
 

  

News article 
management in 
LocalGov Drupal 
A GUIDE FOR NEWS EDITORS 
BULMAN, BOB H 



Contents 
Introduction ........................................................................................................................................ 2 

How to login to the site as a News Editor ........................................................................................... 2 

Creating a News Article ....................................................................................................................... 4 

Adding a teaser image to a News Article ............................................................................................ 5 

Uploading a NEW image into the Media Library ................................................................................ 6 

Adding the main story text to a News Article ..................................................................................... 8 

Adding extra images to a News Article ............................................................................................... 8 

Adding links to other related news stories ....................................................................................... 10 

Saving a News Article ........................................................................................................................ 11 

Viewing the News Article .................................................................................................................. 12 

Publishing a News Article .................................................................................................................. 13 

Viewing News Articles in the Content list ......................................................................................... 14 

 

 

  



Introduction 
This guide explains how to create and publish news articles to the News pages on 
https://cumberland.gov.uk and https://westmorlandandfurness.gov.uk  

For the purposes of this guide we will be using https://cumberland.gov.uk in the examples for 
managing news articles.  

The same principles will apply if you are working on https://westmorlandandfurness.gov.uk you 
simply need to substitute the starting url. 

 

How to login to the site as a News Editor 
Open a web browser window and load the council home page at https://cumberland.gov.uk  

 

 

In the address bar add “/user/login” on the end of the address and press ENTER:  

 

 

…this will take you to the login page, you can bookmark this page in your browser for later: 

https://cumberland.gov.uk/
https://westmorlandandfurness.gov.uk/
https://cumberland.gov.uk/
https://westmorlandandfurness.gov.uk/
https://cumberland.gov.uk/


 

Enter the username and password which has been allocated to you. Hit the “Login” button to login. 

You will now see the extra toolbars along the top of the page indicating you are now in editor mode: 

 

 

 

  



Creating a News Article 
Click the “Content” link in the light-grey toolbar strip at the top of the page, you will now see the 
Content listing page: 

 

 

Click the blue “Add Content” button at the top right of the page to create a new content item. 

You will now see the Create News Article page. Notice that on the right side of the screen the Save 
as selector is set to Draft. This means the page will not be visible on the live site when saved, 
allowing you to revisit the article later and make changes until you are ready for it to be published: 

 



There are a number of mandatory fields you need to complete before you can save the news article, 
these can be viewed using the horizontal tab links on the left. When you first open the edit page, the 
“About the story” tab is already selected for you. 

Enter the Title for your news article, and the Date. This date will later be used for filtering searches. 

 

 
 
Adding a teaser image to a News Article 
Select the Image side tab if you wish to upload an image for your news article. It is possible to have 
multiple images in a news article but this first image is the one used as a thumbnail in the news 
listings. Additional images can be uploaded in the body text area of the news article later on. 

 

 

  



Select the Add Media button to select an image from the media library, this will open a popup 
window: 

 

Here you can choose an existing image by ticking the checkbox OR you can upload a NEW image 
from your local device into the Media Library, once uploaded it can be used on other pages. 

 

Uploading a NEW image into the Media Library 
When you upload a NEW image into the Media Library it will ask you to complete the following 
information: 

 



 

Alternate text 

The Alternate text is used for accessibility purposese when the image is not available in the visitors 
web browser, so it should describe the content of the image. 

Align 

This controls the horizontal alignment of the image when inserted into a rich text area. 

Display 

This controls how much of the image will be revealed when displayed on a page and how much will 
be “clipped”.  

  

Using the mouse you can adjust the crop borders to centre the focal point of the image within the 
cropping area.  Use the Reset Crop button to reset the crop area and undo any adjustments. 

TIP: if you want to have the complete image included when displayed it may be necessary to pad out 
the image surrounding area with whitespace using a image editor such as Photoshop prior to 
uploading it into the Media Library. 

 

 

  



Adding the main story text to a News Article 
To enter the main story text of the News Article, select the Story horizontal tab: 

 

The Summary field is used to enter the text which will be displayed on the “Teaser” news listing. This 
is entered as simple text with no formatting. 

The Body field contains the full news story which is revealed when a news item is selected from the 
teaser listing. This is rich-text format allowing you to use a range of formatting tools from the 
toolbar. 

 
Adding extra images to a News Article 
There are two ways to include extra images in a News Article from the toolbar using the picture 
icons indicated below: 

 



The icon allows you to link to an external image hosted on a different website: 

 

You must enter the full web address of the image you wish to display. This will probably start with 
https://.. or http://.. 

An Alternate text value must be entered for accessibility reasons as explained earlier. 

You can also control the alignment of the image in relation to the surrounding text. 

The icon allows you to select additional images from the Media Library, including the option to 
manually upload new images in the process. This operation is the same as explained earlier: 

 

  



When one or more images are inserted using this method, you will see a green Edit Media button 
above each image. Clicking this button will allow you to change the image properties as described 
earlier: 

 

 
Adding links to other related news stories 
You can link up to three other articles in the News site, this is done on the Related Articles tab: 

 

To locate an existing News Article, start typing in the title of the page you wish to link to, any search 
matches will appear under the text box. Click an entry to select it. 

 

  



Saving a News Article 
Select the Blue Save button to save the News Article:  

 

You will be returned to the Content list page, and a message will confirm your latest action: 

 

You should also see your News Article appear in the list of content items: 

 

NOTE: Unless you have additional permissions to the News Editor role, you will only be able to edit 
content items of type News article. 

You can make additional edits to a News Article by selecting the Edit button next to the News Article 
you wish to change:  

  

  



Viewing the News Article  
To view the News Article on the site, you can click on the title of the News Article in the Content list: 

 

 

Alternatively you can click the Back to site link at the top left corner: 

 

 

If your News Article is one of the three newest items it will appear on the home page in the News 
Teaser section: 

 

NOTE: If your News Article is still set to Draft status, the latest revisions to the article will not be 
visible to the public, only to News Editors who are logged in to the site. 

 

  



Publishing a News Article 
Once you are satisfied that the News Article is ready for publishing, you Edit the page – this can be 
done by viewing the page on the site and selecting the Edit button at the top of the page: 

 

 

To publish the page change the Current state (on the right side of the page) to “Published” in the 
drop-down selector: 

  



 

Then click the Save button to publish the page, your News Article should now be published and 
visible to external visitors. 

 

 

Viewing News Articles in the Content list 
To see other News Articles from the Content List page, select “News Article” in the Content Type 
filter and press the Filter button to list all News Articles. This will also hide the other content types in 
the system: 
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