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Website Training Guide: Adding a News Story

Step 1:
From the main admin screen click the “Add A News Story” button.

LITTLE RIC TIP:
To make a story appear on the front page of your
website click “Featured Item”.

Step 2:

Step 3:

Type in your news story headline and select a category for the article. Some schools have more than one category so be sure 
to have the correct one selected. 

Click “Add this Story”.

Step 4:
Go to tempEDIT and select your 
story from the dropdown list.

Step 5:
It is crutical that every news 
story has a thumbnail. Click 
the large red “You still need to 
upload a thumbnail” button to 
choose one of the pre-existing 
thumbnails or to upload your 
own.  
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Step 6:
Once you have upload your own 
thumbnail, use the cropping 
tool by dragging the corners 
with your mouse. Once you have 
a thumbnail you are happy with, 
select “Crop Image”.

Use the Thumbnail Preview 
area on the right for an 
example of what your 
thumbnail will look 
like when it’s 
cropped. 

LITTLE RIC TIP:

Step 7:
Once back at tempEDIT, paste in the text for your article. When you are ready to publich click “Save Changes”.


