Create a new blog:
1. Login as Network Admin
2. In the header menu, go to My Sites -> Network Admin ->Sites
3. Click Add New
4. Fill in Site Address, Title, Admin Email and click Add Site
5. The new site will be accessible under My Sites in the header menu of the account with the same email that was used to create the new site
Theme Setup:
1. Go to the dashboard of the new site
2. Click on Appearance -> Themes in the left menu sidebar
3. Customize the settings of the theme
4. GENERAL SETTINGS
a. Theme Stylesheet – choose an appropriate theme for the website
i. Currently, only san-green.css is properly configured
b. Select header style – Single Image 
c. Header Image – Click Upload Image to upload the logo of the newspaper from your PC
5. NAVIGATION
a. In the textbox for Exclude Categories, type the following: 1,11,12,26,27
6. CATEGORIES
a. Subnews 1 = Select category “News”
b. Subnews 2 = Select category “Sports”
c. Subnews 3 = Select category “Obituaries”
d. Subnews 4 = Select category “Social”
e. Subnews 5 = Select category “Schools”
f. Subnews 6 = Select category “Government”
g. Subnews 7 = Select category “Columns”
7. MEDIA
a. Check the box under Catch First Image
8. Click Save All Changes at the bottom of the page
Wp-Members Setup:
vSlider Setup:
1. Go to the dashboard of the new site
2. Click on Plugins in the left menu sidebar
3. Click Activate  underneath the vSlider plugin to enable the plugin for this site
4. Click on vSlider->vSlider at the bottom of the left menu sidebar
5. Type in “Sidebarfrontpage” in the textbox and click “Add New vSlider”
6. Type in “HeaderLeft” in the textbox and click “Add New vSlider”
7. Type in “HeaderRight” in the textbox and click “Add New vSlider”
8. Click the Edit button on the new vSlider
9. Customize the settings of the vSlider:
10. GENERAL SETTINGS
a. Width – 150
b. Height – 450
c. Delay Between Images – 5000 ms
d. Effect – Fade
e. Show Navigation Buttons – No
f. Show Image Buttons - No
11. MORE VSLIDER SETTINGS
a. Container Float: Right
12. IMAGES SOURCE
a. Image Source? – Category
b. Open Image links in new window – checked
c. Category –  Rotator Ads (Sidebar)
d. Display post excerpt? – No
e. Random Image Sequence – checked
13. Click one of the Save Settings buttons
14. Repeat steps 4-11 for the other vsliders, but make these changes if the slider goes in the header:
a. GENERAL SETTINGS
i. Width – 450
ii. Height – 150
b. IMAGES SOURCE
i. Category - Rotator Ads (Header)
c. MORE VSLIDER SETTINGS
i. Container Float: Left for HeaderLeft, right for HeaderRight
15. To add the vSliders to the page, go to Appearance -> Widgets in the left menu sidebar
16. Drag the vSlider Widget box from the left area into the right area under the box indicated:
a. PrimaryLeft1 -> HeaderLeft
b. PrimaryRight1 -> HeaderRight
c. Home-Sidebar1 -> Sidebarfrontpage
Adding ads into the vSliders:
1. Go to the Add New Post page in the dashboard
2. Select the type of ad you will be creating in the Categories box (Rotator Ads Header or Sidebar)
3. Click Upload/Insert and either upload the file from your computer or select it from the Media Library
4. Click “Insert into Post”
5. Click Publish
NOTE: you can also set up the ads to run on multiple sites at once by using the Broadcast box.
Posting articles from other newspapers:
Simplifying the content editor using TinyMCE Advanced:
How Registration works:
1. Users visiting any page or article on the website will be redirected to a login / signup page
2. When users have entered the proper information and hit submit, they will receive a message that their registration has been accepted and they must submit a payment (in this case, a check by mail) before they can login and access member content. 
3. The admin will receive an email that a user has been added and the email will contain a link to activate the user once payment has been received.
4. To activate a user: click on the email link and scroll down to the checkbox at the bottom of the user page that says “Activate this user?”, check it, and click “Update User”
5. The user will receive an email indicating that their account is activated along with a random password for first time access
6. After logging in, users can change their passwords in their dashboard

Special Notes:
1. On new sites, the category lists at the top of the menu on the main page will not list any broadcasted posts from other sites until a non-broadcasted post is made. The easiest way to fix this is by making a test post to any category right after the site is created and then deleting it to set up the category fields in the database. After that, the category lists should work fine




