
Tutorial 5
How to add a blog in your organisation profile 

1. On the navigation bar select 'blog'.

2. Then in the blog page, select 'Add a post' on the right side of the screen. We
suggest that articles be written in a Word or Google document first. If there is a
power outage or surge while writing on our platform, the blog may be lost. 



3. Under 'New post' type in the 'subject, intro and body' of your blog or you can
copy and paste from your word document as we suggested. If you copy and paste,
make sure that you immediately remove formatting. This is an important step as
some fonts from word may cause some issues. You can always re-add formatting
as per the tools on our system. 

4. You can insert pictures, videos, links and edit your blog by selecting on the
toolbar. 



5 Scroll down and select 'add/modify categories'.



6. Insert the name of your category and click add.

7. Attaching a file to a blog is optional, and here how to do it.



8. Click 'choose file' and it will direct you to your computer, select the file you ant
to include and click save. 

9.  You have three options to save your blog in the platform, you can
immediately publish the blog by scrolling down and select ‘publish’. If you
want to review later- you can select 'save as draft' or select 'save for review'. 
 
The system also allows you to publish at a later date, under 'start date/time'
select preferred date, time and month.
 
Thank you for reading the tutorial.


