
How to Create and Manage Blog Posts
This guide explains how to create, edit, and publish blog posts on the SCSH Desert Gardeners website. You will learn how to 
add and format text, include images, preview your post, and manage existing posts from the Wix dashboard.
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Open the Blog Dashboard
Open the Blog menu and click Posts.

Create a New Post (1) and view posts by status (2).
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Create a New Blog Post
Click Create New Post from the Posts 
main page
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Enter the post title Click inside the main content area and begin writing.

Use the toolbar to format headings and text, 
create lists, add links, and adjust alignment.

Add Images

Place the cursor where the image should appear.

STEP 1

Click Add

STEP 2

Select Image to add one image, or select Gallery to add a group of images.

STEP 3
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Upload a new image or 
choose an existing image from 
Site Files or the Wix Media 
Manager. Select the image, 
then click Add to Page.

STEP 4

STEP 5
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Use the image handles to 
resize the image. Use the 
toolbar to adjust its position or 
add a caption.
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Review Basic Post Settings

Settings (1) - Opens the Post Settings panel.

Featured Image (2) - Select the main image 
that will represent the post on the News 
page.

Alt Text (3) - Enter a short description of the 
featured image. Alt text helps visitors using 
screen readers understand what the image 
shows.

Publish Date (4) - Leave this set to Publish 
Now unless the post should display a 
di�erent publication date.

Writer (5) - Con�rm that the correct writer is 
selected. For general club posts, leave this set 
to Webmaster.

Excerpt (6) - Enter a brief summary that will 
appear with the featured image in blog 
previews.

Allow Commenting on This Post (7) - Leave 
this option on if members should be able to 
comment. Turn it o� when comments are not 
needed.
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Save, Preview, and Publish
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Save (1) - keeps the post as a draft. Preview (2) - shows how the post will appear on the website. Publish(3) -  
makes the post live.

NOTE: Always preview the post before publishing. Once published, the post becomes visible on the website.
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Edit or Manage an Existing Post

Return to Blog → Posts. Find 
your post and click Edit.

View the Published Post

After publishing, your new post will appear on the main Latest Club News page and in 
the Latest Club News section on the Home page.
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