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Welcome to Sitecore  

Welcome to the How to Use the News Module Sitecore Training Manual. In this document we will cover 

how to populate the News Module within Sitecore.  

Let’s jump right in! 

 

1. First things first, you are going to need to log into your Sitecore site.  

 
 

2. As soon as you are logged in, you are taken to the main Sitecore dashboard for you site. You will 

notice on the left hand side of your screen is what we call your site tree, as it lists everything 

that is on your site. Begin by clicking on Home node and expanding this section in your main 

Sitecore dashboar d. Once expanded you will see a list of all your current pages within your site. 
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3. Expand News within the Site Tree. You will notice a set of folders organized by year. If you 

expand one of the folders, you will see a set of subfolders organized by month. For your 

convenience, news articles are organized by year and then by month. 

 
 

4. To add a new news article to the module, right-click on the month you would like to add the 

article to, click “Insert” and then click “News.” In the window that pops up, name the new News 

item. (The name should be relatively short but still apply to the item. In addition, the first letter 

of each word should be capitalized and the words should be separated by spaces.) 
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5. Within the News item, add information to the Headline, Introduction (optional), and Content 

Copy fields (Introduction and Content Copy fields use the WYSIWYG editor). 

 
 

6. In the News Date field, add the date for the article (it can be typed in or added using the 

calendar datepicker). This field defaults to the date that the article was created, but any date 

can be used for this field. The date in this field will show within the article itself and will be used 

to organize the articles on the front end of the site. Because this field is used for organization, 

an article will not show up on the front end of the News module if it does not have a date 

associated with this field. 

 
 

7. Tag the article with a News Category by clicking on the desired category in the left column and 

then using the blue arrow to move it over into the selected column. (See the Appendix for 

instructions on creating a new Category.) 
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8. Add a News Image (if desired) by clicking on the “Browse” link in the “News Image” field and 

following the prompts. This field is what controls the thumbnail image that appears with the 

news listing (if this feature is turned on) and will also place the image at the top of the news 

article on the front end of the site (see example, below). If you do not wish to use the thumbnail 

feature and would like to control the placement of the image within the article, insert the image 

into the “Content Copy” field and use the WYSIWYG editor instead of placing it into this field. 

 
 

If an image is placed into the News Image field, it automatically is placed at the very top-right 

corner of the article. If you want the image to display in any other location or alignment, you 

instead need to place the image into the Content Copy field and use the WYSIWYG editor.  
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9. Fill out the Navigation Title and Browser Title fields (these fields auto-populate with the name of 

the News Item, you may wish to change the information in these fields). You may also want to 

fill out the Meta Keywords and Meta Description fields within the Search Engine Optimization 

Settings section. 

 
 

10. After you’ve added all desired content to the news article, save it and submit it through the 

workflow. After the article is approved, it will be visible on the front end of the site. 
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APPENDIX: Creating New News Categories 

 You can tag news articles with Categories, which can be used to sort results. In addition, you can set up 

the News Module on a page to display only articles that are tagged with that Category. Your News 

Module will already be set up with several categories, but you may eventually need to create additional 

ones.  

1. In your site tree, navigate to Global/News/News Categories. 

 
 

2. Right click on “News Categories”, click “Insert”, and then click on “News Category.” 

  
 

3. Fill in the name field in the pop-up window and then press OK. Verify that the Name field within 

the Category is correct, then press Save and Publish. Until the Category is Published, you can tag 

a news article with it, but it will not show on the front end.
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