Creating Blog Posts (aka Stories)
Create a Story

1. Log into your account using the Admin Login link at the bottom of all MLA web pages: http://mla.lib.mi.us/
2. Click on the “Create Content” option in the right-hand margin (see illustration)
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3. Click on “Story” either from the right-hand margin or from the list of content types in the middle of the screen; both have the same function. (see illustration)
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4. Create Your Story: 
· Give your story a specific title

· Select Annual Conference from the list of categories

· Type (or copy and paste) the text of your story in the Body
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Body Text – more details:

· The options (Bold, Italic, etc) should be familiar from other programs.

· Other style details (fonts, etc) are controlled by the web site style sheet

· If you copy and past text from Word, click on the Word clean-up button to try to remove some of that formatting – sometimes Word formatting causes display problems.
· The HTML code view may also help you to spot formatting problems such as unexpected line breaks.
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5. Optional - Add Attachments 

a) Some stories may have documents associated with them.

i. Save document to your desktop with a file name always in lowercase (the server is case-sensitive)

ii. Browse to the desktop and find file

iii. Click attach (see illustration)
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6. Click “Submit” button at the bottom of the screen to saves changes and publish story.

Important!  Always click Submit BEFORE doing any other sort of other navigation within Drupal or using the browser back button in order to avoid losing content created or edited.

7. Logout. 
8. Editing your posts - to edit a post after it has been Submitted:
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· Log in

· Go to the “my workspace” link on the Admin menu.  You should see a list of all of the stories you have created.

· Click on the Title to go to that story

· Click on the “edit” tab to edit

· Be sure to “Submit” to save your changes!
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HTML code view





Click on create content





Click on either story link; both have the same function





Word clean-up 











Click on either story link; both have the same function














Browse and attach file saved to desktop.
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