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HOW TO POST TO THE BLOG                 
 
The following is a step‐by‐step guide to creating a new post for the ACUHO‐I news blog. 
 
1. Log In: You must log‐in before posting to the blog. To do that, go to http://blog.acuho‐
i.org/wp‐login.php and enter your WordPress username and password. Once you do that you 
will be taken to the Dashboard. 
 
2. Create New Post / Edit Post: In the left‐hand menu, click on "Posts" to expose the drop down 
menu. If creating a new post from scratch, click on "Add New," upon which a new screen will 
appear. If you click on "Edit Post" you will be taken to a screen that shows all the past blog posts 
as well as drafts. 
 
3. Write Headline: Make it short, punchy, and attention‐grabbing. If the story is more 
lighthearted, have some fun with the headline. Puns can be your friend. Style Notes: All words 
in headline should be capitalized except for those like "and," "the," "but," etc. 
 
4. Insert Image: In the same way we repeat images for sustainability posts or the Read All About 
It posts, the different beats will have recurring images as well. In the case that a new image is 
needed, please contact James Baumann. Otherwise, follow these steps: 
 


1. Click the square icon next to "Upload/Insert." 
2. Choose "Media Library" as source from which to add an image. 
3. Find the appropriate image and click on the word "Show." Then click on the "Insert Into 


Post" button. 
4. Once image is placed in the blog post, click on it to expose two icons. Choose the one 


that looks like a mountain. 
5. A new window will open. Click on the "Advanced Options" tab on the top. 
6. In the CSS Class field, erase what is there and type: "post‐thumbnail". Below this, set the 


border to "0". 
7. Click "Update Image." 
8. Note that some of our images have been used for posts on specific topics. The tree is for 


posts on sustainability and conservation; the Twitter birds accompany posts on that 
topic; a collection of tools represents maintenance and facilities; a yellow box with a 
cross on it is representative of student health issues; just‐for‐fun posts are represented 
by a button reading "Cheap Thrills" and a mug of beer represents, unsurprisingly, posts 
about alcohol. 


9. If you are posting about an ACUHO‐I event or initiative, check with James to see if there 
is an accompanying logo or icon. 


10. You can insert embedded media files (such as video clips from YouTube) using the 
filmstrip icon in the toolbox. 
 


5. Write Your Posts: Write in a professional, but conversational manner. It's fine to use the first‐
person point of view if it's appropriate to the topic. Be mindful that the way we talk is not 
necessarily the way writing is easily read, and re‐read (or, even better, have a friend read) your 
posts before you publish them. Spell‐check using the ABC icon in the toolbox. 







 


 
6. Don't Forget the Links: Include at least one link or media file in the post; use more if it is 
necessary to illuminate your topic adequately or provide the audience context. Create links 
using the chain link icon in the toolbox. 
 
7. Add Tags to Story: Tags should be capitalized. Check the frequently used tags list before 
creating new ones. 
 
8. Designate Category: The "category" is the large umbrella that posts and stories fall under. A 
number of categories have been created already. If a new one is needed, please contact James 
Baumann. 
 
9. Preview and Proofread Your Post: Click on the "Preview" button in the top‐right box to see 
how your post will appear. 
  
10. Post Your Post: As contributors, when you complete 
 
 
 























































































