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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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Step1-Log In

Login

please enter a username and password

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

Aminstator (o

Webmaster).

Login screen

Step 2 — Access News
Articles module

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

This will expand the News
Articles menu.

News Articles Module

News Articles menu
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Step 3 — Add a New

Initial Article Title|
Edit User |

Click on News: initial in
the News Articles left Post Date after 2|
menu. Drop Date hefore ==z
You will see a screen on | Search || Showal |
the right to Submit, Add
New and Delete initial Sl
News Atrticles (articles that
are not yet posted on the Add New
site). News Article: Initial
Click Add New. Title Post Date Drop Date Edit User

Add New

Select the Post Date by
clicking the calendar

symbol beside it. This is
the date that the News Add News Article (2

article will be posted. Creation Date 28-04-2003 Creation User yul

e Edit Date 29-04-2005 Edit User yuli
Post Date |25-04-2005 §
J

Initial News Articles screen

Drop Date [06-05-2008 Hawe Poll [ PostDate [30-04-2008 £
brEliles ® Drop Date |06-05-2008  £H

Once you click the Show in
calendar symbol simply Headlines Slot
choose a date by clicking Hews Category| =] lews Tag| =]

on it in the calendar

module that pops up. Feature [

|fr ﬂ Add Language

E April, 2008 > oEn
Su Mo Tu We Th Fr Sa &n
12 3 4 5

¢ 7 &8 93 10 11 12 Title * |

13 14 15 16 17 18 19

20 21 2 23 24 25 26 SurnrnaEry

27 8 % 20 Body

Image | Browse...

Select the Drop Date by "

clicking the calendar

symbol beside it. This is Image
the date that the News S
article will be un- Imﬂﬂﬂ|
posted/archived. Tag Line
Enter a descriptive Title. | Saveorly || Cancel |

Click Save only. 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.

an

Title * |Test article

Summary
i ESowce ] (& X 2B dh 45| o
B 7 U s % < |EIEEE|ES|EE
| Style | Custorn Bold = | Farmat 2 | Fart

—

This is a short summary. - This is a short summary. This is a short
SUMmmany.

Article Edit screen Summary window

Biody
: = Source [ ] j,| |§ # %[ o
B 7 U &% 2 |E|l===|=s =
| Style - | Format Mormal - || Font

e

Full Article text here.

Full Article text here. Full Article text here. Full Article text here. Full
Article text here. Full Article text here. Full Article text here. Full
Article text here.Full Article text here.

Full Article text here.Full Adicle text here Full Aricle text here Full
Aricle text here Full Aticle text here Full Article text here Full Aricle text
here Full Aricle text here Full Adicle text here Full Aicle text here Full
Aticle text here.

Full Adicle text here . Full Adicle text here.Full Adicle text here.Full
Aricle text here Full Aticle text here Full Article text here Full Adicle text
here Full Article text here. Full Adicle text here Full Article text here.

Article Edit screen Body window

| Save and Submit || Saveonly || Cancel |
Saving the Article
Add New
News Article: Initial
Title Post Date Drop Date Edit User Edit Date
[ Testarticle |239-04-2003 06-05-2005 weLli 293-04-20085
Add N

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.

News Article: Initial

Title Post
[} Test article  |29-04

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

— MEWS BRTICLES
Mews Categories

<,
j Mews Tags

A
B’ Mews: pendin
@’ Mews: live
@’{ Mews: archive
Pending News Articles section

click Publish.
Now your article will be Publish Add New .7
p_l:bl'Shed on the Portal News Article: Pending
site. Title Post Date Drop Date Edit User Edit Date
[T Testarticle | 29-04-2003 AE-05-2005 yuli 29-04-2005
Publish Add New
Submitting saved Article — News Articles: Pending table
Publizh
News Article: Penc
Title Po
[} Testarticle |29
Publishing a pending Article
Page 5 of 7

PCP5 Tutorial for Section Administrators

Posting News Articles — The Basics
[JANZER IT Solutions, 2008




PowerCentral Portal 5.0 Tutorials and Guides

Step 7 — View and Edit
Live Articles

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

—uEws sRTICLES
Mews Categories
3,
f Mews Tags
B’ Mews: initial
@’ News: live

@"f Mews: i e
"':"" Mews Reordering
e

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.

Title Post Date Drop

(20087 - Monday , June 16th

[ ChMH CT Carmpaign Fundraising 29-04-2005  01-05
Gala - Saturday, May 10, 2005

Selecting a live article to edit

Update News Article
Creation Data 29-04-20058
Edit Date 29-04-2008
Have Poll [ Post Date |29—|:|
Read More |v Drop Date |3|:|—|:|
Show in
Headlines Slot
Hews Category| - Hews Taqg | -

Feature | | Make As Feature |
Update News Article screen

an

Title * |CMH Sth Annual Golf Tourmamer

Surnrmary

: = Souce [ (& |
B 7 U | x x|

_| Style - | Faormat | Marmal
e

Campbelford Memorial Hospital Foundation

Oth Annual Golf Tournament {2008)

{In Support of the hospital CT Scan Campaign)
Update News Article screen

Image Caption |

Image Tag Line |

| Save | Cancel |

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.

— NEWS SRTICLES
Mews Categories
{jf Mews Tags
B’ Mewes: initial
B’ MNews: pending

@’ Mews: live
=

’{f’ MNews Fu!e‘:[%ering

]
:"{ Mews Pall

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.

News Article: Live

Title Post Date Drop Date  Edit Us
27 Test article 29042008 0B-05-2008  pyeuli

.....

[ ChiH Sth Annual Golf (29-04-2008  30-05-2009  [yuli
Tournament (2003] -
honday, June 16th

[ CMWHCT Campaign 29-04-2008  01-05-2009  pyeuli
Fundraizing Gala -
Saturday, May 10,
2008

| .ﬁ.rEhive | | Upload feed | E

Archiving live articles - News Articles: Live table

News Archive
Month Year
[ [October 2007

|— Ar 2008
Update Archive screen

Archive: April, 2008

Archive | Article

Select pag
o to Main Lit
Image Caption | News Article: Archived
Image Tag Line | Title Post Date Drop Date Edit User
[ Test arigle |29-04-2003 29-04-2005 el
| Save orly ||_Pe|:u:|st || Repost as Feed | Go to Main List
=
Update Archive screen News Articles: Archived screen
Archive | Article
Update Archive
Creztion Date 29-04-2005 Creation User
Edit Date 29-04-2003 Edit User
N — N Y prp——
Update Archive screen
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