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How	to	news	&	events	to	your	chapter	website	
 
After logging in to your website, select + New > Post 
 

 
 
 
A new page will appear with the title "Add New Post." 
 
Follow the steps below, and use the included picture on the next page for reference: 
 

1. Add a title for your event or news article. 
2. Add an image or document if applicable, by clicking the Add Media button. 
3. Add a text content for your event or news article.  
4. Select the News & Events category so that this post will appear in your news & events section 

on your website. Your chapter may have a slightly different category. 
5. Select a featured image for your event or article. The featured image will show beside the 

event/article on the News & Events page of your website. Featured images are not necessary, 
but they help improve the visual appeal of the event/article on your chapter news & events 
section. 

6. Click on the publish button to make the event/article appear on your chapter website. 
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