
New User Tutorial



Welcome

This presentation will introduce you to one of a public affairs officers’ most valuable 
tools, the Southeast Region ONLINE NEWS syndicated newsfeed. This is an online 
news platform for use by PAOs in Civil Air Patrol’s Southeast Region for self-
publishing. 

The system allows PAOs to bypass traditional media to distribute their CAP news 
stories. Once published, the articles can be linked to a variety of marketing 
channels utilized by the unit including web site and social media account. 



Introduction

This presentation serves as a quick-guide to user fundamentals. A written user 
guide is available. The next few minutes will provide an introduction and overview 
of the three phases of publication;

• Preparing content for uploading

• Uploading content for review

• Approval & publishing process 



Introduction

Each user must have unique logon 
credentials to access the system. 

Established PAOs should contact their wing 
public affairs director or designee to receive 
personal logon credentials.



Introduction

The ONLINE NEWS system has been tested and designed for the three most 
common browsers today: Google Chrome, Apple Safari, and Microsoft Internet 
Explorer 11. Keep in mind that other browsers or prior versions may produce 
unintended results.

Text input can be accomplished by copy and paste method utilizing a computer 
mouse and the menu displayed by right-clicking. It is important that the user is 
familiar with this method before proceeding. 

All software has a learning curve, you will become more familiar with use. Many 
technologically challenged PAOs team-up with their unit’s Information Technology 
Officer. The PAO creates the content and the ITO uploads the content to the 
Internet.



Phase I - Preparing content

It is a best-practice to prepare all content prior to logging on. The system has a 

timed-out feature. If you take too long to upload your content, you may find that 

you have to restart the input process from the beginning. 

Use a word processing software such as MS Word to create your story. It is quicker 

to copy and then paste text from a word processing document into the article 

upload applet. In addition to story body, include the title, article summary, etc. to 

speed up process.



Phase I - Preparing content

In addition, each article should include a minimum of one photo. Like writing, there 

are skills necessary to create images. Much of the work can be done in-camera. 

Many images need to have additional “post-production” adjustments to exposure, 

color balance, cropping, etc.  There are many freeware and low cost options.

IMPORTANT NOTE - The system is sensitive to the file size of uploaded images. Use 

photo software to adjust resolution and dimensions of images. The resolution 

should be set to 72 d.p.i. and the longest edge of the photo should be around 450 

px.



Most PCs come with Microsoft 
Paint that can be used to crop and 
adjust image size. 

A more robust image editor may be 
needed to adjust resolution.
• Photoshop is the professional 

standard.
• GIMP is popular freeware.

The resolution should be set to 72 d.p.i. and the longest edge of the photo should be around 450 px.



Phase I - Preparing content

Here is a list of what to prepare in your word processing document:

• Article Title (AP style)

• Article Author (Grade, Name, Duty position)

• Author’s Unit (Formal name of unit, not charter number)

• Location of story (AP style dateline)

• Summary of Article (2-3 sentences that summarize story)

• Image Caption (AP style with photo credit)

• Your Story (body of article)



• The article title should draw interest and encapsulate 
the story.

• The summary of the article should include 2-3 
sentences that build on the article title to give more 
insights to story.

• Use the formal name of the unit, not the charter 
number, for the author’s unit information.

• The article author should include Grade, Name, Duty 
Position.

• The location of story should be written following the 
most recent AP style guide.

• The body of the article should be a minimum of 300-
500 words and written using inverted pyramid format 
and AP style guidelines. Each article should include 
quotes from subject matter experts such as activity 
leaders or participants.

• The image caption should describe what is happening 
in the photo and include photo credit.

Once the content is prepared, you are ready to 
proceed to the next phase, Uploading.



Phase II – Uploading Content

Uploading Story
Copy and paste information from word processor document into appropriate text 
box in the “Create and Add Article” applet. Fill in all information. 

Click green “Submit Article” button at bottom of page. This will save article in 
system. Information will not be uploaded unless all boxes have been populated. 
The system will highlight the boxes with missing information. 

The saved article can be edited at any time. When learning to use system, it is 
recommended to complete this process and then go back and edit article to upload 
photo to avoid a system time-out. Also, saving the article every few minutes may 
help you complete the article upload. 



Phase II – Uploading Content

Use your web browser to navigate to: 

http://news.sercap.us/admin/index.asp

Login using your assigned credentials.

http://news.sercap.us/admin/index.asp


On the top-of-page 

navigation bar, left click 

on “Articles”…

Phase II – Uploading Content



…and then left click on 

“Add Article”… 

Phase II – Uploading Content



…this opens the “Create and Add 

Article” applet. 

Open the word processing file with 

story and article information.

Position the two windows side by side 

to begin the copy and paste process.  



Copy and paste text from document 
to “Create and Add Article” applet.



• On the top-of-page navigation bar, left click on “Articles” and then 

left click on “Add Article”. This opens the “Create and Add Article” 

applet.



Do not paste the story body directly  into the “Your story” text box.  

• Position cursor when text is to be added. 
• Click on Paste from Word icon on tool bar. 
• Paste story body into applet window.
• Click “OK”.

The text will automatically be formatted and entered into “Your Story” text box. 



1. Click on the Paste from Word icon to open text applet window. 
2. Paste text of story body into text applet window.
3. Click “OK” in text applet window.

1.

2.

3.



The text will automatically be 
formatted and entered into the 
“Your Story” text box. 



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

Select where you want your story to appear.



Click on “Submit Article” button at bottom of page 
to save input into system.

You can reopen article to add image
and caption by clicking on
“Article Administration” and selecting 
“Edit Article” from dropdown menu.

Note- This tutorial is for a new user that
tends to work more slowly as they learn.
Once your workflow speed increases, 
you can add image without saving text first.



Phase II – Uploading Content

Uploading Images
To add the story photo, you must open the “Image Uploader” applet. This is 
a separate window with instructions for uploading digital images. Follow 
instructions for step 1 to upload image. This is where you may receive an 
error message if image file is to large. Resize photo if necessary. Once image 
file is uploaded, proceed to step 2. Copy the URL listed under step 3 and 
paste into the Image URL text box on the “Create and Add Article” applet.

Click green Update Article button at bottom of the “Create and Add Article” 
applet page to save changes.



Click on image icon 
to open “Image Uploader” applet.

Complete Step1



Complete Step 2 by selecting image 
name from list.

Complete Step 3 by following 
instructions in pop-up window (copy 
and paste image URL into text box)

Step 3

Step 2 Finally, click on update button to 
save changes.



Phase III - Approval & Publishing

Contact the public affairs officer at next higher-headquarters to alert 
them that your article content is uploaded and waiting in queue for 
approval—noted by Red Flag on right side of title bar.

The ONLINE NEWS editor retains all rights to modify the story for 
publication. 



This presentation is a quick-guide. 
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

mailto:jsteele@sercap.us?subject=ONLINE NEWS tutorial
mailto:jsteele@sercap.us?subject=ONLINE NEWS tutorial
http://epublishing.sercap.us/systems/file_download.ashx?pg=123&ver=1

