[bookmark: _GoBack]Adding a Blog Post
Hover over “+ New” on your top toolbar, and choose “Post”.
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Add your title and content.
The “Category” you choose will determine what page it appears on. Please only post to your assigned category. 
[image: C:\Users\Gracey\Documents\ShareX\Screenshots\2019-06\chrome_BJuOnJuoVt.png]A Blog = Teen Page
Book Lovers = Adult Book Blog
News = Front page
NJHGC Announcements = History Center’s Blog

On the right-hand menu, under the “Document” tab, you can add a featured image. Anything appearing on the front page must have a featured image. It is highly suggested other pages also add one for every post. 
From the plus symbol in a circle in the upper left hand corner, you can add further images or media to your post. Other options on the page can be ignored.
When your title, content, Category, and Featured Image are set, choose publish in the upper right-hand corner. It will remain grayed out until content is added and a category is chosen, but you should not publish without a featured image. All posts are subject to editing by the website administrator if necessary. 
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