e- MCPS Web Publishing System (Tron) Training

WEB SERVICES . . . .
Working with Content — Basics of News Lists

Basics of News Lists

In this document:
A. Creating a news item
B. Editing a news item
C. Deleting a news item
D. Setting start and end dates for news items

A. How do | create a news item?

1 To add a news item, wremmannenn WELCOME TO ROLLING TERRACE
hover your cursor over the
dot = in the upper left- o o s
hand corner of your T
announcements/news P
section. Then click on the
Add New HTML Content
text.

/5 AND ANNOUNCEMENTS

AddHTML Contert |1y, conr

Properies

Workaea

Logout

2. The content work area
will appear.

< rmusi @Y G & ¥

Tite: [Engiish U3)

Each news item is

m Summary Metadata Schedule Comment Ternplates

essentlally a content . Zls vBRDS I - - TVRBATRENFO-F
block. However, the titles A L LR LEL L
and summaries of these
content blocks are
displayed on your home
page.
PR )
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3. First, type in a title.

Important: The title will
become the link in the
newslist on your home

page.

4. Next, click the
"Summary" tab. Type in a
summary.

Important: The summary
will become the blurb in
the newslist on your home

page.

5. Next, click the
"Content" tab and add
your content.

You can add text, images,
and links as you would
any other content block.

Important: If you leave
the content blank, your
news item will link to a
blank page.

Edit Content in Folder "news”

£| puBush | @) [ [H @

Title: Back to School Night [English (U.8.)]

Summary Metadata Schedule Comment Templates

|G 4 DB FBE S - -V eRd@BE ELA;
Bl 9 & sovsve o B I U A|x %=
IB-==2 4t >V E08EE 8

Edit Content in Folder "news"
€| pusush | @) 4 [H )]

Title:  Back to School Night [English (U 5]

Conte "

[l BB AI-C-TVIndd@LA=0-F
BT & aovsie o t|B I U Ax % =
B-=<= 44> v 00058

Wednesday, September 7 at 7:30 pm.|

Templates

Edit Contentin Folder "news”
Cllrsust | @ R EH | @

Title: Backto School Might [English (U.5.)]

Summary Metadata Schedule Comment Templates

HroBFRAI-C-VIRLBAEREEAEZO-
BT & v o -B IO Ax x| = E s E
|B-=5=f il 4zt EEDEEHEH

Back to School Night

Join us for Back to School Night.
Meet your child's teachers, get to know the school, and see what we have planned for this school year.

Date: Wednesday September 7

6. To save your change and publish it to your web page, click the publish text as described in

How to Edit a Web Page.
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7. The title and summary
of the news item is on
your school's home page.

The title links to the news
item content.

QUICKLINKS

Welcome from Our

Principal

About Us/Muestra

Escuela

Contact Us and Map
Student Leadership Club
Media Center
Classrooms/Specialists
Instrumental Music
Linkages to Leaming

Character Education

(PBIS)
PTA

Support Us

B. How do | edit a news item?

1. To edit a news item, click
on the title (link) of the
news item.

(UICKLINKS

Welcome from Qur

Principal

Ab MNuestra
Es

Contact Us and Map
Student Leadership Club
Media Center
Classrooms/Specialists
Instrumental Music
Linkages to Leamning

Character Education
(PBIS)

PTA

Support Us

students, staff and
families are
respectful of
individual
differences and
come together in a positive, nurturing environment
to produce independent lifelong learners. More

AREA WEATHER

NEWS AND ANNOUNCEMENTS

BACK TO SCHOOL NIGHT

Wednesday, September 7 at 7:30 pm.

NG CHIRANAER M AT PACKETC

students, staft and
families are
respectful of

individual
differences and

come together in a positive, nurturing environment

to produce independent lifelong learners. More

jeather for
ather Alert!
Roling Terrace ES

|88°F @)

Forecast Radar Gamerss Photos
Q¥ WeatherBug

NEWS AND ANNOUNCEMENTS

BACK 10 SCHOOL NIGHT

Wednesday, September 7 at 7:30 pm

NG CHINARAER MATH PAFKETC
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2. Once on the news item’s
page, hover over the = in the
upper left-hand corner of the
content area, and click on
the edit text.

QUICKLINKS

Welcome from Our
Principal

About Us/Nuestra

Escuela

Contact Us and Map

NEWS AND EVENTS

Edit In Context
Jo
View History

e

D

Delete , getto know the school, and see what we have planned for-

Student Leadership Club =

Media Center

Classrooms/Specialists

Instrumental Music

Linkages to Learning

Character Education

(PBIS)

Properties
Workarea

D& Logout ber 7

3. The content work area for
that news item will open.

Follow the steps in How to

Edit a Web Page to edit and
publish your changes.

C. How do | delete a news item?

Edit Content in Folder "n
X, - i o
EHGE @

Title: Backto School Night

[88 4 DB BRI -C- VI BEF R LaAEC
Back to School Night

€ || PUBLISH

[English (U S)]

Metadata Schedule Comment Templat

Join us for Back to School Night.
Meet your child's teachers, get to know the school, and see what we have

“Date: Wednesday September 7

1. To delete a news
item, click on the title
(link) of the news item

2. Once on the news
item’s page, hover over
the = in the upper left-
hand corner of the
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Escuela

Contact Us and Map
Student Leadership Club
Media Center
Classrooms/Specialists
Instrumental Music
Linkages to Leaming

Character Education
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PTA

Support Us

students, staft and
families are
respectful of
individual
differences and
come together in a positive, nurturing environment
to produce independent lifelong learners. Mare
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@8 WeatherBug

NEWS AND ANNOUNCEMENTS

)

BACK 10 SCHOOL NIGHT

Wednesday, September 7 at 7:30 pm.
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content area, and click
on the delete text.

3. The content work
area for that content
block will open.

Click on the delete icon.

4. A warning box pops
up. Click OK if you
want to delete.

QUICKLINKS

Welcome from Our

Principal

About Us/Muestra
Esi¢

Contact Us and Map

Student Leadership Club

Media Center

Classrooms/3pecialists

Instrumental Music

Linkages to Learning

NEWS AND EVENTS

Bz
Edit In Context
Edit
Jo Might.
View History
e Delete ee what we have |
S0
Properies
‘Workarea
De Logout ber 7

ik Language’ Engith(US) = ASS seiect larguage-

Summary Metadata Comment Tasks

Ple

goal: Every student will receive at least one boc

oks before school in designated areas of the Eont lobby (rear the Main 1

hems to donate:

“New or gently-used chidren's books

*Titles in Spanish are always appreciated

Please do not donate:

*Damaged, musty, yellowed or brittle books

*Reference materials published maore than a few years ago

You have publishing rights for this content block.
[f you continue this content block will be deleted immediately.
This action will also delete any library quicklinks associated with the content block.

Continue?

[ oK

| | cancel |

5. Your news item is now deleted from Tron. The news page is blank. If you return to your home
page, the news item is not longer displayed
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D. How do | set a start and/or expiration date for a news item?

1. In the Content WOI’k area Edit Content in Folder "news”
for your news item, clickon ¢ o mE o ©
the “Schedule” tab.

Title: Backto School Night [English (U.5.)]
Content Summary Metadata Comment Templates
Start Date: [Mone] Y
End Date: [Mone] B

Action on End Date: @ Archive and remave from site (expire)
© Archive and remain on site
© Add to the CMS Refresh Report

2. Select a start and/or end date. Important, you must select "archive and remove from site
(expire)" for the news item to no longer appear in your newslist after the end date.

3. Click the publish text.
Note: If you have scheduled a news item to appear in the future, it will not appear on your home

page until the time and date you specified. You can preview it by following the steps in the How
to Edit a Web Page document.
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