
How to: submit an article

All registered (and approved) users of the FIRST  website are allowed, and in fact encouraged to submit 
articles on the FIRST website.

Our website is the way we present ourselves to the world, and it should be used to draw attention to 
what we are doing. It should also function more as a place of reference for members of FIRST, thus it 
should contain relevant information for them!

Anything from for example a study group, an event you have heard of that might be relevant to FIRST 
members, or perhaps an interesting article you would like to link to can be, and should be placed on the 
site.

We hope this how-to will help you through the process of posting an article. If you have any questions or 
are experiencing problems submitting your text, please feel free to contact our administrator, Renée 
Michan by sending an email to: dutchgirl@itu.dk.

http://www.first.dk/
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Step one

Please go to the FIRST website (www.first.dk), and log in using your username and 
password.

Step two

In the menu, select ”User menu” ->  ”Submit an Article”
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Step three

!Please note! It is not possible to save an article halfway through. If you click on “save”, the 
article will instantly be submitted, and you will not be able to access it again until it has been 
approved. Submitting prematurely can be especially tricky when a category and section have 
not been set, as the article will not show up anywhere even after being approved. If your 
article “disappears” on you, please write to dutchgirl@itu.dk. 

In the “Editor” section, you can give your article a title, and write the text for it. Articles do 
not work the same as events, so any information on where and when something takes place, 
you will have to add yourself.

If you are copy/pasting your content text, please note that it sometimes may behave 
’strangely’ when pasted into the content field. If this occurs, it might help to select all the text, 
cut it, copy it into notepad and then copying it back into the content field. This will clean the 
copied text of any residue coding.

If you would rather correct directly in the HTML code, you can click on this symbol. 

Links can be made by accessing the  HTML code, 
or by clicking on this symbol.
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Step Four

Once you are done with the content, scroll down until you get to the ”Publishing” 
section. Under ”Section” you can select where the article will be placed. Most articles
should be under the ”News” section. 

!Please note! Any article can be placed on the Front Page of the site as well, but this is 
selected a bit further down – we will come to that.

Step five

Please set the ”Category” option as ”Fixed”. 



Step six

-> Select if you want the article to be shown on the Front Page of
the website

-> Write your name under ”Author Alias” (not obligatory)
-> Write the date from which you would like your article to be

shown on the website, and when it should be taken off and
archived. For some reason the calendar icons do not work here. If
you follow the format used in the ”Start Publishing” field, you do
not need it though. Note that time indication is not obligatory. 

-> Select the ”Access Level” – who should be able to see your article?
In most cases this will be either ”Public” or ”Registered”. If you
select ”Registered”, your article will not show unless a person is
logged in.

Step seven

At the bottom of the page is the ”Metadata” section. Metadata is data about data, for instance a 
description of your article. Metadata is important for search engines. Exactly how important 
metadata is in the rating by search engines is debatable. However, metadata represent a good 
way to describe your article in short and precise words.

As filling out the metadata section is not obligatory, it is up to you if you want to fill it out.



Step eight

Now all that remains is to save the article. Please scroll back to the top of the page, and in 
the right corner select ”Save”.

The article has now been submitted for approval by the administrator. The website will be
checked twice a week for new articles, so it might take a few days to show up.

Once the article has been approved, it will be visible in the section specified by you and on
the Front Page, according to what you selected. If you are logged in, you might notice a 
small symbol next to the title of any articles submitted by you. Clicking on this symbol will
allow you to make changes to the article after it has been published. 


