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Finalsite Posts 

Creating a Post on a Board 
 
STEP 1 – LOGIN & OPEN FINALISTE POSTS 
To manage your Board, you will need to login to website via portal account. 
 
Once logged in, hover over your name to display the user dropdown menu in the 
Account Bar, and select Boards from the menu. (A new window or tab will appear.) 
 
STEP 2 – NAVIGATE TO SPECIFIC BOARD 
In the new window or tab that just opened from Step 1 above, use the light grey 
column on the left to navigate through the folder(s) to the board you wish to 
create a post on. 
 
STEP 3 – CREATE POST 
Once you have selected the board from the left, light grey column in Step 2 above, 
you are now able to create a new post. 
 

• Click New Post in the upper right-hand corner 
• Enter desired fields 

 
 
 
 
 
 
 

 
 

 
 
 
 

 
• Click Save in bottom right-hand corner 

Post Status 

Save/Update 
Button 
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Go the INACTIVE file for your school to find your board.
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Post Fields 
Post Title Required 
This field is used as a heading for your post.  
 

Post Body  
Use this field to enter the large content of your post. This content area can have images, embedded videos, 
tables, links to documents/resources, and more.  
 

Summary  

Although this field is not necessarily required, it is a common practice to place a few sentences in this field as 
a type of “teaser” for the post. This content area can have images, embedded videos, tables, links to 
documents/resources, and more. 
 

RSS Summary 
The RSS Summary is used for RSS feeds. Since not all RSS feeds can read and appropriately display all the 
HTML from the Summary field, this field is used as a way to provide a summary for the post that is plain text 
and can be used for RSS feeds.  
 

Post URL 
This field will automatically be populated with the title once the post has been saved. This URL field allows 
users to link directly to this post.  
 

Start Date 
The start date of a post can be set to any past, present, or future date and time, or not set at all. The post will 
only be published and available for display on the website if the start date is set and the date and time has 
past. If the start date is not set, the post will be in the “Unscheduled” status (i.e., draft or unpublished mode). 
 

Featured Until Date 
This date is used for posts that have a start date populated. The Featured Until date allows you to keep an 
important post at the top of your board until a specific date and time. Once the Featured Until date has past, 
the post will drop down into its correct chronological order.  
 

Expire Date 
This field will remove the post from the page and place it in an “Expired” status on a specific date and time.  
 

Categories 
Categorize your post to help organize your posts. Categories are meant for broad group of posts, like a Table 
of Contents in a book, to help identify what your board is really about.  
To add new categories for your board, click on the three dot icon next to your board name in the light-grey navigation bar on the left and select Categories. 
 

Post Status 
This icon will show you if your post is New, Unscheduled/Draft, Published, or Expired. 
 

Save/Update Button 
After making changes to your post, be sure to save or update those changes by clicking this button. 
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View your posts at http://www.manchestertwp.org/resources/sitehelp/teacher-page. Go to your school tab and find your board. Click on it to open it. 

http://www.manchestertwp.org/resources/sitehelp/teacher-page



