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Step 1:
Find the organization you wish to manage from the left-side menu on your screen.
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Step 2: 
Click your org’s icon to open the management tab for your organization.
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Step 3: 
Click the “News” button in the management tab.
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Clicking an existing article opens the
Individual Article’s Management Page.

Clicking the “Create Article”
button allows you to write a new

article for your organization.

Clicking the “pop-out box” next to an
existing article will open its public listing.

Manage News Home Page: 
This is where all of your organization’s news articles will be displayed and can be managed.
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Find your organization’s news
articles by using the search function.



Engage will automatically
send members on your org’s

roster a notification when the
article is posted by selecting

the “Notify Members” box.

The “Summary” section serves
as the preview of your article.

Click here to upload an
image for your article.

Add your article’s text in the “Body”
section. Customize the format for

your article’s text using the menu bar.

For added accessibility, add text
to describe the article’s image.

Creating a News Article: 
Here you will enter the information you would like included in your organization’s news article.
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The “Title” is the name of your article.

This is the public facing view of a
news article with the “Title” &

“Summary” sections highlighted.



Creating a News Article - Visibility Settings: 
This section allows you to set the permissions for who can view your article.
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Selecting “Public” allows anyone to view the article.

This setting does not work properly, do not use.

The “Organization” function only allows members
on your org’s roster to view the article.

Choosing “Private” opens a drop-down menu
that let’s you choose which type of members in
your organization’s roster can view the article.



To change the existing
article’s information, click
the “Edit Article” button.

Individual Article’s Management Page: 
This is the management page and overview for an individual news article.
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To delete the article, click
the “Delete Article” button.



Have Questions? Need More Help?
Feel free to give us a call or send us an email!

(859) 622-3855 | studentlife@eku.edu
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