
Advanced User Tutorial

an Online News syndication platform serving all units
and public affairs officers around the Southeast Region.



Welcome

This presentation will introduce you to advanced 
techniques for using the Southeast Region ONLINE NEWS 
syndicated newsfeed. The online news platform is use by 
public affairs officers in Civil Air Patrol’s Southeast Region 
for self-publishing. 

The following in formation assumes that you are already 
successful with using the syndicated news feed and are 
ready to make your articles more engaging.



Introduction

The ONLINE NEWS system has been designed for use 
with Google Chrome, Apple Safari, and Microsoft 
Internet Explorer 11. Other software may produce 
unintended results. 

User should be familiar with fundamentals of using the 
ONLINE NEWS system before proceeding. 



Introduction

This presentation serves as a follow-up to the New User 
tutorial which focuses on the fundamentals. The 
following topics are covered in this tutorial:

• Additional content
• Images
• Hypertext
• Multi-media content

• Unit syndication
• Leveraging published content



Topic I – Additional Content

The article’s author may choose to include the following 
additional items to improve article:

• Additional images (A few select images)

• Image Caption (AP style)

• Hypertext (Use article text as link)

• Multi-media (slideshow, video, graphics)



Images

Additional images are a great way to enhance a story and 
immerse the reader while keeping the article word count to a 
reasonable limit. This doesn’t mean a photo album, rather the 
addition of two or three images in addition to the article’s primary 
image. Each image should be accompanied with an appropriate  
caption and photo credit.

Prepare all content prior to logging on. Use photo software to 
adjust brightness and contrast of each photo along with resolution 
and dimensions. The resolution should be set to 72 d.p.i. and the 
longest edge of the photo should be around 450 px.  

The additional images are uploaded in the same fashion as the 
primary image. The image is previewed and then the copy and 
paste method is used to insert the image into the story body.



Uploading Images

Open “Image Uploader” applet. Follow instructions to 
upload image. Resize photo as necessary. Once uploaded, 
select (left click) on file name in list to highlight. Next, 
click on blue “Image Preview” button in bottom section 
of applet. Hover cursor over preview image and right 
click. Select “Copy image”. Place cursor in position where 
image is to be inserted into “Your Story” text box. Right 
click and select “Paste”. Add caption.

Click green button at bottom to save changes.



Start by opening 
“Image Uploader” applet. 
Left click on icon.

Follow Step 1 
instructions to upload 
additional images.



Step 2 - by selecting 
image name from list.

Step 3 - Left click blue 
“Image Preview” 
button.

Step 4 - Hover 
cursor over  
preview image, 
right click, select 
“Copy Image”.



Finally, click on update button to save changes.

Step 6 – right click, 
select “paste”.

Step 5 – Place cursor in “Your Story” 
textbox where image is to be inserted. 



Captions

All article images must have a caption, no longer than two 
concise sentences.
• The first sentence of the caption describes what the 

image shows, in the present tense, and states where 
and when the photo was made.

• The second sentence of the caption gives background 
on the news event or describes why the image is 
significant.

Include photo credit in parentheses. (Photo credit: name 
of photographer)



Hypertext

A hyperlink is an icon, image, text or graphic used in a 
document to provide a quick link to another place in the 
document or completely different document.

Keywords, names or phrases can be used as hypertext to 
point the reader to additional information. The text 
appears blue and underlined. As the cursor passes over 
the link, the arrow changes to a small hand with pointing 
finger.

These links give the reader more options for information. 



Hypertext

Studies have shown that readers begin to bailout around 
250 words into an article unless there is something that 
captures their interest and compels them to keep 
reading. A good rule of thumb for online articles is 
around 500 words.

Good writing is concise and hyperlinks present the reader 
with options for additional information. A good option for 
a hyperlink is the unit web site. Add the link to the first 
mention of the home unit’s name. Other units or higher-
headquarters can be treated in the same manner. 
Additional links may include CAPNHQ web pages about 
awards and programs, partner agency webpages, online 
photo albums and related stories.



Step 1 – Highlight text. Step 2 – Left click on 
“link” icon.

Step 3 – Paste web page URL into 
textbox in Hyperlink applet.

Click OK.

Inserting Hyperlinks



Inserting Multi-media Content

A well crafted story will include a narrative and 

supporting media content. A typical CAP unit does not 

have a media server to host streaming content. It is a 

best practice to upload files to the unit’s YouTube 

channel and then insert a hypertext link into the story 

body. 

It is possible to modify page HTML coding to embed a 

video frame. 



It is a best practice to upload files to the unit’s 
YouTube channel and then insert a hypertext 
link into the story body. 

Inserting Multi-media Content



Topic II – Unit Syndication

The Southeast Region ONLINE NEWS syndicated news 

feed can be imbedded into a page on the local unit’s 

website. The news feed helps to meet the CAP regulation 

requirement for maintaining current content. The update 

happens automatically when each story is published. The 

local feed can be filtered to show only local stories or it 

can include wing or region level articles. 



The syndicated news feed can be filtered to 
region, wing and/or group level.

The unit syndication of an article is determined 
by selecting hierarchy levels from the dropdown 
menu on the create article applet.

Follow instructions to select where you want 
your story to appear.



Topic II – Unit Syndication

Authors should use care when selecting, highlighting all 
of the units in the dropdown menu defeats the purpose 
of the news feed feature.  

If Group 1 has set their webpage feed to only display 
stories from within Group 1, it is important that other 
groups do not fill the Group 1 feed with stories.

Some stories are limited to a local focus and do not meet 
the needs of higher-headquarter public affairs. Author 
can select the local group only and still publish the 
stories.



Topic III – Leveraging Content

The ONLINE NEWS newsfeed helps PAOs get their stories 
distributed through self-publishing, this is only the start. 
The PAO can expand the reach of each story by 
distributing the article URL through other marketing 
channels such as social media and other electronic 
messages. 

The article URL can be posted on the unit’s Facebook 
page. The post will automatically populate with the 
primary image and article lede.  The URL can also be 
inserted into a Twitter post, email message, text message, 



This presentation authored by Lt Col Jeffrey Carlson, FL WG, Grp 5 PAO

In cooperation with Lt Col Judy Steele for Southeast Region Public Affairs

A complete user guide is available using the link below. 

http://epublishing.sercap.us/systems/file_download.ashx?pg=123&ver=1
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