
Create New Post: Hover over “Posts” and click on “Add New Post”

Add Text: Paste Header into Subject Line and Blogpost Text into Editor



Add a hyperlink: 1) highlight text and click on link symbol

2) Paste link url into pop-up field. 
If link stays in same tab, click 
blue arrow. To open link in new 
tab, click gear symbol for link 
options and go to 3) =>

3) Check “Open Link in New Tab” 
and click “Update”



Add Image: Place Cursor on desired image location, then click “Add Media”

Select image (or upload new file), add caption, alignment, size, then “Insert”



Place & Upload all other Images, then select/add Category, Tag, and Featured 
Image

[To add Featured Image, Click “Set Featured Image” then select/upload from 
Media Library (no caption or size necessary)]



Recommended: Add all images into Media Library before starting new post

Formatting Trick: By Going to “Text” tab in Visual Editor, it can sometimes be 
easier / cleaner to move around images by cutting/pasting the code.



Save Draft, Preview, Publish Post: 

All changes made get autosaved within seconds, but still ok to save draft 
every now and then.

Preview: to see what the current draft will look like once published, click on 
preview, which will open a new tab

Once everything looks good, click the blue publish button and your post will 
instantly be live. The blue publish button will change to an “Update” button. 
(you can always unpublish if you publish by accident)


