Creating Outage Information Blogs
Getting to your site

1) Browse to http://bartlettinc.sharestreet.net/outageinfo  with Internet Explorer    
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a. Make sure you scroll all the way to the right, this initial page is very wide.

b. If the page exists skip to step 4.

3) Request that a new page be setup for your site.

a. Email Justin.kearney@bartlettinc.com with your request

i. Provide your name

ii. Provide your email address

iii. Provide the plant name (how you want it to appear on the tab)
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5) Sign onto the page
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a. Click Sign in in the upper right hand corner 
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Adding content to your site
1) Add a post

a. Click Create a post on the right

b. Enter Title (what shows up in BOLD on top of post)

c. Enter Body (main text in post)

d. Enter Published (date to show post published on, this is used to order the posts, most current post shows at top)

e. Click Publish button
2) Upload a photo for use on your page.

a. Click photos under links

b. Click upload
c. Click browse and find your file then click ok

d. Once you have photo uploaded click on the picture until it will not go any further and copy URL in the address bar.

3) Adding a photo to a post

a. Make sure you have completed step 2

b. Create or Edit a post

c. Put the cursor in the document where you want the picture to display.

d. Click on the insert picture icon [image: image4.png]



� Make sure that any photos that you use have been cleared by the public relations or marketing department for the plant.





