
Adding a Blog Post 
 

To add a blog post,  

Log into ouroneplace.com 
 

Choose My Website. 

 

 

 

 

 

 

Select Blog from the buttons located across the top section of the page.  

 

 

 

 

 
You can also select Blog from the left side bar menu, which is accessible from anywhere in 
One Place Connect.  

 

 

 

 

 

 



Choose the red plus sign to add a blog post. 

 

 

 

 

 

 

 

 

The post dialogue box displays.  
There is a Publish switch located at the top of the dialogue box. Choose Yes to Publish the 
post or No to save the post and publish it later.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Enter the Post Date.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter the Title of the post.  

 

 

 

 

 

 

 

 

 

 

 



Enter a Meta Description.  
Meta descriptions are HTML attributes that provide a concise summary of a webpage's 
content. Search engines display these brief text snippets beneath the page title in search 
results, serving as free ad copy designed to convince users your page offers exactly what 
they are looking for. 

This step is optional. You can choose not to add a Meta Description and the Content 
Summary text will be used instead by default. Search engines can decide not to use your 
submitted description and may use a portion of the page content instead if they decide it 
would be a better fit.  

 

 

 

 

 
 

If you would like your post to have a main Featured Image at the top, upload the image 
using the Site Media module.  

You can upload the image before you create the post so it’s available when you choose 
Lookup Media for the Image URL field. You can also save the blog post first, then go to Site 
Media, upload the image, then go back and add the image to the post before publishing it.  
 
The image must be sized correctly, and the aspect ratio should be landscape.  I 
recommend an image size not greater than 1000px to 1100px wide and not less than 800 px 
wide.  

 
 
 

 

 

 

 



To upload a Featured Image using the Site Media module, first save your blog post if you 
have one started. Then, choose Site Media from the My Website section of the left side bar 
menu.  

 

 

 

 

 

 

 

 

 

 

 
 

 

 

Choose Upload Image.  

 

 

 

 

 

 

 

 
 



From the Type drop down menu, choose Agent Blog.  

 

 

 

 

 

 

 

 
 

Add a Description.  
Choose Browse to browse your computer for the image. Select it, and choose Open, then 
choose Upload.  
   

 

 

 

 

 

 

 

 

 

 

 

 

 



Once you have uploaded your image in Site Media, go to your saved blog post and add the 
Image URL by choosing Lookup Media and selecting the image.  

 

 

 

 

 

 

 

 

 

 

 

 

Next add the Link URL. This should contain the blog post  title or a condensed version of it, 
with the words separated by dashes. It will be added to the end of the web address (URL) of 
your blog post and will help with your post’s SEO.  

 

 

 

 

 

 

 

 

 



The Content Summary is the text that will appear on the summary page. It is limited to 255 
characters and is usually just the first few sentences of the Content text.  The Content 
Summary will also be used as the Meta Description if you leave the Meta Description 
blank. 

 

 

 

 

 

 

 

 

 

Content 

 

 

The Content field is for the main blog post text.  

 

 

 

 

 

 

 

 

 

 



You can change the font, font size, add subheadings, insert additional images and 
hyperlinked text. You can even embed YouTube videos. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Publish or just Save your post. 
Choose Add to save or Publish the post. 
Remember, If the Publish switch at the top of the post dialogue box is set to Yes, the post 
will be published and appear on your site, if the switch is set to No, the post will be Saved, 
and you can go back in, edit it, and publish it later. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can preview the post by selecting Preview, edit it by selecting Edit and delete it by 
selecting the Trash icon. If you published the post, you could also view it on your website.  

 

 

 

 

 



A Link to your blog page will be added to the About menu of your website, but only after you 
have published at least one blog post.  

 

 

 

 

 

 

 

 

 

 
If you do not want the link to display in the About menu of your site, you can set it to only 
display in the Footer of your home page instead. To switch it to display in the footer, choose 
Site Customization from the My Website section of the left side bar menu. Set the 
Display Blog Link in Footer Only option to Yes and hit Update.  

 


