Company News Web Part User Guide

Company News Web Part

The Company News web part enables the display of photos and text content in a rotating view. Best
practice suggests that creating a number of articles and images in advance of the desired publishing date
allows for a more seamless transition between news cycles.
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Figure 1

To add a new item to the Company News web part, you will need to pre-create an image, article summary
and article URL where users will be directed when they click through to read more. News images should
be 500 px by 245 px in a horizontally oriented rectangle, which will be automatically resized down for
display within the web part. Vertical images or images which do not closely relate to the proscribed
dimensions may display with distortion and it is recommended that images are resized accordingly before
being added to the web part to avoid this outcome.
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To Edit or Add a New Item

To add or edit an item in the Company News web part, you will need to perform the following actions:
1. From the Site Actions menu in the ribbon, navigate to View All Site Content.

Site Actions ~+ @ [E Page  Publish

—, Edit Page
l 2 Change the content and Web
"~ Parts on this page.

_ Hide Ribbon
|25 1 Hide the page status and
ribbon for this page.

Depi

s—\l Sync to SharePoint Workspace

—, Create a synchronized copy of
—  this site on your computer.

New Page
Create a page in this site.

>~ New Document Library
M_D Create a place to store and
share documents.

] New Site
I o Create a site for a team or
project.

More Options...
Create other types of pages,
lists, libraries, and sites.

Reorganize content and

ﬁ% Manage Content and Structure
structure in this site collection.

View All Site Content
View all libraries and lists in
this site.

37 dit In SharePolnt Designer
w‘ Create or edit lists, pages, and
= workflows, or adjust settings.

Site Permissions
@ Give people access to this site.

523 Site Settings
Access all settings for this site.
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2. From All Site Content screen, select the Company News list.

Lists

M AnniversaryBanners

(=) Annocuncements

m Application Directory
Calendar

m Company News

L1 ontent and Structure Reports

EmployeeAnniversaries
Issue Tracking
Links

Office Locations

Reusable Content

Tasks

Top Navigation

& He H =HESH

Workflow Tasks

Figure 3
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3. The Company News list contains the fields to configure each article:

Company News - New Item

HB B Ny

Copy
Save Cancel Paste Atﬁch Spelling
ile -
Commit Clipboard Actions Spelling
Title *

PriorityOrder *

Rollup Image

ArticleSummary

Shown as a Preview

7/18/2014

ArticleDetail

ArticleDate %
PublishDate @
PublishEndDate %
ArticleDetailUrl

[ Save ] [ Cancel
Figure 4
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These fields are described in more detail below:

* Title: This mandatory field should contain the title text for the article which will display within the
web part. Please limit this to approximately 20 characters to ensure that the text displays properly
within the screen space available.

*  PriorityOrder: This mandatory field must contain the numerical value which orders the articles
within the web part display.

* Rollup Image: See Rollup Image detail on the following page.

* ArticleSummary: This field should contain the summary text for the article which will display within
the web part. Please limit this to approximately 280 characters to ensure that the text displays
properly within the screen space available.

* ArticleDetail: This is an optional field which can contain the full article text. However, please note
that this text will not appear within the web part display area.

* ArticleDate: This is displayed under the article headline in blue text.

* PublishDate: This field should contain the initial date on which the article will begin to display within
the web part. Articles will not display in the web part until the PublishDate.

¢ PublishEndDate: This field should contain the final date on which the article should cease to be
displayed within the web part. If this field is left blank the article will continue to display until the
field is populated with a date that has expired or the item is deleted.

* ArticleDtailURL: This field should contain the URL of the site where the full article detail and content
is housed. This location is where the user will be directed when the click through on the item to
view more.
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To associate an image with a news article, click on the link within the Company News form to insert a
picture from SharePoint. Please note that the article images must already be uploaded to a location within
SharePoint before they may be associated to an article. You may disregard the Edit Image Properties form

as shown below, as all images should conform to the 500 x 245 px size.

£ http://wwt.synbeta.com/_layouts/AssetimagePicker.aspx?DefaultAssetL ocation=8&DefaultAssetimagelocation=&DisplayLookInSection:

El Enter the URL of the selected image and its display properties.

General

Selected Image

| [

Browse...

Alternate Text

Hyperlink

Browse...

Open Link In New Window

Layout

Alignment Horizontal Spacing (pixels)
Default v

Border thickness (pixels) Vertical Spacing (pixels)
0

Size
@ Use default image size
© Spedify Size
Width (pixels) Height (pixels)

| | |

[V] Maintain aspect ratio (enter width or height)

( oK

| http://wwt.synbeta.com/_layouts/AssetimagePicker.aspx?Defaul € Internet | Protected Mode: Off
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To Delete an Item
1. From the Site Actions menu in the ribbon, navigate to View All Site Content.

Site Actions ~+ @ [E Page  Publish

—, Edit Page
l E Change the content and Web
"~ Parts on this page.
Hide Ribbon

> ! Hide the page status and
ribbon for this page.

Depi

s—\l Sync to SharePoint Workspace

—, Create a synchronized copy of
—  this site on your computer.

New Page
Create a page in this site.

New Document Library
Create a place to store and
share documents.

New Site
Create a site for a team or
project.

i
==

More Options...
Create other types of pages,
lists, libraries, and sites.

Reorganize content and

ﬁ% Manage Content and Structure
structure in this site collection.

View All Site Content
View all libraries and lists in
this site.

v s
‘E‘Ai‘ Create or edit lists, pages, and
workflows, or adjust settings.

Site Settings
Access all settings for this site.

Site Permissions
@ Give people access to this site.
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2. From All Site Content screen, select the Company News list.

Lists

M AnniversaryBanners

(=) Annocuncements

m Application Directory
Calendar

m Company News

L1 ontent and Structure Reports

EmployeeAnniversaries
Issue Tracking
Links

Office Locations

Reusable Content

Tasks

Top Navigation

& He H =HESH

Workflow Tasks

Figure 7
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From the list, select the item(s) you wish to delete and click the Delete Item button from within
the ribbon.

] Version History

New  New Edit
Item. Folder Ttem X Delete Item

nage

View
It

New

G

= & item Permissions
Attach  Workflows Approve/Reject
ile

Adtions

o

Workflows

& o
Ilike Tags&
It Notes

Tags and Notes

Libraries Edit

Z

Title
Site Pages Item #7
Shared Documents

It's a Wiki

Lists

Calendar

Tasks

AnniversaryBanners

Company News
EmployeeAnniversaries

Office Locations

Top Navigation

=3

Issue Tracking Item £1

WWT Issue Tracking
Common Content

Application Directory

Discussions

Team Discussion

epath
departments

knowledge

PriorityOrder

ArticleDate

7 10,

/31/2012

2 10/1/2012

ArticleSummary  ArticleDetail

PublishDate  PublishEndDate  Rollup Image ArticleDetailurl

10/31/2012  11/16/2012 http://www.google.com

10/1/2012  10/1/2013 http://www.google.com

Anniversary Test otial

100172012 10

01 L
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4. Alternatively, from within the Item Properties screen, press the Delete Item button.

Company News - Item #1

HB 0. X ¢

Save Cancel Paste Delete Attach  Spelling
Item File -

Commit Clipboard Actions Spelling

Title *
PriorityOrder *

Rollup Image

m

T

-

ArticleSummary

Shown as a Preview

ArticleDetail

Figure 9
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