Run a Classroom Newsletter
with a Publishing Flow

Use a publishing flow to run a class newsletter: students write and take photos, student editors
check the issue, and you make the final call before anything goes online. This guide walks through

one full issue, start to finish, with screenshots of each step.

What you'll set up once: a publishing flow (who writes, who reviews, who publishes) and a
shared class folder (so students can work on the same issue). After that, every issue follows

Parts 3 to 5.

How It works

Role Who
Writers and photographers Students in the flow
Student editors Students you pick for step 1
Teacher You, on the final step

What they do in RoarPress

Write stories, add photos with
descriptions, then submit the issue for
review. They never see a Publish
button.

Fix small mistakes directly in the
issue, then approve it or send it back
with a note.

Read it, send it back if needed,
choose who can open it, publish it,
and email it to families.

Students sign in to RoarPress with their district Microsoft account. Have every student sign
in once before you set up the class folder. A folder can only be shared with someone who

has signed in.

Part 1: Build the publishing flow

(teacher, once)



Step 1. Open Publishing flows

1. In the side menu, choose Publishing flows.
2. Choose + New publishing flow.

RoarPress THE coPY DESK
Publishing flows
students, volunteers or a parent group write newsletters while you keep the final say. Choose whao writes, how many review steps there are, and who fills

You don't have any publishing flows yet.

ite newsletters while you (or the people you ¢

Help

Cory Robbins

4 Signout

Step 2. Name it

1. Type a Name your students will recognise, such as Room 12 Roar.
2. Optionally, fill in What is it for?. Reviewers and admins see this.

3. Leave On ticked.

RoarPress THE COPY DESK
. .
Publishing flows
Let students, volunteers or a parent group write newsletters while you keep the final say. Choose wha writes, how many review steps there are, and who fills
New publishing flow
1. Name it
Name
Room 12 Roar
Whatis it for? (optional)
Our class newsletter. Students write and take photos, slutku editors check it, and the teacher publishes it. B

District newsletters
On — when off, anything waiting for review soes back to its author. Authors who may publish on their own then publish

the usual way: authors whose role publishes only through a flow (such as Student) can't publish until they're in another

Family s [13]

Admin

flow that's on.

Help
2. Who writes

nc this flow's euthors (it

YOUR CLASSES

1 Band |ll - Period 8 * 5 student: Band IV - Period B - 3 students
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STAFF GROUPS
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Specific people
4 Signout
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Step 3. Choose who writes

1. Under Your classes, tick your class. RoarPress brings in every student on your eSchool
roster and keeps the list up to date.

2. Or, under Specific people, type a student's district email and press Enter. Use this for
students who aren't on your roster.

3. Choose Show who to check the list. Students who haven't signed in yet are marked
Hasn't signed in yet; the flow applies to them from their first sign-in.

What is it for? {optional)
Our class newsletter. Students write and take photo, student editors check it, and the teacher publishe.

On — when off, anything waiting for review goes back to its author. Authors who may publish on their own then publish
the usual way: authors whose role publishes only through a flow (such as Student) can't publish until they're in another
flow that's on.

2. Who writes
These peop e this flow's authors (the
YOUR cLASSES
] Band 8- Period 4B - 13 students "1 Band Il Period 8 - 5 students 71 Band IV - Period 8- 3 students
STAFF GROUPS

Choose a staff group.. v | Add |

Spocific people

2 people write through this flow. Hide the list

* test.senior@witigers.org to

HASN'T SIGNED IN YET

* test.student@wftigers.org e HASN'T SIGNED IN YET

3. Steps
tetter. The

Lset etep makes the final decision: ¢

Step 4. Add a student editor step

1. Choose + Add a step before the final decision.

2. Name the step Student editors.

3. Set Who fills it to Specific people, and add your student editors' emails under People
on this step.

4. Leave Approvals needed at Any one of them.

5. Tick Edit content while it's at this step, so editors can fix mistakes themselves instead
of sending the issue back.
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Step 5. Check the final step

The last step is already set up: it's named Teacher review, marked Final decision - Staff only -
Publishes, and filled by The flow's owner (you).

1. Tick Send email to lists they can use, so you can email the published issue to families.

RoarPress
- © Tescherreview | Remove
FINAL DECISION - STAFF ONLY - PUBLISHES
Who fills it
The flow's owner v
Approvals needed
Any one of them >
This step can...
Approve
Request changes (send it back with a note}
[ Edit content while it's at this step k
Publish
Send email to lists they can use

o [ Publish as soon as this step approves

Admin

+ Add a step before the final decision
Help

4. What authors can do
Who can open their newsletters, at most

Up to Unlisted — anyone with the link; not in the public archive v
[J Authors can email their published newsletter themselves

Cory Robbins Authors can unpublish their own newsletter

4 Signout

[ Authors see the mailing lists their role allows

Step 6. Choose what authors can do, then
create the flow
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1. Leave the defaults under What authors can do: links go up to Unlisted, students can't
email the newsletter themselves, and they don't see your class or family mailing lists.
2. Optionally, add a co-teacher under Who else can manage this flow.

3. Choose Create flow. If anything is missing, RoarPress lists it under Before you can
save.

Approve

Request changes (send it back with a note)
[ Edit content while it's at this step

Publish
[@] send email to lists they can use

[ Publish as soon as this step approves

+ Add a step before the final decision

4. What authors can do
Who can open their newsletters, at most
Up to Unlisted — anyone with the link; not in the public archive ™
[0 Authors can email their published newsletter themselves
Authors can unpublish their own newsletter

] Author: the mailing lists their role allows

S, Who else can manage this flow (optional)

Staff who can change this flow and see everything submitted to it

\ RoarPress THE COPY DESK
Publishing flows

Let students, volunteer p write newsletters while you keep the final say. Choose who writes, how many review steps there are, and who fills

Room 12 Roar oN

Our class newsletter. Students write and take
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publishes it

1. Studes itors acher review
=> Turn off

Part 2: Make a shared class folder
(teacher, once)
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The flow decides who reviews. A shared folder lets writers and photographers work on the same

issue.

Step 7. Create the folder

1. In the side menu, choose Folders.
2. Under New folder, type a name such as Room 12 Roar, then choose Create folder.

THE BULLPEN
Folders
Organise your own d fi A folder is pi 1l il |

sletter insidk d etters and share the folder.

O 9 New folder

26-27 Teacher Newsletters 26-27 Parent Newsletters s

[T
(Ea]

Tech Updates
2 newsletters - Shared with 1

Step 8. Add your students as editors

Click the folder to open it.

Under Members of [folder], type a student's district email in Email.
Set Permission to Editor — can edit and add their own.

Choose Add member. Repeat for each student.

W
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Part 3: Students write the issue

Step 9. Students sign in

When a student is added to a flow by name, their dashboard shows a notice that they're now an
author in your flow.
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Good afternoon, Test.

L Notices

Start a newsletter My newsletters Browse templates

[ What's new: RoarPress changed on 30 October 2026, folder sharing. Hide

Your newsletters
No newsletters in progress — start one above. Drafts, schedules and recent sends show up here.

My newsletters —

Notices 1
You're now an author in the publishing flow “Room 12 Roar” *

Cory Robbins added you. Your newsletters now go to the flow’s reviewers before they're published or emailed — use “Submit for review” in the editor. Ask Cory
Robbins if this is a mistake.

Open My Newsletters Got it

0 0 0 0 0

OFEM DRAFTS PUBLISHED SCHEDULED SENDS SENDS WEB VISITS

4 Signout

Coming up

RSVPs

re in the newt Tus

Step 10. Start the issue and move it into
the folder

Pick one student to start each issue (a rotating "issue lead" works well). They should not be a
student editor, because nobody can approve their own newsletter.

1. Choose Start a newsletter and pick a template, such as Room Notes.
2. Click the title and rename it, for example Room 12 Roar: November.

Notice the Publish panel on the right: students see Submit for review and "Reviewed through
Room 12 Roar (2 steps)", never Publish.
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What a week we hadl Your third graders came in buzzing about fall, so we leaned all the
way in: we measured pumpkins, wrote about crunchy leaves, and built our first
multiplication arrays. Below you'll find what we're learning, a few reminders, and some work

= Event/date

1 Announcement
your child is proud of. Thank you for reading along with us at home, It shows!

d Poll

Share & send
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3. In the right-hand panel, open Organize and set Folder to the class folder. RoarPress
confirms "Moved into the folder." Everyone in the folder can now work on the issue.
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& Canva design
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Room 12 Roar: November

Hello, Room 12 families!

What a week we hadl Your third graders came in buzzing about fall, so we leaned all the
way in: we measured pumpkins, wrote about crunchy leaves, and built our first
multiplication arrays. Below you'll find what we're learning, a few reminders, and some work
your child is proud of. Thank you for reading along with us at home. It shows!
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Step 11. Photographers add photos

1. In Add a block, choose Photo gallery, then choose Place photo gallery here where it

should go.
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2. Choose Add photos.... Pick up to 6 photos, or choose Upload new. Then choose Add

photos.
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Choose photos (up to 6)

L Upload new Cancel

Search by file name or description

Everything lcanuse »~

Showing 60 of 113

3. Fill in each Photo description (alt text): describe the photo like you would over the
phone. Add a Gallery caption if you like.
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4 Undo
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Publish
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Step 12. Check before publishing

1. In the Publish panel, choose Check before publishing.
2. Fix everything under Must fix before publishing. Each item has a Go to block button.
Template sample text (words in square brackets, sample events) must be replaced or

deleted.
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Part 4: Student editors check it

Step 14. Open the issue from Reviews

Student editors get a "Review needed" email. They can also choose Reviews in the side menu and
then Open and review.
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Step 15. Fix, then approve

1. Because their step can edit content, the issue opens in the full editor. Fixes become part

of what gets approved and are recorded in the history.
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2. Optionally, add a Note, then choose Approve. To send it back instead, choose Request

changes.
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Step 16. Open it from Reviews

You get a "Review needed" email. Or choose Reviews in the side menu, then Open and review.
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Step 17. Read it and decide

The Publishing flow panel shows the steps, a Note box, Who can open the link?, and your
buttons.
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These screenshots were taken with an admin account, which opens the full editor. A teacher
account opens a read-only preview of the issue with the same Publishing flow panel and
buttons beside it.

Not ready? Choose Request changes, type what the students should change (be specific and
kind), then Send back with note. Students see your note at the top of their editor, and the
resubmitted issue goes through every step again.
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1. Choose Who can open the link? Unlisted means anyone with the link can open it, but it
isn't listed in the district archive.
2. Choose Approve and publish. (Approve only approves without publishing.)

If you choose Public and the issue names or shows students, RoarPress asks you to confirm
that no family on the directory-information or photo opt-out list is named or pictured. You
answer this as the staff approver; students are never asked.
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1 Video
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Step 19. Email it to families (optional

1. Choose Send by email....
2. Use Send test to check it in your own inbox first, then Send now or Schedule to your
class mailing list.
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Defaults to the newsletter title
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e Students can't publish or email on their own. Nothing reaches families until the final
step publishes it.
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e Nobody approves their own work. The student who starts an issue can't approve it at
step 1.

e Locked while in review. Use Withdraw to edit to change a submitted issue; review
then starts over.

e Turning a flow off. On Publishing flows, choose Turn off. Anything waiting for review
goes back to its author, and students can't publish until they're in another flow that's on.

e Taking an issue down. By default students can take their own published issue offline,
and you're emailed when they do. To require your approval instead, untick Authors can
unpublish their own newsletter in the flow.

More help: in RoarPress, open Help and read Set up a publishing flow, Write in a publishing
flow, Review newsletters and Folders.
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