A basic guide to editing and posting content on LMP Blog v1.0
Getting started
Logging in: http://migrationpartnership.org.uk/sansfrontier  - 
Please bookmark this URL in your browser
Please also reset your password to something secure, asap. A secure password is usually three words long with a mixture of upper and lower case letters, number and symbol – Eg BorisPaints100Buses!
You will be reviewing Posts (3rd option down on left hand side)
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Your role is to check that all the elements are in place  
1. a good title, 
2. coherent body text, 
3. attachments or embedded documents
4. the post is properly categorised 
5. You’ve previewed the post to see what it looks like

1) A good title
Make sure that anyone skimming the weekly digest can understand what the article is about 
· Sometimes this means rewriting the title.
· It’s usually helpful to put the date of an event into the title – including the year (eg 2023)
· With jobs we follow the following formula: Name of job, hours a week, pay pro rata, location organisation

2) Coherent body text
· Editing: It’s fine to edit things if crucial info is missing, or it doesn’t make sense. 
· Events: If it’s an event people will need to know what, when, and where it is happening. Sometimes this missing info can be embedded in an attachment  
· No Links - If there are no links, are there any you could find easily? eg if a film is being advertised, is the trailer on youtube? 
· Un-formatting text: If you are copying info from another place (eg a document or an email) please remove the formatting  - you can do this by pasting the original text into something like Notepad (Windows) or TextEdit (Mac)  - before pasting the unformatted text into the Blog post
· Formatting text – generally we DON’T DO ALL CAPITALS or things in different fonts/ sizes. The default is 12 point for Paragraph/body text. 
· Links – Please check these to make sure they are working. If they don’t work, remove them (and maybe email the organiser?)

3) Attachments or embedded documents
· Check to see if there are attachments or links in the custom fields section, and think about embedding these
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· To embed a word document or PDF
· Find and copy the URL of the attachment
· Place the cursor in the body text, where you wish to embed the attachment
· Press the Add Document Button
· Select Add from URL
· Paste the URL into the box
· Press the blue Add Url Button
· Select Google Docs viewer NOT Microsoft
· Press the blue insert button

4) Categorizing posts
This makes posts easier to search/find. 
Please make sure all posts are categorised before posting, using the categories on the bottom right hand side
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5) Previewing the post
To preview the post, press the button on the top right hand side.
This will allow you to check/amend for any formatting errors 
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Posting the post
Once you have checked everything above you are ready to post. 
To make your edits go “live” press update or post at the top right hand side of the screen. 

Editing Pages
· Pages are static content that does not change very much. 
· Links to Pages are in the the menu bar at the top of the page. 
· Editing pages is just like editing posts
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Conversation Club Leeds continues to meet twice a weel]
Tuesdays: The Holbeck Club, Jenkinson Lawn, LS11 9QX 1.30 — 3.30pm
Thursdays: Mill Hill Chapel, City Square, LS1 5EB 1.30 — 3.30pm

We give a warm welcome to all asylum seekers and refugees. What we offer can be summarised as: Language - Activities - Welfare ~ Friendship. We offer guidance on learning English, and
informal small group teaching, done by volunteers (not all are qualified teachers).

Recent activities :

« Outings to museums, theatre/music performances
« Improvisation theatre

« Days out in the Dales

« Craft sessions

« Encouragement to take up sports, eg cricket & football

We offer signposting to relevant agencies to help with problems relating to Home Office, housing, health, education, transport etc.
CCL (est.2016) has no paid staff but there is  strong group of dedicated volunteers. Please contact us if you are interested in joining us: ccleeds20@gmail.com
Please see our Appeal for Funding Support:

https://ccleeds.com/ccl-launches-summer-appeal-2023/
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