vulputate rhoncus, libero neque faudibus tellus,
gt pulvinar nisi turpis a arcu. Proin posusre ligula vel quam. Aenean cangue mi vitae metus aceumsan aliquam. Donec ipsum larem, mollis
tincidunt, tempus vulputate, venenatis non, nunc. Pellentesaue et lorem. Suspendisse libero odio, imperdiet vitae, feugiat sed, blandit non,
tortor.

Input format
Revision information
Comment sattings
URL path settings
Authoring information

Publishing options

save Preview



Editing and Deleting a Story

pictured:

Administer By module

To edit or delete a Story you will need to navigation to the Content
Management section of your website. Locate the main menu and click
the Administer link. This will take you to a page much like the one

Welcome to the administration section. Here you may control how your site functions.

Hide descriptions

Content management
Manage your site's content.

Comments
PR R T U i bhra—a & moderation queue,

Content
View, edit, and delete your site's content,

Content

Content types
Manage posts by content type, including default status, front page
promaotion, etc,

Post settings
Control posting behavior, such as teaser length, requiring previews
before posting, and the number of posts on the front page.

RSS publishing
Configure the number of items per feed and whether feeds should be
titles/teasers/full-text,

Taxonomy
Manage tagging, categorization, and classification of your content.

Show only items where

® status 15 [published < ] [ Filter ]

O type Fage o3
Update options
IPubI\sh o ] [ Update ]
O Title Type Author
O Proin magna dui, varius sed Story admin
O Lorem ipsum dolor sit amet Story admin

Site buildir

Contral how y

Blocks
Configure
regions.

Menus
Control you
as well as 1

Modules
Enable or ¢

Themes
Change wh

URL aliases
Change yo

Site config

Adjust basic s

This is the main administration page for the website. Click the Content
link under the Content management sub heading.

Status Operations
published edit
published edit



look sparse at first but it will fill up quickly!

To delete a Story:

Find the Story you want to delete

Tick the check box next to it

Select the Delete option from the drop down box
Press the update button.

AW~

Content

Show only items where

@ status is [ published c| [ Fiter |
O type Page &

Update options

Delete < H Update ]

[l Title Type Author Status

Proin magna dui, varius sed admin published

O Lorem ipsum dolor sit amet Stary admin published

To edit a Story:

1. Find the story you want to edit
2. Click the edit link on the right
3. Edit the content just as if you were creating it.

All of the content for the entire site is listed on the Content page. It may
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