Instructions on how to compose an entry in the NHLA blog
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Have questions?
Contact Steve Butzel

603-589-4647 (work)

617-306-7856 (cell)

steven.butzel@nashualibrary.org
Instructions on how to compose an entry in the NHLA blog

1. Fill in the title of your entry

2. Select one category from the drop-down menu. 

a. If you would like to create a new category, and you are pretty sure it would be a useful category that is likely to be used again for later entries, go for it. Otherwise, hold off on creating new categories and send me an email with your question.

3. If you would like to assign additional categories to your entry, click on the “Assign Multiple Categories” link and check off the additional categories you want associated with your entry.

4. Write your entry

5. Click on this button after highlighting the words in your entry that you would like to convert into a hyperlink. Then fill in the URL (web address) you want to link to.

6. When you are ready to publish your entry to the live blog, select “Published” from the drop-down menu. Until then, leave it as “Unpublished”.

a. I’ll talk more about scheduling your entries to be published at the training.

7. If you want to accept comments for your entry, leave this checked on. Otherwise, turn off the check mark.

8. Generally, you can leave the “Authored On” date alone. However, if you need to update the date so it matches the day you actually post your entry, that is fine.

9. Click on “Save” to save your entry. Click on “Preview” to see a preview of what your entry will look like.
Have questions?
Contact Steve Butzel

603-766-1711 (work)

617-306-7856 (cell
skbutzel@cityofportsmouth.com
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