English Department Website 

Updating News & Events 

LOGGING IN TO CONTENSIS
1. Go to:  http://wcms.rhul.ac.uk
(N.B. If you are off-campus, you will need to first go through campus connect.  For directions on how to set this up see:

2. Log in to Contensis with your Royal Holloway username and password.
GENERATING A NEWS ARTICLE 

3. On the left-hand side of the screen, under NAVIGATOR go to the following folder location:

english > newsandevents > newsarticles

4. Right click on ‘newsarticles’ and select ‘Create New Content’.

5. a.
Select the required content type: WebPage then click ‘Next Step’.

b.
Choose a template type: News Page then click ‘Next Step’.

c.
Complete the Filename, Title and Menu Name then click ‘Finish’

Style Guide:  Choose a brief title for the event here so that the filename and menu name are not too long.  You can always change the title later.

6. Select ‘Edit Newly Created Web Page’.  

7. Go to ‘Title’ in top right of the screen and edit this, if necessary.  

Style Guide:  This is the title that will appear as the headline for your article.  Think about how best to work this so that is informative, active and attractive.  

WRITING COPY FOR THE ARTICLE

8. Under the ‘Content’ tab fill in the following:

a. ‘News Article’
This is the main body of the article.  Provide here a description of the event, the date / location of the event (if applicable) and a website link (if applicable).

N.B. To make a website link active, you will need to highlight the link, then click on the button on the right side of the tool bar with an icon of a globe and chain.  Paste the link into the dialogue box that pops up.

Style Guide:  The information in the main body of the article should be in paragraph form and include any relevant information.  Generate one single space between the article, the date/location and the website link.  

N.B. A single space can be generated by holding down the shift key and hitting return.

b. ‘Article Image’
see below

c. ‘Thumbnail’
see below

d. ‘Required Meta Data’
Along with the title of the article, this data will appear on the News and Events full listing along with all of the other listings.

Style Guide:  This should be brief, and written as a short introduction into the article.  The text – often the first sentence of the article –should end in an ellipsis so that it trails the text into the main article, when clicked.

e.g.  Katherine Maynell will be discussing her work at the TALKS series in Central London …

9. Click ‘Save’
10. Under ‘Workflow’ click on ‘Submit and Authorise’
ADDING AN IMAGE TO THE ARTICLE

N.B. To add an image you will first need to ‘Save’ the article as well as ‘Submit and Authorise’ it first to make sure you do not lose data.  This is because you will need to exit the page first to create new content.

11. Go to the NAVIGATOR on the left-hand side of your screen and click on the folder:

english > newsandevents > newsimages

12. Right click on ‘newsimages’ and select ‘Create New Content’
13. Select the required image type:  Image and click ‘Next Step’.

14. a.
Select the required image type: Image then click ‘Next Step’.

b.
Select File and choose one from your computer, click ‘Next Step’.

c.
Complete the Filename, Title and Menu Name then click ‘Finish’

15. In the ‘Content’ tab of your news article, go to: ‘Article Image’ 
a. Click ‘Browse’.  

b. Under CMS Content Browser go to English > news and events > newsimages and select your image.

c. Click ‘Save’.

16. In the ‘Content’ tab of your news article, go to: ‘Thumbnail Image’
a. Click ‘Browse CMS’

b. Under CMS Content Browser go to English > news and events > newsimages and select your image.

c. Click ‘Save’.

d. Scale your image using the sliding scale in the top right corner labelled ‘Image Size’
e. Click ‘Save’
f. Click ‘Close’
17. When back to your main page, click ‘Save’
18. Under ‘Workflow’ click on ‘Submit and Authorise’
