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Once you have received your blog site, launch the link from the email. (*Note: it may be linked 

to your school site under STAFF)  

This example shows the blog site URL  

          

 

LOG IN  (*Note: credentials provided when the site was created.) 

Locate the LOG IN widget on the sidebar and click LOG IN 

 

 

OR enter “admin” at the end of the URL 

line after / 

 

Enter Username or Email 

Enter Password  

Click LOG IN 

 

(*Note: if you forgot your password, click LOST YOUR PASSWORD. 

This will auto generate an email to you to create a new password. A 

strong password includes upper/lower case, number and symbol.)  
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POSTS  

Posts show current content. They may include instruction, images, documents, links, or audio, 

video objects.  

ADD A POST  

  DASHBOARD > scroll down to POSTS > ADD NEW.  

  OR you can follow the My Sites menu at the top to + NEW > select POST 

 

 

 

 

 

 

 

 

1. Add TITLE  

2. Add Content  

3. Categories (*optional) group similar content  

4. PUBLISH  

 

1 

2 

3 

4 
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Enter text content.  

 

 

 

 

 

Add link URL to text 

(*Note: this might be links out on 

the web, or files from your 

OneDrive.)  

Highlight the text you wish to link.  

Click the LINK icon.  

 

 

Enter the URL of the resource.  

Click blue arrow (APPLY the link).  

 

 

Link Options (Gear icon) allows added options  

    Optional: select Open link in new tab  

 

Click ADD LINK   
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Add a document (eg. pdf, word, powerpoint,...) or other media 

These all follow the same process and depends on how you wish the end document to view.  

• Your file is on your desktop or computer?  

o Highlight the text you wish to 

launch 

o Click ADD MEDIA button 

(*Note: this is the same process when you 

added links.)  

 

 

 

 

 

The default is the Media Library 

 

 

 

 

 

Locate your file from your desktop and drag it into 

the media box area.  

 

 

 

 

 

When uploaded, click INSERT INTO POST 
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Using the ADD DOCUMENT button. (This embeds a reader frame for the document to reside.) 

• In the Post text box, enter the text 

instructions.  

• Click ADD DOCUMENT button  

 

 

 

 

 

Select either UPLOAD DOCUMENT (if the file is on your 

desktop) OR ADD FROM URL (if the file is in your OneDrive).  

This example shows the UPLOAD Document (from desktop).  

 

 

Locate your file from your desktop and drag it into the media 

box area  

 

 

 

 

 

 

 

ADD DOCUMENT popup:  

You can make changes if you 

wish.  

Click INSERT 
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The embedded viewer will look like this:  

 

Click PREVIEW (in Publish box) to view results.  

 

These samples show files that use the ADD DOCUMENT button (word, powerpoint, pdf) 

 

 

Each one has a scroll bar for multiple pages and a 

download button.  
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Email Post Subscribers  

Auto notification of published posts happens if you use the Email Post Subscribers. (*Note: all 

notification sections have been pre-created for you.) You only add your subscribers. 

Add Subscribers: (3 options)  

Allow the Subscriber widget as a way for your community to subscribe themselves. This is found 

on your frontpage or in APPEARANCE > WIDGETS > EMAIL POSTS TO SUBSCRIBERS.  

OR: You can add your classlist of parent emails (using the IMPORT function; individually by 

typing them in or copy/paste from a list) 

Using Import Function:  

You will need the csv file template (download from our blog site or email 

Janet.Chow@burnabyschools.ca)  

Enter the EMAIL and NAME.  

(*Note: they can be the same.)  

Save the file onto your desktop.  

 

 

On your blog launch DASHBOARD > EMAIL POSTS > SUBSCRIBERS  

Click IMPORT.  

 

 

 

 

 

 

Select your saved csv file from your desktop.  

Select Group:  choose PUBLIC  

(*Note: the Post Notification pre-created uses the group Public as a 

default.)  

Click UPLOAD CSV.  

 

mailto:Janet.Chow@burnabyschools.ca
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Using ADD SUBSCRIBER button:  

DASHBOARD > EMAIL POSTS > 

SUBSCRIBERS 

Click ADD NEW 

 

 

 

 

 

Enter in Name, Email Address 

(*Note: they can be the same.)  

 

Select Group:  choose PUBLIC  

(*Note: the Post Notification pre-created uses the group 

Public as a default.) 

Select INSERT DETAILS  

 

 

 

 

 

 

 

 


