
To create a new newsletter article, you first need to log into the website, you can do 
this by going to iscbsc.org/user/login 
 

 
 
Once logged in you will notice that at the bottom of every page is a link titled “add 
content”, this is how you will add new blog entries 

 
 



When you click this you will be asked if you want to make a new basic page or and 
article, for blog entries you want to add an article

 
 
This is the main page you will use to create and format the blog entry,  the important 
thing to note is that for the post to show up in the SC Blog, you need to make sure it 
is tagged with  

newsletter 
if you start typing it will fill in the rest for you.   
 
Then also add a tag for the newsletter edition (e.g. fall-2015 ) separated by a 
comma. This tag my not auto-fill if this is the first article of the edition. 



 
 
The title and body are the main content of a blog entry. You can edit the summary, to 
see what will be seen on the actual blog page, before you click the read more... link. 



 
 

 



if you set a custom url, please have it be in the format “newsletter/<edition>/<your 
url here>” 

 
 
Once the entry is entered, click preview to see how it will appear online. 
 
Once its right, click save and you’re all good.  There will be and “edit” icon on the 
article page, so you can make changes. 
 
All newsletter articles appear online at http://iscbsc.org/newsletter 
 
Articles in a specific edition are at http://iscbsc.org/newsletter/<edition_tag> (e.g 
http://iscbsc.org/newsletter/fall-2015)  

 

http://iscbsc.org/newsletter
http://iscbsc.org/newsletter
http://iscbsc.org/newsletter/%3cedition_tag
http://iscbsc.org/newsletter/fall-2015


NOTE: if you would like to include an image with your post follow these simple 
steps: 

(1)​In the “image” input, click “choose file” and select the image you would like 
uploaded​

​
 

(2)​Then click “upload”​

 
(3)​Once the upload is complete, right click on the linked file name (not the 

thumbnail image) and select “copy link address” (or similar if not on 
Chrome/OSX).​



​
n the WYSIWYG editor of your text, select the image button​

 
(4)​Paste the copied URL into the box, if you would like, you can select left or 

right alignment so the text wraps around the image (I think this looks better), 
and change the size, be sure not to alter the aspect ratio.​

 



 
(5)​You can now manipulate where the image appears in your text before you 

publish your blog entry.​

 
 

(6)​Finally, you must change the input type to “Full HTML” to include an image. 

 


