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Tutorial Overview

This tutorial covers the basics of posting and editing News Articles from the 
Administration site to the News and Headlines section of the Portal. You will also 

learn how to move posted Articles to the Archive area once they are no longer 
needed on the site.
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Step 1 – Log In

Log into the Administration 
(www.yoursite.com/cms/ ) 
site as a Section 
Administrator (or 
Webmaster).

Login screen

Step 2 – Access News 
Articles module

Click on News Articles in 
the left-side menu once you 
are logged in.

This will expand the News 
Articles menu.

News Articles menu
News Articles Module
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Step 3 – Add a New 
Initial Article

Click on News: initial in 
the News Articles left 
menu.

You will see a screen on 
the right to Submit, Add 
New and Delete initial 
News Articles (articles that 
are not yet posted on the 
site).

Click Add New.

Select the Post Date by 
clicking the calendar 
symbol beside it. This is 
the date that the News 
article will be posted.

Once you click the 
calendar symbol simply 
choose a date by clicking 
on it in the calendar 
module that pops up.

Select the Drop Date by 
clicking the calendar 
symbol beside it. This is 
the date that the News 
article will be un-
posted/archived.

Enter a descriptive Title.

Click Save only.

Initial News Articles screen

Add Initial News Articles screen
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Step 4 – Edit the Article

After clicking Save only 
you will be taken to the 
Edit screen.

Enter a Summary into the 
Summary window. In most 
cases the summary 
should be no more than a 
couple of sentences.

Enter the full article text 
into the Body window. 
This text can be as long 
as needed.

Click Save only.

You will now be taken to 
the original News: initial 
screen and you will see 
your article in the table.

NOTE: If you had clicked 
Save and Submit you 
would not see the Article 
in the News: initial table 
because it would already 
be submitted to the 
Pending Articles section.

Article Edit screen Summary window

Article Edit screen Body window

Saving the Article

Saved article appears in News Article: Initial table
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Step 5 – Submit Article

Once you are ready to 
submit your article (you 
can Edit it again by 
clicking on its title in the 
News Article: initial 
table) click the 
checkmark beside it and 
then click Submit.

Submitting saved Article

Step 6 – Publish the 
Article

Click on News: pending 
to view the Submitted 
articles.

Select the check box 
beside the article and 
click Publish.

Now your article will be 
published on the Portal 
site.

Pending News Articles section

Submitting saved Article – News Articles: Pending table

Publishing a pending Article
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Step 7 – View and Edit 
Live Articles

Once published, you can 
view the live Articles by 
clicking News: live in 
the News Articles menu.

To edit a live article 
simply select it by 
clicking its name and 
you will be taken to the 
Update News Article 
screen.

You may edit any portion 
of the live article (dates, 
body, title, summary 
etc…) and click Save to 
republish the article 
again.

Selecting a live article to edit

Update News Article screen

Update News Article screen

Clicking Save will re-publish the live article
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Step 5 – Archiving Articles

You may Archive (un-publish and 
store) live articles by selecting their 
check boxes in the News Article: Live 
table and clicking Archive.

To view the archived articles click 
News: archive in the News Articles 
menu.

Select the archive by clicking on its 
date and then clicking on the Article 
tab.

You may Delete articles from the 
archive or Re-Post them by clicking on 
the article title and clicking Repost at 
the bottom of the Update Archive 
screen.

Update Archive screen

Archiving live articles - News Articles: Live table

Update Archive screen

News Articles: Archived screen

Update Archive screen
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