To make a new post to the website
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1. Enter your login information and click “Log In”
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2. From the top bar click this grey bar and sub Dashboard to insure you are on the dashboard.

Please bear in mind that your menu options may be slightly different, or you may have some buttons or not have others based on the user level settings.  Rest assured, that they work consistently throughout the site.

 [image: image3.png]i Dashboard

s Posts.
[S)calPress Events
) Media

& Links

(L) Pages

[ZZ] GRAND Pages
@ comments

¥ Notices

&, Profile

T} Tools

[ Messages.

Collapse menu




3. Click Posts
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4. Select “Add New”
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5. Give the post a Title
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6.  Once a title is entered, you can begin typing your message, post, text, into the box.
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7. When complete with your text, you can select the most appropriate Category or Categories. Alternatively, you can select the “Add New Category” and add additional categories.

8. When you are satisfied with your text, and category selection, you have two options. 

a.) You can save it as draft for later publication.

b.) You can publish now, by clicking the publish button.
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NOTE:  You’ll get more from reading the screen over reading this document, as a lot of the buttons are self explanatory, and function much in the same way as a word processor.  If you would like, I will be glad to give you some personal training, on one of my sites, yes, I have several, at your location.  We can work out a time.

Should you wish to add a link on your page, highlight the text to be displayed as the link.
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Then click the link icon on the menu.
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Then provide the link on the URL bar, and it is always recommended to check the box for opening the link in a new window.  Then press “Add Link”
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At this point you should view your post, and check the link on the front page.
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If all is well, you are done. 

You can go back and modify, or update your post by going back to the dashboard listing all posts, 
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You can edit your posts by clicking on it.  You may or may not want to allow comments.
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The above switches are toggles, comments is this one: [image: image18.bmp]
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At the October 15, 2012 meeting, FARC members have voted and approved the new Consti
The currently adopted "Constitution and By-Laws" are listed in the Club section near the b
provided in both DOC & PDF formats.
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The only difference here is that the button says “Update” instead of “Publish”
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Check your message as displayed on the front page.  
Rinse, Lather, Repeat until you get it where you want it.

