
Add a Post to “School News” 

1. From the Dashboard, hover over the “Modules Menu” (Blocks icon) 

 

2. Click on “Posts”  

 

3. Click on “Boards” 

 



 

4. Click on your campus folder, then on your “campus news”.  
Then click on “Create Post” 

 

5. Type in the “Title”, Fill in the “Body Content”, and “Thumb & Resource” – photo to 
display with your news 

 
 
 
 
 
 
 
 
 



 
 

6. You can add an image to the body of the news by clicking on the image icon. 

 

7. The resource folder will display. I recommend uploading news photos/images on 
under the “Posts”, then selecting your campus news folder. You may also upload 
them to any other folder. 

 
 
 



 
 
 

8. Once, you’ve put a title, filled in the body content, and selected a photo as a 
thumbnail, click on “SAVE”. 

 

9. It will automatically display under the “School News” 

 


