
Humanities T4 training:  Creating a news article using the News - Local (Hum-RWD) content type 
 

 
In this document, we will show you 
how to create content using the 
‘News - Local (Hum-RWD)’ content 
type. Please note that this 
document should be used as an 
accompaniment to the video of the 
same name which can be found on 
the Humanities staff intranet. 
 
 
 
 
 
 
 
 
 
The majority of Faculty sites 
dynamically pull news articles from 
tagged stories on The University of 
Manchester’s news platform.   
 
These news stories may look as 
though they are part of the Faculty 
or School’s website content, but 
they are actually pulled from the 
University’s PressPage system. 
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However, some Schools and 
Institutes prefer to list news specific 
to their audience that might not be 
relevant to the wider University – 
the ‘News – Local (Hum-RWD)’ 
content type was developed with 
these websites in mind.  
 
 
 
 
 
When a piece of content has been 
created and populated, the ‘News – 
Local (Hum-RWD)’ content type 
adds a headline and teaser text to a 
news index page, as well as creating 
a web page for the full news article. 
 
 
 
 
 
Please contact the Humanities web 
team if you are unsure whether you 
should have a local news page or if 
you wish to have one created.  You 
can find our contact details at the 
end of this document. 
 

 

 

 



 
To create a local news article, you 
first need to navigate to the relevant 
section in T4.  Use the grey ‘plus’ 
icons to open up the folder structure 
and navigate to the section in which 
you wish to create your content. 
 
 
 
The folder structure within T4 
mirrors the structure of the website 
that you are working on. 
 
 
 
 
 
 
 
 
In this example, the ‘Creating 
content using the Copy (Hum-RWD) 
content type’ folder in T4 doesn’t 
appear on the website’s left hand 
navigation because there are no 
pieces of content in it - empty 
folders in T4 will never appear in 
your website’s navigation. 
 

 

 

 



 
To create a new piece of content, 
hover over the yellow arrow for that 
section and select ‘Add content’. 
 
 
 
 
 
 
 
 
 
 
You will be presented with a choice 
of three content types.  Select ‘News 
- Local (Hum-RWD)’. 
 
 

 

 
When you create a ‘News - Local 
(Hum-RWD)’ piece of content, there 
are several fields to complete. 
  

 
  



 
The ‘Name:’ field is a mandatory 
field, but doesn’t appear on the 
external website - its function is 
purely administrative.   
 
The naming convention for all 
content is ‘school/institute/centre-
section-subsection-contenttype’ – 
so if you were creating content 
under ‘MUI > About > News’, the 
‘Name’ field  should be completed 
as  ‘mui-about-news-
newsarticlebriefheadline’.   
 
Giving a piece of content a 
meaningful name is good 
housekeeping, and makes it much 
easier to make sense of a web 
page’s structure for those who 
might edit the page in the future.  
 
It also helps the Humanities Web 
Team know which section of the 
website has been edited when we 
come to approve the content in T4. 
 

 

 

 

 
The ‘Headline’ field should contain 
the headline of the news article you 
wish to create, as this will display 
both on the news index page as part 
of a brief ‘teaser’ and as the title of 
the sub-page with the full news 
article. 

 

 



 
Release date:  If you click on today’s 
default date in this field, a calendar 
will appear in a pop up box.   
 
Select the date you want the news 
article to display – it is fine to select 
dates from the past.  Just use the 
chevrons at the top of the calendar 
to cycle through the months, or use 
the dropdown to select a different 
year. 
 
 
If you want it to display today’s 
date, click on the ‘Today’ button.  
 
 
 
 
 
 
 
 
 
 
 
Once you are happy, click on the 
‘Done’ button. 
 

 

 

 



 
Summary copy:  This is the teaser 
text that appears underneath the 
news headline on the news index 
page.  Try to be as brief as possible 
as there is a 275 character limit for 
this field – and please bear in mind 
that this limit includes spaces. 
 

 

 
 
Intro paragraph:  Most T4 users tend 
to duplicate the text in the 
‘Summary copy’ field here, but you 
can add alternative text if you so 
wish.   
 
 
 
 
 
 
 
 
 
 
Including spaces, there is a 1,000 
character limit in this field, so you 
should try and keep it relatively 
brief. 
 

 

 

 
  



 
Body copy above image:   If you 
have a photograph or illustration 
you wish to include in your news 
article, you can use this field to 
define how much of your news 
article text you wish to display 
before the image appears. 
 
If you are not using an image, you 
can add all of your news article text 
in this field.  
 
 

 
 
Body copy below image:  As with the 
previous field, you can use this text 
area to define what part of your 
news article should appear after an 
image if you wish to include one. 
 
Please note that the text you add to 
the ‘Body copy below image’ field 
will wrap around the image, as well 
as appear under it. 

 



 
If you are copying and pasting 
content from Microsoft Word or 
other external sources, please first 
select the ‘Paste from Word’ icon in 
the text editor in T4. 
 
Then paste the external content in 
the pop up box and click on ‘Insert’ 
rather than pasting directly into 
either of the ‘Body copy:’ fields.   
 
 
 
 
 
 
MS Word content pasted directly 
into T4 can carry a lot of hidden 
formatting which can affect the 
appearance of the text you wish to 
display – using the ‘Paste from 
Word’ option minimises the impact 
of this hidden formatting. 
 

 

 
  



 
Display feature image (Y/N):   Select 
‘Yes’ from the dropdown if you have 
an image for your news article.  If 
you don’t want to use an image, 
leave it set to ‘No’, which is the 
default setting. 
  
 
Image width:  Although this field 
gives you a drop-down choice of 
one-third, half or full width for your 
image, you should leave this field set 
to its default ‘Half’ setting as this 
works better with our T4 templates. 
If you really need to display a full-
width or one-third-width image, 
please contact the Humanities web 
team for advice. 
 

 

 
Image position:  This field sets 
where the image will appear on the 
page.  Although it is set to ‘Left’ by 
default, it is advised that you should 
select ‘Right’ from the dropdown – 
text tends to wrap more neatly 
around images which are right 
aligned. 
 

 



 
Image/Choose file (button):  This 
option allows you to browse for an 
image on your computer’s local 
drive.  Select your desired image 
and click on ‘Open’.   
 
Please note that you should always 
scale your image to 500 pixels wide 
by 298 pixels high – the T4 
templates have been designed for 
this specific image size.  It also aids 
consistency across all of the Faculty 
websites.  Images may not display as 
intended on your webpage if they 
are cropped to the incorrect size. 
 
 
 
 
 
The file size of the image must be 
smaller than 50KB – T4 will return 
an error message when you come to 
save your article if the image is 50KB 
or more.   
 
 
 
To crop and size your own images, 
you can use the free Photoshop-
style online editor Pixlr Express if 
you don’t have Photoshop.   
 
Alternatively, if you need help 
resizing an image, please contact the 
Humanities web team. 

 

 

 

 

https://pixlr.com/express/


 
Image alt text:  For accessibility 
purposes, it is essential that you add 
alt text to any image you use on a 
website.  Sight-impaired visitors to 
your website rely on screen reading 
software to read content, so a brief 
summary of the image should be 
added to the alt text field. 
 

 

Image caption:  If you want to 
include a caption for your image, 
add it here.  Many T4 users tend to 
use the same text as they have used 
for their alt text for their caption. 
 

 

Prevent image upscaling?:   This 
option affects how images are 
viewed on different screen 
resolutions.  As our templates are 
already responsive, please leave this 
field to the default ‘No’ selection. 

  

Use the preview button to see how 
your content will look on the live 
website.  The preview window 
opens in a new tab in your browser 
and takes a few seconds to load. 
  

When you’ve finished creating your 
news article, you need to save it as a 
draft.  As your article isn’t quite 
ready, you don’t want to submit it to 
the Humanities web team for 
approval just yet. 

 



 
New pieces of content will be added 
by default to the bottom of the list 
of content types that make up the 
page – therefore the news article 
you have just created will be sat at 
the bottom of the list.  Use the 
chevrons to move your article up 
and down in the list of articles. 
 
The single chevrons (highlighted on 
the diagram on the right in a blue 
rectangle within the red rectangle) 
move your content one place up or 
down in the list of content types. 

 

 



 
The double chevrons (highlighted on 
the diagram on the right in the blue 
rectangles within the red rectangle) 
move the content either to the top 
or to the bottom of the list of 
content types. 
 
 

 
 
As you will generally want your most 
recent news article to sit at the top 
of the list of articles, use the double 
chevrons to move your content to 
the top of the list, but then drop it 
one place so that it sits underneath 
the webpage’s introductory text. 
 
Once you have moved your content 
into the correct place, click on ‘Save 
Changes’.    
 
 
 
A pop up box will appear in T4 if you 
forget to click on save changes and 
try to navigate away from this 
screen.  If this happens, click on 
‘Stay on page’. 
 
 

 

 

 



 
Click on ‘Save Changes’ and T4 will 
give you a confirmation message 
that the changed order of the 
content has been saved successfully. 
 

 

 
 
Reopen your newly created article 
by hovering over the yellow down 
arrow and clicking on ‘Modify’. 
 
 
If you don’t wish to submit your 
news article immediately for 
approval, for example, when 
drafting a long article in stages, 
select the ‘Save as draft’ option 
from the dropdown.    
 
It is advisable to save long articles as 
a draft regularly so you don’t lose 
any work.  T4 will time-out an open 
page after 15 minutes or so (with an 
option to refresh the content) and 
will log you out after 20 minutes of 
the screen being idle 
  

  



 
When you are happy for your 
content, click on the ‘Add’ or 
‘Update’ button.  Your changes will 
be automatically submitted to the 
Humanities Web Team for approval. 
 
You will receive an email notification 
when your news article has been 
approved, and it will be live on your 
website following the next 
scheduled publish.   
 
A publishing cycle runs on every 
Faculty website every two hours. 
 

 
 
 
 
 
 

 
 
Please contact the Humanities web 
team for more information or advice 
about your website. 

 
 


