
How to add and change 
content on green-wheels.org

What you’ll need:
• Web-browser
• User account with “content creator” priviledges on www.green-wheels.org. 
 If you don’t have one, email Aaron - aaron.antrim@green-wheels.org

Logging in…
Step 1:
Go to www.green-wheels.org.
Click the “Login” link beneath the calendar 
(circled below).

Step 2:
Enter your login credentials.

What’s covered in these pages
1. Logging in
2. Creating content
  Types of content:
   Stories
   Calendar events
   Weblinks
   Blog posts
  Adding images
3. Listing, editing, and managing content
4. Managing categories

User menu:
After login, your user 
menu should appear 
where the login link 
was beneath the cal-
endar.  This is where 
you’ll click to create 
and manage content 
and categories.



Creating content…

Step 1:
Click “Create 
content” in your 
user menu. Step 2:

Choose what type of content to create.

I haven’t included any section on how 
to add an event to the calendar, but 
try  clicking here.  I think you’ll find it’s 
pretty self-explainatory.



Creating content… (continued)

Create a story

If the article is a particular kind of content, choose it 
here.  You can add more types of content.  See “man-
aging categories” near the end of this guide.

You can select multiple topics by clicking and hold-
ing down shift or control (or the Apple/control key on a 
Mac).  Try it and you’ll see how it works.  I recommend 
picking the most immediately relevant topics.  For 
example, if something concerns Jack Pass, just put it in 
there, rather than in the “bus” category.  Jack Pass has 
several parent categories, including “bus” and “Hum-
bodlt State University” and “projects”.  Another exam-
ple, if something is about the Humboldt Bay Trail, put 
it just in that category, which is part of the categories 
“Eureka,” “Arcata,” “infrastructure”, and “bike.”  You can 
add more categories, and change how they are nested.  
See “managing categories” near the end of this guide.  

Edit text like you would in a word processor.

About teasers: This is the brief intro text that ap-
pears under article titles in categories and on the 
front page.  The teaser is the few paragraphs or 
sentences at the beginning of the article.  You can 
control how much text is used for the teaser by in-
serting the text <!--break--> after the text you want 
to appear as the teaser.  You need to do this after 
clicking “disable rich-text.”

Paste from word:
Use this button if you’re pasting 
from Microsoft Word so that the 
formatting doesn’t get weird.
P.S. Damn Microsoft!

Insert image:
See the next 
page for more on 
this button.

This will be selected automatically when you’re cre-
ating a new content item, but I’ve found that when 
you’reediting category descriptions and some other 
items, “full HTML” is not selected.  This can cause prob-
lems, so check to make sure that it’s selected.

disable rich-text: click this to see the HTML code, or 
use this if you want to paste in HTML code from an-
other program.  You need to click disable rich-text 
before you add <!--break--> to set the teaser length



Creating content… (continued)

Create a story (continued)

Does what it says.

This is kinda cool, because you can allow visitors to post com-
ments on content items.  They appear beneath the body of the 
content.

If you want it to appear on the front page, click here.

If you’re posting someone else’s content, enter their name here.  
They’ll need to have an account set up though, so if they don’t 
just email Aaron.  You can also just leave the field blank to have 
no name attached to the content item.

If you’re editing someone else’s content (not creating a 
new story), I recommend clicking this.  It will save the old 
version of the content but publish the new version.

Click this button to browse image files on the 
server and upload new ones from your hard 
drive.Insert 

image

Insert an image

Click “Appearance” to set up image text wrap.




