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VI I INTRO TO SAXOTECH ONLINE EDITUI

SAXOTECH ONLINE EDIT Ul gives you an alternative way to publish to your website
outside of the MediaWare Center. Since the two programs share a common database, all
content that is created in the MediaWare Center will be available in Saxotech Online EditUl,
and all content that is created in Saxotech Online EditUl will be available in MediaWare
Center.

In general, if your site is using the MediaWare Center to create content and communicate
with the Design House, you should also use the MediaWare Center to manage your web
content.

If your site is not using the MediaWare Center, you will use Saxotech Online EditUl as the
primary way of producing and managing your Web content.

This chapter will cover the basics of Saxotech Online EditUl, including:

m Loggingin
® Creating a story

B Creating a photo gallery

ONLINE TERMS TO KNOW

Story: The content type where you will write your articles. A story in Saxotech Online
EditUl appears as an article in the MediaWare Center. They are the same elements, with
different names.

Categories: Categories correspond with the sections that appear in the top navigation of
your website.

Taxonomies: Taxonomies are how you control where you content will be published online.
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VI I LOGGING IN TO SAXOTECH ONLINE EDITUI

ACCESS SAXOTECH ONLINE EDIT UI

To access your Saxotech online EditUl interface, go to the homepage of your website and
type

"/edit" after the URL. The address will look like this:

SAXOTECH ONLINE

>>www.yourwebsitehere.com/edit

ENTER YOUR USERNAME AND PASSWORD

>> |f you don't already have a username and password for Saxotech Online EditUl,
or if you have issues with your password or logging into Saxotech Online, please contact
GateHouse Media Support at https://gatehouse.zendesk.com/

Username:

Password:

.
I

[ Login |

YOUR SAXOTECH ONLINE HOME SCREEN

The Saxotech online home screen is the first screen to appear after you log in. From this
screen, you can create new stories and galleries and view a list of recent stories. The menu
items (in the black bar at the top) are available on every page.

(WPTITESS Home | Editoial | Assots | Agonca | Gomments | Q8A | OAMS | Admin | CGE | Misosllansous | Log out |

Recent
ecen
D6M212 02:35 pm
stories >> This i's a tnla'}or the prome bar << Create
fgl';?;w:s the Nobel Prize yet again new Story
06/1112 05:16 pm
Saxo test story wins Nobel Prize
D6M1M2 11:32 am
Net title is this one
New upcoming event
<< Create
new gallery




GATEHOUSE MEDIA SAXOTECH HANDBOOK

SAXOTECH ONLINE

VI I WORKING WITH STORIES

Stories are the main way you will create content in Saxotech Online. If you are using the
MediaWare Center, the stories you create in Saxotech Online will appear as articles.

CREATE A NEW STORY
There are two ways to create a new story. You can press the New Story icon on the home
screen, or choose New Story from the editorial menu.

>> To create a new story from the home screen, press the New Story icon.

>>To create a new story from the menu, find the EDITORIAL tab in the black menu bar
at the top of the page. Select EDITORIAL > New story.

| Editorial | Assets |
[l

i Teaser archive

Once you have created your new story, the next screen you will see is the Edit Story
Screen. The Edit Story Screen has six tabs: Properties, Edit, Pictures, Keywords,
Connections/Statistics and Preview.

You will need to fill out the following three tabs, which are detailed on the following pages:

>> PROPERTIES TAB Control the publication time and date of the story.
>> EDIT TAB Write the story and add photos and fact boxes.
>> KEYWORDS TAB Designate where the story will be published.

After you have completed those three tabs, press the Save or Save & Close button at the
top right of the page. This will save the changes you have made on your story, and publish it
to your website.

» Editorial » Edit story
Save & Close Savoe Cancel
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VI I THE PROPERTIES TAB

SET STORY PROPERTIES
The Properties tab is where you will control the publication details of the story. To find these
SAXOTECH ONLINE settings, open a story and click on the tab that says Properties (upper left side).

In this section, add the basic publication settings for your story. You will need to make
choices from the fields listed below. Only Published, Pub. Date and Category are required:

Edit story
Published: @] Category: MNews LI
Publication date: 20130731 Priority: 0

Retain date (07/31/13 12:08 [g

Use publish control: m]

From: 20130731 00 | 00 |
To: 00 ~| oo -
Teaser: m]

Story extras

Location: [g

Miscellaneous
Faorum: on :I
Multimedia:

Published: Check this box when you want the story to be published. The story will publish
* once you press Save (top right corner). Uncheck this box if you want to remove (unpublish)

a story, or if you are writing a draft.

REQUIRED ] o _ o "
FIELDS * Pub. Date: This field contains the publication date for the story. The system will suggest

today's date.

Retain Date: When you edit a story, the date and time is changed to reflect the latest saved
change. By marking this checkbox, the original story date and time is kept when you make
changes to the story.

Use publish control: Allows you to control when a story will be published in the future.
Choose the date and time you would like the story to go up in the From dropdown menu.

* Category: In this drop-down menu, you can select which category you want the story
to be assigned to. Choose the most appropriate category: News, Sports, Business,
Entertainment & Life, Obituaries, Opinion, Photo Gallery, Video. Choosing a category
allows you to find your content more easily later. In addition, the category you choose
becomes part of your story's URL, and enhances the search engine optimization for that
story.

Location: Check to enable a dateline, which is displayed in front of the summary. It is

used to tell where the news item took place. NOTE: If the Location box is checked, the
system will insert a dateline into your story, which is your location. If you already have a
dateline on your story, and this box is left checked, you will have a double dateline on your
story. Uncheck this box if you already have a dateline on your story, or if you want your
dateline to be different from your location.
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VI I THE PROPERTIES TAB (CONT'D)

OPTIONAL FIELDS IN THE PROPERTIES TAB

The following fields are not needed for basic story publication to your website

SAXOTECH ONLINE

Forum: This controls commenting on the story. Choose On or Off to enable or disable
commenting on a story.
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WRITE AND EDIT YOUR STORY
The Edit tab is used for writing and editing the story content. When you click the edit tab,
SAXOTECH ONLINE the following screen appears. You will need to fill out the following fields:

Edit story

General
Tite:
Location

Summary:

Byline:

Smart Byline:

Title: Enter your headline here.
Location: Enter your dateline here, if it is different from your default dateline.

Summary: In addition to the title, the summary is visible if your story is published to the
Carousel on your homepage and on the section fronts. Write a short summary of your story
here. If you do not write a summary, part of the first paragraph of the body of your story will
be shown on the section front and front page.

S5

REQUIRED
FIELDS

Byline: Enter the name of the author.

Smart Byline: Mark this checkbox to use Smart Bylines instead of entering a free text
byline in the Byline field. Go to the Smart Byline section of this handbook.

¥ Kk Kk kk

Story body: Enter the body of your story here. You can enter all of your text into one field,
separating the paragraphs by pressing Enter.
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VI I ABOUT STORY FORMATTING

You can format the text in your story by using the toolbar available at the top of each story
body paragraph.

SAXOTECH ONLINE

Story Body

Paragraph (1}:
ALB@EAYIE 7 U |CZE|EEEem
H | | I |

|2 |

FORMAT YOUR TEXT
R 7 0 To add Bold, Italic and Underline to your text, highlight the area you want to change and
= press the appropriate button from the toolbar.

REMOVE FORMATTING
‘7 I_TE To paste a story from a word processing program (like Microsoft Word), use the Paste As
Plain Text button. If you need to erase formatting after you have pasted, use the eraser.

ADD A HYPERLINK
B ED To add a link to an outside source, highlight the text you want to link to and press the
" Insert/Edit Link button. To remove a link, click the Unlink button.
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SAXOTECH ONLINE

ADDING PHOTOS

ADD PHOTOS TO YOUR STORY

The main photo of your story is what appears in the carousel. It is also the thumbnail that
appears next to your article when it is published to a section, and it appears at the top of
your story when it is published.

A story can contain only one main photo. The maximum number of photos is nine extra
photos plus the main photo. If you need more photos, use the Pictures tab or create a
Photo Gallery to attach to a story.

ADD A MAIN PHOTO

To add a main photo to your story, click the orange triangle next to the words Main Photo.
>> To upload a photo from your computer, press the Browse button and select the
appropriate photo. Then, fill out the following fields:

NOTE: Use IPTC: Check this box if cutline

information is embedded on the photo. ::;n photo
Then fill out the rest of the fields:
Caption:
Title: Enter a caption heading for the photo.
Caption: Enter the caption for the photo
here if no caption information comes with the Photo crodit
photo.
Photo credit: Enter the name of the ALT Text:
photographer or source. EE—
ALT text: This is what appears when a visitor
to your website hovers over the photo. Use
SEO keywords. Use IPTC 0
Image
Filename (SEO): Enter SEO keywords in this ( Browse... )
field. Preview

Nothing to preview

Browse: Search your computer for a photo
to upload.

Preview: This field shows a preview of the photo.

Save: Click to confirm your selection and save your changes. The Edit photo window will
close.

Cancel: Click to close the window without saving your changes.
Delete: Click to delete the photo.

Search: Click to open the search function to reuse a photo already in the system. Enter
a search term and filter by date or select From and To dates to limit your search. Click
Search to start your search. Click the Use button above the photo you want to use.
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VI I ADDING PHOTOS (CONT'D)

ADD EXTRA PICTURES TO YOUR STORY
In addition to the main image, each story in Saxotech can have several additional images,
known as Extra Pictures in Saxotech.

SAXOTECH ONLINE

>> To add extra pictures to a story, click on the Pictures tab.

>> To upload more than one photo at a time, press Batch Image Upload. Instructions
for the batch uploader are located in the Photo Galleries section of this handbook.

>> To upload one photo at a time, press the New Image button at the top right of

the page. When the pop-up window appears, press the Browse button to choose the

appropriate image from your computer. Then, fill out the following fields: Title,
Caption, Photo credit, ALT Text, Filename (SEO). Details about these fields are
explained on the previous page.

>>When the image is uploaded and all the fields have been completed, press Save.

To make an extra picture a main picture (and vice versa), change the photo type using the
dropdown menus underneath the Type column.

If you would like to indicate the order of your extra pictures, you can do so by switching the
numbers underneath the Sort (Extra Pictures) column.

>>When you are finished with all changes on this page, press Save.

» COMONal » £ S

| Batch Image Upload [l New Image [if Delote |

[ Eﬂm P'c[ure : [E m
% T

| Extra Picture E‘ f29‘ q
AN

| Extra Picture E‘ 3 B‘

@]

MYCAPTURE AND PHOTOS

To add MyCapture to a photo

>> Find your MyCapture credit. The credit is the same one you used for MyCapture in
Zope. If you don't know your newspaper's credit, please submit a Zendesk ticket (https://
gatehouse.zendesk.com)

>> Enter your MyCapture credit in the credit field of a photo you wish to sell. The credit
can be entered be at any point in the credit field, but must be entered in that field when the
photo is uploaded into Saxotech.

>> Publish your photo. The correct credit will trigger the MyCapture shopping carticonona
photo when it is published to a photo gallery or an article.
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To add stories and links to an item as related content, you will need to go to the
Connections/Statistics tab.

SAXOTECH ONLINE ADD RELATED CONTENT TO YOUR STORY

>>To add a link to an item that is already posted to your website, open the story and
choose the Connections/Statistics tab. Look under the Internal links header.

>> Press the change button. This will bring up a searchable content window.

>> Use the dropdown menus to find your content. Press Search.

>>To find a video, choose CCE from the Type dropdown menu.

>> Locate the item(s) you would like to add as related content. Check the box in

the Connect column next to the item(s).

>>When the correct boxes are checked, press Apply Connections. Press Close.

Internal Links

Internal Links

Profile: Category: Search interval:  Theme: Keywond:
[ An = ¢ [2months [)
Text: Maximum results: | 50 l-ﬂ Type:| CCE I-G-]
‘Type  Dae  Caegoy B Tee  Comnect
CCE 07/30M2 default 2303113 Test Sisk O -
CCE 07HEM2 Bloggers 524664 Paint Me Happy! O
CCE oTHenz Bloggers 524763 Crafling Odds & Ends 8
CCE oTHen2 Bloggers 524818 Your Perfect Child O
CCE orHanM2 Footer item 640505 Coupons a8
CCE oTHen2 Footer item 640502 Real Estate O
CCE oTnenz2 Footer item 646922 Cnline Forms =]
CCE 07/18M2 Footer item 638623 Homes O W
CCE oTMenz Footer item 638307 Submit a News |tem =]
CCE 07/18M12 Footer item 641061 Submit News O
CCE oTnenz2 Footer title 637806 Site Services =]

ADD EXTERNAL LINKS TO YOUR STORY
To add a new External Link, look underneath the External links area, which is the
third item listed on the Connections/Statistics tab.

>> Press Change.

>> |n the pop-up window, press New Link. On the Edit Link page, add a Title for the
link.

>> Add the URL for the external link you would like to add in the Link area. Make sure to

add the entire link, including the http:// (Ex: https://www.google.com/)

>> Press Save.

>> On the next screen that appears, make sure the new link is selected, and press

Apply, then Close.

If alink has already been added to the system, you can enter a the name of the link in the
Search box and press Search.

External Links
Search

n Google.com https:ifwww.google.com/ E
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VI THE KEYWORDS TAB

The keywords tab is where you will control where your story will be published on your
website, and what taxonomy words are associated with it.

SAXOTECH ONLINE

Edit story
Taxonomy:
Taxonomy. Search  Choose from list  Auto scan
Selected taxonomy: Al GH Blogs = GH Newsroom
All GH Blogs = GH Newsroom > Blogs
Remove All GH Blogs > GH Newsroom > Blogs > Corbitt

Placement > Carousel
Publications = GHM (gh) > GH_Newsroom - ghnewsroom.com = Training

ADD TAXONOMY TO YOUR STORY
Taxonomy is how you will control where your story will be published on your website. You
can think of taxonomy words as topic tags that organize your content.

To choose a taxonomy for a story ...

>> Click on the button that says Choose from list.

>> A list of taxonomies will appear. Underneath the taxonomies button, you will
need to choose from three menus: Placement, Publications and Topic.

>> Press the Plus button next to each area to choose your taxonomies.

Taxonomy list

il Placement: These are the Placement taxonomies you need to choose from:

[ All GH Blogs (ID: 1069)
(1] Breaking Newslettler (ID: 1376)
= [ Placement 1 (ID: 165)

e Carousel

(] Breaking (ID: 967)

e .
o News Now (called Latest News on your website)
(_IPhoto Galleries (ID: 629)
el i Photo Galleries
(] Video (ID: 630)

o o Top Stories

® [ Special (ID: 779)
% ) Topic 1D: 10)

Publications: Check the website you would like to publish to.

Topic: Under this category, choose the most specific taxonomy topic you can. For
instance, if you have a high school football story, make sure to check HighSchool Foot
instead of Sports. Sports and High School Sports will automatically be checked since they
are higher taxonomies.

>> Press OK.
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VI THE KEYWORDS TAB

NOTE: Once you are familiar with all the taxonomies available to you, you can use the
Search function to quickly add taxonomies to your story.

USING THE SEARCH FUNCTION
>>Click on the Search tab. A pop-up box will appear.

SAXOTECH ONLINE

8 06 Search YAHOO! 2
¥ ghedit.gat.atl.publicus.com/apps/templates/pbcsEdit/menu/popupDummy.htmi?GreyCss=

Taxonomy search

Search for homicide Search
keywords:
Result: Topic » Mews > Grime, Law And Justice > Crime > Homicide

{Mouseover 1o sea the
full taxonomy path)

Held CTRL to select multiple keywords

>> Type in the most specfic word from the available taxonomies that could apply to

your story in the search box. For example, Saxotech uses the word "homicide" instead of
"murder," so you would need to use "homicide" to search for the correct topic taxonomy for
a story about a murder.

>> Click Search.
>> Click on the appropriate taxonomy sequence.
>> Click Add. Your choice will appear in your Selected taxonomy box.

>> Click Save in the upper right corner.
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VI I PHOTO GALLERIES: SAXOTECH EDITUI

CREATE A PHOTO GALLERY
From the Home screen in Saxotech online, press the Galleries button. ﬁ
This will bring up a screen that lists all of your current galleries.
SAXOTECH ONLINE >> To create a new gallery, click on the New button on the upper ﬁ
right side of the page.

>> To search for galleries that have already been created, use the

dropdown menus on the search page. o

You can also create a new gallery by choosing New Gallery from underneath the Editorial
dropdown menu.

Once you create a new gallery, you will see a page that controlls your publication settings.
This page acts much the same as the publications page for a story.

>> To publish the gallery, check the Published box and press Save.

>>To unpublish the gallery, uncheck the Published box and press Save.

>> Choose a Date, Title, Category (Photo Gallery) and Description for your gallery.
>> Choose Taxonomy for your gallery. Press Choose from list, then check the
appropriate Placement (Photo Gallery) and Publications.

New gallery properties

Use publish control: =] Taxonomy:

Published: e Taxonomy: Search | Choose from list
Selected taxonomy: Placement > Photo Galleries
Date: 20130828
Title: Romavel
Category: Photo Gallery j
Description:
Comments: off = |

When you have filled out all the appropriate boxes, press Continue.

After you press Continue, you will be directed to the Gallery Images page. If you already
have images in your gallery, they will appear in the list on the page. From this screen, you
can add images, delete images, batch upload images and edit titles, captions and order of
images in your gallery.

B CUNDTE B LuIEry nrge
Update Gallery properties Back to galleries

Gallery images Delete [ Add new images |8l Batch image upload
738x486
133x127
118x139
T38x486

PE
=]
PE

BN S
Oooo
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VI I PHOTO GALLERIES: BATCH IMAGE UPLOAD

ADD IMAGES TO YOUR GALLERY
To add images to your gallery, press Batch Image Upload on the upper right side of the
Gallery Images page (Reach this page after pressing Continue).

SAXOTECH ONLINE

On this screen, you can drag and drop the images you would like to add to your gallery into
the space provided, or choose from the files on your computer. Once the correct photos are
chosen and displayed, press the Green Arrow to upload the images into the system.

Batch image upload

vﬁ ® @ o [Users/araih
» [ Desktop

» [ Documents i
» [ Downloads

» [ Dropbox — — — = =
» [ dwhelper
» [ Library

¥ i

» [ Movies
[ ﬁMusic Desktop Documents Downloads Dropbox dwhelper
» [ NewsCubeDisc.fpbf
» [ Pictures i
» [ Public
> (I3 Sites 5 o L 5 -

=1 =1 — — =1

B raste @ add... ) Remove... w Retry failed >3 i 0 &o
@ Q=9 @

e\

Gialaries Galleras
2 4

0628_KSSPO_KS..  Screenshot20L..  Screen shot 201...
&0.59 KB 15.0 KE 15.3 KB

3 files

@

Once your photos are uploaded, you will need to add caption information. If your captions
were added prior to batch upload, then they will transfer over into the system.

FE 1 T38x486 To add or edit image title or photo credit

FE 2 133127 >> Press the Edit button next to the photo you would like to edit. The Edit buttonis
FE 3 118x139 a small arrow to the left of the image you would like to edit. (See image at left).

PE 4 T38x486 >> On the edit page, add Title, Caption and Byline information. You can manage

the order of the images in the gallery using the Photo no. field.
>> When finished with edits, press Save.

To publish the gallery, navigate back to the Gallery Propeties page (button on upper right
side). Make sure the Publish box is checked, and press Save.
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VI PHOTO GALLERIES: MULTI-PHOTO UPLOAD PAGE

LOG IN TO THE PHOTO UPLOADER
To upload multiple photos at once, access the photo upload page outside of
Saxotech. You can log in at the following address:

SAXOTECH ONLINE

Site: http://photos.gatehousemedia.com/
Username: Your state name. (In most cases)
Password: Same as username

% NOTE: Please submit a Zendesk ticket if your state name doesn't work as your username
and password. Make sure you include your newspaper name and state. Your username and
password for uploading photos is the same as your username and password for uploading
videos.

>> Click on the button that says Photos

UPLOAD YOUR PHOTOS
>> Fill out the fields for Title and Description, These will be visible on your website.

>> Click on Choose files next to Upload Photos.

>> To upload more than one photo at a time, hold the Shift key when you select, to select

Multiphoto uploader for MO Sites

Title * ‘

Description *

Upload Photos * I

Choose Files | No file chosen
Please upload only JPG, JPEG, GIF or PNG

Common image details

Image title ‘ ]

Credit ‘ ]

Caption
[ 4

() Use forall

an entire group. Hold down the Command key (Mac) or Control key (PC) to select multiple
photos that are not grouped together.

>> Fill out the fields for Common image details. When you check the Use for all box, this
information will appear on all of the photos uploaded for this particular gallery.

— Gallery imag

Image title: [Harvest moon | @ Use for individual

Credit jae Smith ]
Caption [Harvest moons are different from supermoons ] ®

1000 X 750

Image title: June ] () Use for individual

Credit [sarah Corbitt |

Caption June’s supermoon was spectacular around the world. ] ®

1000 X 666

Image tile: June ] () Usefor individual

Credit [sarah Corbitt |

Caption Jlune’s supermoon was spectacular around the world. ] ®

1000 X 1084

>> |f you want to change some of the common information for some photos, you can edit
each individually in the text fields next to them after you have uploaded them by clicking on
the Use for individual box on the far right and typing in new information.

>> Click on Create gallery at the bottom of the page.
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Once you click on Create gallery, you will see a "Processing” notice. When your gallery is
completed, you will see a pop up box with a link to access your gallery in Saxotech EdiUl.
Click on that link. You will need to sign in to Saxotech EditUl if you are not already signed in.

SAXOTECH ONLINE

Upload complete. Click here to access the draft gallery,
update taxonomies and publish.

PUBLISHING YOUR GALLERY

>> Click on Galleries from your Saxotech EditUl homepage, either in the icons on the right
side of the page or from the Editorial drop down menu at the top of the page.

>>Click on the curved arrow icon on the left side of the page to access your gallery.

Galleries
Images Published Date Title
4 Mo 2013-08-30  June supermoon
4 No 2013-08-30  Supermoon gallery
2 No 2013-08-30  Test
4 Yes 2013-08-30
] Yes 2013-08-30  Back to School at Waynesville
6 Yes 2013-08-30  Kirksville vs. Boonville
12 Yes 2013-08-30  Weekend Wrap-Up (8/23-25)
6 Yes 2013-08-30  Marceline Golf Tri-Meet

>> Check that all of the information for the gallery is accurate.

>> To change the order of the photos in the gallery, click on a photo and change the Photo
no. inthe pop-up box.

URL: Upload
Image
01 |_Browse... sl P00 0. 1 (Optionaly

>> To publish your gallery, click on the Gallery properties tab on the upper right of the
page.

>> Choose a Date, Title, Category (Photo Gallery) and Description for your gallery.
>> Choose Taxonomy for your gallery. Press Choose from list, then check the
appropriate Placement (Photo Gallery) and Publications.

>> Click on the box next to Published on the Gallery properties page.
>> Click Save on the upper right of the page.
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VI THE STORIES PAGE

STORIES PAGE OVERVIEW

SAXOTECH ONLINE

To find a story to edit or view, you will first need to locate it on the Stories page. On this
page, you can tell when a story was published, what category it was published to and how
many images and comments a story has. You can also open a story up for editing, delete
and preview stories.

» Editorial » Stories

Status Predefined intervals Category Channel Profile
[Al ] [Castmonth < =] [ || [2zweb.GAT atl publicus.co ~ ] [Al Bl Filler

Storles UL LR LDV New story [l Front page [N Refresh Priority [l Edit Checked |l Copy [l Export [l Delete [ Show category IDs [N Select all

& &3 |I| @ ] I_D 06/20/12 Test:Chinese soccer: Vanity project or emerging superpower?  Published Mews 120629996 =]
& B El[o][2] m I_D 06/20/12 Test:Ecuador decislon on Assange asylum Imminent - report Published News 120629995 a
B E[][E]m I—D 08/20012 Test:Explainer: What's next for Pakistan? Published News 120629998 a
& B E[1][a]m I—D 08/20/12 Test:Why Assange needs Ecuador and Ecuador needs Assange Published News 120629997 d
& & El[o] [6]m I—D 061912 Test:Senlor Israell Official Lays Out Acceptable Iran Nuke Agret Published News 120629999 =]
B El[o][o] m I—D 06/12/12 Another test story wins Nobel Prize Unpublished News 120619934 a
& EE ][] m |—o 06/12/12 This Is a title for the promo bar Published News 120619992 ]
EEH][E]m I—D 06/1112 Saxo test story wins Nobel Prize Published News 120619996 a
63 |z| @ ] I—D 061112 Title goes here Published MNews 120619998 O
& B =[o][8] |—o 06/07/12 (no title) Published News 120609998 8|
BEEQA] G I—D 06/05/12 Test'Life over war": US veterans return medals at NATO summit Published Articles 120529979 =]
B = [o][a]m I—D 06/05/12 Test:A royal plea for sustainable fish and chips Published Articles 120519939 =
& & |I| @ ] |—1 06/0512 Test:ASPECT RADIO: “The Avengers,” “Side by Side” and Sum Published Articles 120519964 a
3| E @ ] I—D 06/05/12 Test:Facebook faces crucial week after modest debut Published Articles 120529988 a
63| |I| @ ] I—D 06/05M12 Test:Facebook faces crucial week after modest debut Newly iss Published Articles 120529977 =]
B E[o][2] m I—D 06/05/12 Test:Greek standoff pressure euro zone to boost defenses Published Articles 120519915 a
B E[][E]m |_1 08/05/12 Test:In-flight hot pot: Enjoying "airplane food' at China's A380 tI Published Articles 120519902 a
B El[o][2] m I_D 06/05/12 Test:Lives of quiet desperation: Mad Men S5 Ep8. Published Articles 120519965 a
&3 |I| @ ] I_D 06/05/M12 Test:Major League Baseball, Habitat to built houses in Tuscaloc Published Articles 120519963 =]
B E[1][a]m I_D 06/05M12 Test:Markets regain ground but still edgy over Greece Published Articles 120529975 O
&3 |E| @ ] I_D 06/05/12 Test:Metro bus driver fatally shot by passenger in LA Published Articles 120529993 =]
B El[o][a]m I_D 06/05/12 Test:Miss. prison riot leaves guard dead, 8 hurt Published Articles 120529992 a
8 3] [E]m I—D 06/05/12 Test:NATO to endorse Afghan exit plan, seeks routes out Published Articles 120529978 a
B El[o][o] I—D 06/05/12 Test:Police precincts are ready to rebuild Published Articles 120519961 a
Legend: B Substory O] Keywords [] Theme B Taxonomy B Multi Priority { Source [1] Number of photos [1] Number of comments « Previous 1 [3][«] [ Next »|

ACCESS THE STORIES PAGE

>>From the Home screen in Saxotech Online (press the
Home button in the top left corner), choose the stories
button (right).

>>You can also access the stories page
by selecting Editorial from the black menu at the top of the
page. Underneath that menu, select Stories.
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THE STORIES PAGE (CONT'D)

LEARN THE DROPDOWN MENUS

To find content on the stories page, you will first need to learn how to use the dropdown
menus. Within these menus, you can sort within the following fields: Status, Intervals,
Category and Story text.

SAXOTECH ONLINE

» Editorial » Stories

Status Predefined intervals Category Channel Profile
[An || [Last month ;lz| [An ~+|| [Z2web.GAT.atl.publicus.ca ~ | [All =1l [ Fiteer |
Storles LR K<) Mew story (Bl Front page [ Refresh Priority [ Edit Checked N Copy Delete [N Show category IDs M Select all
& [E3] E| |E| [} I_I} 0&/20M2 Test:Chinese soccer: Vanity project or emerging superpower? Published News 120629936 =]
& (62| |E| |E| ] I_l} 062012 Test:Ecuador decislon on Assange asylum imminent - report Published MNews 120629995 O
[E2] m @ ] I_l} o6rzoMz2 Test:Explainer: What's next for Pakistan? Published News 120629998 8
2 Test:Why Assange needs Ecuador and Ecuador needs Assange Published MNews 120629997

Status: This button searches for stories based on their publication status. Choose from
Published, Pending, Unpublished, Restricted, Archived, Backed up and Locked.

Predefined intervals/date: In the next tab, you can switch between searching by

predefined intervals or a specific date by clicking the blue button with a little "x" on it
next to the menu.

Predefined intervals searches for stories based on when they were published. Choose
from No Date, Tomorrow, Today, Yesterday, Last week, Last 2 weeks, Last Month, etc.
Date allows you to search by a specific date.

Category: Search by the category the story was published under: All, UNKNOWN,
Articles, Business, Entertainment & Life, News, Obituaries, etc.

Search box: Use the search box at the end of the row to search a story headline, text,
or keywords for a specific word. To search the system, first you will choose which area you
would like to search (story text, title, keywords, etc.) from the dropdown menu. Then,
type your search term in the white box.

>>When you have selected the appropriate fields, select Filter.

ESlurytansaarch ?"I

Status Category Profile
Al hl Theme search
Keyword search
Published LINEMOWMN All with profiles Full quote
Pending Articles Archive Pull quote attribution
Unpublished Business Business , No comments
| Rasirictad Entertainment & Life | Colleges
Archived Mews Columns
Backed up Obituaries Community
Locked | Opinion | Court News
Photo Gallery Development
Sports Editorials
n | Video Education
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CHECK TAXONOMIES, PUBLICATION STATUS AND MORE

You can use the stories page to easily check which taxonomies a story has been published
to, the publication status, the number of photos attached, force a recache of the story when
SAXOTECH ONLINE you have updated it and access it for editing. Hover your cusor over each of the icons on
the left of the story page to see what they do.

[ @ ] 0 083013 Graduation day at Monterey: Officials continue push to keep
B[] [E] MY carousel Here Comes Consumer Confidence...

[ ] 1 [o] [0] W { Mews Hot Online: Tylenol to get new warnings

[ E1[1] [B] i 4 News Now Uames Van Der Beek and Wife Expecting Third Child

2l =[] 5] m { NY-Bath - steubencaurier.com Uay Z Debuts "Holy Grail” Video Featuring Justin Timberlake
EE ][] :!‘::0 s Labor Day Weekend Marathon Roundup: What to Watch!

EE ][] T Lamar Odom Arrested on DUI Charges

U UGIIuT T ooking Up: ‘New star' appears in the Dolphin

You can also easily check the publication status of a story and publish or unpublish it. The
publication status is shown in the Status column to the right of the story. If the status is
Unpublished, click on the status to publish it. If the status is Published, and you want to
unpublish it, click on the status.

Digital or Film? Keanu Reeves Looks at the "Evolution Revolution" in Movies Published News 308309981 O
Exclusive: Cartoon Network's MAD Spoofs Doctor Who and Whose Line is it Anyway? Published News 308309983 =]
Fantastic Concept Images Of Samsung's New Galaxy Gear Smartwatch el Unpublished News 308309993 (]
First Look: David Boreanaz and Julian McMahon on DirecTV's Full Circle Published News 308309982 O
Here Comes Consumer Confidence... Published News 308309995 O
Hot Online: Tylenol to get new warnings Published News 308309985 =]
James Van Der Beek and Wife Expecting Third Child Published News 308309980 [=]
Jay Z Debuts "Holy Grail" Video Featuring Justin Timberlake Published News 308309979 8]
Labor Day Weekend Marathon Roundup: What to Watch! Published News 308309978 O

Lamar Odom Arrested on DUl Charges Published News 308309877 (m]
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CREATING AND PUBLISHING A POLL

CREATING A POLL
>> Choose Q&A from the menu in the black bar at the top of the page.
>> Choose New Item. This will bring up the page for a new poll.
>> 0On the new poll page, fill out the following fields:
- Under Category, 01 Homepage Poll should be the default selection.
- Under Profile, select POLL followed by your site name
- Enter a Title. This will not appear on your site, but will appear in Saxo search
- Enter an Active from date. If you want your poll to go up immediately, leave this
alone. Enter a date if you want to publish a poll on a future date. Time is optional.
- Fill in the Active to field. This will ensure this poll will come down when you want a
new poll to go up.

General properties

Category: 01 HOMEPAGE POLL A
Profile: POLL - GH_Newsroom - ghnewsroom.com 5|
Title: ‘Who is to blame for the government shutdown?

Description: Government shutdown poll

Active from: (Date) 20131010 [ (Time)

Active to (Date) 20131017 [ (Time)

>> Press Continue. This will allow you to add questions and answers to your poll.

>>0n the right side of the page, press Add Question.
>> Enter your poll question in the Question field (This will appear on your site).
>> Check the box that says Required.
>> Next to Type, select Radio buttons.
>> Next to Alternatives, write the answers to your question. Put each answer in
quotes, and separate them by commas.

EX: If the question is "Who is your favorite Beatle?", your answers should be written
like this: "John", "Paul", "George", "Ringo"

>> Press Save at the bottom of the questions box.
>> Press Save again in the upper right side of the page.

Questions
Question: Who should be elected to the Board of Education?
Required: E
Type: Radio buttons
List
Radio buttons wi text
Radio buttons wio text
Free text
Altematives: [".Janice Sutherland”, "Joe Meno", "Bobbie Harrison”, "Mz
Correct answer:
Group:

NOTE: If your poll does not appear, make sure it has an Active to date. If it does, and is still
not appearing, please submit a ticket to our tech support desk: gatehouse.zendesk.com

To add your poll as related content to a story, go to Q&A > Items. Click on Filter. Find the ID
number of your poll on the far right. Type that number into the Saxoarticlepoll box at the
bottom of the Edit story page of the story you wish to add the poll to. Click Save at the top

right of the page.
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LOG IN TO THE VIDEO UPLOADER

To upload video on your new site, you will need to access the video player outside of
Saxotech. You can log in at the following address:

SAXOTECH ONLINE

Site: http://videos.gatehousemedia.com/
Username: Your state name. (In most cases.)
Password: Same as username

% NOTE: Please submit a Zendesk ticket if your state name doesn't work as your username
and password. Make sure you include your newspaper name and state. Your username and
password for uploading videos is the same as your username and password for uploading
photos.

>> Click on the button that says Video after you log in.

iGateHouse Media’ Logaut »

We car.

PHOTOS VIDEOS

UPLOAD A VIDEO

>> Press Browse to choose a video from your local computer.

Videos must be under 1.7 G and in one of the following formats: .avi, .avs,
.dv, .dv25, .dv50, .dv100, .f4v, .h261, .h263, .h264, .m4v, .mjpeg, .mov, .mp4,
.m4a, mpeg, .mpegts, .mpegtsraw, .mpegvideo, .rawvideo, .rm, .swf, .u8,
.wc3movie

>> Enter a video title into the Title field.

>> Enter a video description into the Description field.

>> Check all publications that you wish this video be posted to.

>> Click the Upload button. Your video will appear on your video page shortly.

Video uploader for CO sites
Please complete the form below.

Video: [Users/araih/Desktop/saxo (Browse .. )

Title: Saxotech training video: How te uplead a pho

online.

Description:

Choose all taxonomies that will be associated with this video.
Publications

) Ag Journal Online ) BC Democrat Online # Fowler Tribune

a 0 LA Junta Tribune
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Main Fact Box
Title:

Body:

Alignment:

ADD A VIDEO AS RELATED CONTENT

Before you add a video as related content, you will need to upload the video to your website.
After you have done that, follow these instructions.

FIND THE VIDEO ON THE CONNECTIONS/STATISTICS TAB

>> Open the story you would like to add the video to.

>> Navigate to the Connections/Statistics tab.

>> Press CHANGE under Internal Links.

>> When the window pops up, choose VIDEO underneath the Category dropdown.
>> Choose your search interval from the dropdown.

ano Internal Links

[ ¥ moedit.gat.atl.publicus.com/apps/templates/pbcsEdit/menu/popupDummy.htm|?GreyCss=1#

Internal Links

Internal Links

Profile: Category: Search interval: Theme: Keyword:
All 4| Video | 1week |
Text: Maximum results: 50 | Type: CCE d| Search  Apply connections Gl
Type Date Category ID Title Conneact
Jen Denbo takes one last video before
CCE 03/19/13 default 2318072 E
shaving her head
CCE 0371913 default 2318078 Jen and Debbie's ritual O

CCE 0311913 default 2318063 HMG Topping Out g8

>> Under TYPE, choose CCE.

>> |f you have a search term you would like to use, add it to the TEXT box.
>> Press FILTER.

>> Place a CHECK next to the video you would like to add.

>> Press APPLY CONNECTIONS.

>> Press CLOSE.

>> Close the box. When you are back to the main story page, press SAVE.

ADD A FACT BOX

ADD A FACT BOX TO YOUR STORY

>> Open the story you would like to add the fact box to.
>> Navigate to the EDIT tab.

>> On the right side of the page, press the dropdown that
says Main Fact Box.

>> |n the TITLE field, write the title for your fact box.

>> |n the BODY field, write the body for your fact box.

>> Under alignment, press LEFT.

>> Press SAVE.

p: NOTE: No image will display with the fact box, so do not add

Leit @ images here.
Right ()
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ADD LOCATIONS ON A MAP AND LINK IT TO A STORY

>> Open the story you would like to add the map to.

>> Click on the CONNECTIONS/STATISTICS tab.

>>Under GEOGRAPHICAL DATA, click CHANGE.

SAXOTECH ONLINE >> Under NAME, write the name of the location. This will be the name you will search for
should you need to map this location in the future.

>>Under LOCATION, type in the postal address of the location you would like to add.
>> Click SHOW ON MAP.

>> Saxotech will automatically populate latitude and longitude values.

>> Press SAVE.

>> To add another location, repeat the steps above. If you are searching to add an
additional location you have already added to the system, use the search fields in the
popup window. Check all the locations that apply, and save and close.

>>Press CLOSE. You will see your locations listed under the Geographical Data area of
the page.

>> To make your changes live on the site, make sure to press the story save button at
the top of the page. Your locations will appear as red markers on that map.

If you have already used a location, the system will remember it. So, if you want to record
all of the traffic accidents that have occurred over the course of a month, for instance, you
could search for those locations you have named "traffic accident" to add them to your
map.
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ADD A RELATED FILE TO YOUR STORY

>> You can now add related files to a story for a reader to download.

>> Open your story and press the CONNECTIONS AND STATISTICS tab.
SAXOTECH ONLINE >>Under ASSETS, click CHANGE.
>>When the new window pops up, click UPLOAD NEW.
>> |f you'd like to add an EXTERNAL LINK to a file, click YES.
>> |f you'd like to upload a file from your computer, click NO.
>> Choose your FILE.
>> Add a TITLE in the title field.
>> Click SAVE.

>> A new dropdown will appear. Select the media type as RELATED FILES.
>> Supported file types: PDF, .DOC, .XLS, .MP3, .JPG, .PPT, .ZIP, .RAR, etc.
>> Press SAVE.

>> Press CLOSE.

>> Save and publish your story. A .pdf will open in a new window. Any other file type will
download for the reader.

ADD AN AUDIO FILE TO YOUR STORY

>> Follow the instrucitons above.
>> |f your file type is . mp3, an audio player will display on the page.

Asset editing
Extermnal: (ves @ o
File: Ilesers faraih/Desktop/Arch [ Browse. ..
Extemal URL:
Title: Archive Training document
Show in archive: Yes :'
You must select the | Related Files (RELATEDF ~ |
media type
manually:
Indexes: Add  Edit  Delete
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YOU CAN SET OR CHANGE THE ORDER OF STORIES IN THE CAROUSEL
Once you have published a story to the Carousel placement taxonomy, you can control the
order it appears in the Carousel on your homepage.

SAXOTECH ONLINE

>> Go to the Editorial dropdown menu in the black navigation bar at the top of the
homepage in Saxotech EditUI.

>> Click on Carousel at the bottom of the dropdown menu.
Home Editorial Assets Agenda Comments
Stories
New story
ﬂ Story archive
Youhd Taagers
New teaser
Teaser archive
Galleries
New gallery
Content
Newsletters
New newsletter
Freestyle Publishing

Page Designer

Carousel s

This will take you to a stories list page, Choose your publication from the Publication
dropdown menu. Choose Section >> Carousel from the Placement dropdown menu. Click
Filter Items. You will see a list of the last 50 stories published to the carousel on the left
(Filtered Content).

Click on Update carousel on the right and you will see the 10 most recently posted
carousel stories on the right (Carousel Content).

You will see the current order of stories in your carousel in the Pos ("Position") column in
the Carousel Content list.

» Editorial » Carousel

Placement (Profile) Item Count
om.com | Sections ->Carousel (10251)  +| 50 Filter tems
Current Carousel Update Carousel
y/Class  Item Number fitle Status Prio Date Category/Class  Item Number  Title Pos Prio
tory Idea: Is shutdown Gallery of the week: Mad Mud Dash at
131009926 uching lives of veterans in  Publis! 10172013 BLOGS 131000939 Spartan Sports Park (SJ-R.com, 1 1
ur community? 10/06/13)
hrome extension offers an Story Idea: Is shutdown touching lives
10 post to soiul 100922013 BLOGS 131009926 ¢ vetorane i o 2
131009933 25y way to post to soci Publs of veterans in your community’
media without leaving your Chrome extension offers an easy way
site 10/8/2013  BLOGS 131009933 to post o social media withoutleaving 3
Story idea: Does sports stars your site
131008937 endorsing junk food make  Published Story idea: Does sports stars endorsing
. . 10/8/2013  BLOGS 131009937 4
kids eat more of it? junk food make Kids eat more of it?
Best of the Day: Two Best of the Day: Two Massachusetts
Massachusetts units pool i i
151008946 assachuselts units pool published 10172013 BLOGS 131000946 units pool resources to tackle regional 5
resources to tackle regional fasve
issue Turn fall events into a package for
10/7/2013  BLOGS 131009947

Gallery of the week: Mad Mud readers

To rank a story:
>> Put a new number in the box in the Prio. ("Priority") column.

>> Click on Update Carousel in the upper right of the page.

NOTE: Ranking content in the carousel keeps it there. If you rank all of your stories in your
carousel, no new content will flow into your carousel. To unrank content, set the Rank to O.
Click on Update Carousel.
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YOU CAN SEND OUT A NEWSLETTER FOR BREAKING NEWS
When you have a breaking news story, you can create and send a newsletter to your
subscribers.

SAXOTECH ONLINE

>> |n the Saxotech EditUl, publish an article that you want to go in the newsletter to the
Breaking Newsletter taxonomy.

Taxonomy list

=] Root {ID: 0)
(] Blogs (ID: 869)
# Breaking Newsletier (ID: 1376) @
() CCE (ID: 732)
[ Placement (ID: 165}
| Publications (ID: 165)
(| Special (ID: 778}
] Topic (ID: 10)

Ok  Cancel

>> From the Editorial dropdown menu, select Newsletters.

Editorial Assets Agenda C
| Stories
| New story
| Story archive
Teasers
New teaser
| Teaser archive
Galleries
New gallery
Contant
Newsletters 4
New newsletter
Page Designer

Carousel

>> Select New Item in the upper right corner of the page.

» Editorial » Newsletters

New item Update Delete

>> From the Template dropdown menu on the Edit newsletter page, select Breaking -
your publication - yourdomain.com.

Template

i = Select template iw| Edit New Template

= Select template -
Breaking - CT_Morwich - norwichbulletin.com
CT_Morwich - noreichbulletin.com
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>> |[n the Newsletter title field, enter the title that will appear as the subject of the
email. NOTE: The system will automatically add "Breaking news" at the beginning of your
newsletter title.

SAXOTECH ONLINE

Newsletter title

Train derails, explodes|

Newsletter body

>> Scroll down to the bottom of the page, to Receiver Selection.
>> Click on [TARGET] Breaking - your publication - yourdomain.com

>> Click on the >> button between boxes.

Receiver Selection Receivers

(TARGET) Breaking-GH_Corporate site - g
(TARGET) Breaking-GH_News_Service - gat

JARGET) Breaking-GH_Newsroom - ghnewsr Del
(TARGET) GH_Corporate site - gatehousem ==
(TARGET) GH_News_Service - gatehousenew +——

Selectall ~ Edit Target Group = New target group

>> At the very bottom of the page, choose Send now! from the or choose drop down
menu.

[ e T e EE e e

or choose...
Save & send as scheduled

Send date and time

>> Hit Save at the top right of the page. Your breaking news newsletter will be sent to your
daily newsletter subscribers.

()
Test drive your opfions at Besmae
T

The Register-Mail euesu

NEWS | SPORTS | ENTERTAINMENT | LIFESTYLE | OPINION | OBITUARIES | SUBSCRIBE

Breaking News
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When you have a big breaking news situation, you can publish your stories, photos and
videos in a "big package" takeover of the top of your homepage.

>> On the Keywords tab of your story, click on Choose from list in the Taxonomy section.

SAXOTECH ONLINE

>> |n the Placement taxonomy list, choose Homepage - Breaking News/Big Package.
Click OK. Click Save at the top right of the page.

Taxonomy list

[= Root (ID: 0}
[ All GH Blogs {ID: 1069)
(] Breaking Newslatter (ID: 1376)
[ Placement (ID: 185)
@ [ Blog Network (ID: 634)
(| Breaking (ID: 967)
[ Breaking News (ID: 198)
(" Carousel (ID: 169)
(¥ Homepage - Breaking News/Big Package (ID: 1385)
[ News Now (ID: 167)
[_] Photo Galleries (ID: 629)
() Top Stories (ID: 170)
_JUGC Promotion (ID: 1377)
(7 Videa (ID: 630)
(| Web Extras (ID: 171)
[# [_|Publications (ID: 166)
# [ Special (ID: 779)
® [ Topic (ID: 10)

Ok  Cancel

Your story, along with all related photos, photo galleries, videos and stories will be published
together at the top of your homepage. The Carousel will appear as a horizontal scroll
beneath the breaking news package.

Woman found in submerged
car likely drowned

Police and fire trucks are on the scene In Chillicothe, where they believe they've found the
car belonging to Julle Peters, missing since Sept. 28. GATEHOUSE NEWS SERVICE

A widespread search for a missing Edwards woman came to a tragic end after
10 days Tuesday when a set of dental records identified a body found in the
Illinois River one night prior.

Ceeoee

y

.
g

JBEh

= B
|

Woman found in Tom Loewy: Legs in a Streaks golfers rule
submerged car likely dumpster bring smiles regional
drowned
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SMART BYLINES

ADD A STAFF PROFILE

>> Before you add a smart byline, you will need to create a staff profile.

>> |n the EditUI, look in the black bar at the top for the dropdown called Admin.

>> Under Admin, choose Staff.

>> When the Staff directory comes up, press New Item to add a new person.

>> Type a Staff Member ID. This must be the same as the EditUl login username.

>> Type the staff member's First Name and Surname in the appropriate fields.

>> Under Office, type what you would like to appear in the Byline Attribution field.
When it displays on the site, it will be underneath the author's name. Ex: Siftings Herald
staff reporter.

>> Type the staff member's email address under Work email address. When you use
this field, the writer's name will be hyperlinked to their email address when it displays on
an article.

ADD A SMART BYLINE TO YOUR STORY

>> Follow the instrucitons above to add a staff member to the directory.

>> Write a story. Look for the Smart Byline check box under the byline field.
>> Check the box to use a smart byline.

>> A dropdown menu will appear. Choose the byline you would like to use.
>> Press Add. If you make any changes, press Update.

>> Save your story.

e
Byline:
&
Smart Byline: E
Choose: Choose ~|  Add
First name Surname Email Delete Primary
Anne Raih O i
Update Delete
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S

REQUIRED
FIELDS

Edit

STAFF BLOGS

CREATING A BLOG POST

To create a blog post, choose New Story from your homepage. On the Properties tab,
change the Category to Blogs. The Category dropdown menu is on the right hand side of
the page.

story

Published: O Category: {Biogs v
Publication date: 20130826 [ Priority:
Retain date (}: ™

Use publish control: O

From: 20130826 [ 14 ~|: 00 +|

To! m/ 00 ~f| 00 -

Tea

ser: 0

On the Properies tab, choose the basic publication settings for your blog post, just as you
would for a story. You will need to make choices from the fields listed below. Only Published
and Category are required:

Published: Check this box when you want the blog post to be published. The blog post will
publish once you press Save (top right corner). Uncheck this box if you want to remove
(unpublish) a blog post, or if you are writing a draft.

Pub. Date: This field contains the publication date for the blog post. The system will
suggest today's date. To change the date, click on the calendar icon and select a date. The
required format is the YYYYMMDD format, for example 20050728 for July 28, 2005.

Retain Date: When you edit a blog post, the date and time is changed to reflect the latest
saved change. By marking this checkbox, the original publication date and time is kept.

Use publish control: Allows you to control when a blog post will be published. Choose the
date and time you would like the story to go up in the From dropdown menus

Category: In this drop-down menu, choose Blogs so your blog post will appear in the blog
format on your website.

Priority: Priority is used to determine the sequence (or rank) of stories. Use this feature to
determine the order of stories in your carousel, for example. If you want the story to stay in
the first position, it should have a priority of 1.
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WRITING A BLOG POST
To write a blog post, go to the Edit tab.

SAXOTECH ONLINE

Edit story
General
Title: Best of the Day: HuffPost inspires Fall River paper to play up popular video
Summary: Anyone who follows the Hufiington Post on Twitter knows they're really good at pulling you in to their site with their catchy
headlines about stuff you normally don't pay much attention to: "Before Kate Upton was famous, she looked like this" "How
single ladies were supposed to act in 1838" "Men, your pants look awful - here's what you need to know" "Couple posts
very creative ad on billboard.” You don't know who that couple is, you know they're probably not even local to you, but man,
'you must know what's on that billboard. CLICK. The Herald News (Fall River, Mass.) tock a page from their playbook last
week in promoting a local music video that was making the rounds online.
A
Byline:
4
Smart Byline: g
Choose: Choose ~| Add
First name Surname Email Delete Primary
Nicole Simmons Best of the Day [m] [O]

Update Delete

On the Edit tab,fill out all of the text fields as you would for a story: Title, Summary, Story
Body.

Smart Byline does not currently work for staff blogs.

Main photo

Capton “The Portuguese Kids are back, giving
their ocal culture another oving send-up
with "The Festa Song." The video
features scenes from Fall River, Mass. /

e e Add a Main Photo just as you would for a story, using the Main Photo tool on the right side
e of the page.
P - You can insert additional photos within the body of the blog post. Put your cursor in the

" Story Body text box where you want the photo to appear. Click on the photo icon to the left

[ £ of the Story Body text box. The photo will appear as a thumbnail under the photo icon. You
will not see it in the Story Body text box, but it will appear in the body of your blog post on
your website.

Story Body

Paragraph (1):

@E AaB@ e ey |sEEsFHem
e : - Q
Anyone who follows the Huffington Post on Twitter knows they're really good at pulling you in
to their site with their catchy headlines about stuff you narmally don't pay much attention to:

"Before Kate Upton was famous, she looked like this" "How single ladies were supposed to act
in 1938" "Men, your pants look awful -- here's what you need to know" "Couple posts very
creative ad on billboard.”

You don't know who that couple is, you know they're probably not even local to you, but man,
you must know what's on that billboard. CLICK.

The Herald News (Fall River, Mass.) took a page from their playbook last week in promoting a
local music video that was making the rounds online.

WHAT THEY DID: Jon Root, the director of content and interactive for The Herald News and
The Taunton Daily Gazette, said he's finding "good value" in posting interesting and popular
web content on his site.

"I did it with_a pretty funny video that got really popular here in town,” he explains in an
email. "I posted it to my blog, which is programmed to feed into This Just In on the website.
Also put it on Facebook and Twitter, where it got some retweets, so people went through our
website to get to the popular thing on the Internet.”

Rant didn't duct trall YauTihe and nact 3 viden of kittene The viden that canaht hic sve ic
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VI STAFF BLOGS, CONTINUED

CHOOSING TAXONOMIES
Choose your blog under Staff in the Blog taxonomy.

SAXOTECH ONLINE

Taxonomy list

£l Reot (ID: 0)
=+ Blogs (ID: 1154)

[_] Community (ID: 1155)
[ | Latest Post (ID: 1157)
B [+ Staff (ID: 1156)
i (¥ blog_Behind the Lens (ID: 1168)

Make sure you choose your publication in the Publication taxonomy.

El || New York - Mpnnow (nu) {ID: 222)
|| NY_Brighton_Pittsford - brightonpittsfordpost.com (ID: 341)
[91 NY_Canandaigua - mpnnow.com (ID: 340)
|| NY_Fairport_ER - fairport-erpost.com (ID: 348)
|_| NY_Gates_Chili - gateschilipost.com (ID: 347)

|| NY_Greece - greecepost.com (ID: 342)

|| NY_Henrieita - henriettapost.com (ID; 343)

[ NY_lrondequoit - irondequoitpost.com (1D: 344)
[_INY_Penfield - penfieldpost.com (ID: 345)

[ NY_Victor - victorpost.com (1D: 350)

|| NY_Wayne - wayneposicom (ID: 349)

PUBLISHING YOUR BLOG POST

On the Properities tab, click on the box next to Publish. Click on Save in the upper right
corner of the page.

NICOLE SIMMONS

Aug. 27, 2013 7:15 a.m.

Get more eyes on your social media posts

DO0UDSEESE v - @

e

. i
About this blog i
By Nicole Simmons H
Nicole Simmons has 1
been the regional digital I I I
editor for GateHouse EEEREEN. -‘! .- neyl

Media New England

since 2012. Before that

and since 2007, she was ]
the metro editor for
new media for
MetroWest Daily News
in Framingham, Mass. location specifics, follower/following counts -- then sort by
She started at
Community Newspaper

Followerwonk allows you to search Twitter bios for keywords,

relevance or follower count; compare yourself to others; analyze
your followers to find out who you are truly engaging with.

» Read more There are studies and surveys that suggest the best times you

should post to social media, but there are also some resources that
RECENT POSTS

will help you identify when YOUR followers are online so you can

get the most eyes on your content. Here are a few that will help

Get more eyes on your
social media posts ou post to Facebook and Twitter.
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SAXOTECH ONLINE

ADDING A TWITTER WIDGET TO AN ARTICLE

CREATE A TWITTER WIDGET
>> (o to https://twitter.com/settings/widgets and log in with your Twitter
account.

>> Press Create New in the top right side
of the page s

Sarah Corbitt i
| R Widgets st new
Ac

>> Your widget options will display here.
Choose User (to pull in all tweets from

a username), Favorites (to pull in all
widgets from your favorited tweets), List
(to pull in all tweets from a Twitter list), or
Search to query a hashtag.

>> Configure your widget using the
options provided to you. In general, you
want to choose "Safe search mode"
when using hashtag search. Keep the
theme set to light.

>> \When your settings are complete,
press "Create Widget." You will be given
some HTML code in a box at the bottom
right of the screen. Save that piece of code.

ADD A TWITTER WIDGET TO AN ARTICLE

>> |n EditUI, find the article you would like to add the widget to. Open the
story to the Edit tab.

>> At the bottom of the article page, you - Extm Fields
will find a field called "Twitter widget."
Copy and paste the entire bit of HTML No dateline:
code that was provided to you from

Twitter. If you want to use the same Saxcarticiopol:
widget multiple times, you do not have
to create it new every time. Just save the
original piece of HTML provided toyou  auror
from Twitter.

Standout:

>> Press Save. The widget will appear |
on your article in the left rail.
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VIl

MEDIAWARE

CENTER ONLINE

PUBLISHING AN ARTICLE

You will be able to publish any article you create in MediaWare Center to your website.
CREATE A NEW STORY

>> Create an article in MediaWare Center.

>> Write your headline, byline (on one line), and body paragraphs.

>> Attach photos to your article. The top photo that is linked to the article is the photo
that will appear as your main image. All other photos will appear as secondary images.
To rearrange the photos on your article, just drag and drop the photos into the correct
order.

ADD PROPERTIES ON YOUR ARTICLE

>> Open the properties panel of your article. To do this, either right click on the article
and choose Edit Properties, or select the article and click on the Properties button.

>> 0On the General tab, make sure to choose your correct channel from the list. Your
channel is your state, followed by your city.
>> Select the Web tab. Fill out the following fields: Taxonomies and online publication

time.

ADD TAXONOMY TO YOUR ARTICLE

Taxonomy is how you will control where your story will be published on your website.
You can think of taxonomy words as topic tags that organize your content. To choose a
taxonomy for an article ...

Browse || Search || Standard

b Flacement
b Fublications
¥ Topic
Archive
b Entertainment & Lifestyle
¥ Local Business
b Economy, Business And Finance

Names & Faces

State Business
b News
Obituaries
b Opinion
b Sports

>> Underneath the taxonomies box, choose the button that says Add.

>> A taxonomies window will appear. Underneath the browse area, you will
need to choose from three menus: Placement, Publications and Topic.
>> Press the Arrow next to each area to choose your taxonomies.

Placement: Check the area on your site you would like the article to appear:
Blog network, Breaking News, Carousel, Features, News Now, Photo
Galleries, Promotions, Special Sections, Top Stories, Mobile, Video,

Web Extras, Your Photos. (See About Placement on the next page)

Publications: Check the website you would like to publish to.

Topic: Under this category, choose the most specific taxonomy topic you
can. For instance, if you have a high school football story, make sure to
check High School Football instead of Sports. Sports and High School
Sports will automatically be checked since they are higher taxonomies.

>> After you choose each taxonomy, press Add.
>> After all the taxonomies are chosen, press OK.

ADD PUBLICATION TIME TO YOUR ARTICLE
>>0n the Web tab, find where it says Online publication time. Choose either
Immediately or use publication.
>> |f you choose Use publication, you must choose a date and time from the
dropdown menus next to the word Earliest. Unless you want your story to be
unpublished at a certain time, leave the word Undated in the Latest field.
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VI PUBLISHING AN ARTICLE (CONT'D)

PUBLISH YOUR ARTICLE

After your publication details have been chosen, close the properties box by pressing OK.
>> Select your article. press the Update button in the toolbar.

MEDIAWARE >> To publish your story, you can either press the Publish button in the toolbar or right

CENTER ONLINE click the article and choose Publish on channel. Choose your site from the list.

>> To unpublish, right click on an article and choose unpublish.

General || Web
Pravent weh publishing: [~ —Geo data
— Taxonomie: tabel: |
Data: ﬁ
PermanenPlacement > Carousel =
Channel Publications > GHM (gh) > GH_News_Service - gate
PermanenPublications > Pennsylvania - Wayne (pw) > PA_Ha =
. = Latitude: Longitude:
Permanent Add... Remove
Online publication time: ' Immediately Add... | Edit, | gz |
€ Use publication — Asset list
" Use web settings
Earliest: ITuasday, August 07, ;j B —=]
Latest: [Undated = [z =+
—Multiple prioritie:
Add... Remove Article design: [<yones j
_}I Revert: Copy | Cancel Ol

ADD RELATED CONTENT
You can add other items from the MediaWare Center to your article and publish them as
related content.
>> Select your article. From the work menu, select Add online... and then Online links.
>> Use the dropdowns to find the content you are searching for. You can search by
Channel (publication), days, taxonomy, category and more. Videos, blogs and Local
Loop are listed under CCE. Press Search.
>>0nce you find the content, press Add.
>> |f you have already published your article, press Publish again.

Add Online Links x|
r Search Online content
Channel: IAR_ArkadeI phia j Type: IAII content types j CCE:
Days: |1 day j Category: IAII categories j Pfﬂﬁl&:lAII profiles j IAII modules j
Taxonomy: IAII taxonomies j Query: IAII queries j StalUEZIAII statuses j IAII classes j
Theme: I Keywords: I Text: I I,a.ll types j

-
8/21/2012 News 120829903  Johnson wins without filing

8/21/2012 News 120829907 | Man's girlfriend confesses to shooting in Quitman
&l

Online category [Online 1D

Ll i a

Result: 40 elements  In list: 40 elements Page: 1 of 1




GATEHOUSE MEDIA SAXOTECH HANDBOOK

VI I PUBLISHING A GALLERY

CREATE A NEW GALLERY
MEDIAWARE To create a gallery inside of a story package:
CENTER ONLINE >> Open the properties window of your story package. Select Photo gallery under

Create new and link.

ADD PROPERTIES TO A GALLERY
The properties panel is where you will add the headline, summary and publication details

PHOTO

GALLERY J for your photo gallery.
ICON >> o >> To open the properties menu for a gallery, right click on the gallery and select
Properties or select the element and choose Properties from the toolbar.
>> Write the headline for the gallery in the Name field.
>> Write the summary for the gallery in the Summary field.
>> Choose the correct channel (website) from the channel dropdown.

General

— Control

Name: |Thresher fields

Publication: |Monday, August 20, 2012 2:01 AM

Number of picture captions: |g

Channels: IKS_Newton

Product user: IGH Raih Anne

Workflow status: IWorking

summary:

[
[
Category: IKS News j
[
[
=

Bethel College football players go through drills on & recent evening of practice. The team has been practicing twice a day this week,
and will go to once a day next week. Interim coach James Dotson was hired to take over the team recently. He has been getting to
know the players and preparing the team for the season. Dotson said the team is young and they are short on numbers. Injuries have
been a problem as well. They hope to improve on last year's 2-9 record. The Threshers open the season at 11:30 am., at home

After you have completed the General tab in the gallery properties panel, you will need to
click on the tab that says Web

>> Underneath the taxonomies box, choose the button that says Add.

>> A taxonomies window will appear. Underneath the browse area, you will

need to choose from three menus: Placement, Publications and Topic.

>> Press the Arrow next to each area to choose your taxonomies.

Placement: Check Photo Galleries
Publications: Check the website you would like to publish to.
Topic: Check the most specific topics for your gallery.

>> After you choose taxonomies from each section, press Add.
>> After all the taxonomies are chosen, press OK.
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VI I I PUBLISHING A GALLERY (CONT'D)

ADD PUBLICATION TIME TO YOUR GALLERY
>> |n the properties window Web tab, find where it says Online publication time.
Choose either Imnmediately or use publication.
MEDIAWARE >> |f you choose Use publication, you must choose a date and time from the
dropdown menus next to the word Earliest. Unless you want your story to be
unpublished at a certain time, leave the word Undated in the Latest field.
>> After all your properties have been chosen, choose Apply.

CENTER ONLINE

ADD PHOTOS TO A GALLERY

You will need to upload the photos into the MediaWare Center before you add them to a
gallery. You can upload them to a photo request or story package using the Link to Request
method, and you can also upload using the category method. Please visit the chapter on
photos for more instructions.

Once your photos are in the system, you can link them to the photo gallery element
via the drag and drop method.

>>Hold down the Control key and select the photo you would like to add to a gallery.
Continue to hold down the control key, and drag the photo to the gallery.

>> Drop the photo directly on top of the gallery icon. You know it has been added

when a grey triangle appears next to the gallery icon.

>> |f the photo already has a caption, that caption will remain with the photo. To change
or add a caption, double click on the caption element. Write your caption in the Caption
text area and press OK.

>> To rearrange the order of photos that are attached to a gallery, drag and drop to the
order you would like the photos to appear in.

Photo Galleries: Standard view

CAI| 2] Cl [an worksets | |wednesday, August 22, 2012 2:01 aM <[ [+2 ~
& | B | &5 | Name
b ] S os2112Fire
v i = & Thresher fields
v B
KS_New_BCFB4.jpg
b E

PUBLISH YOUR GALLERY
After your publication details have been chosen, close the properties box by pressing OK.
% >> Select your photo gallery.

” >> Press the Publish button in the toolbar or right click the article and choose Publish .
Fublish on channel. Choose your site from the list.
>> To unpubilish, right click on an gallery and choose unpublish.

* For instructions on polls, videos, maps and adding files, see
chapter VII: Saxotech online.
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>> Find the sunburst on the view you want to change (article, gallery, etc.)

VI I I ADD AN ONLINE ICON TO YOUR WORKBENCH

>> Click the sunburst. Go to List View > Edit

>>\When the window opens, find 'related article element' in the list on the left side.

MEDIAWARE ] . . .
CENTER ONLINE >> Drag it over to the list on the right side

>>You can drag and drop items in this list to change the order they appear in your
workbench.

>> Press "OK"

You wiill need to restart MWC to see your changes.

HOW TO SUBMIT CONTENT TO GHNS/MORE
CONTENT NOW

There are two ways to submit national-interest content to GateHouse News Service/More
Content Now in Saxotech. This replaces the method your paper used in Zope with the
“Submit National Content” button.

1. When creating a story package, there is a button that says “To GHNS.” This will mark
it to our attention. If a story package is already created, highlight the package and click
“Properties” — you can check “To GHNS" then, too.

New Story Package =

Properties
ame: [N

;. [ croose vour sITE

E
g

£
3
i

ToGHNS: [C]
Category: [undefined -

Publication: [Frigay, September 05, 2015 101 AM -

Page sugg.: I

video: [cHoose -

~——Create new and link

[ Photo Request
[ Artice:
[ Photo galery

nnnnnn

K|

** NOTE: Please do not use this button for all your content; only mark national-interest
content with this. This is separate from Design House and will not affect any work you do with
them.

2. Right click on the article you wish to submit. Go to “Create copy on channel” and then
select GHNS. This will create a copy in our GHNS queue. Edits made to the master file (your
story) will not be reflected in the copy, and vice versa, similar to how it worked in Zope. If
there are important changes or updates to the original article, please email Lisa Glowinski
(Iglowinski@gatehousemedia.com) and Michael Toeset (mtoeset@gatehousemedia.com).



