Process to create Online Stater News Stories

1. Get a file name for each story you place onto online from Cliff. He is the only person who
controls the html file names. You will find the story names on the most current print edition.

2. Get on a computer. There is only one location for the template to be used. The first location is

online at:

I:\Stater\online\vol8\Web site\news\online news template.html
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Process to create Online Stater News Stories

4. Immediately save the file as the file name that was given to you in step 1. Save this file to:
I:\Stater\online\vol8\Web site\news\(file name given by Cliff) AND html

5. Nw open InDesig

and open the |
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Note If you are trying to open an InDesign file that someone else has open, you’ll receive an
error. Just wait until the document is closed to upload your story.
6. Copy each piece of the story into the HTML file. Format the text based on the standards on the

template copy you’ve been given.

7. Where the image lives at the top, the COLOR image lives in the following location:

I:\Stater\online\vol8\Web site\images

Double-click on the place holder for the image and locate the necessary image to accompany the

story.
Select Image Source
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Note: If the image is not there, cancel out of this process.

You’ll have to go to the Temps folder, to the print edition volume’s folder. The color image may
be there. If not there, go back to the person who wrote the article to get the image.

Click the Select button when finished. If you get the following dialog box after selecting the
Select button, NEVER click the Yes. ALWAYS, click the NO button. If you click yes, the image
will not associate with the Web page.

9 This file is outside of the root folder of site "Lessons - Dreamweaver',
\g\/' and may not be accessible when you publish the site.

Your root folder is:
C:\Program Files\Macromedia\Dreamweaver 4\Lessons\Lesson Files

Would you like to copy the file there now?

8. When finished, close and save the document.

General Notes for Online Pages:
Right Column of table: should end around 750 pixels.
File names — no spacing in word — internet doesn’t like — should all look like one word

i.e..  priceisright — bobbarker
priceisright bobbarker

Story spacing: to make physical breaks in “paragraphs,” use the Shift + Enter (or Return) for a soft
return.
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Cleveland Stater-News

The Cleveland: f?”*':gStater

June 30, 2006 (change to current date, Bookman Old Style, 14-Size 2, Bold)

Clcvdand State gt
@y .University

School of Communication ‘

; (double-click to add the photo, then delete this text)
Stater Archives Photo By (Arial-default font, 9-Size 1, Bold)
Photo caption (Arial-default font, 9-Size 1, no bold)

Stater Home
Page

Headline (Bookman Old Style, Size 5,
School of Bold)

Communication
Blurb (Bookman Old Style, Size 4, Italic)
By (Arial-default font, 10-default size, Bold)

Story (Arial-default font, 10-default size, no bold)

Stater Home Page
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