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Login Screen

Username & Password
Typing your username and password here will allow you to log into 
your site.

Forgot your password?
If you’ve forgotten your password clicking this link will give you a 
form to fill out to retrieve a temporary password.
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Home Screen

CP Home | User Guide | Logout
This portion of the navigation is always shown. CP Home will always 
bring you back to the home screen. User Guide will take you to the 
user guide for Expression Engine. Logout will log you out of the 
system until you log in again.

Current User
The name of the user currently viewing the system (you).

Edit
Clicking this will allow you to edit your previously posted items.

Publish
This will lead you to a screen that will allow you to publish new 
entries onto your site.

Most Recent Comments
This is a list of the most recent comments on your blog.
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Publish

Title
This is where you type the title of your entry.

Summary
If your blog has summary’s enabled, this is where you would type it.. 
These are often used as excerpts for entries, not displaying the whole 
entry, but just a portion.

Body
This is where your main entry should be typed.
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Publish - Categories

Categories
Categories allow you to keep your entries organized, you can creat as 
many categories as you want, and you can also select more than one 
category for a single entry. This is done using the shift key (PC) or 
command key (Mac).
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Add a new Category

Create a New Category
To start off click the “Create a New Category” link at the top of the 
page.

Fill out the form
Fill out the fields to add your new category
 - Category name, is the name of the new category.
 - Category URL Title, is not necessary, but chnages the name of the 
url to your category.
 - Category Description, is a brief description on your new category.
 - Category Parent, if there are any categorys that are hierically higher 
than the one you’re creating, select it in this drop down.
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Options

Author
If you dont want to be marked as the author for an entry, you can 
change the author name with this drop down menu.

Status
You can change the status of your entry - create a draft post, open post, 
etc.

Options
If you do not want to allow comments on an entry, uncheck the “allow 
comments” box.
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Upload a File

Upload a file Link
To start the process off, click the “Upload File” link.

Browse for your file
Next you must find your file on your computer by clicking the 
“Browse” button.

Decide how to display your image
You have 3 options for displaying your newly uploaded image on your 
site.
 - Embeded in entry allows you to display the image or file link 
directly in your post.
 - URL only will copy the url to the image or file directly to your post.
 - Pop up image link will create the code to have a pop up when the 
image is clicked on.

Click place image
Clicking place image will automatically insert the code for the image 
or file you just uploaded directly into your post.
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Add a new user

Get into the administration panel
 - click the “admin” tab at the top right of the screen
 - click “members and groups” on the new screen
 - click “register a new member”

Fill out the user information
Now that you’re on the apropriate screen, fill out the apropriate user 
information, making sure that the member group you choose for this 
member is correct. Adding a regular member to the super administra-
tors group, will give this member access to template files.vv


