How to Use the Geeklog System for Your Web Site

Part 1 - Creating and Editing Stories
By Jeffrey G. Causey, Strategic Innovations, Inc.

Introduction

Thank you for allowing Strategic Innovations, Inc., to help with your web site. | am glad
to have been able to deploy your site using a content management system known as
Geeklog. | have found this software to be very powerful, yet very flexible and easy to
use. ltis effective in a wide range of applications, from personal blogs to major news
sites to corporate portals.

This document has been prepared to help you with managing your site. It will
concentrate on the most basic function you probably want to use - posting stories.
Geeklog comes with a variety of other capabilities and add-ons that will be explored in
the future.

Access Rights

The first thing you need to do to be able to post stories on the site is to become a
registered user. When you register, you will be asked to select a username. This cannot
have spaces in it. Depending on the nature of your site, you may or may not use a nym
(a nym is an online name/persona). In most cases, you will probably want to select
something like a combination of your first initial and last name, your position, or
something else that will be readily recognizable by your site visitors.

Once you have registered, let your site administrator know you have registered. If this is
a site | have setup for you, then I'm the person you will contact. | will proceed to grant

you the access rights you need to post stories. Once | notify you of that, logon to your
site!

A Little Change

When you first logon to your site after your rights have been changed, you will notice a
new menu option available to you as shown in the screenshot below:
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Watch
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- Search the Bible

- Who We Are/Staff
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Home
Church News (29,/0)

Events

There are no upcoming
events

‘Admins Only
Submissions (0)
tories (29)

User Functions

Our Membership Promise...

"I will be loyal te Bellemont UMC and uphold it by my..."

PRAYERS See the weekly bulfetin
PRESENCE 8: 30 service

10:55 service
GIFTS Our offerings and our tithes
SERVICE See our bulletin and the web site for

opportunities

Fall Xtravaganza Set for October 31st

Wednesday, October 20 2004 @ 09:10 AM
Contributed by: jcausey
Bellmont UMC will be holding a Fall Xtravaganza on ]

T

at the Christian Life Center, Bellemont UMC. There will be games, prizes,
and costume contests (please - no scary costumes!). This is sure to be a

October 31
5:00 - 7:00 p.m.

fun time for everyone!

Daily Bible Verse

But the angel said to
the women, 'Do not be
afraid; I know that you
are looking for Jesus
who was crucified. He
is not here; for he has
been raised, as he said.
Come, see the place
where he lay. Then go
quickly and tell his
disciples, "He has been
raised from the dead,
and indeed he is geing
ahead of you to
Galilee; there you will
see him." This is my
message for you.'
Matthew

28:5-7 (NRSV)
Provided by Christ Notes
Bible Search

My Calendar Welcome to Bellemont
Account Information UMC’'s Web Site |§|
Preferences Civitan Communitv Breakfast

Find: |spark Find Next Find Previous Highlight ([ Match case Reached end of page, continued frem top

Done |

Figulre 1 - The front page of a Geeklog site showing “Admins Only” setl:tion
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Notice you have an “Admins Only” section along with the option “Stories”. That is where

you will go in order to work on your stories.
The Story List

Selecting the link indicated above will take you to a page that lists all the stories on your

site as shown in the example below:
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events 5 Emergency Need for Flood Buckets Read-Only No
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jcausey
jcausey
jcausey
jcausey

=

10/20/04 church
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10/03/04 church
10/02/04 church
10/01/04 church
09/30/04 church

- i@ [ New Story [gAdmin Home ] Topic: All
- s
Watch "' o modi defere s click on that story's number below. To view a story, click on the title

ory you wish to view. To create a new story click on new story above.

Access Draft Author Date TopicFeatured

Mo
No
No

Find: |spark Find Next Find Previous Highlight |=j Match case Reached end of page, continued from top

Done

Figure 2 - The Story Admin page
As you might notice, there is some extensive information about the stories in the system

- author, date, topic, among others.

You'll also notice an option near the top labeled “New Story”. Select that link and you'll

be taken to the story edit page.
Creating/Editing A Story

Creating your story is very easy. You may take a few minutes the first couple times as
you get used to the system, but soon you'll be posting in no time flat. The following
series of screen shots may make it look like this is a long page and process, but it really

is not.
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Starting at the top, as shown below, we start by entering some basic data and making
some choices about the story.

[x]

News
Home

Events
events
Admins Only

Stories (29)

My Calendar

Preferences
Log Out

Bellemont United Methodist Church - Bellemont WINSI - Mozilla Firefox BEEEE
Flle Edit View Go Bookmarks Tools Help
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History

- Search the Bible
- Who We Are/Staff

Church News (29/0)

There are no upceming

Submissions (0)

User Functions

Account Information

date. That also means the story will not be included in your RSS headline feed and it will be
ignored by the search and statistics pages.

Title: |

Topic: IChurch News |
Show Topic 2 w

Icon:

Draft: [

Mode: | Comments Enabled »[ | Not Featured =||Show on Front Page |
Intro Text:

Homepage

Body Text:

Find: |spark

Find Next Find Previous Highlight =) Match case Reached end of page, continued from top

Done
I

Figure 3 - The story editing page

Going through the fields, you'll need to set:

Date:

Title:
Topic:

Show Topic Icon:

Draft:

Mode:

How To Use the Geeklog System for Your Site

This is the date and time the story will begin to appear to the public
on the web site. Usually you won't bother with this as anything
you're posting you'll want to show up right away. However, if you
decide to enter several stories at once, you may want to set
scheduled times for stories to appear. This may help keep your site
appear to be generating new content on a regular basis (and that is a
great way to get visitors to keep coming back). It is also helpful if
there is a story you want to make sure stays highlighted or is at the
top of the page for a few days before the next story scrolls onto the
page.

This is the “headline” for the story.

Depending on your site, you may have a dropdown list available of
options. Just select what you think is most appropriate. If you feel
the need for additional topics, let me know and they can be setup.

Probably leave this checked so the icon for the topic will show up
when the story is displayed.

Selecting this means the story gets saved to the database, but it will
not get “published” until this box is unchecked. You may use this if
you write a story, but need someone else to look it over or approve it
before it is published.

You can select to have comments enabled or not enabled when you
post a story. For most sites, unless you specifically want visitors to
comment on the stories, you will change this so comments are not
enabled. Please keep in mind that enabling comments may create a
difficult set of challenges for you, so please proceed with caution.

You can also select whether the story is “Featured” or “Not
Featured”. If you select a story to be “Featured”, it will show up on
the homepage of your site at the very top, before any other articles,
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regardless of the date. You should only use this if there is a need for
some static information to show up on the homepage. There can be
only one featured article at a time, so if you select this, the prior
article will be moved to regular status.

Finally, you can select whether the story will appear on the
homepage, or only in the topic area. In most cases, you should
probably leave this on the default, “Show on Front Page”.

Intro Text: Use this block to enter the part of the story that you want to appear
on the frontpage of the site. Many times, this may be the only text
you enter. For longer stories, a good rule of thumb is no more than a
couple paragraphs.

Body Text: This block is used to enter the rest of the story that is not in the Intro
Text block. Obviously, this will only be used for longer stories.

Moving on down the screen we get to the following:

[ %] Bellemont United Methodist Church - Bellemont WINS! - Mozilla Firefox [ol =] a1
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<ul= <code> <pre> <blockquotes <div> <span> <table> <trs <th= <td> <center> [code]
Images: 1) Browse. ..
2) Browse...
3) Browse...
4) Browse...
5) Browse...

To add one of the images you are attaching to this article you need to insert specially
formatted text. The specially formatted text is [imageX], (imageX_right] or [imageX_left]
where X is the number of the image you have attached. NOTE: You must use the images you
attach. If you do not you will be unable to save your story.

PREVIEWING: Previewing a story with images attached is best done by saving the article as
a draft INSTEAD OF hitting the preview button. Use the preview button only when images are
not attached.
Hits:
Comments:

Emails:
Access Riohts E|
Find: |spark Find Next Find Previous Highlight | Match case Reached end of page, continued from top

Done |
I

Figure 4 - More of the story editing page

Just below the body text box, we find Post Mode. “Plain Old Text” (the default) choice,
will display your story as you've typed it. Your other option is “HTML Formatted”.
Selecting HTML will allow you to apply some limited formatting as indicated by the
“Allowed HTML Tags” list. If you don't know how to use HTML, feel free to contact me or
do some research on the web. It is really quite simple.

After that, you will find fields for up to five images related to the story to be entered. Use
the browse button to open a dialog tab that will let you navigate your computer's
directories to find the file you want to upload. If there is a problem with the file (it is too
big, etc.), Geeklog will let you know. Please note the directions underneath that
regarding the proper coding to insert an image in the story - that has to be done whether
you are use plain old text or HTML. Also note that when including images with a story,
you should not use the PREVIEW function. Instead, save the story and then view it (this
might be a good time to use the “Draft” option mentioned earlier so it doesn't get
published to the site until you have a chance to preview it).

Below those instructions, you'll find some fields where some data is displayed. There

should only be something here if you are editing an already existing story. Moving down
a bit more we find:
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[ %] Bellemont United Methodist Church - Bellemont WINS! - Mozilla Firefox [ol =] a1

Eile Edit View Go Bookmarks Iools Help

[[Clupn 48 | 4 http://www.bellemontumc,. org/admin/story. php?mode= edit =
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where X is the number of the image you have attached. NOTE: You must use the images you El
attach. If you do not you will be unable to save your story.

PREVIEWING: Previewing a story with images attached is best done by saving the article as
a draft INSTEAD OF hitting the preview button. Use the preview button only when images are
not attached.

Hits:
Comments:

Emails:

Access Rights

Owner: webmaster

Group: | Story Admin [~

Permissions:

R = read, E = edit, edit rights assume read rights

Owner Group MembersAnonymous
R E R E R R

FF FI F F

NOTE: members is all logged in members of the site and anonymous is all users browsing the site that
aren't logged in.

m' preview cance\l delete

Copyright @ 2005 Bellemant United Methodist Church
All trademarks and copyrights on this page are owned by their respective owners.

Powered By Geeklog
Created this page in 0.23 seconds

Find: |spark Find Next Find Previous Highlight | Match case Reached end of page, continued from top
Done

|
Figure 5 - The final portion of the story editing page

The sections on Access Rights and Permissions should be left as they are with the default
choices.

Finally, we come to the end of the form where you can “save”, “preview”, “cancel”, or
“delete” the story being edited. If you are satisfied with the story or working on
something with images, you'll probably select “save”. Otherwise, you can select
“preview” to get the system to show you how the story will appear and you can check it
for errors, changes, etc. Cancel and delete should be obvious as to their function.

Ahh - I've Discovered An Error

Suppose you finish a story and shortly thereafter, someone contacts you (or you realize
on your own) that a correction or change needs to be made. Not to worry. Just navigate
to the story admin page (as shown in figure 2 earlier) and find the story in the list (note:
this is the same method you'll use to review stories that have images or that you have
set to “draft” mode). Click on the link for the story. This will take you to a page with just
the story. You should notice a link at the end of the story to “Edit” (see below):
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and costume contests (please - no scary costumes!). This is sure to be a
fun time for everyone!

News
Home
Church News (29/0)

Events

There are no upcoming
events

I Done

Figure 6 - A standalone story page showing the “Edit” link
Select that link and you will be back to the story editing page shown above starting with
figure 2 earlier with the exception that there will be a story preview section at the top of
the page.
That's it. You now have a basic understanding of the tools available to you to publish
stories on your web site.

This work is licensed under the Creative Commons Attribution-ShareAlike License. To view a copy
of this license, visit http://creativecommons.org/licenses/by-sa/2.0/ or send a letter to Creative
Commons, 559 Nathan Abbott Way, Stanford, California 94305, USA.
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