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Making sure you have the correct
article type

When creating an article, keep in mind what the three different article types mean, in terms of
where they will appear and the type of function they fulfil.

News Article:
I bS¢a ! NIAOES Aa | LASOS:T 6KS(KSNhokgeQanthaty | NI A C
has happened already.

Example: An interview with the rector on how they think the Diversity Week went, in terms of
success of the initiative and what we must take going forward from it.

Event Article:
An Event Article is a piece itoform your target audience of an upcoming event (lectures,
O2y TSNByOSasx ¢2N] akKz2Llazx LISNF2NXIyOSaxov GKIFG oAff

Example: Your faculty will be holding lecture on sustainable energy, hosted by a leading expert
in theirfield, and the technologies that support it. The lecture will be held in two
$551a4Q GAYS YR (GKS FIFOdzZ e ¢g2dA R tA1S (2
public to attend.

Notice Article:
A Notice Atrticle is a short article that conveys useful imfation to the staff/students or an
advertisement.

Example One: A Notice that informing staff/students about applying to do exam invigilation during
the end of year exams.
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Making sure your image Is the right
size

For every article that is uploaded onfioK S { dzyy &aAGS>X GKSNB Ydzad oS Fy A
NAIKG aAl § AYF3IS 2NI I dzyAljdzS AYF3AS GKFG &2dz ¢ 2 dzf
a0 yRINR AYlF3Sa T @rAtlroftS GKIFIG OFyYy 0SS yortr SR Ayads
own then skip this section.

The image

¢KS AYIF3S dzaSR Ydzad oS 2F | 3I22R ljdaatAade G2 Syad
RAALX @SR 2y G(G(KS ¢SoairiSeo LT &2dz R2y Qi KIF @S | &A

can stitch seveiladogether to create a collage of smaller images that fit into the correct size

Size
Width: 940 pixels
Height: 310 pixels

LT GKS YSIadaNBYSyida I NByQi SEIFOGfte GKAAa &AT ST Y&
the image is stillusableandy®i2 y Qi ySSR (2 62NNE | 02dzi OKIy3IAy3d
measurements.

Important to remember

The title of your Notice Article will appear in the Events & Notices webpart and there is only a

certain amount of spacm the title area, this means you should keep your titles short and to the
point to make

5 WELCOME TO sure all of your
Stellenbosch University Search. P title appears

Top Searches v

when displayed.

lﬂ Aiatin = || Fatien=) [ Shachets | Bemtmmmnt = | A | xcres || Foratr = || Contacti| A2 The image below
is an example of
the Events &

SU Business School Notices webpart
again ranked in top 3 °06
: : on the Sun
in Africa by “.
Eduniversal ey ; homepage:
Read more > ' : 4 ; "
| eccee @
—— " - Events | Notices €€ NoticesTab
= : 4 m” ‘6 suU mgm entrance to be
move:
isiXhosa website opens Agang leader Mamphela 'Dirty washing' made
doors for... Ramphele to visit... Matie student... SU Short Courses: Hore = Events &
information
Diverciy Woek st ot n~ oo ratenetndesioratll | was asked to e one parareh sun-e-HR: Application for Notices
everyone’s memory, the and leader of Agang SA, will be on what Diversity Week meant to leave for.
Department of. addressing. her. But
== == el
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If you want to crete an article of any type, you need to make sure that you are first logged in on the
{dzy &A0S o0ST2NB @2dz FGAdSYLIWi (2 ONBFKGS GKS I NIAOf
then the site will prompt you to sign in first before taking ybuoough to the article creation page.

The sign in process

At the bottom of any page of the website there will be a footer area with permanent links in it that
will help you navigate around the site and a couple of other helpful functifeat we want to use
is the sign in link.

P Events  Notices
Ocl Department of

2013 Afrikaans and

'Dirty washing' made Comedians law race Dr Corena de Beer Dutch
Matie student... card in g crowned as world...
10 Ot Seminar
2013 Indexing the
Bom-free Matie Bohlale Selahle Two of South Africa's funniest men Dr Corena de Beer, a senior Human
was asked to write one paragraph had students and staff of medical scientist in the Dnision of
on what Diversity Week meant 1o Stellendosch University in the palm Medical Virology, recently won the
het But of their 10 Oct  Inaugural lecture
2013 Prof Mapundi K

The HOPE Project

Stellenbosch University’s HOPE Project creates
sustainable solutions to some of South Africa’s and

Africa’s most pressing challenges. .
Prospective Students _ Explore SU

“HING & LEARNING I RESEARCH & NNOVATION | COMMUNITY INTERACTION | OPERATIONS & FINANCE | LBRARY IAZ I SPORT | NEWS & EVENTS

About us Careers @ SU Al rights reserved © 2013
Faculties T&C Stellenbosch University
Students Maps Private Bag X1

Alumni News & Events

Management Contact us

Donors Signin

{ONRff R2gy (2 GKS o020G02Y 2F GKS LI 3ISI LINBaa Y{A
password.
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For Students Your username will be your Student number given to you and will also beoseen
your student card and your password is the one that you yourself have set for your
account

For Staff Your username will be the name you use to log into your Inetkey and the first part of
@2dzNJ SYFAf | RRNBaa SEOf dzRA yrpasswkrSis theX & dzy oI O
one that you yourself have set for your account

Authentication Required x |
9 Enter username and password for http://www.sun.ac.za

User Name: komtest

Password: eesssssses

0K ] [ Cancel

Now that you are signed in the site will reload the page you are on and you will see in the top right
hand corner of the browser frame that you are logged in.

Newsfeed SkyDrive € ftes komtest v

) SHARE Y FOLLOW [

Search...

Top Searches G

Now that you a&e logged in we can start the article creation process
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Creating your Notice Article

News & Events Page

TocreateaNotice! NI A Of § 32 (2 G4KS WwWbSs

The HOPE Project

Stellenbosch University’s HOPE Project creates
sustainable solutions to some of South Africa’s and

Africa’s most pressing challenges. m

=
QX
W
©
Q
(V)]
<
[N
QX
Q
>
<
—

Prospective Students

EACHNG & LEARNING | RESEARCH & INNOVATION | COMMUNTY INTERACTION | OPERATIONS & FNANCE | UBRARY | AZ | SPORT

q About us Careers @ SU Al rights reserved © 2013
» Faculties » T&C Stellenbosch University

» Students » Maps Private Bag X1,
STELLENBOSCH » Alumni » News & Events Mateland, 7602,

UNIVERSITRIT

UNIVERSITY

Management » Contactus Stellenbosch, South Alrica

»v O , Donors Tel: &

Once you click on the link you valirive at the Atrticle list page and the tab will be set, by default, to
the news tab as shown below:

'
Q\ WELCOME TO
NIVE

Stellenbosch University Searcn o

Top Searches v

News Tab

Hockey dominates at Maties Create News Article
4 Sport's awards function

| Author: Pia Nanny Archive
“J Hockey dominated the at Mates Sport's annual Sport Colours
Gt ho21e0 a1 e Proles ot in Tech0part on Wednssaay 9 OoLer

How to Create a News
Article

o ¥ 'Dirty washing’ made Matie student realise she
discriminates as well Highlights
Author: Bohlale Selahle =

Bom-free Matie Bohlale Selahle was asked to write one paragraph on what Diversity
V/eek meant to her. But when she stopped, she found she had written 3 whole essay
on her experience at the "Air your dirty laundry washing line

1

3
F) Cape Town the cradle of modern astronomy in South R N
[ awards funcson
A Amormc Basson
i mwoummammnmmman»amutm h"‘
Diversity Week ends in festival of colours

2 Dirty wa made Matie student
Author: Sonika Lamprecht & lise Arendse reatise sho scriminates as well
“Maties Diversity changed the way | think and act around peopie on campus. | sure
won be going dack (1o the old way).” This is just one of many positve comments on

Twitter following 1ast week's Diversity Week celedrations at SU v S A
3
' Comedians play race card in good fun
q Aamor Stephanie Niewouot Market on Rooiplein atiracts many
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Now you must navigate to the Events tab as shown below:

*Note: depending on the tab that you have selected, that is the typarticle that you will create

t!\ WELCOME TO

Stellenbosch University Searcn..

ENBOSCH Top Searches D4

Aboutus = | Faculies < | Students | Management < | Alumni | Donors | For staff "‘ Contactus < A<Z‘ EDIT LINKS

Notices Tab

SU Short Courses: More Create Notice Article
information

Stellenbosch University's Short Courses Policy, implemented in October How to Create a Notice
2007, has certain requirements regarding full financial reporting after the Arti 1
completion of a short course. This report must reflect the budget versus cle

actual figures.

Published

sun-e-HR: Application for leave for December 2013 and —
January 2014 e T

Staff members should take note of the following information regarding the application
for leave for the period December 2013 to January 2014.

Research Commons Assistants required for 2014 Al

IS Gaasr The JS Gericke Library invites senior students with a strong interest in research to
(a:pply for posts as Research Commons Assistants atthe Carnegie Research
ommons.

course

Staff members can still enrol for the short course “Positive Leadership, Positive
Change: Building leadership skills with regards to transformation, gender, disability
and HIV in higher education.”

9 Enrol today for a Leadership in Transformation short

Writing effective reports and proposals: free workshop
it [Qiiee | series
Learn how to write reports and proposals in an effective manner.
Notices list
On the News & Events page you will see a list of all the Event Article pieces that are on the Sun site
in the main frame of your page. You will see for each article there is a pitdiioeyed by the
headingand a summary of the article.

Fb2dSY 1ft FNIAOEtSa oAttt FLIISHFNI 2y GKAa tAad AF GKSe
Stellenbosch University reserves the right to remove any article it sees as not gaatirof the quality
standards.
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Side navigation and search function

On the right hand side of your page will see that there are a few navigation buttons that will take
you to different places, as well as a section that will help you find certain evegntsibg sliders and
a bar graph

Grey navigation buttons

CreateNotice Article ¢ KS WHoNE!I NIBA Of SQ odzilGz2y oAttt G
the form thatwill let you create an actual notigeece that
you will be able to submit for approval in the areas that you
request

How to Create an Event Article: ¢KS WI 2¢g Noficel/ NIBA QGifSSQ® odziG2zy oAt
this document that you are reading currently

Search function
The search functioarea will help you find particuldoticeArticle on a certain published date.
Manipulate the bar graph to find articles in particular periods.
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Filling out the Notice Article form

Navigating to the form

Now that you are ready with your image and wanstart writing out your article, click on the

W/ NBloticeS NIl A Of SQ odzid2y 2y GKS NAIKG KFIyR aARS 27
looks like the example below:

T | nsmoceont A B AaBbCc| AaBbCeD |s
Paagach | | Mendog 1| | Mending2 | | Manting 3

The article is now complete, begin the approval process [}

Filling out the article

Fill out the title, summary and content of yolNbtice Article (both in English and Afrikaanal

GKNBES 2F GKS&aS FASEtRa IINB O2YLJzZ a2NB G2 FAf{f 2dz
summary of it, then just copy and paste the first paragraph of your article into the summary text

box.

The sumnmary only takes 255 characters in total (characters include letters, numbers, spaces and
punctuation marks so the space can get filled out very quickly). The content area works similarly to a
word document and there are formatting options at the top of yaareen in the toolbar that works

the same way as it does in Microsoft Word with a little less functionality

Note: If you are unsure how many characters the piece of text you wish to use has, then copy paste it into
g2NR F YRI dzy RSNY SAISK GUKKSS WP veNARA § 2QizyUil D 5F dzy OG A2y S AU 6 A
of the text you have highlighted including the character count with spaces
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Page information Section

The Second section of the form requires you to fill out information about your articlalaod
upload a picture. We are going to walk through this process section by section.

LT &2dz KIS |y AYIF3S GKIG &2dz g2dzZ R tA1S
@2dz R2y Qi KIFI@S Fy AYF3IS 32 adtehAIKE (2 (K

Uploading your own image
I £ A O1 Cilheré & Splod4 a picture from ShareP@intf Ay1 | & aK2g4Y

(@]

Published Date )
Is Highlight [m]

Staff Oy u}

Enterprise Keywords

Featured Site Name

Visibly Featured

The article is now complete, begin the approval process 0

Save Cancel

Once you have clicked the link you will get to a separate window that looks like this:

Edit Image Properties

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

General

Selected Image

Browse...
Image Rendition
Full Size Image IE]
Alternate Text
Hyperlink
Browse...

Open Link In New Window

Layout
Alignment Horizontal Spacing (pixels)
Default E]
Border thickness (pixels) Vertical Spacing (pixels)
0
Size

oK Cancel

02 dzLJ 2
S W! &Ay
St26Y
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I tA01 2y (GKS V. NR$3GQSHIDESY yBEHISG20SEGOG2E YR

.NRgasS G2 GKS WI NIAOES LYF3ISaQ F2f RSNJ GKNRBdAK
0KS W{GSttSyo2a0K | YADGSNEAGEQ YR GKSYtodiKS WLYI
open it and you should get a screen like the one above.

b2g Of A0] 2yBESAWSYROT AYy2 a4 aAK26y 0St26Y
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