Changes to SOP on posting articles to PRESS:
Go to the original article.

Select the article’s “print” option.

Under File, select “Save page as”

Save it to HODS\Press, using the name of the article for File Name.

Using Backend, upload the article to Press.

After uploaded, click on the website to view the article.

If the article is clear and easy to read, mission completed.

If the article did not come out in a readily readable fashion, do the following:

Go back to the original article.

Highlight the article and copy it to Word.

Delete any extraneous information that comes through when copying the article.

In Word, under File, select “Save As”

Save it to HODS/Press, using the name of the article for File Name.

Under File Name, change “Save as type” from “Word Document (*.doc)” 

to “Web Page (*.htm; *.html).

Click on Save.

Using Backend, upload the article to Press.  

The article will have a Word icon, and the name will end with .htm
