
 
Hopefully you have been able to log into the site and poke around a bit.  I know that 
some website applications can be somewhat intimidating, but I will do all I can to make 
things as simple as possible for you so that you will be able to create your own posts. 
 
When you registered on this website, your initial assigned ‘Role’ is ‘Contributor’. Under 
the Contributor role, you are authorized to: 

1) Create your own posts for submission and review 
 2) Edit your own posts 
 3) Comment on ANY post 
 4) Send and receive E-Mail to and from other users 
 5) Upload photos 
 
When you log into the website, your computer screen will look something like this. 
 

 
 
Please don’t let the dashboard screen scare you once you log on.  Be assured, 
although the page may look intimidating, there’s nothing that anyone assigned to the 
‘Contributor’ role can do to mess anything up.  Right now, the only thing on that page 
that you should be aware of is the ‘Profile’ button on the left side menu. 
 

  
 
Clicking this button will take you to your profile page where you can change your 
password, add a bio, change how your name looks when you log in, and add an 



avatar.  Writing a bio is a great way to begin since it allows you to type in a little bit out 
yourself so that visitors reading your posts know who you are. NOTE: After making 
any changes to your Profile Page, Be sure to SAVE your work by clicking the 
‘Update Profile’ button at the bottom of the page. 
 
The next most important button link on your dashboard page is the website ‘Home’ 
button. 
 

 
 
This is the button you use to access the actual website when you are logged in as a 
member. You’ll notice that once you click on that button, your screen will look a little bit 
different than if you were simply viewing the page as a visitor.  The biggest thing that 
you’ll notice is that your screen will have the top portion menu area that looks like this… 
 

 
 
You can still access the entire website just like you would as a visitor, but the one major 
difference is that you will see the word “New” next to a ‘+’ sign.  THIS is the button you 
click to add a new post. Click on it and select ‘Post’. 
 

 
 
When the screen loads, it’s very self explanatory, and there are numerous options you 
have to edit and create your post.  Don’t be afraid to mess up or anything,  As a 
‘Contributor’ the only way your post will actually be visible to anyone other than yourself 



is after it has been ‘Approved’. When you are ready to have your post made public, 
simply click on the ’Submit for Review’ button. 
 

 
 
If you’re not ready for the post to be submitted for review, simply click on the ’Save 
Draft’ button and the draft will be saved, and you can revisit and edit at a later time by 
accessing it from your ‘Dashboard’. 
 

 
 
If at any time you want to see what your post will look like to the public, simply click on 
the ‘Preview’ button and a new page will open showing you exactly what the visiting 
public will see.  Once you are finished previewing that page, close that browser page 
(referred to as "X’ing Out”). You will immediately return back to your ‘Add New Post’ 
page.   
 

 
 
If all you want to do is ‘Log Out’, click on your name in the upper right side of the screen 
and select ‘Log Out’. 



 
 
I hope this helps to make things a little easier for you to get started.  I’m looking forward 
to reading your posts.  If you have any problems at all, or need any assistance, please 
frill free to send me a text at:703-609-0614.  I typically respond to texts quicker than 
phone calls, but if you do need to call, feel free to do that also - just be prepared to 
leave me a message since I only answer calls that are listed in my contacts. 
 


