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 Matrix Best Practice  
 

• Ensure you are using suitable keywords in content 
• Try not to be repetitive  
• Include informative details in the description and keyword metadata fields. These 

are used by search. 
• Funnelback indexes the following fields in order of priority so make sure you include 

the right words to return on the internal site search: 

1.       Title 

2.       Keywords 

3.       Description 

• Although the timetable must be in pdf form, avoid using them for any other content 
on the site 

• Avoid outbound links wherever possible, particularly ones that don’t add value to 
the page (e.g. linking off to corporate home pages, especially when these links don’t 
qualify NTU’s relationship with the employer). Wherever possible, keep the user on 
the page. 

• Check the URL of the page via the URLs tab. Ensure the URL is all lowercase, 
hyphenated in-between words and has no commas.  
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2. Click on the 'New’ button in the 
top left of the Matrix toolbar. 

1.  Open https://www.ntu.ac.uk/about-us/news/news-articles/2017/_edit#mode=edit 

Creating a news story page 
News stories must be created from scratch, rather than cloning an existing one. This is to 
prevent irrelevant information from the original being left in the new page. 

News stories are created in the folder corresponding to that month and year, as below. In this case, 
the news story has been created in August of 2017: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.ntu.ac.uk/about-us/news/news-articles/2017/_edit#mode=edit
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3. An Asset Creation Wizard will appear. Click on 
‘Standard Page’. 

 

 

 

 

The New Asset wizard screen will appear. We need to add the name of the new page and 
set where it will sit in Matrix. These are marked with a red asterisk, as they are required 
fields.  

The Page Name is used as the headline of the article and to generate the page’s url. 

 

4. Enter the title of the article.  

5. Click ‘Select New Location’ 
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This will open the Asset Finder 

 

 

This will return you to the Standard Page creation screen  

 

 

  

6. Click on the folder for 
the current year 

8. Click ‘Select’ 

 

9. Click ‘Create’ 

7. Click on the folder with the number that 
corresponds to the current month, making 
sure it is highlighted in blue. 
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The system will create the page 

 

 

When the Wizard Complete screen appears, the news article page has been successfully 
added to the system. 

 

 

 

  

Click ‘Edit’ to go straight to 
the page and start editing. 
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 Details Screen 
Here you can review the name you gave the page. It will be used as the headline of the 
article and. It can be changed here, in the Page Name and Page Short Name fields. 

 The page name has been used to generate the URL of the page. If changes to the URL are 
necessary, they are made on the URLs screen later in the process. 

The Related Image will appear alongside the news article in search results. 

 

 Adding a Related Image   
 

The image must already have been uploaded to the system, following this process: 

https://www.ntu.ac.uk/__data/assets/pdf_file/0036/229878/uploading-a-image.pdf 

 

To check if the appropriate image has been uploaded, use the Image Search: 
https://www.ntu.ac.uk/media/images/image-search  

 

 

 

 

 

1. On the Details Screen, click 
‘Select’. 

https://www.ntu.ac.uk/__data/assets/pdf_file/0036/229878/uploading-a-image.pdf
https://www.ntu.ac.uk/media/images/image-search
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This will open the Asset Finder. Navigate to:  

Media> Images> News> 2017 

 

 

 

 

 

This will return you to the Details screen. The Related Image field will now hold the details 
of your chosen image. 

 

 

 

 

 

2. Select the image you wish to use, 
making sure it is highlighted in blue. 

3. Click ‘Select’. 

Matrix only allows the related image field to be populated with an image. It 
greys out all other content, preventing you from selecting it.  

Click Save in the top right hand corner. 
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 News story – Page layout 

  

Page name 

 

 
Overview 

 

 

Content container 

 

 

Content container – 
Text & Quote 

Content container – 
Text & Image 

Categorisation: 
See Metadata 
section 

 

Notes for editors 

Related image 

 

 

 

 

 

 

 

 

The page can be split into two 
columns.  

This means that content fields such 
as Text & Image and Text & Quote 
can be laid out so that the text sits 
alongside its image or quote 
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 Content Screen 
Here you put the main body of the news story. The content must be in line with the NTU 
Brand Guidelines: https://www.ntu.ac.uk/digital-marketing/how-to-and-guides/the-ntu-brand  

Content on the page sits inside a ‘container’. You can add as many containers as necessary, 
these are used to break the content up into the different kinds – text, image and video.  

 

 Adding text 

 

The text edit toolbar will now be active. Many of the editing symbols will be familiar from 
Microsoft Word. Mostly you will only need:  

Bold   Header  Bullet points Numerical lists 

 

 
 

Add your text to the field. Avoid pasting direct from Microsoft Word. This carries formatting 
across that can make the page look strange. If that is necessary, after copying the text right 
click in  box and click ‘Paste as plain text’. 

 

  

Click in the white box to activate it 

Click Save in the top right hand 
 

https://www.ntu.ac.uk/digital-marketing/how-to-and-guides/the-ntu-brand
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 Adding a link to text 
 

 

 
 

 

A window will open, giving you two options for adding the URL, depending on whether the 
page is in Matrix or not: 

 

 

 

 

 

If you clicked the “target” symbol, the Asset Finder will appear. You can then navigate to the 
location of the page you want to link to: 

1. Highlight the piece of text that will 
be hyperlinked 

2. Click the interlinking chain symbol 

For an external or Rhythmyx URL: 

Type or paste the whole URL into 
the URL field 

Click ‘Apply Changes’ 

 

 

For a Matrix page: 

Either add the six-digit Matrix ID to 
the URL field, or click the “target” 
symbol 
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This will return you to the URL pop-up, when you can click ‘Apply Changes’. 

 

 

 

 

 

 

  

MAKE SURE to click ‘Apply Changes’ before you click away, otherwise the URL 
information is lost and you have to start again. 

 

4. Click ‘Select’ 

 

 

3. Navigate to your chosen 
page, making sure it is 
highlighted in blue. 

 

 

Click Save in the top right hand corner. 
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 Other kinds of content 
You can add images within the text (in addition to the one at the top of the screen), and 
quotes in their own display format. The page layout to accommodate these kinds of content 
is very flexible; the text can be wrapped around them quite easily using different containers. 

 

To add these kinds of content, click on a plus sign where you want the content to go: 

 
 

An Insert New Container window will appear: 

 

  

You can give the item a name, 
though this isn’t required 

 

Click on the Template dropdown 
to set the content type 

 

 

 

Click on the relevant content 
type, then click ‘Insert' 
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 Images 
An image can take up the full width of the page. Alternatively, you can set the image to 
display at half the width with text alongside it. It can be on the left or the right. 

Having selected the Template type, click ‘Insert’. The Image Creation window will appear.  

 

There are three possible positions for images - aligned left with text, aligned right with text 
and full width of the page.  

Image width: single column. Image position: Left 

 

Click ‘Select’ to open the Asset Finder 
and choose an image to insert 

 

Title and Description: appear in the 
grey bar seen on the image below.  

Alt: this is essential for accessibility 
and search results 

Image width and position: sets the 
alignment of the image. See below 

Text to display alongside the image 
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Image width: single column. Image position: Right 

 

When images are aligned next to text, each takes up half the width of the page - this can’t 
be changed.  

 

Image width: double column. (it is not necessary to set the position) 

 

Any text added to the container will appear below the image. 

 

Displaying ‘Image title’ and ‘Image description’ is optional. 

 

 Click Save in the top right hand corner. 
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 Quotes 
Creating a quote involves the same process as with an image. It can be aligned to the left or 
right of text or set to the width of the page. The window to create the quote is slightly 
different, including the option to attribute it to an individual. 

 

 
 

  

The quote itself. The text must 
be ‘plain’ – no bold, underlining 
or hyperlinks  

The name of the 
person who said it 

Quote width and position: sets the 
position of the quote. See below 

Text to display alongside the quote 
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Image width: single column. Image position: Right 

 

Width: Double column gives this 

 

 

 

 

 

 

  

Click Save in the top right hand corner. 
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 Video 
Again, inserting a video involves the same process as with an image. It can be aligned to the 
left or right of text or set to the width of the page.  

 

There are three possible positions for a video - aligned left with text, aligned right with text 
and full width of the page.  

Video width: single column. Video position: Left 

  

The URL of the video itself. It 
will most likely be on Wistia 

Title and Description: appear in the 
grey bar seen on the image below.  

Video width and position: sets the 
position of the video. See below 

Text to display alongside the video 
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Video width: single column. Video position: Right 

 

 

Image width: double column. (it is not necessary to set the position) 

 

 

 

 

 

 

 

Click Save in the top right hand corner. 
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 Deleting content containers 
To delete a content container, click on the cog icon at the top of the container: 

 

 

The Edit Container Properties pop-up will appear: 

 

 

 

 

 
 

  

 

 

Click Save in the top right hand corner. 

PLEASE NOTE this is permanent – the information in the container can’t be restored 
afterwards.  
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  Metadata Screen 
Some information is set in the Metadata screen. This includes information to help search 
engines find the article. Not all fields are needed. If there is a field you do not need to use, 
make sure the ‘Use Default’ box is ticked. Otherwise the ‘empty’ field might get displayed on 
the page and look broken. 

 

Overview 

 

Contains a short introduction to the news story. This is displayed on this page, just below 
the headline: 

 
 

Ignore the following fields: 

• Facilities category 
• Campus 
• Related School 
• Banner image 

 

Subject area 

 

This is optional, use if relevant 
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News Article or Facility 

 

This field is essential. Untick ‘Use default’ and select News article from the dropdown 

 

Ignore the following fields 

• CTA buttons 
• Related image (this is different to the one on the Details screen) 
• Related HTML box 

 

Description 

 

A summary of the story, containing as many of the key terms as possible 

 

Free text keywords 

 

List the key terms of the story, but using a single word ONLY in each field 

 

  



22 
 

Ignore the following fields 

• Keywords 
• Contact number (press contact details are listed elsewhere) 
• Contact name 
• Contact email  

 

Callout Summary 

 

Where the article is linked to on the NTU site, this piece of text is displayed below, like so: 

https://www.ntu.ac.uk/about-us/news/browse-our-news 

It is a good idea for it to match the Summary, since the two pieces of text are used in similar 
ways – being displayed just below the title of the article. 

 

News categories 

 

Select the appropriate option 

 

Video or article? 

 

This allows you to state that your article contains a video, so that users can choose to see 
articles that have one. If your article doesn’t have one, you can leave it as Default. 

 

https://www.ntu.ac.uk/about-us/news/browse-our-news
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Ignore the following fields  

• Strategy themes 
• Pinned and featured stories 

 

Applicable third party image 

Certain pages may need to feature the logo of a company or organisation connected to the 
story. You can set this using the Asset Finder. 

 

 

 

This will open the Asset Finder. Navigate to: 

Media> Images> News> 

 

 

When you preview the page, the image will be displayed on the right-hand side of the page. 
Regardless of the dimensions of the file you upload, the image will be displayed as 200 
pixels wide. The height does not have a size limit, allowing for images that are square or 
portrait. 

1. Untick ‘Use default’ 

2. Click ‘Select’ 

3. Select the image you want, 
making sure it is highlighted in blue. 

4. Click ‘Select’ 
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Publication date 

 

If nothing specific is set here, the article will display the date it was created. 

 

Ignore: Is this article related to an award? 

 

Notes for editors and Associated press contacts 
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These are only used by Press Officers, not by schools. See below for instructions on how to 
use them. 

 

Schools 

 

Select as appropriate 
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  Populating Notes for editors 
You can add extra information for editors in this field, which displays in a collapsible field (as 
an accordion) at the bottom of the page 

 

 

To populate this, go to the Notes for editors section at the bottom of the metadata screen 

 

 

 

This will activate the field, and display the edit bar at the top. You can now use this to add 
hyperlinks and other formatting, as you did on the Contents screen. 

 

 

 

 

  

1. Untick ‘Use default’ 

2. Click anywhere inside this field 

Click Save in the top right hand corner. 
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  Populating Associated press contacts 
You can specify which member of the Press team will be the contact for this story.  Please 
note: this information will only display if the Notes for editors field is also populated. 

 

 

 

This will open the Asset Finder. Navigate to: 

Staff Profiles> Press>  

 

 

Repeat this process for each staff member you want to add to the list 

 

 

  

1. Untick ‘Use default’ 

2. Click ‘Select’ 

2. Select the name of the team 
member you want, making sure it is 
highlighted in blue. 

2. Click ‘Select’ 
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With both the Notes for editors field and the Associated press contacts field populated, the 
information will display like this 

 

 

 

  Click Save in the top right hand corner. 
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  URLs Screen 
When the page was created the Page Name was used to generate the URL. It is a good idea 
to check the URL and make sure it is appropriate. For example this headline: 

£5 student tickets on offer for A Night On Broadway with the Royal 
Philharmonic Concert Orchestra! 
Generates: 

https://www.ntu.ac.uk/about-us/news/news-articles/2017/5-student-tickets-on-offer-for-a-
night-on-broadway-with-the-royal-philharmonic-concert-orchestra! 

 

Reviewing the URL: 

• Correct any spelling mistakes 
• Remove punctuation like commas and brackets. The only punctuation allowed in the 

URL is a “dash-between-words” 
• If the headline of the story was changed after the page was created, the URL will no 

longer match. It should be reviewed and updated. 
• If you need to add words, ensure they are separated by dashes. 

 

All this would leave you with the following URL: 

https://www.ntu.ac.uk/about-us/news/news-articles/2017/student-tickets-offer-for-night-
broadway-royal-philharmonic-concert-orchestra 

 

 

 

 

 

 

Click Save in the top right hand corner. 

Avoid changing the URL after the page has gone live. However, if it necessary, submit a 
ticket to marketing.requests@ntu.ac.uk. DO NOT change it manually. 

 

https://www.ntu.ac.uk/about-us/news/news-articles/2017/5-student-tickets-on-offer-for-a-night-on-broadway-with-the-royal-philharmonic-concert-orchestra!
https://www.ntu.ac.uk/about-us/news/news-articles/2017/5-student-tickets-on-offer-for-a-night-on-broadway-with-the-royal-philharmonic-concert-orchestra!
https://www.ntu.ac.uk/about-us/news/news-articles/2017/student-tickets-offer-for-night-broadway-royal-philharmonic-concert-orchestra
https://www.ntu.ac.uk/about-us/news/news-articles/2017/student-tickets-offer-for-night-broadway-royal-philharmonic-concert-orchestra
mailto:marketing.requests@ntu.ac.uk
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