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Setting up a Newsfeed from the CASH Database

EasySite uses “Categories” to produce a newsfeed from the database.  The newsfeeds can then be used to create email updates for LKS customers or customers can subscribe to a CASH newsfeed to get updates as frequently as they require.
1. Adding a new category to the directory
[bookmark: scope][bookmark: _Toc161807426][bookmark: _Toc161808095][bookmark: _Toc161814004]	
· Login to CASH
· Select Administration – Content -  Categories and Tags – Categories
· Click “Add” and complete the section on the right hand side (see below)
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· Give your category a title and add a few key words as a descriptor then Save
· Moving back to the Menu options select:  Apps – Modules – Directory Builder
· Choose CASH Database as the directory your new category should be associated with.
· The following screen should be displayed enabling you to click Options and scroll down and click Categories
Click Options
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· Find your system category on the list on the left hand side of the page, click on it and drop it in order on the right hand side list.  Your category will now appear in the drop down list in the database to choose from when entering a record.
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2. Setting up the newsfeed
[bookmark: coverage][bookmark: _Toc161807430][bookmark: _Toc161808099][bookmark: _Toc161814008]
· From the menu options select: Content – Feeds

[image: ]Click Feeds


· Click  Add 
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· Complete the form as shown below: 
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· Give the feed a title.
· Data Source: select Directories. 
· Page/Directory choose Database search (CASH Database)
· Category: find and click on your category from the drop down list


· Move from the General to edit your feed preferences by clicking on Filters towards the top of the page and complete this form as follows:
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· Limit to items added/modified … choose how many days according to how much information you think will be added but usually 30 or 60 days.
· Maximum items defaults to 250 but you can change this to suit
· Defaults to order by date created.
· [bookmark: _GoBack]Change the display order to descending to show the items most recently added first in the list.
· Click Save and return to feeds. Your feed is now saved!




Alison Sherratt
CASH, 2017
(Last updated May 2017)
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