
Posting a Northern Lights Editorial 

Introduction 
This guide takes you through the process of posting a Northern Lights editorial. In order to carry out 

this process you need access to a content management system (CMS) called Umbraco.  To be set up 

with a username and password, please contact Gil Young at gil.young@hee.nhs.uk 

Logging in 
Go to the following website and login: 

https://www.lksnorth.nhs.uk/umbraco 
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Creating a new Newsletter Issue 
After logging in you will see a screen similar to Figure 2: click on Newsletter Studio – the envelope 

icon highlighted in Figure 2. 
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You will see a screen similar to Figure 3: click on the Create newsletter button. 

 

Figure 3 



The naming convention for Northern Lights is as follows:  “Northern Lights Editorial Issue” followed 

by the number of the issue (Figure 4).  
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After entering the name of the issue, click on the Create button. You will see the page where you 

create the newsletter. You will be able to save a draft of the document at any time by clicking on the 

Save button in the top right hand corner of the screen (Figure 5). You can also Preview your editorial 

by clicking on the Preview button.  
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Subject:  This will appear in the subject field of the email. The format is Northern Lights Editorial 

Issue” followed by the number of the issue.  

Example: Northern Lights Editorial Issue 6 

Sender name: www.lksnorth.nhs.uk 

Sender email: This field is automatically filled in 

Choose skin: Choose Northern Lights Outer Template 

Figure 6 shows a completed version.   
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Pasting the content of the article 

Copy the article from Word into Notepad: this un-formats the article. Then copy the article from 

Notepad to the editing area in the CMS.  You will need to recreate the hyperlinks: see the section of 

inserting hyperlinks. 

Inserting hyperlinks 

Highlight the text you want to hyperlink and click on the link icon in the menu (Figure 6). You will see 

Figure 7. Type or paste the link in the Link field.  In the Link title field you can add some alt text to 

aid accessibility. The alt attribute is used by "screen reader" software so that a person who is 

listening to the content of a webpage (for instance, a person who is blind) can interact with this 

element (see next section on images). Once you have filled in the fields, click Submit. 



 

Figure 7 

Publishing the newsletter 
The Northern Lights Editorial is sent out as an email.  Once you are ready to send out your email click 

on Send Options (Figure 8). 



 

Figure 8 

You are presented the three options shown in Figure 9. 
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Send out a test e-mail:  it is recommended that you send out a test email at least once before 

sending out to the distribution list.  This will allow you to see the final result and check the links in 

the email. 

Send e-mail right now:  Once you are happy with the editorial you can send out the email 

immediately. Make sure that the Northern Lights distribution list is chosen. 

Schedule the send out for later: You can schedule the email to be sent at a later time.  Figure 10 

shows an example of setting up a schedule for sending out the editorial.  Again, notice that Northern 

Lights is chosen as the distribution list. 



 

 

Figure 10 


