
Using EAGLEEYE.NEWs - The Basics
Signing In
1. Go to eagleeye.news/admin
2. Use your assigned username and password

Signing In - The first time
1. Go to eagleeye.news/admin
2. Use your assigned username and password
3. Go to your profile and change your password, 

write a third person bio for yourself  and set a 
photo 



ADDING A NEW POST
1. On the left menu, click posts 
2. You can either go to the all posts menu or you can just click New 

Post

Using EAGLEEYE.NEWs - NEW POSTS

➢Add New Post



Using EAGLEEYE.NEWs - The Basics

➢Add a Headline

➢Add a photo ➢

ADD A LINK

➢

Check the appropriate 
category and make 
sure uncategorized is 
not checked anymore

➢

Add appropriate tags 
- keywords that match 
your story



Using EAGLEEYE.NEWs - ADDING MEDIA

ADDING MEDIA TO A POST
1. Upload Media - upload an image to insert into your 

story
2. Insert media from the Media Library

Common Error
When you upload a new image and the preview 
is gray, that means the file is too big and needs 
to be resized in photoshop. Ask a photoeditor 
for help. Delete the grayed out image before 
uploading a new image.



Using EAGLEEYE.NEWs - ADDING MEDIA

➢

Name the image something relevant ➢

Add a caption that adheres to caption 
rules (This one does not)➢
Copy your caption into Alt. text. This is 
for people who are visually impaired

➢

Make sure your photo is left aligned

➢

After inserting the image into your story, 
you will need to set the same image as the 
featured image. Otherwise, the story will 
appear on our homepage with no image.

➢ You can edit image settings anytime by clicking 
on the image in your post and going to edit. Make 
sure your text wraps around the image.



Using EAGLEEYE.NEWs - PERMALINKS & 
PUBLISHING STORIES

PERMALINKS
When you type your headline, the headline 
will become the permalink to the story. If  you 
change the headline, you will need to edit the 
permalink to the story to say the samething. 

TURNING IN STORIES/PUBLISHING
ONLY EDITORS HAVE THE AUTHORITY 
TO PUBLISH STORIES TO THE WEBSITE. 
When you have finished your story you are to SAVE 
DRAFT and then notify your editor that it is ready 
for them to look at. Under no circumstance is a 
staffer to publish a story to the web.


