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Logging in 
Navigate to https://news.ales.ualberta.ca 

 

 

 

Scroll to the bottom of the page. Click on the link at the ‘Create a news item (ALES password required) 
link. 

 

 

  



 

Enter your USERNAME in the format Firstname.Lastname 

Enter the Password you use to log into your computer (ALES Password). 

 

 

  



Selecting a type of story to submit 
There are two types of stories: 

a) Content stories where words, links, and a feature image are submitted via a submission form 
b) ‘In the Media’ story where teaser text, links and a feature image are submitted via a different 

form 

 

 

Also on this page: 

1) Home – returns you to the ales.news.ualberta.ca landing page 
2) Opens the form to enter a news story where we have text, links, and a feature image. 
3) Opens the form to enter a LINK, teaser, and feature image (if available) to an EXTERNAL news 

story. 
4) When logged in, reloads the Select a news story type page – otherwise prompts for the user to 

login. 
5) Logout of this session 

  



Creating a news item 
Fill out the appropriate form with special attention to the items listed below.  

Feature Images 

 

Feature images appear at the top of every news item as well as beside the image in supported news 
rollups. 

News story rollups 

 



Feature image above story 

 
 
If no feature image is submitted, none will appear on the story page. 

 

  



Categories 
When creating a story, categories ensure the story will be cross-filtered to the appropriate pages within 
all departmental and unit pages.  

IMPORTANT: You must select the Faculty of Agricultural, Life & Environmental Sciences category. This 
ensures the story will appear on the faculty home page, as well as other pages. 

 

 

Submitting a news item 
After completing the form, click on the NEXT button to proofread the elements submitted. 

 

 

  



Proofreading your content 
The system will load a custom view of your content. This is meant for proofreading only, and does not 
represent the final layout of your item. 

 

If you are satisfied with your content, press the SUBMIT button. Otherwise, press the PREVIOUS button 
and continue editing. 

Your content will automatically be posted to the pages and sections according to the categories 
selected. 
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