How to promote News Feature to top, featured story on Newsroom "Main News"

1. Select appropriate post (already posted & edited in WordPress), and double-click to edit.

2. You'll need to add three images for featured stories: one for use as the main News photo on NCSU.EDU, a second as the top photo on Newsroom and a third that will serve as a Newsroom thumbnail when feature ages into secondary-stories box below.

NCSU.EDU Photo: 415 x 136 px
Main Newsroom Photo: 448 x 252 px
Secondary Thumbs: 80 x 80 px

· Using "Add Media" within WP editor, browse and select image from your computer, then upload. 

· Copy "Link URL" from page, then close window via "X" icon at top right to return to the "Edit Post" page. (You do not need to "Save All Changes"

· Scroll down to "Advanced Options" section, to "Custom Fields," and find "Add a New Custom Field." 

· From the " – Select – " drop-down, choose "home_photo" and paste the "Link URL" you copied earlier in the "Value" field.

· Select "Add Custom Field" 

· Repeat process for NCSU.EDU image, but in final step, select "ncsu_home_photo" from the drop-down, then save. 

· Repeat process a third time for thumbnail image, but in final step, select "thumb" from the drop-down, then save.

3. Next, we'll add the story title for when the story is featured in Newsroom.

· Add custom field "Teaser Title" and enter copy in "Value" field. Teaser title should be a shorter, more-feature-centric headline that will fit both the Newsroom's top story as well as on NCSU.EDU. (i.e. Carolina "Clean" Coal, when the true title of the post is "Carolina "Clean" Coal: NC State Researchers Work to Make Wood a New Energy Source") 

· Select "Add Custom Field"

· Add custom field "Home Teaser Text" - the body copy that supports your headline on the Newsroom home page – approx. 40-45 words.

(Excerpt copy that you originally added on the post during creation will replace this teaser text once story moves into the secondary list.) 

4. Under "Tags" (the fourth content box on page), type "main_news" and click "Add" to enter. (Adding this tag is what promotes post to featured area of Newsroom – whatever feature was most recently tagged "main_news" will occupy the top slot.)

5. Save post, and story will immediately go live. Double-check Newsroom home for accuracy, bad line breaks, etc. (including teaser text/copy).

6. Now, we'll promote the same feature to the top news slot on NCSU.EDU. Under "Tags" (the fourth content box on page), type "ncsu_home" and click "Add" to enter. (Adding this tag is what promotes post to lower half of NCSU.EDU – whatever feature was most recently tagged "ncsu_home" will occupy the top slot.)

7. Double-check NCSU.EDU home for accuracy, bad line breaks, etc. (including teaser text/copy).

