
HOW TO UPLOAD POSTS 
ON IN-HABIT'S WEBSITE

The back office can be accessed by logging into the Reserved Area and then
clicking on the 'W' (Wordpress) that you find in the top left corner of the page. 
Credentials will be given to all the KLC when the website goes online. 



The first line is the title that will appear on the city page. Delete the old one and
type in the new one. Repeat the same text on the line below. 
Right under the two titles, type in or copy and paste a brief description of the
news/event.

Once in the back office, select Posts > All Posts, then hover over any existing
title and select New Draft from the menu that appears under it. 
At the top of the list a duplicate will appear, labelled Draft. Click on the title or
on Edit. The page that opens is already correctly set up, please do not change it. 



From the column on the right-hand side select
Post from the menu at the top, then scroll
down to Categories. Click on it and wait until
the list appears. Select Cordoba or Cordoba
events; Nitra or Nitra events; Lucca or Lucca
events; Riga or Riga events, based on the type
of post (news or event). The blog post will
automatically be added to the right section.
Please DO NOT add new categories. 
To add a photo, scroll further down and select
Featured image; click on it and then click again
on Replace Image. Drag and drop the chosen
image or choose it from the existing library.
Click on Set featured image. 



 When the post is ready, click on Publish in the top right corner. 
Please always double-check that the post has been correctly added to the page
before logging off.
Whenever you make changes to the post, always remember to click on Update
in the top right corner, so that the changes will be saved.



Please note: sometimes when you publish a post Wordpress fails to change its
status and you will still see it labelled as a draft in the post list. 

When that happens simply click on Quick Edit and change its status to Published,
than click on Update to confirm. 

For any doubts, you can write to us at inhabitweb@bookonatree.com


