Notes for Editors of Project Kettering
Being an editor gives you the opportunity to publish pages and comments, to add and edit categories, and to alter things already on the site. Nothing can appear live on the site without an editor publishing it. For these reasons we ask that you do not disclose your password to others. Other editors are also working on the site, so we also ask that you only edit work that your children have done, and that you don’t remove or change categories that are not specifically connected with your school (though you may certainly add categories).
How to publish

A. Pages

1. Click on Add/edit pages
2. Check submitted for publication for any submissions
3. Click edit after title of page to check language, suitability, etc (preview gives
    you the chance to see what the page will look like).

4. When you are happy, click publish on bar at top

5. Add keywords if desired

6. Click on a category you wish the page to appear in (you can click on more
     than one by using the control key while clicking on other categories)

7. Click publish
B. Comments

1. Click on Add/edit pages
2. Click on comments on bar at top

3. Click edit after title of comment to check language, suitability, etc (view
     page gives you the chance to see what the page will look like.

4. When you are happy, click approve
How to add a category

1. Click on Add/edit pages
2. Click on categories on bar at top

3. Click on new category
4. Go to box marked parent and choose one of the categories that you want
     your new category to be a sub-category of

5. Add title (short description, introduction, introductory image and icon are
     optional – icon is the link that will appear in the parent category)

6. Click add
How to edit a category

1. Click on Add/edit pages
2. Click on categories on bar at top

3. Click on category you wish to edit

4. Edit the details on the right of the page

5. Click update
For help: contact the Museum on 01536 534219
