Posting to the Bulletin Board
Posting is a very simple process that both contributors and administrators can do!

Creating a New Post
Step 1. Go to the dashboard (linked), hover over the “New” button, and click “Post.”

Now you’ll be at the New Post page. Here’s where you put everything that’ll be in your
post.

Before we continue, it’s important to make sure that your screen options look like this:

This is so that you don’t get confused or overwhelmed by everything on the screen, and
to make the entire process easier on your end. If you accidentally click a checkbox and
remove something you didn’t want to remove or add something you didn’t want to add,
click the checkbox again.
You can find your screen options in the upper right hand corner of your screen, pictured
below.

After this, you’ll never need to change these settings again. They’ll stay this way
whenever you come back to this screen, so this is a one-time process.
Step 2. Title Your Post
Inside of the box that says “Add title,” you’ll name your post. For this demonstration, I’ve
named mine “Example Post,” but you can name yours anything.

Step 3. The Post Content

Here’s where you’ll write the text in your post. Inside the big white space, write down
details you want included in your post. I’ve added default filler text. Note that the
dashboard allows you to add visuals, media and links (see below).

The “Add Media” button will allow you to add a picture or some other type of file into
your post. It doesn’t show up in previews of your post like the “Featured Image” does.
It’s not required in order to make a post, but it’s nice to know what it does anyway.
Step 4. Featured Image
The featured image is what’ll show next to your post and catch viewers’ eyes. For
example, in the images below, the image of the man, woman and child in front of the
Good News Garage and the image of the bicycle on the rear of the bus are the featured
images for those two posts.

To add a featured image, scroll down until you see this box, and click “Set featured
image.” This is different from “Add Media” which just embeds the file into your post itself.
“Featured Image” will show up in the preview of your post as well (see above).

After clicking “Set Featured image”, you’ll see this page (below). If the image you want
to use has already been uploaded it will be in the “Media Library” tab. Select your photo
and click the “Set featured image” button in the bottom right hand corner of the screen.

If you have your own image you wish to upload, click on the “Upload Files” tab on the
upper left, and you’ll see this page. You can simply click in the white area, or click the
“Select Files” button to browse your files, then select the image file you wish to use.

Uploaded the wrong image and wish to delete it? Simply ask an administrator to delete
the image for you.
Step 5. Publishing Your Post
Now that you’ve completed the previous steps, it’s time to publish your post! Here’s a
basic rundown of what the buttons do:

Save Draft: It doesn’t publish the post, but you can save it as it is and come back
to it later. Nobody can see it except for you and the administrators.
Preview: See what your post will look like when it’s published and how it’ll look to
readers.
Publish (scheduling): This setting lets you schedule a day and time for your
post to be published. When you select a date and time different from your current
date and time (any time in the future), the big blue “Publish” button turns into a
“Schedule” button.

Move to Trash: This deletes the post.
Publish: Allows you publish the post to the public immediately.

Editing a Post
Go into the dashboard (linked), hover over the “Posts” option, click “All Posts”.

This will only show the posts you’ve made to prevent you from editing others’ posts.
Once you are reviewing all your posts, hover over the post you want to edit, and click
the edit button from there. Either one works.

Once you get to the edit screen, it looks a lot different than how it looked while creating
a post before. That’s because it’s not the classic editor we used before, but instead the
block editor. It doesn’t affect your post in any real way, it’s just a different editor that lets
you drag and drop boxes to build your post.

In order to lessen the amount of clutter on screen, you’ll need to un-check some boxes.
This won’t break anything, but will only remove the unnecessary option from your
screen.
First, you’ll need to go to your options.

Afterwards, you’ll need to scroll all the way down to your preferences. Sidenote, but the
“Switch to Classic Editor” button doesn’t work.

You’ll then find yourself looking at this screen. You can change around these settings to
your liking if you’d like to, but that can be done later.

Next, you’ll want to go to “Panels.” You’ll want to un-check every option except for
“Featured image.” This is to reduce clutter, reduce confusion, and make sure nothing
gets broken.

You can now close out of this window and the options list. Your sidebar should now look
like this when in the “Post” section.

After this, you’ll never need to change these settings again. They’ll stay this way
whenever you come back to this screen, so this is a one-time process.
Now you can edit your post, correct any mistakes and add new information if you want
to. Once you’re done with that, you can click the “Update” button and your post is
updated with your edits. You can also view your updated post either on the site itself or
through the “View Post” button in the bottom right corner in the “Post updated” pop-up.

