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To create a post, you must log in first. 
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Logging in will bring you to the Dashboard page.  Go to “Posts” in the left-navigational menu. 
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Click the “Add New” button. 
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1. Enter a title for the post 

2. Add the text description for the post.  There is a standard toolbar that allows changing 

formatting, etc. 

3. When done, click the “Submit for Review” button.  The post will display on the website after it is 

approved by the Communications committee.  (Some users have access to bypass the approval 

step, in which case the “Submit for Review” button will be replaced with a “Publish” button.) 

If needed, there are other options available when creating a post (e.g. the “Restrict Post” checkbox 

in the bottom left of the screen shot will restrict access to the post to only those users who have 

registered on the website and are logged in).  See below for additional detail on how to include 

images in your post. 
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To add an image, put the cursor where you want the image to appear and hit the “Add Media” button. 
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If you haven't uploaded the image already, click "Upload Files" to upload it.  If you have already 

uploaded it, click "Media Library" and select the image. 
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After selecting the image, click the “Insert into post” button to add it to your post. 
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If you want to move the image to the left, center, or right, click on the image and use the alignment 

buttons.  The text will wrap around images. 
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If you want to make the image bigger, smaller, or delete it all together, click on the image and a 

pencil and an “X” will appear.  Clicking on the pencil will allow you to edit the image details.  Clicking 

on the “X” will delete the image.  You can also adjust the image size by dragging the corners. 

 

When it looks the way you want, be sure to save the changes by clicking the “Submit for Review” button 

(again, the text on the button will vary based your permissions and whether you are creating or editing a 

post or page, etc.). 


