
How To Add A Blog 

Step One:  Login to the Admin and select the CONTENTS button. 

 

 

Step Two:  Select +CREATE CONTENT > under I want to create a…> in the dropdown box, click onto 

BLOG. 

 

  



Step Three:  Edit and add content into the Editor 

 

Summary: 

A clear, understandable summary of each blog's material can be found in the Summary's description. If 
Google believes the meta description provides users with a more accurate description than would be 
available solely from the on-page text, they may occasionally utilize it in search results snippets. No 
more than 150 characters should be used in a meta description. This is shown in search engine results 
underneath the META title and website address. 
 

Cover Photo: 

Image should be 1024 px wide. This would be the hero image at the top of the blog post. Try not to use 
overlay copy and logos on the image. You may run the risk of the overlay to be cropped in the different 
views on the website. 

 
Step Four:  Edit sections of the Editor and add your content. The Content section is where you can 

add your writing and other images. The ? icon is opens pop-up windows with hints and how to write 
content and add pictures in the body content area of the Editor. 



 

 

Step Five:  Tags are important to publish your blog post on other pages. There are landing pages on 

OnlineXpress that your blog post may relate to. Clicking onto the + will add the blog post to those 

landing pages. 

 

 Category: Is a way to organize content, but not mandatory. 

Location: The destination/location that is relevant to the content, but not mandatory. 

 

Step Six:  Do not forget to SAVE your work and select the UNPUBLISHED/PUBLISHED button . 



 


