Your news section
Last updated: 22/6/2018

This guides tells you how to set up a news section and add news articles to it.

If you need further help on the CMS, please check all of our guides available
on the Partner digital hub.
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One: About the news section

The news section is made up of three parts, a news listings page, a news article page,
and a news archive page. The templates are:

News
[f [w ] |5
JoyceAndBettyTalkAbouth unchClubs. QO ~» Authoritaively procrastinate global
. . / convergence whereas fully
A news listings page < - ~. -

This is a full-width landing page which lists the articles

f
In your news section. _ 5:-

You can control how many articles are listed.

Attendance Allowance Age UK calls on businesses to
campaign: we did it! become more age-friendly

You can control how many pages are shown.

Z18 M

You can add other content blocks too.

750,000 older people worried
about affording Christmas
gifts this year

Attendance Allowance campaign:
. we did it!
A news article page

These are used to create your individual news articles.
This page type is very similar to the Content page types.

You can add a variety of content blocks to the page.

Archive
o@D
A news archive page e [ [—
friendly fraudster email scam care system as 800,000

struggle with essential tasks

This is the same as the news listings page but you
configure it to list all the articles that are archived. e~

You can control how many pages are shown.

Dame Helen Mirren, Zoslla and
Alfie Deyes knit up a storm for
the Big Knit

Care system ‘buckling’ says
Age UK as major care homes
investigation launches

Chair-based gymnastics has
significant benefits for
dementia patients - Age UK
research

This is the listing summsary text which
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Two: Setting up your news section

When you first set up your news section, you need to follow these steps in order to

configure the section properly.

1. Set up the new listings page
2. Set up the folder structure for the news article pages
3. Set up the archive

Step one: Set up the news listings page

Please note: the news listings page will already be set up for you when you

start the CMS upgrade.

1. Find the section in your page tree where you
would like your news section to live. Select the = About us
drop-down menu for that section in the page
tree — shown in red to the right.

2. Select new page from the drop-down menu. & Aboutus
Index
HB Test News

News

Organisational Quali...

Our shops

Contact us

| evernl

. New Page

I Copy

W Move to Trash

':: Edit Approval Sequence

3. Select the News Listing Page from the templates
that appear.

News Listing Page

Full width page to list news
articles and general content

pages.

4. Fill in the required information for search engines for the page and click create.

5. Go to the properties of the page by pressing this button in the top right
corner of the screen. You can now set up the properties for the page.

0 —
0 —
D —




Properties of the news listings page:

Mame | HB Test Mews | Visible to Everyone Manzae
1 in URL hb-test-news Chanage Languages en-GB
e address Change ID, Type 6260, News Listing Page
M Display in navigation |Tools |

m Content Settings Search Engines

RSS tab

The RSS feed is for users who would like to pull through your updated news
automatically so they can see it without having to visit your website. See
http://www.whatisrss.com/ for more information.

If you tick RSS Enabled then this will automatically allow your users who use RSS to
keep track of your news.

You don’t need to fill in the additional fields unless you want to override the
automatic settings for your RSS feed.

If you wish to override the automatic settings, then you can fill in the channel title,

channel description, where the news feed should come from on your website, and
what message to use if the channel is disabled.

[CJis Rss Enabled

Rss Channel Title | |

Rss Channel | |
Description

Rss Channel Link | | el

Rss Channel | |
Disabled Message

they use RSS and want to keep track of your news.

The symbol for the RSS feed on your website, which users can select if
L]
This will appear in the sharing links section. n u


http://www.whatisrss.com/

2 Content tab

Rss Settings Settings Search Engines

This will show you what content you have in the page. As you have just set the page
up, you won'’t have anything here just yet.

For now, there are three vital things you need to complete on this section:

Content container

ContentContainer Anytown (3] | |

Select your homepage from the list by pressing the grey button next to the field.

Number of news article pages to display on news listings page

Mumber of News &0
Article Page to

display on

MewsListingPage

This controls how many news articles your news listings will display. Please note the
news listing pages just display a summary of each news article (the information you
add to ‘Listing’ when creating a news article).If you select 50 for this field and there
are a total of 75 articles in your entire news section, the oldest 25 will automatically
go into your news archive.

How many want to show in your news listing depends on how much news you
publish. If you publish 4 news articles per month, then you may want your news
listing to contain a total of 16 news articles — 4 month’s worth — with the rest going
into the archive.

News listing page display layout (x3)

MewsListingPage 6
display layout (x3)

This controls how many news article summaries (eg your listing data) will appear on
each page of your news listings. Please use multiples of 3 in this field as the news
article listings appear in rows of three. We recommend either 6 or 9.



Examples:

News CC Test

F o) =]

CC news test page 1
Published on 08 August 2017 03:15 PM

News article page test

CC news test page 3
Published on 08 August 2017 02:21 PM

News article page test

CC news test page 4
Published on 08 August 2017 02:21 PM

News article page test

CC news test page 5
Published on 08 August 2017 02:21 PM

News article page test

CC news test page 6
Published on 08 August 2017 02:21 PM

News article page test

CC news test page 7
Published on 08 August 2017 02:21 PM

News article page test

CC news test page 8
Published on 08 August 2017 02:21 PM

News article page test

CC news test page 9
Published on 08 August 2017 02:21 PM

News article page test

CC news test page 10
Published on 08 August 2017 02:21 PM

News article page test

News CC Test

HEE O

You can drop content here, or create a new block

CC news test page 1
Published on 08 August 2017 03:15 PM

News article page test

CC news test page 3
Published on 08 August 2017 02:21 PM

News article page test

CC news test page 4
Published on 08 August 2017 02:21 PM

News article page test

CC news test page 5
Published on 08 August 2017 02:21 PM

News article page test

CC news test page 6
Published on 08 August 2017 02:21 PM

News article page test

CC news test page 7
Published on 08 August 2017 02:21 PM

News article page test

Showing 1 to 6 of 9 resufls

News CC Test

1 2 Next

HEE O

CC news test page 1
Published on 08 August 2017 03:15 PM

MNews article page test

CC news test page 3
Published on 08 August 2017 02:21 PM

News article page test

CC news test page 4
Published on 08 August 2017 02:21 PM

News article page test

Showing 1to 3 of 9 repults

12 3 Next

Number of news article pages to
display on news listings page: 9

News listing page display layout
(x3): 9

This news section has 9 articles
in total, all 9 displaying on one

page.

Number of news article pages to
display on news listings page: 9

News listing page display layout
(x3): 6

This news section has 9 articles
in total. Up to 6 can display on
each page, so three listings are
on the second page.

Number of news article pages
to display on news listings
page: 9

Number of items to display per
page: 3

This news section has 9
articles in total. Up to 3 can
display on each page, so there
are three pages in total.




Step two: Set up the folder structure

B/ News = | AR
[ Archive e
1. Click on the drop-down menu in the page tree for m Articles j:zf”‘
.. -OpY
your news listings page. [ Organisational Quali..

[ Our shops
W Move to Trash

[% Contact us

= Edit Approval Sequence

m 0 Rov nraducts

2. Select new page.

]
».  Folder Folder

Content Folder

3. Select Folder from the selection page of page
templates.

4. Name the folder Articles. This is where all your news articles will be stored under.

You will then be able to amend the properties of the page. Here are two important
things to check:

Name Articles Visible to Everyone Manage
Name in URL articles Change Languages en-GB
Simple address Changs D, Typee 6271, Folder
Boisplay in navigation Make sure display in navigation is
ticked.

Published
Creatad Today, 2:18 PM Change
Maodified Today, 2:18 PM

OJupdate modified date
Sort subpages #According to creation date (latest first) | =
Sort index 100 -
Shortcut Ho shortcut M

In the settings tab, make sure

Routing Strateqy el Routing Strategy is set as To Parent.




5. Go the page tree and select the drop-down menu next to your Articles folder.
6. Select new page and create another folder. This time, name the folder for the

current year.

You can also create folders underneath by month if you want to, but unless you have
lots of news stories, organising them by year should be sufficient.

For each folder you create underneath the Articles [[IDisplay in navigation
folder make sure you untick display in navigation.

Always set the Routing Strategy in the settings

Routing Strategy To Parent | =
tab as To Parent.
Step three: Create an archive
B[ | News = _l Al
1. Select your news listings page in the page tree [ Archive e e

X cut

and use the drop-down menu to select new page. mi Articles By Copy

[ Organisational Quali...

[% Our shops
W Move to Trash

[} Contact us

<= Edit Approval Sequence

m b Bov nradocks

2. Select News Listings Page from the template
selection page.

News Listing Page

Full width page to list news
articles and general content

pages.

3. Fill in the information for search engines and click create.

4. Amend the properties using the properties button on the top right
corner of the page. You can now set up the properties for your
archive section.

0 —
0 —
0 —



Properties for the news archive page:

Name HB Test Mews Visible to Everyone Manaoe

Mame in URL hb-test-news Change Languages en-GB

Simple address Change ID, Type 5260, News Listing Page
[ Display in navigation Tools

Rss Settings Content Settings Search Engines

1 RSS feed — see page 4. This can be configured for the archive in the same
way as the news listings page.

2 | Contenttab

Rss Settings Settings Search Engines

This will show you what content you have in the page. As you have just set the page
up, you won’t have anything here just yet.

For now, there are three vital things you need to complete on this section:

General Content | |
Container

Mumber of items to
display

Number of items to
display per page

General content container — select your homepage from the list by pressing the
grey button next to the field.

Number of news article pages to display in news listings — this controls how
many news articles in total will display in your archive section. The maximum you
can put is 999 the minimum is 1. We would suggest no more than 100.

News listing page display layout (x3) — this controls how many news article
summaries will appear on each page of your archive. Please make sure to use
multiples of 3 in this field as the news article listings appear in rows of three.

We recommend putting this at either 6 or 9.

For examples of how this works please see page 5.

Congratulations! Your news section is set up and ready for you to start
creating news stories!



Four: Editing the news listings (and archive) page

Remember, your news listings page and your news archive page are made using the
same page template. The page has several content areas.

n qf
! ! o
1 You can drop content here, or create a new block

There are no articles to display

You can drop content here, or create a new block

3 You can drop content here, or create new blod

1 The first content area can have an Index hero block. Click on the link in the area

and the properties will appear for you to create an Index hero block. Your news
article listings will appear underneath the hero block.

Underneath the news listings, you can put in a text block, CTA block, iframe
2 block or image block.

3 The footer area can have document downloads block and/ or related links

blocks inside.

For help adding blocks, see our guide on creating blocks.

How do | amend the news listings that appear on the news listings page?

These are created automatically, using information from the news articles you have
created. See our guide on creating a news article.
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Five: The news listings block

IS .

No one should have no one

Forests

"7
20 Y . -
A
X L
el
= g -
Young and cld plant a lasting Things to do in Nottingham
legacy on International Day of City

George Square volunteers dig
deep at Woodthorpe Grange
Park for Age UK Notts

Mars news

The news block allows you to display your most recent news articles on any other

page e.g. the homepage

You can create this on the page or as a global block to use on many other pages,

Step 1

Create a new block in the right hand blocks panel

o

Media Forms

@

8@ For All Sites
B Anytown
[ Icons

&[] Original blocks

+ Mew Block

This folder does not contain any blocks

11



Step 2
Select News Listing Block and name it accordingly

New Block:

For All Sites » Anytown
NamEI News block |I

L ]
News Listing Block Highlighted Content
Lists the latest news articles Highlighted content

Tt s Related links 1 . .| 4 Featured Posts Block
[em— Further Infarmatinn Rlock ‘l‘" m . 41 4 black containina 4 featured

Step 3
In required properties, select the appropriate folder

New Block: News Listing Block

For All Sites » Anytown

Name News block |

Required properties

News page | |E

You must select the specific folder that your news is stored in, if you have used the
news functionality for other things such as job listings, then you can list this here.

Select Content X

B 1 Anytown

15 Qur services

| Get involved

| Activities and events
a

15 About us
|1 Contact us
|1 Latest news
TPCIEN TR
= 1 Articles
@] 2017
|9 Organisational Quality Standards
|5 Our shops
1 Work for us
@[5 Buy products

/5 Heln nanes

e
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Click ok,
Then click create
Step 4

In the properties panel you should see the content tab,

For All Sites * Anytown . TS
El News Block Autosaved 10:09 AM Undo?

+ Back Changes made here will affect at least 1 item

Name | News Block Visible to Everyone
Languages en-GB
1D, Type 121372, Mews Listing Block

Category | Add one or more categories | ‘T|
Title I | Latest News ‘ I
News page I | News *3‘ ‘_| I
Total number of -
a?tiaclgsum e I 12 H I

(If you created it as a global block then you will need to click all properties
the settings)

to see

We suggest starting with 3 articles which is the same size as a 3 featured post block

| Publish?
Save and publish the blog

Step 5

Drag the block onto the homepage in the desired position and publish the page

No one should have no one

Please help us provide companionship and support for more local older people.

Latest News

Test news article The Big Knit 2017 The Big Knit 1

Published on 08 January 2018 09:46 AM Published on 11 September 2017 11:37 AM Published on 01 September 2017 11:35 AM
No one should have no one No The Big Knit is back for 2016-17 and The Big Knit is back for 2016-17 and
matter what your age, being loved it's going to be the biggest one ever. it's going to be the biggest one ever.
and cared for is important to all of us This year we are aiming for 2 This year we are aiming for 2

But during... million... million...

» More news
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Six: Summary

The news section has four parts.

News listings — the news listings page template
News articles — the news article page template

News archive — the news listings page template
News listing block — can put news listing on any page

Set up your news section

Set up the new listings page

Set up the folder structure for your news article pages
Set up the archive

Set up the news listing block (if needed)

WD E

Controlling the news listings

The news listings that appear for each news article are controlled by the news
article page properties — see our guide on creating a news article.

The news listings block is controlled by the news listing block properties
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There are more guides and training
videos available on the Partner digital hub.

If the answers you need are not in
the guides or videos, then please contact
partner.content@ageuk.org.uk
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