
How to Publish a News Page 

News pages are a way to publish timely information and news on  your website, similar to how you 

would do a blog post. These articles can be featured on your landing page, or on other pages that 

display a News “pill”. News pages will be listed on topic pages in order of date published, with the most 

recent story at the top. Members can comment on or rate the story.  

News stories have the following elements: 

- Title 

- Author 

- Date 

- Short blurb (250 characters or fewer) 

- Body text 

- Optional image 

Note: If your story includes attached files, you should post the content as a Document page instead. 

Files cannot be attached to news articles. 

Here is an example of a news page. The following steps will demonstrate how this page was created. 

 



The steps to publish a news page are: 

1. Create the page from the sample page 

2. Create unique title for page 

3. Tag the page 

4. Edit the content 

5. Preview and activate.  

Create the Page from a Sample Page 

Go to WebJunction / News / [Partner Code] and click the page to display the news pages in the center 

pane. For this example, we will use Connecticut. 

 

 



 

 

Right-click on Sample News Story, which is the sample page that we will be using to create news story 

pages on WJ-Connecticut.  

Click Copy. Then click Paste.  

 

 

 

A reminder message will display “Remember to review and complete the metadata on this copy!” Click 

OK. 

 



Now you will see your copy listed. The Title of the news story will be the same as the original (Sample 

News Story), and the Name will be the name of the original with the last character one digit higher than 

the previous copy; so, 

- article 

- article1 

- article2 

and so on.  

 

Create Unique Title for Page 

Right-click on newly created Page and choose Properties… 

 



 

Under the Basic tab, 

Change Title to the actual title of the story itself, such as E-Readers are Coming to the Library. The Title 

is what will display at the top of the user’s browser window when they are viewing the news story page, 

and how the story will be listed on topic pages. 

 

Tag the Page 

Select the Page Tags for the pages you wish to display the news story on. 

1. Click the arrow to the right of the Tags/Keyword box. 

2. Click the WebJunction tab. 

3. Navigate to Partner Pages  / <partner code> 

4. Select the page or pages that you wish to tag the news page to. 

 

Click OK to close dialog box. 

Add Text to your News Page 

Right click on page and select Open. 



 

Add Author, Title, Date, Blurb 

To edit the title, author, date, and blurb hover mouse over the title area until the blue frame appears 

around the component, then right click. The frame will turn orange. Select Edit. 

 

o Type in the author name 

o Type in the title of your news story. This should match the title that you created in CQ 

for the page. 



o Select the date 

o Type a short blurb for the story, which is what will appear on pages that list your news 

story, such as your home page or a topic page. 

o The time and the location will not display on the website, so you can ignore those fields. 

o Click OK. You should see the updated text on your page now. 

 

 



Add Text of News Story 

To add the text and optional image for your story, hover over the sample text until the blue frame 

appears and then right click. The frame will turn orange. Select Edit. Use the Text Editor box to type or 

paste your text, and to style the text. Make sure you are copying over the sample text in the box. 

 

 
 

Preview and Activate 

 

Click the Preview icon at the bottom of the Sidekick menu to see how the page will look live. If all looks 

okay, then select Activate Page from the Page tab of the Sidekick menu. 

 

 


