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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: 
! bŜǿǎ !ǊǘƛŎƭŜ ƛǎ ŀ ǇƛŜŎŜΣ ǿƘŜǘƘŜǊ ƛǘΩǎ ŀƴ ŀǊǘƛŎƭŜ ƻǊ ƛƴǘŜǊǾƛŜǿΣ ƻƴ ŀ ƴŜǿǎǿƻǊǘƘȅ ŜǾŜnt or person that 

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 to inform your target audience of an upcoming event (lectures, 

ŎƻƴŦŜǊŜƴŎŜǎΣ ǿƻǊƪǎƘƻǇǎΣ ǇŜǊŦƻǊƳŀƴŎŜǎΧύ ǘƘŀǘ ǿƛƭƭ ōŜ ǘŀƪƛƴƎ ǇƭŀŎŜ ŀǘ {ǘŜƭƭŜƴōƻǎŎƘ ¦ƴƛǾŜǊǎƛǘȅ 

Example: Your faculty will be holding lecture on sustainable energy, hosted by a leading expert 

in their field, and the technologies that support it. The lecture will be held in two 

ǿŜŜƪǎΩ ǘƛƳŜ ŀƴŘ ǘƘŜ ŦŀŎǳƭǘȅ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŜƴŎƻǳǊŀƎŜ ǘƘŜ ŦŀŎǳƭǘȅΩǎ ǎǘǳŘŜƴǘǎ ŀƴŘ ǘƘŜ 

public to attend. 

Notice Article:  
A Notice Article is a short article that conveys useful information 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 onto ǘƘŜ {ǳƴ ǎƛǘŜΣ ǘƘŜǊŜ Ƴǳǎǘ ōŜ ŀƴ ƛƳŀƎŜΦ LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƘŜ 

ǊƛƎƘǘ ǎƛȊŜ ƛƳŀƎŜ ƻǊ ŀ ǳƴƛǉǳŜ ƛƳŀƎŜ ǘƘŀǘ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǳǎŜ ŦƻǊ ȅƻǳǊ ŀǊǘƛŎƭŜΣ ŘƻƴΩǘ ǿƻǊǊȅΣ ǘƘŜǊŜ ŀǊŜ 

ǎǘŀƴŘŀǊŘ ƛƳŀƎŜǎ ŀǾŀƛƭŀōƭŜ ǘƘŀǘ Ŏŀƴ ōŜ ǳǎŜŘ ƛƴǎǘŜŀŘ ƻŦ ȅƻǳǊ ƻǿƴ ƛƳŀƎŜΦ LŦ ȅƻǳ ŘƻƴΩǘ ƛƳŀƎŜ ƻŦ you 

own then skip this section. 

The image 
¢ƘŜ ƛƳŀƎŜ ǳǎŜŘ Ƴǳǎǘ ōŜ ƻŦ ŀ ƎƻƻŘ ǉǳŀƭƛǘȅ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ƛǘ ŘƻŜǎƴΩǘ ƭƻƻƪ ǇƛȄŜƭŀǘŜŘ ǿƘŜƴ ƛǘ ƛǎ 

ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ ǿŜōǎƛǘŜΦ LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀ ǎƛƴƎƭŜ ƛƳŀƎŜ ǘƘŀǘ ƛǎ ƻŦ ǘƘŜ ǊƛƎƘǘ ǎƘŀǇŜ ŀƴŘ ǎƛȊŜ ǘƘŜƴ ȅƻǳ 

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

Size 
Width: 940 pixels 

Height: 310 pixels 

LŦ ǘƘŜ ƳŜŀǎǳǊŜƳŜƴǘǎ ŀǊŜƴΩǘ ŜȄŀŎǘƭȅ ǘƘƛǎ ǎƛȊŜΣ ƳŜŀƴƛƴƎ ǘƘŜȅ ŀǊŜ ƻŦŦ ōȅ ŀ ŦŜǿ ǇƛȄŜƭǎ ŜƛǘƘŜǊ ǿŀȅΣ ǘƘŜƴ 

the image is still usable and you ŘƻƴΩǘ ƴŜŜŘ ǘƻ ǿƻǊǊȅ ŀōƻǳǘ ŎƘŀƴƎƛƴƎ ƛǘ ǘƻ Ŧƛǘ ǘƘŜ ŜȄŀŎǘ 

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 space in the title area, this means you should keep your titles short and to the 

point to make 

sure all of your 

title appears 

when displayed. 

The image below 

is an example of 

the Events & 

Notices webpart 

on the Sun 

homepage: 

 

 

Notices Tab 

Events & 

Notices 

Webpart 
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Signing in 
If you want to create an article of any type, you need to make sure that you are first logged in on the 

{ǳƴ ǎƛǘŜ ōŜŦƻǊŜ ȅƻǳ ŀǘǘŜƳǇǘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ŀǊǘƛŎƭŜΦ LŦ ȅƻǳ ŘƻƴΩǘ ǎƛƎƴ ƛƴ ŀƴŘ ŀǘǘŜƳǇǘ ǘƻ ŎǊŜŀǘŜ ŀƴ ŀǊǘƛŎƭŜ 

then the site will prompt you to sign in first before taking you through 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 functions. What we want to use 

is the sign in link. 

 

 

 

 

 

 

 

 

 

 

 

 

 

{ŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜΣ ǇǊŜǎǎ Ψ{ƛƎƴ LƴΩ ŀƴŘ Ŧƛƭƭ ƻǳǘ ȅƻǳǊ {ǘŜƭƭŜƴōƻǎŎƘ ǳǎŜǊ ƴŀƳŜ ŀƴŘ 

password. 

Ψ{ƛƎƴ LƴΩ ōǳǘǘƻƴ 
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For Students: Your username will be your Student number given to you and will also be seen on 

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 

ȅƻǳǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ŜȄŎƭǳŘƛƴƎ ǘƘŜ ΨϪǎǳƴΦŀŎΦȊŀΩ ŀǘ ǘƘŜ ŜƴŘ ŀƴŘ ȅƻǳr password is the 

one that you yourself have set for your account 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

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

News & Events Page 
To create a Notice !ǊǘƛŎƭŜ Ǝƻ ǘƻ ǘƘŜ ΨbŜǿǎ ϧ 9ǾŜƴǘǎΩ ƭƛƴƪ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ŀƴȅ ƻŦ ǘƘŜ {ǳƴ ǎƛǘŜ ǇŀƎŜǎΦ 

 

 

 

 

 

 

 

 

 

 

Once you click on the link you will arrive at the Article list page and the tab will be set, by default, to 

the news tab as shown below: 

 

 

 

 

 

 

 

 

 

 

 

 

News Tab 
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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 type of article that you will create 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 picture, followed by the 

heading and a summary of the article. 

ϝbƻǘŜΥ !ƭƭ ŀǊǘƛŎƭŜǎ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘƛǎ ƭƛǎǘ ƛŦ ǘƘŜȅ ƘŀǾŜ ōŜŜƴ ŀǇǇǊƻǾŜŘ ŀƴŘ ǘƘŜ ŀǊǘƛŎƭŜ ƛǎƴΩǘ ƻŦŦŜƴǎƛǾŜ ƛƴ ŀƴȅ ǿŀȅΦ 

Stellenbosch University reserves the right to remove any article it sees as not meeting any of the quality 

standards. 

  

Notices Tab 
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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 events by using sliders and 

a bar graph 

Grey navigation buttons  

Create Notice Article ¢ƘŜ Ψ/ǊŜŀǘŜ Notice !ǊǘƛŎƭŜΩ ōǳǘǘƻƴ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƘǊƻǳƎƘ ǘƻ 

the form that will let you create an actual notice piece that 

you will be able to submit for approval in the areas that you 

request 

How to Create an Event Article: ¢ƘŜ ΨIƻǿ ǘƻ /ǊŜŀǘŜ ŀ Notice !ǊǘƛŎƭŜΩ ōǳǘǘƻƴ ǿƛƭƭ ōǊƛƴƎ ȅƻǳ ǘƻ 

this document that you are reading currently 

Search function 

The search function area will help you find particular Notice Article 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 want to start writing out your article, click on the 

Ψ/ǊŜŀǘŜ Notice !ǊǘƛŎƭŜΩ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǊƛƎƘǘ ƘŀƴŘ ǎƛŘŜ ƻŦ ȅƻǳǊ ǎŎǊŜŜƴ ŀƴŘ ȅƻǳ ǿƛƭƭ ŀǊǊƛǾŜ ŀǘ ŀ ŦƻǊƳ ǘƘŀǘ 

looks like the example below: 

 

Filling out the article  
Fill out the title, summary and content of your Notice Article (both in English and Afrikaans). All 

ǘƘǊŜŜ ƻŦ ǘƘŜǎŜ ŦƛŜƭŘǎ ŀǊŜ ŎƻƳǇǳƭǎƻǊȅ ǘƻ Ŧƛƭƭ ƻǳǘΦ LŦ ȅƻǳǊ ƴŜǿǎ ǇƛŜŎŜ ƛǎƴΩǘ ƭƻƴƎ ŜƴƻǳƎƘ ǘƻ ƘŀǾŜ ŀ 

summary of it, then just copy and paste the first paragraph of your article into the summary text 

box. 

The summary 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 your screen 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 

ǿƻǊŘ ŀƴŘΣ ǳƴŘŜǊƴŜŀǘƘ ǘƘŜ ΨwŜǾƛŜǿΩ ǘŀōΣ ǳǎŜ ǘƘŜ Ψ²ƻǊŘ /ƻǳƴǘΩ ŦǳƴŎǘƛƻƴΣ ƛǘ ǿƛƭƭ ƎƛǾŜ ȅƻǳ ŀ ŘŜǘŀƛƭŜŘ ōǊŜŀƪŘƻǿƴ 

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 article and also 

upload a picture. We are going to walk through this process section by section. 

LŦ ȅƻǳ ƘŀǾŜ ŀƴ ƛƳŀƎŜ ǘƘŀǘ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǳǇƭƻŀŘ Ŧƻƭƭƻǿ ǘƘŜ Ψ¦ǇƭƻŀŘƛƴƎ ȅƻǳǊ ƻǿƴ ƛƳŀƎŜΩ ǎŜŎǘƛƻƴ ƛŦ 

ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀƴ ƛƳŀƎŜ Ǝƻ ǎǘǊŀƛƎƘǘ ǘƻ ǘƘŜ Ψ¦ǎƛƴƎ ŀ ǎǘŀƴŘŀǊŘ ƛƳŀƎŜΩ ǎŜŎtion. 

Uploading your own image  

/ƭƛŎƪ ƻƴ ǘƘŜ ΨClick here to upload a picture from SharePointΩ ƭƛƴƪ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΥ 

 

Once you have clicked the link you will get to a separate window that looks like this: 
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/ƭƛŎƪ ƻƴ ǘƘŜ Ψ.ǊƻǿǎŜΩ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ Ψ{ŜƭŜŎǘŜŘ LƳŀƎŜΩ ǘŜȄǘōƻȄ ŀƴŘ ŀ ƴŜǿ ǿƛƴŘƻǿ ǿƛƭƭ ƻǇŜƴΥ 

 

 

.ǊƻǿǎŜ ǘƻ ǘƘŜ Ψ!ǊǘƛŎƭŜ LƳŀƎŜǎΩ ŦƻƭŘŜǊ ǘƘǊƻǳƎƘ ǘƘŜ ǎƛŘŜ ƴŀǾƛƎŀǘƛƻƴ ŀǎ ǎƘƻǿƴ ŀōƻǾŜΦ Lǘ ǿƛƭƭ ōŜ ōŜƴŜŀǘƘ 

ǘƘŜ Ψ{ǘŜƭƭŜƴōƻǎŎƘ ¦ƴƛǾŜǊǎƛǘȅΩ ŀƴŘ ǘƘŜƴ ǘƘŜ ΨLƳŀƎŜǎΩ ŦƻƭŘŜǊΦ /ƭƛŎƪ ƻƴ ǘƘŜ Ψ!ǊǘƛŎƭŜ LƳŀƎŜǎΩ ŦƻƭŘŜr to 

open it and you should get a screen like the one above. 

bƻǿ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƭƛŎƪ ǘƻ add ƴŜǿ ƛǘŜƳΩ ƭƛƴƪ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΥ 

 

 


























