
University Human Resources 

May 2010 

Dana Michelle Pierce, Technical Training and Professional Development 



Select a date 
range to 

view current 
or past news 

stories. 

Select a specific site if you want to 
only see articles posted to that site. 

After you set your search parameters, click this 
button to change what is displayed below. 

Search by specific keywords, such as “orientation” 

Locate News Articles 



To create a news article, click on the 
Add news article button To edit articles, click on the pencil 

icon next to the article title. 
(Note: you can only edit articles 
created by your department.) 

Either option takes you 
to the same screen.  

See next page. 

Create News Articles 



Items with a red asterisk (*) are required. 

The title of the article should be brief.  A few words. 

The summary shows up on news preview pages, so should 
also be brief.  A concise paragraph summarizing the article.  

If you are linking to an outside news source, choose Link, and 
fill in a URL. You can also link to a document in this way. 

To create or edit your own news articles, click the Content 
button, then access the rich text editor here.  See the 

CareWorks CMS Manual for more info. 



The Article Date is what will be printed ON the article. 
 

The Start Date is when the article will be available to be viewed. 

You can quickly make an article inactive by deselecting the Active box. This makes 
your article disappear from any sites that have posted it. 

Select which of your sites will own 
this article.  Most of you will just 

have one site listed here. 

Click SAVE  to create the article. 

Meta keywords and description are related to 
web searching for your event.  Choose single 

words separated by commas, and a short 
two-line description (optional). 

NOTE: The article hasn’t been posted yet.  See the next section on how to post articles to your site. 



Post News Articles 

Select the Post News 
Article link 

Select Post article(s) 
to Website 

Choose your own 
website in Post To, 
then select either 
your own website, 
or another public 
new site from the 
drop down list to 

Post From 



Select  the articles you’d like to 
post, then move them by clicking 
the arrow next to Right News or 

Center News.   
 

To remove an article, follow the 
same steps, but then select the 

article and click X REMOVE 

Select the year the news article was 
created.  All news articles created by 

the specified site during the 
specified year will appear in the 

News Article(s) section 


