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How to Manage Content
Adding a Story
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Log in to your website and click the menu item that says Create Content. The menu is usually located in the sidebar or header of your website. It will look something like the menu pictured to the right. It is okay if you do not see all of the options listed.
[image: image5.jpg]



On the Create Content page, you will see several options like Page, Story, Image, etc. In most cases, you will be creating a Story. For now, click the Story link.
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You should now see a page like the one below. There are many options but most of the time you will only need to do two things: Add a title, and write some content. When you are done writing press the Save button. 
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Editing and Deleting a Story
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To edit or delete a Story you will need to navigation to the Content Management section of your website. Locate the main menu and click the Administer link. This will take you to a page much like the one pictured:
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This is the main administration page for the website. Click the Content link under the Content management sub heading. 



All of the content for the entire site is listed on the Content page. It may look sparse at first but it will fill up quickly! 

To delete a Story:
1. Find the Story you want to delete

2. Tick the check box next to it

3. Select the Delete option from the drop down box

4. Press the update button.
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To edit a Story:
1. Find the story you want to edit

2. Click the edit link on the right

3. Edit the content just as if you were creating it.
