The following instructions cover typical usage of the NewsPro Basic system on your server.

Log In- System access requires secure login as shown below.

Main Menu- You can access all main functions of the NewsPro System via the main menu shown below,

and also the footer menu at the bottom of all administrative screens shown below.

Submit News- To submit news/events:

1) Click “Submit News” on the main menu or footer menu.

2) Enter the data for your news/event.

3) Click “Submit” to enter the item or “Preview” to preview your new posting prior to saving it to the database.
(see illustration on next page)



Build News- Rebuilds the News/Events database.
Click “Build News” to rebuild the database with the latest data.

Modify News- To modify news:

1) Click “Modify News” on the main menu or footer menu.

2) Search for the news/event item by scrolling for the item. If you don’t see the item on the page, you may have to click
the “show next 10 items” button to view more listings.

3) Enter the desired changes.
(please note: once entered, the date cannot be changed for a news item, it must be re-entered)

4) Click the “Save changes” button.




User Info- To edit your user info, click “User Info”, and enter a new login password or e-mail address.

Users Guide- This file you're viewing.

Full System Backup- Backs up all news data files and all news scripts to a backup directory on your web space.

1) Click “Make Backup” to back up files.

2) Click “Restore Backup” to restore all backup files. (requires resetting of file permissions by administrator to restore
files to original settings)

Data File Backup- Emails you a backup copy of your main data file in an e-mail message.

Log Out- Logs you out of the system so that no one else can access news administration on your computer without
logging back in.



