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Purpose 
The purpose of this document is to provide instructions for Site Content Creators (SCC) and 

Site Content Approvers (SCA) who are creating or editing News posts on the Common Learning 

Portal (CLP) website. This document will provide: 

● Instructions clarifying how to create and edit content 

● Standardization of content creation processes to ensure the site content is consistent, 

high value, and appropriate. 

Roles 

User Roles 

Roles available to help program areas manage the content on their landing pages are the Site 

Content Creator (SCC) and Site Content Approver (SCA). While it is ideal for content teams to 

utilize both roles in order to prevent content bottlenecks and better manage workload, for some 

content teams, one user may manage all of the team’s workflow from the SCA role.  

 

Role descriptions as they pertain to authoring CLP News Posts: 

● Site Content Creator (SCC) - When authoring CLP News Posts: site content creators 

will create and edit news articles. Users in this role will be primarily responsible for 

writing the body text (following the formatting guidelines below). 

● Site Content Approver (SCA) - When authoring CLP News Posts: site content 

approvers will review the draft news posts created by the site content creators. Users in 

this role will be primarily responsible for reviewing, editing, tagging, and publishing the 

content. 

 

Content Teams 

Site Content Creators and Site Content Approvers are assigned to Content Teams by: 

● Program Area (for example, Cultural Resources) 

● Region (for example, NERO) 

● Training Center Location (for example, Stephen T. Mather Training Center) 

The CLP contains a unique landing page for each program area, region, and training center 

location. The content on those pages is managed by the corresponding content team.  
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What is a CLP News Post? 
The most recently published CLP News Posts automatically display on your content team’s 

landing page. 

 
CLP News Posts are also found in the Knowledge Park (a filterable listing of vetted educational 

resources). To see a list of news articles, go to the Knowledge Park and under the Resource 

Type filter, select News and Announcements. 

 
As a Site Content Creator (SCC) or Site Content Approver (SCA), you will create and/or Team 

Publish News Posts on your program’s landing page.  

 
Once you publish a News Post, a Master Content Approver will receive a system generated 

notification, review your News Post, and perform Site-Wide Publish so that the News Post is 

findable in the site-wide Knowledge Park. 
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Technical User Documentation 

Steps for SCCs and SCAs 

To create a News Post, navigate to Posts/Add New in your WordPress Dashboard Screen. 

 
Enter the Title at the top of the form.  

 
 

Enter the Description/Body Text of the News Post. For more details, see Formatting Guidelines 

below. 

 
If you’d like the author of the News Post to be displayed to users, enter information into the two 

Content Authorship Information fields. 

https://codex.wordpress.org/Dashboard_Screen


 

 
- Creating CLP News Posts 

The material included in this document is delivered solely to National Park Service and is for NPS internal use only.   

 

8 

● Author’s Name:  Name of the person who originally created the News Post (as you’d 

like it to display on the website) 

● Author Avatar:  Image of the author/content creator 

 
The author name and image you enter will appear at the top of the published News Post. 

 
If you leave those author fields blank, nothing will display in that space at the top of the 

published News Post. 

 
 

 

Update the Focus Keyword, SEO Title, and Metadata in the Yoast SEO widget. For more 

information, review the SEO Guidelines. 

https://docs.google.com/document/d/1oUF6OFpD004Q6PLyJm-aQw1gzzBWnesJ071aH7VU-oM/edit?usp=sharing
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Ask an Expert 

Optional:  If there is a group in The Commons in which this news would be meaningfully 

discussed, you can create a direct link from the news to that group using the Ask an Expert 

Feature. 

1. Copy the URL of The Commons group in which users could discuss this content. 

 
2. Paste the URL into the Ask an Expert field in the content. 
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3. When the content is published, there will be an Ask an Expert link on the page. Users 

can click the link and will be taken directly to the group.  NOTE:  To avoid user 

confusion, only link to public groups using the Ask an Expert feature. 

 

Featured Image 

At the bottom right corner, set the Featured Image for this News Post (See Image Guidelines for 

more details). 

 
 

Optional:  Set the Hero Background Image for this News Post. The Hero Background Image 

should be the same as the Featured Image, but you will crop it differently. (See Image 

Guidelines for more details). 

https://docs.google.com/document/d/1gCY6eFNYRBCEkdj1ShxgX_5sqCEsULCBQ8mW0d4znZM/edit?usp=sharing
https://docs.google.com/document/d/1gCY6eFNYRBCEkdj1ShxgX_5sqCEsULCBQ8mW0d4znZM/edit?usp=sharing
https://docs.google.com/document/d/1gCY6eFNYRBCEkdj1ShxgX_5sqCEsULCBQ8mW0d4znZM/edit?usp=sharing
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Save & Submit for Review 

You can save your draft as often as you’d like (before submitting it for review) by clicking the 

Save Draft button. 

 
 

Once you are satisfied with your draft, click the Edit button and select the Pending Review 

option in the drop down list and click ok. This will send a notification to your content team’s Site 

Content Approver. The person in this role will review, tag, and publish the content. 
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The status will change from Draft to Pending Review. 

 
NOTE:  Once you click the Submit for Review button, the Save Draft button will disappear 

because technically the content has been handed off to another team member. You can still 

save updates, however, by clicking the Submit for Review button again. 
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Additional steps for SCAs 

After your SCC has created News Posts and clicked the Submit for Review button, Site Content 

Approvers complete a few more steps and then Team Publish the new content. First, navigate 

to Posts > All Posts in the Dashboard. 

 
This will open a list of posts (on the CLP, all of these generic posts are News Posts). Click the 

Pending text link at the top of the list to see a filtered list of only those News Posts that are 

awaiting review by your content team.  NOTE:  The number next to the word drafts is the total 

number of draft News Posts currently on the CLP, but you will only see those News Posts which 

are assigned to your content team in the list (you may see fewer News Posts in your list than 

the number indicates).  

 

Click on the title of any News Post to open and edit it. 

 
First, review the work of the SCC. Is the title accurate and descriptive? Does the body text 

correctly follow the formatting guidelines? 

 
 

If this is an important or high profile library object, check the Feature This checkbox for this 

News Post.  
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This will alert the Master Content Approver to review this library object for inclusion on the 

Home Page. 

 
Tag the library object to any Topics to which it is relevant. 

 
This information will allow for faceted search on the CLP website. 
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If your program area, region, or training center has created custom tags for your content, tag the 

News Post as appropriate here.  NOTE:  These tags will be unique to each content team so 

yours will not look exactly like the image. 

 
 

Use the Publish widget to set the privacy settings for this News Post. 

● Team Publish:  Anyone can see this News Post once it’s published 

● NPS Team Publish:  Only users who are logged in with an NPS account can see this 

News Post once it’s published 

 

After editing and previewing the News Post, click the Team Publish button at the bottom of the 

widget. 

 
 

After Team Published by the SCA, the News Post will be available only on that SCA’s program 

landing page. A secondary, site-wide publish is required by the Master Content Approver before 

the News Post is available in the Knowledge Park. 
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Formatting Guidelines 
In addition to the Technical User Documentation found above, Formatting Guidelines provide 

standardization specifically for the content entered in the Description field to improve user 

experience by reducing cognitive load as users become familiar with standardized formatting 

and scanning becomes easier on the site. 

 

Search Engine Optimization (SEO) will also be improved through the use of standardized 

headers. Search Engines give heavier weight to text which is found in headers, so placing 

meaningful keywords in headers improves search results. 

 

In additional to standard header styles, bulleted text and short, scannable sentences should be 

used whenever possible. 
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Formatting News Posts 

There are generally two types of news posts - press releases and newsletters. The following are 

formatting guidelines for each. 

Press Releases 

For the purposes of the CLP, a press release is a public relations announcement issued to 

targeted publications (NPS staff and volunteers) for the purpose of letting them know about 

developments relevant to your CLP content team (program, region, or training center). Some 

press releases will continue on as InsideNPS announcements. Press releases published 

through the CLP should be relevant to the learning and development interests NPS staff and 

volunteers. Examples are notices of new courses, new educational partnerships, or upcoming 

application deadlines. 

● Subtitle: 

○ H3 Header style 

○ Content of header:  Short subtitle which summarizes the news in that section of 

the article.  NOTE:  The subtitle does not duplicate the title. 

○ Optional:  Add more subtitles for longer articles 

 

● Contact: 

○ H4 Header style 

○ Content following header:  Name, agency information, contact information if 

members of the public or media have questions about this news article 
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Newsletters 

● Author/Content Owner: 

○ Newsletters are frequently in the voice of one department. You may wish to use 

an custom image for the department in the author field (noted above) to 

emphasize the producer of the newsletter. 

 

● Non-Standard Headers: 

○ For your department’s custom newsletter you may probably have headers 

(section titles) that are already your convention to use. Organize them into a 

series of headers applying a logical hierarchy. Start with H3 for the largest 

section headers and use H4s if it’s necessary to break the content of your 

newsletter into even smaller chunks. 

 


