
Content Management System
Adding News Items



Step 1: Loading News Items

Click the “new” 
link to load new 
news items



Step 2: Loading News Items
1. Enter the news 

item title.

2. Either enter the 
news item text 
directly into the 
field, or copy it 
from a plain text 
file. (Do not copy 
from an email or 
Word document)

3. Categorise the 
news item using 
one or two key 
words.

4. Tick the “allow 
comments” check 
box if required.

5. Tick the “publish” 
check box.



Step 3: Managing Existing News Items

You can edit, 
delete, un-publish, 
change the image, 
or delete the 
image on a news 
item at any time.


