White Paper on ‘How To Boston’

Readers are already encouraged to share their thoughts via comments and experiences on our Dialogue pages, and now they’re asked to share their knowledge via a “How To” guide to all things Boston. The goal is to create a section that requires minimal upkeep by editors but has the potential to generate interest from people in the community who want to promote themselves as experts or just help out fellow Bostonians.

Expectation for Administrative Section of ‘How To’

a) To seed the section, a series of How To’s are completed in advance by BostonNOW.com staff. These are entered into the system by editors.

b) BostonNOW admins can view a list of all ‘How To’ posts and sort by those already published, or by those awaiting publication. Editors read the submission, edit it, and then decide whether to post.

c) How To’s will be categorized by the topics available in existing sections of BostonNOW.com so that ‘How To’ posts appear on their related sectionfronts.

d) Readers can recommend “How To” guides to other people by rating whether it was useful on a five-star rating scale. The highest rated user-submitted how to’s will appear at the top of the list for users. But admins have the ability to make “editor’s picks,” which appear at the very top of any list.

Expectation for Submission Form of ‘How To’
a) “How To’s” should be added as an option beneath “Create Blog Entry” in the user’s “Create Content” options.

b) The layout of the “How To” should be similar in some respects to the multiform, but far more intuitive, in tune with WYSIWYG ideals. Required fields include:


1. Each ‘How To’ should have a Title [How To ________]

2. Introduction. Text area where folks offer overview of ‘How To’


3. Why I’m An Expert. Text area for writing short bio.




4. Things you’ll need.  List of items reader will need to complete “How To.”


5. Difficulty. Dropdown menu of choices: Easy, Moderate, Severe


6. Steps. Folks explain the process step-by-step. Each step has a Title and Description. Users have an unlimited amount of steps available. Under Step 1 should be an optional feature that allows users to add an additional step (Step 2, Step 3, etc…). But at least one step required for successful submission.

i. Each step should allow an option for users to upload an image pertinent to the step at hand.

ii. Users should have the option of aligning the image to the left, right or center.

iii. Users should have the option of including the full sized image or creating a thumbnail to link to the full sized image.

c) Need to later create a process for users to post video How To’s. It would obviously mean folks would skip many of the above fields, which are for text.

d) Author’s name automatically posted below the title.

e) Writer can create a header image (like a story image) for the overall “How To.”

f) After submitting the form, users are taken to a thank you page that explains their how to will be reviewed by the editors and posted.

g) Users should be able to check a box that lets them sign up for alerts whenever someone posts a comment in response to their ‘How To’

Expectation for Display of ‘How To Boston’ on sectionfronts
a) On each section front, a box for relevant “How To’s” appears below the bloggers list.

b) The box has two sections. One is for user-submitted how to’s and the second section is for how-to’s “from our sponsors.” All of the sponsored how-to’s would appear on the sectionfront. Only the highest rated user-submitted how-to’s would appear. Or, if they were flagged as an “editor’s pick.”

c) “Editor’s picks” create an icon next to the headline to highlight it. 

d) Any five-star “how-to” gets a 5-star logo next to the headline to highlight it.

e) A link to submit your own “How To” is displayed prominently.

f) Users click the How To headline and are brought to the story page.

Expectation for Display of ‘How To Boston’ on home page
a) Operates the same way as on sectionfronts, except it pulls from all categories. And only the highest rated sponsored “How To’s” appear instead of all of them.

b) A list of “How To” categories is included that links people to a list of all How To’s, separated by department.

Expectation for Story Page of a “How To Boston” entry

a) Story displays all of the fields outlined in the form above. 

b) Ability to rate on a 5-star scale whether the “how to” was useful.

c) Comments available at the bottom of the page. Users can sign up to be notified via an e-mail alert when someone replies to their comment.

d) A list of other how-to’s from this section on the right side of the page. List should show both reader-submitted and sponsored how-tos.

e) Ability to view other How-To’s from this user, when they’re available.

f) Promotion to submit your own “How To” from this page.

g) If the “How To” is a video, it displays a title, author, description and then just an embedded video player. 

