
Community News Portal 

In your search bar, type in https://gn4.tisoblackstar.co.za 

This will bring you to the GN4 home screen. 

  

Click on i4. 

The login dialogue box will appear. 

 

Type in your username and password. 

It will bring you to this screen. 

 

Click on Templates. This will appear:  



 

Choose one of the templates by clicking in the box. 

 

This will highlight the template you want to use. 

 

Click on the arrow on the far right. 

 



This will pop up. 

 

Click on NewArticleFromTemplate, which will direct you to the “creation” of the article. 

Give the your article a name, and type in a note if need be. The destination is already set, so do not 
change the folder. 

Here is an example: 

 

Click on OK in the bottom right-hand corner. 

 

 

 



Now we can begin! The following will appear: 

 

Type in the left-hand side, the right is a preview.  

You can fill in the details, or type as you normally would. 

Like this: 

 

You must save at the end of your article, or at any time. 

 

If you need to refresh: 

 

 

 



To add a picture or pictures, click on Upload and attach media at the top. 

 

This will appear. 

 

Type in the name of the person who is in the picture. 

 

Click on Next in the bottom right-hand corner. 

  

You can drag the picture and drop it in, or add the picture. 

 

Once the picture is in, the following screen will appear. 

 

Click on Next in the bottom right-hand corner. 

 

When the picture has loaded, the system will give you the following message. 



 

Click on Finish on the bottom right. 

 

This will take you back to the text screen. 

 

To see if your picture or pictures is or are attached to the article, click on the zoom icons on the 
preview side of the screen. 

 

 



Click on refresh if the picture/pictures take/s long to load. 

 

Save your article and picture/s by clicking on the Save icon. 

 

Click on Next in the bottom right-hand corner when you are done. 

 

This will direct you to here, telling you, you have been successful. 

 

Click on Finish in the bottom right-hand corner. 

 

You are now done, and will revert back to the Template home screen. 

 

To see your articles 

If you have just clicked on Finished (above), and were redirected to the Template home screen, you 
can click on Log on the left-hand side of the screen. 

 



Or click on the GN4 icon at the top of your screen. 

 

This will direct you to the home screen, and you can click on Log. 

 

A list of your articles will appear. 

 

 


