
Adding News

log into www.ga3.org

click Global Ministries, then Website Management

http://www.ga3.org/


Click folders and then select News, (whatever folder looks most appropriate, most likely area) and then 
+New News.   It does not matter if you do this from the top pane as shown below or if you click a 
folder and end up in “explorer mode”...just navigate to the correct folder and look for the green plus 
sign.

**Note**The news folder is organized by area to make things easier to find and so each area has a 
URL, but as long as you get your story under the plain old “News” folder it should show up in the 
correct places.**

You will then be taken to the “Edit Properties” window

As you are looking at this page, to put these things into context...on the next page are some examples of 
what Properties correlate to on a news page. (note Body content is not in properties..that part comes 
next).  

All of the “search” functions are fed through properties.  Also, issue/topics often determine whether a 
story will appear on one of the Advocacy pages (water for example).  



^on a news list



Title is required

Description is for keywords and for different displays (you can just paste some of your story here if it is 
already written, note that if it is too long you will get a database error if you hit next...if you get this 
error delete some of your text and try again)

Filename will be the URL (it may be chosen automatically, you can shorten it)

Thumbnail Image is not important (that would be what would appear on the desktop icon if someone 
were to make a link to your page)

Overseas Staff—Only select this if you are adding a missionary story.

Custom date is required (todays date)

News Type—Hold down the Ctrl key and select the Types you feel are relevant.  The most important 
part is the area—this determines what main area page/pages the story will appear on.

Issue/Topic—Choose issues the story relates to

External URL is not required

Country—Select a country (if any) you feel is relevant.  To select multiple countries hold down the Ctrl 
key.

Staff Contact—Select the staff (if any) you think the public should contact with questions.

Exclude from whats new—Exclude from live search are not relevant leave them unchecked.  Leave the 
“use the wrapper” box checked.

When you have filled everything out, click “next”.  

You will be taken to “body content” where you can author your story.  Remember not to add the title, 
since it will already appear.  If you are copying and pasting from another program make sure you 
“select all” and “remove formatting” since the languages the text/tables are formatted in don't often 
match the web system.

TIPS:
*SHIFT+ENTER is a regular enter (I know)
*Images and tables pasted from other programs will result in an ugly blue border.  Use the “add image” 
and  “add table” function within the system.
*Sometimes tables split bold tags and bold the whole table and you wont be able to remove them with 
the visual editor.  You can get adventurous and click <html> button and remove the <strong> and 
</strong> tags...(or just call for help)

Click next or publish and follow all prompts—only schedule your story if you want it to automatically 
delete st a certain date/time.  You're done! Once your story is approved open globalministries.org in a 
new window  to verify your changes have been made.


