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What is news? ‘ . :

What is news?

SharePoint news is an out-of-the-box distribution service
that gets important content to personal, team, and
organizational audiences across SharePoint apps and
experiences. Built on modern pages and web parts, you
can tell stories with rich, dynamic content.

The benefit of news distribution
is enhanced communication

Benefits Of news and sharing of knowledge

throughout your organization.
d e t s b tion Here are some examples of
IS rl u ways to use news in different
departments

Customer Support Sales Operations & Project
v Enable continuous knowledge sharing v Share key customers wins Management
v/ Post guidelines and best practices v Distribute latest company, v/ Provide status updates
v/ Get information to the field quickly product, and competitor news v Post project results
v/ Share customer visit and trip reports v/ Highlight best practices v/ Highlight efficiencies and time

v/ Share templates and reusable savings
assets

Finance _ _
¥ Post eamings release Marketing v E:agr;r:eeligg:lzgand service
v/ Share analysis of economic trends v Announce camoai et y

and news paigns
v/ Announce budget guidelines v Get eyes on the latest events v Get aqtomated reports from

v/ Promote product launches analytics tools

v/ Post guidelines and best practices
Human Resources

Communicate training resources
Announce the latest employee handbook
Share news about people promotions
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Where news is distributed in SharePoint

News is displayed across SharePoint experiences and apps:
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Hub sites Microsoft Teams SharePoint News from designated
Mobile App "authoritative” sites can

be distinguished by a
color block on the title as
a visual cue.

How to create news posts

Add a post from Add a post in a Team or
SharePoint start page Communication site
5 o35 | Sucram OEETIE N @) - e top b, just clck

Ti S
News from Sites ’ i cam Site + NeW > News pOSt'

Under the News section
o o header click + Add.

In the news section click
the link See All > Create

Click Create news post. Team sites News post.
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Choose the site where you want to Communication sites On mobile, click + Add.

publish your news article.

Choose a template for your News post

News
Templates
Featured
e e
Choose the template you want to——e N N\
start from. If you want to start a Blank Vieual i toxt

page from scratch, choose Blank

Saved on this site

You can also save your own o
custom templates, and they will
appear here

Customize your news post

Begin with adding a name which will
serve as your headline. You can use the
image toolbar on the left to add or
change an image.

rdo—— Post news

: B
Click + to add web parts such as text,
Conference Update & images, video, and more.

Search Va
When you are done creating your
page, click Post news at the top right,
and you'll see the story appear in the
. o News section as the most recent story.
ext Image File viewer

Link Embed Highlighted
Content Update news

Once a news page is edited, the "Post
news" button becomes "Update news"

Add a news post by using a link

News link X _ .
Go to the site with news where you want4L+ New v
Add a link to a page on a website and it to add the pOSt From the home page
will show as a news post on this site. . : . " List
click + New and then click News link.
Link* Document library

https://microsoft.com '40 In the Link field, paste the web Page

address to an existing news item.

Preview image News post
If available, a preview image, title, and News link
m description from the site will show. N
an
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—

Change thumbnail — Click Add thumbnail or Change to add or change
an optional thumbnail image.

Title * @

Microsoft - Official Home Page
In the Title field, add or edit the title that will be
shown for the news item on the home page. This is
a required field.

110 character limit - 80 characters left

Description @

At Microsoft our mission and values
are to help people and businesses
throughout the world realize their full

potential. Add or edit the description in the Description field.
This is optional.

250 character limit - 130 characters left

e Click Post to add the link to your news.

Use the News web part on a page

You can add the News web part to any page. Just do this:

o o

Hover your mouse In the web part search Click the edit pencil on the left side of
above or below an box, enter News to the News web part.
existing web part and quickly find and select

you'll see a line with a the News web part.
circled +. Click on it.

Learn more about the News web part:
https://aka.ms/sharepointnews

Choose the news source

News posts are published to the Pages library of a site.
You can select the site from which you want your news posts to come from.

New Source @ sclect sites

Select a news source

This site
» Sites associated with this hub

All sites in the hub ]
« Frequent Sites

® Select sites .
Recommended for current user .
Choose This site, All sites in When you click Select sites, you can search for the site
the hub, or Select sites. you want to add, or select one or more sites from Sites

associated with this hub, Frequent sites, or Recent sites.

Choose the layout and filter

Choose a layout that fits best on your page. You can also filter and sort your news stories to show what's most
relevant to your readers.

Filter and sort

Filter

Title includes the words

Title includes the words

Recently added
Layout Recently changed
. E— - 1 I Created by
IE = £ il JR——
Top story List Side-by-side  Hub News  Carousel Tiles Page properties
Select the layout you want to use. You can filter the posts you want

to show by title, recently added or
changed, created by or modified
by and page properties.

Put your posts in the order you want

You can think of this as "pinning" news posts in the position you want.

Select and order news ._0

Search all news
When you
Recent news from your selected news sources News order
i Conference update! et are d on e’
- Organlze ‘ 2. Conference update CI i Ck the X at
] r MOO Administrei] T ' SharePoint help - Office Slfpport . th e to p rl g ht
T SeleCt news to Organlze -/ - Help and support for the Microsoft SharePoint app on PC, Mac
® ® : and mobile. Find how-to articles, watch video tutori... to C | Ose th e
News order SharePoint he — MOO Administrator December 12
Help and support for the MicrosofgarePoint app on PC, Mac pa n e'
1. Automatic and mobile. Find how-to articles, watch video tutori... 6. Automatic
MOO Administrator December 12
7. Automatic
2. Automatic )
Training wrap-up 8. Automatic
3. Automatic 9- Automatic
MOO Administrator December 12 10. Automatic
4. Automatic ' + ‘ 11. Automatic
Under Organize a In the large pane that displays, drag the recent news
I . . P
click Select news stories from the left into the numbered position you

want on the right. If you are not seeing the news you

to organize. 2
9 want to select, use the search box to find it.

Any numbered positions that you do not drag stories
into will remain at Automatic, meaning that the
news web part will show stories in those positions in
order of publish date.

Get your own copy of this and other SharePoint infographics

aka.ms/getspinfographics




