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Introduction

This guide outlines the procedures and standards for the DMV web-based newsletter. It also provides tips for working with the newsletter and Dreamweaver. This document should be updated as needed and passed on to the newsletter web designer.

The general newsletter procedures are listed in the Procedures for DMV document available from the managing editor or the council contact listed below.

Getting Help

You can contact the EBSTC webmaster or the council contact. 

Webmaster

Contact the webmaster if you need help with issues such as uploading files or gaining access to newsletter files. The webmaster can also help with Dreamweaver issues. The current webmaster is:

Mark Blockinger

mablock@earthlink.net
Joe Humbert

mailto:jojohumx@aol.com
Council Contact

If you need advice on the layout or using Dreamweaver, you can also contact:

Becky Rude

beckyrude@sbcglobal.net
925.462.1676

Meeting the Newsletter Competition Requirements

One of the requirements for a chapter award is that we enter the newsletter competition. Of course it is great to win an award, so we try to meet all the requirements. The managing editor is ultimately responsible for ensuring that the requirements are met, but the web designer should help to make sure that all elements for each issue are present. The design should contain the basic elements such as issue date, STC logo, STC mission, and council leader’s names. The newsletter award requirements are posted to the STC web site each year http://www.stc.org/chaptersig_comp.asp. There are also resources listed on this page.

Checklist

The managing editor maintains a checklist that helps to make sure the requirements are met. A sample checklist is in the Procedures for DMV document. 

Listserve

You may also want to join the newsletter editor’s listserve to keep up on what’s happening. Announcements about the competition are made on this list and editors generally post links when their newsletters are published. Sign up at http://lists.stc.org/cgi-bin/lyris.pl?enter=news-eds.

Setting Up Dreamweaver

The EBSTC webmaster has written a document that details how to connect Dreamweaver to the EBSTC site. It is attached here as Appendix B: Setting Up Dreamweaver. 

Tip: If you plan to do file editing at work and at home, make sure you set up your Dreamweaver site on both machines in exactly the same way. For example, if you set up your Dreamweaver site from home in C:\sites\html, you must also use this location at work.

File Structure and Naming

This section provides information on how the files are organized on the web site. It is important to keep a consistent file structure so the newsletter can be easily updated and maintained. It is recommended that you continue with the same file structure so that future web designers can easily figure out how the site is organized.

Within the EBSTC web site, the newsletter has its own directory. All newsletter files should be uploaded within this directory. There should be no need to open files outside of the newsletter directory unless you have a request from the EBSTC webmaster to do so.

Each issue has its own directory named with the month and year, for example, 0103 is the Jan/Feb 2003 issue. Within that directory is an images directory and all the HTML pages for that issue. You should try to keep all files for the issue within the issue directory so that you can easily locate files. If issues are archived, it will be easier to take them offline if the files are located together. For example, if you place all images in a central images directory under the newsletter directory, this file will soon become unmanageable and you will have difficulty locating files. For these reasons it is recommended that you create images, photos, and other appropriate directories for each issue.

There may be some files such as the style sheet dmv.css that are referenced by many issues. In this case, it may be fine to place these files in a central location. Note, however, that if you change the design and decide to use a different style sheet, you should create a new file with a unique name so the old issues maintain their original format.

File Naming

With our new web host (as of 6/03), file and directory names must meet specific criteria. You will see old issues that do not meet these criteria, but these files were “grandfathered” in so those file names can remain as is.

· Use only lower-case letters. 

· Use hyphens between words to make the file name more readable, for example, chapter_report.htm.

· Do not use funny characters in the file name like (, [, $, %, &.

· Never use spaces.

Tip: Maintain the same file names between issues so that you can easily identify files. It’s also easiest to do a “Save as” operation, maintain the same file name where appropriate, and save to the new issue location. For example, the meeting report can always be named meeting_report. All files for an issue are stored in a folder with the month and the year, for example, the Jan/Feb 2003 issue is stored in 0103.

The following table describes the main directories and files in the newsletter directory. A sample is provided for the Jan/Feb 2003 issue so that you get an idea of the files normally contained in an issue directory. 

	File/Directory name
	Purpose/notes

	 newsletter
	Root directory

	 front.htm
	Home page

	 dmv.css
	Cascading Style Sheet for 2002–2003 issues

	 archives
	Archived PDFs from paper-based newsletter prior to Nov/Dec 2001.

	 archives.htm

 SeptOct2001.pdf

 JanFeb2000.pdf

 JulyAug1999.pdf

 NovDec1999.pdf

 SepOct1999.pdf
	Front page for archives

PDF of newsletter

	 images 
	Images used on multiple pages such as DMV logo or STC logo. Use this directory sparingly. Put issue-specific images in a folder for that issue.

	 sandbox
	Use for testing pages or designs. 

	 transfer_files
	Use for uploading photos or other files for the EBSTC webmaster.

	 0103
	Newsletter for Jan/Feb 2003.

	 0103.htm
	Home page for the issue.

	 AboutDMV.htm
	About Devil Mountain Views contains newsletter policies, history, and staff names.

	 BookReview.htm
	Book review

	 brumis.htm
	Feature article written by Melody Brumis

	 ChapAct.htm
	Chapter activities

	 DevilMountainViews
_0103.pdf
	PDF for the printer friendly version. See instructions for creating the PDF on page 13.

	 DirReport.htm

	Director-sponsor’s report

	 EditorMsg.htm
	Editor’s column

	 EducationNews.htm
	Educational news

	 Emerging.htm
	Emerging issues column

	 EmployNews.htm
	Employment news

	 MeetingInfo.htm
	Meeting information

	 MeetingReport.htm
	Meeting report

	 MemberSpot.htm
	Member spotlight

	 Networking.htm
	Networking info-this info usually does not change. Sometimes we add info re: EBSTC networking SIG

	 OnlineWriting.htm
	Online writing column

	 PresMsg.htm
	President’s message

	 SocietyNews.htm
	Society-level news


Dreamweaver Tips

Here are some tips for using Dreamweaver that previous web designers learned the hard way!

Library Items

The current layout uses library items for the page headers and footers. Library items are created in one location and referenced from many HTML files. This way if you need to update the item, you do so in one spot and all pages that use the item are automatically updated.

I found that you must store the library item in the original Library directory located under the root of the site. I tried to make a directory in each issue directory, but when I updated the library item, the other pages were not always updated. The documentation is unclear on how this works exactly, but it is probably safer to just name the items uniquely (e.g. 0103links.lbi) and keep them in the original Library directory. However, you should not upload these files from this directory as they will go into the main EBSTC’s website files. It is safer to create a directory in the newsletter directory to store library items. The new web designer can then move these files to their local directory to the correct location in the original Library directory.

Using Images in Bullets

It’s a bit tricky to use an image in a bullet if you’re also using a cascading style sheet. Dreamweaver requires that you highlight and select things in a particular order.

To use an image in a bullet:

1. Create the style in the style sheet and create the image.

2. Highlight the list in Dreamweaver.

3. Click the unordered list icon in Dreamweaver.

4. Click the style name in the CSS Styles box. The style in the Properties box will change to None.

Sometimes the first or last item will still contain a regular bullet. The only workaround I found is to fix the HTML so that it looks like the following example. For some reason the class attribute is not applied correctly sometimes. In the following example, the cascading style name is “redbullet.”

<ul>

  <li class="redbullet">Text</li>

  <li class="redbullet"> Text </li>

  <li class="redbullet"> Text </li>

</ul>

Using Dreamweaver Templates

The Nov/Dec 2001, Jan/Feb 2002, Mar/Apr 2002, and May/June 2002 issues were created using a Dreamweaver template. Subsequent issues do not use a template. 

If you use Dreamweaver templates, it is recommended that you do a “Save as” operation and rename each template file with that issue’s date. If links need to be changed later, and all files are linked to one template, the links will be changed in all the files. This is a problem, for example, if navigational buttons are used for topics such as Meeting Report. The link for Meeting Report should go to the associated report in every issue, however, if you use one template, and later change the link, all pages would go to same meeting report rather than the associated meeting report for that issue.

Adding Space Around Images

Sometimes the text is too close to images. You can add space vertically or horizontally around the image in the Properties.

To add space around an image:

1. Select the image.

2. In V Space or H Space, type a pixel value such as 10.
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Adding Alternate Text to Images

Every image should have alternate text, which displays when the mouse hovers over the image, if an image link is broken, or if a user turns off images. The text should be descriptive or contain a message, possibly the name of the heading for the paragraph or a message such as “Renew your membership now!”

To add alternate text to an image:

1. Select the image.

2. In Alt, type the text.
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Using Cascading Style Sheets

It is recommended that you use a cascading style sheet to format the pages rather than manually applying styles. This allows you to easily update all pages at once if you decide to change a style. It also forces all pages to be consistently formatted. 

The 2002–2003 issues use a style sheet named dmv.css. If you decide to change any styles, please create a new style sheet with a different name so the styles for the past issues remain as is since that’s the way the managing editor and web designer created those pages. This policy applies to any future issues as well.

Publishing the Newsletter

This section outlines the general steps required to create the newsletter layout and publish the newsletter. 

These steps are:

· Step 1: Perform prep work

· Step 2: Create the article layout

· Step 3: Upload and test files

· Step 4: Finalize the newsletter

· Step 5: Create the PDF

· Step 6: Post the newsletter

Step 1: Perform Prep Work

The managing editor should send out the checklist to the newsletter staff so that everyone is aware of the line up for the issue. This gives you a chance to do prep work.

With the checklist in hand, you can create blank pages for all articles in the newsletter. Some articles will always be the same or have minor changes such as “About DMV” or “Networking.” The president’s and editor’s messages will have the same photos and email addresses so you can leave those elements in place. However, you should copy photos into a new directory in the current issue directory and re-link the photo so as to maintain all files for the issue in one directory.

You can also start collecting images as this can be a time consuming task.

Step 2: Create the Article Layout

The copyeditor or managing editor will send you the final articles. At this point you can start placing the text into the blank web pages. You may need to confer with the managing editor or copyeditor if you have questions. 

Make sure you follow the newsletter style sheet, which also contains guidelines for the web layout. You can get this from the Procedures for DMV document.

If the article does not contain headings to break up the text, you may want to add them or talk to the managing editor about this.

You may also want to add bulleted lists or tables to format the information in a more readable format. Again, talk to the managing editor about how to handle these issues.

Step 3: Upload and Test Files

As you complete files, you can upload them to the web site to test the links. Make sure you upload all images as well.

If you have problems, contact the webmaster.

Tip: Sometimes you receive errors that the server is busy or the connection cannot be established. Try exiting and re-opening Dreamweaver and then re-connecting to the remote site.

You should test the newsletter on Netscape and on a Macintosh. Some readers (a small number) use Netscape 4.79 so be sure to try your style sheet with this browser as it doesn’t support some of the newer styles. You may be able to find another member who has a Mac if you do not have access to one.

Step 4: Finalize the Newsletter

After all files are complete, and all links are tested, you send an email to the managing editor and the copyeditor to let them know the newsletter is ready for proofreading. You will communicate back and forth with them until everyone is satisfied the newsletter is ready.

Step 5: Create the PDF

After the final layout is complete and all files uploaded, you can create the PDF for the printer friendly version. See Appendix A: Creating the PDF.

Step 6: Post the Newsletter

At this point, you are ready to archive the old issue and post the new issue. This is a very simple process.

To publish the newsletter:

1. On the archive.htm page, add a row for the current issue with a link to the issue’s home page, for example, 0103/0103.htm. Do not link to the front page (newsletter/front.htm) as this page changes with each new issue.

2. Remove the text “Current issue” from the row for the last issue and add it to the new issue.
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The following table lists the issue date, the author(s) for the featured article(s), and the aticle name.

Date Author Article Name

Mayhune 2003 Don Huntington An Online Project Info Solution (Part 2)
Kiistine Hahn Single-Sourcing, XML, Alphabet Soup
Rusty Jorgensen Dare to Be Durbs
TR Gilll Acting Locally, Thinking Globally in Literacy

Outreach Project

MarchiApril 2003 Elaine Panish Copyediting—Who Needs 1t?
Don Huntington An Online Project Information Solution
Scott Wallace Style Guides to the Rescue
Linda Schaltz What Does Video Capture Have to Do With
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3. Open the issue’s home page, for example, 0103/0103.htm. 
4. Choose File > Save as and rename the page to newsletter/front.htm overwriting the current front page. The newsletter is now posted!

Summer Break

Because the newsletter is not published in July and August, it is recommended that you archive the June issue on the Archive page, and on the front page add a note that the staff is taking a break for the summer. Add an attractive logo and a link to the archive page.

This will also give the chapter a chance to advertise for any open positions or writers for the following year.

[image: image6.png]Gtk + o - @ [0 A | Qsesrch (GFavortes @veds 3| B+ S [ - (=
ress [ ] g jwows cbstc orgjnemsletterfront him =l @
code @] Custonize Urks @]Windows Meda  @)55C Yahoo!  @]saveal @1aps s Yahoo! Groups >

Newsletter of the East Bay Chapter of STC
Summer 2003 Backto EBSTC

We'e taking a break during July and August
Look o the next issue to aive in September
2003, In the meantime, you can read the back
issues on the Archive page

A Great Opportunity

We'e looking for a Managing Editor of this
award winning newsletter. s a chance to build
your project managerment and editing skills as
well &5 to network with other chapter mernbers
Contact Becky Rude for details

2002-2003 STC Newsletter Competi

Best of Show and
Award of Distinguished

Technical Communication

NI

Internet





Appendix A: Creating the PDF 

Some history of the newsletter follows. When we first decided to go to an online format, some members objected because they liked the paper format. They wanted to be able to print the newsletter to read later or to post on bulletin boards. At first we tried to do both an online and a paper format (using PageMaker). This turned out to be too much work for the number of volunteers we had. 

We settled on placing all the newsletter text and images in a single HTML file that could then be printed. The resulting printout was not very attractive as we could not control the page breaks.

Then, we found a way to make a PDF of the actual web pages. This method allows better, although not total, control of page breaks. Members are much happier with this method and we believe it is a good compromise.

This section describes one method to create the PDF. There are other ways to do this, but this will get you started.

Things to Keep in Mind

· You can use the option to “Print all linked documents” when printing to file. You will get extra pages that you’ll need to delete, but you may not have to bother with saving the files separately.

· If you try to create the PDF from your local HTML pages, the cascading style sheet may not take effect for some reason. Colored text may appear in black, for example. Instead, you may need to upload the files to the web site, then create the PDF from those pages. This also prints the chapter site URL on the footer of the pages.

· RoboPDF doesn’t seem to have a scaling option so that you can control the page breaks so Adobe Acrobat is required.

· After you create the PDF, you can replace pages if the web page changes without recreating the entire PDF. Just open the PDF and choose “Replace pages”.

Using Adobe Acrobat to Create the PDF

To create a PDF of the web pages:

1. Set up Distiller to force the page to print without cutting it off on the right margin:

a. Start > Settings > Printers.

b. Right-click Acrobat Distiller and select Printing Preferences.

c. Select Layout tab > Advanced.

d. Set Scaling to 95% (you can adjust individual files later to keep lines together or make pages shorter, but don't go lower than 90% for print size).

2. Set Distiller security:

a. Open Distiller.

b. Settings > Security. 

c. Clear all boxes including Changing the document.

3. Open the front page from the live web site, not your local drive.

4. Choose File > Print and select Print to File using Distiller as the printer (to get colors).

a. To change margins for individual files, select Layout > Advanced > Scaling. Set at 90–95%.

5. Name files with numbering system to keep files in order. For example, 1_front.prn, 2_featurearticle.prn.

6. From Acrobat Distiller open the .prn file to create the PDF. Keep the file naming convention.

7. Create a PDF of a blank Word document (without Bookmarks).

8. Open that blank PDF in Acrobat. 

9. Open Explorer and go to your newsletter PDF files.

10. Resize the windows so that you can see the open PDF document and the newsletter directory.

11. Drag in the HTML files in the correct order (for example, 1_front.prn, 2_featurearticle.prn). (Note: If you have not created this file without any security settings, you will not be able to do this step. (See Set Distiller Security.)

12. Delete the first page of the PDF—it is blank.

13. To optimize the PDF document, do a File > Save as. The new doc usually is smaller in size than the first doc.

Linking the PDF

The PDF is currently linked from the front page under the “Printer Friendly Version” link. Be sure to add the PDF size so people know how large it is. [image: image7.png]Gtk + > - @ [0 4| Qsesrch (GFavortes Gvieds 3| B+ S A - =
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Appendix B: Setting Up Dreamweaver

This document is from the EBSTC webmaster. To obtain a current copy, contact the webmaster. This document is current as of 7/31/03.

Read Everything Before Doing Anything

What’s new?

· You will create an HTML directory within the root site folder of your hard drive.

· You will use FTP for connection.

Connecting Dreamweaver to the EBSTC URL

1. Create a folder on your root directory to store your web pages. It doesn’t matter which drive, but make sure you create the folder at the root. For example, C:\ebstc.

2. Create a subfolder called html (must be in lower case). You will store all of your files in the html folder.

3. From Dreamweaver, select Site | New Site.

4. Click the Advanced tab.

5. From the Category column (on the left), click Local Info. 

Local Info

Complete the fields on the right as follows:

1. Site Name: Whatever you want to name the site on your computer. For example, EBSTC.

2. Local Root Folder: Browse to the root folder you created previously, such as C:\ebstc

3. Default Image: leave blank
4. HTTP Address: http://www.ebstc.org
5. Cache: enable cache
6. From the Category column (on the left) select Remote Info.

Remote Info

Complete the fields on the right as follows:

1. Access: FTP
2. Remote Host: www.ebstc.org [notice this begins with www]

3. Username: get this from the web administrator
4. Password: get this from the web administrator
5. The three check boxes leave empty.

6. Automatically upload files: LEAVE EMPTY [Important that it is not checked]

7. File Check In and Check Out: Disable the check box. (This is a clunky feature that is troublesome.)

8. Save: enable the checkbox. [it’s located next to the password field].

9. Click the Test button located next to the Login field. Dreamweaver will attempt to connect to the web site. If you entered everything correctly, the test will pass. If it fails, review your settings.

10. Click OK. Call Janet Bran is you are having trouble 415.776.0104.

Connect to the site

1. On the Site panel, located on the right, click the Connects to remote host button. (it’s the funny looking plug icon.)

2. Wait until the connected messages finish.

3. Read the next topic to manage your files.

Get and Put Files 

To update your files, use buttons Get Files and Put Files as follows:

Get Files the First Time You Connect

All files are already stored on the web server. You need to get only files you need from the server, as follows:

1. From Dreamweaver, connect to the server.

2. Select Remote view [drop-down list on the Site panel located above your file list]. You cannot see it, but all the files and folders in your view are stored within an html folder on the server. This is why you created an html folder on your hard drive.

3. Test this procedure first. From Remote view, select one file and click the Get Files button. When it finishes, switch to Local view and verify that the files copied to your html directory. If yes, continue to the next step. If not, call Janet 415.776.0104.

4. From Remote view, select the files you want to copy to your hard drive. 

5. Click the Get Files button, (green down arrow) to get the files. Only select the files you need. If you are not on the Newsletter team, do not get the Newsletter folder or any of its files.

The files will copy to your root folder within the html directory.

6. Select Local view [drop-down list on the Site panel located above your file list] and edit the files as needed.

Put Files

When you finish editing a file from your Local View, you are ready to Put the file on the server as follows:

1. Select Local View [drop-down list on the Site panel located above your file list].

2. Select the file(s) that you want to put on the server.

3. Click the Put Files button, (blue up arrow) to put the file(s) on the server.

Dreamweaver will connect you to the server and copy your file to the server. You will be in Remote View and can switch back to Local View as needed.

Get Files

Get Files is usually used just the first time you set up your site. However, if you find later that you need a file(s) that is on the server and not on your hard drive, use Get Files as follows:

1. Connect to the server.

2. Choose the file, then click Get Files.

Caution: You will not be prompted to override an existing copy on your hard drive, so make sure you know the difference between Get and Put so that you don’t accidentally copy over files on your local computer.

This box should have “Current Issue:” before the issue date.�(This is a screenshot during the summer when there is no current issue.)
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