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Create Post for Your Newsletter 
 

 
When you are logged into Architeck and 
looking at your newsletter page, you will 
notice the buttons on the blue Architeck 
toolbar at the top of the page. To post a 
news article, select "Create Post.” 
 

 

 

(1) Type a title for your 
article. 

(2) If you select “Sticky” 
for your article, that article 
will remain at the top of 
your news feed page 
even when you post other 
more current articles. 

Articles will stay on your news feed until you reach the maximum number of articles. 
For information on setting your news feed's maximum articles, view the tutorial on 
Creating a Newsletter Page.  
 
You also have the option to set a date and time when a news article will "Expire" or be 
deleted from your news feed. (3) If you want a news article to expire, click in the field to 
the right of “Expires”. Select a date from the calendar. (4) Click in the time field to the 
right, and select a time. If you do not want an article to expire, simply leave these fields 
blank. 
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You have the 
option to type a 
few sentences in 
the “Summary” 
area to create a 
summary of your 

article. If you leave the "Summary" field blank, Architeck will automatically use the 
beginning few sentences from your article to create a summary. 

 

 

Type your article in the 
"Body" workspace. You 
can include text, images 
and links. 

 

 

 

(1) If you chose to "Enable 
Comments" in your news feed 
page set up, you can choose to 
"Disable posting of comments 
for this story". If you would like 
to disable comments, click in 
the box.  

(2) If you simply want to refer your readers to another web-site or an article that has 
been posted on the internet, include a link to that article in the field under "Original 
Story".  

 

When you complete your article, a 
good practice is to select “Save 
Draft”. 
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When you save it as a draft, you will 
get a preview of what the article will 
look like. 

 

 

 

Select “Edit Issue” from the Architeck toolbar 
at the top of the page to go back to edit 
mode. Make any necessary changes or 
corrections to your entry. 

 

 

When you are ready to post your article, 
select “Publish”. 

In the “Publish Article” window, you will see 
how many subscribers you currently have. In 
order to complete the publishing process, 
select “Publish” again at the bottom. 

 

 

When you publish, your article is posted to your 
news feed. Everyone who has subscribed to 
your news feed will get an email with a copy of 
your article and a link to your news feed.  

For help with subscriptions to your news feed, view the tutorial on “News Feed 
Subscriptions”.  


