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ADDING NEW CONTENT
Adding new content to the Hub is a very simple and straight-forward process. After you decide the
type of content to add to the Hub, you will be presented with the screen below (see FIGURE 1).

Have a look at FIGURE 1 to familiarise yourself with the main features and functions.




Post title

Post main content area

FIGURE 1

Post summary area Post content blocks

Post featured media

List of all posts Preview post Save draft Next step

Next step



ADDING FEATURED MEDIA

STEP 1

STEP 2

STEP 3

Adding an image/video

Adding a video poster

Replacing the media

When adding new content to the Hub, each new post is required to have a Featured Poster.
Follow the steps below to learn how to do this.


Either Drag & Drop your image/video or click the same area which will bring up a file location window, then select the required file.((If you have selected a video then you will need to add a poster image as well, see STEP 2, otherwise skip to STEP 3 







Click Add a video poster to upload an image that will be shown on the new post before you click the play button on the video.



If you wish to replace the media, click the Replace Media button.

If you have selected a video and video poster, you can replace the video poster by clicking on the Replace Poster button.








ADDING CONTENT TO THE MAIN AREA
You can add new main content to each new post within the large section. You can choose between
adding just textual content or can use the Blocks tools to the right hand side to add images, videos
and buttons amongst other items. See below for more information on how to do this.



Insert an image
Either input the URL of the image you want to use, or use the Choose file button that will popup a file locator, choose your preferred image and click Insert((If you want to change the image when itˇs already inserted into the main content area, just click on it and select a new image.

If you want to delete the image when itˇs already inserted into the main content area, click on the image and press the delete key.











CONTINUED ON THE NEXT PAGE



ADDING CONTENT TO THE MAIN AREA

Insert a video
Either input the URL of the video you want to use, or use the Choose file button that will popup a file locator, choose your preferred video and click Insert((If you want to change the video when itˇs already inserted into the main content area, just click on it and select a new video.

If you want to delete the video when itˇs already inserted into the main content area, click on the video and press the delete key.











CONTINUED ON THE NEXT PAGE

Add a button
You can add a button to direct users to the following:

Other content on the Hub
External links
Files

Firstly give the button a label (this is what you will see on the button when finished).

Choose your alignment: left, right, centered etc.((Next up, choose what you want to link to, use the File URL or Choose file options.

Click Insert when finished.

If you want to change any button details when itˇs inserted, just click on the button in the main content area.((If you want to delete the button when itˇs inserted into the main content area, click on the button and press the delete key.

























ADDING CONTENT TO THE MAIN AREA

Insert a shortcode
You can insert a shortcode to embed content from other plugins like games or leaderboards. Shortcodes are identified by square brackets, like this: [example].

For more information on what shortcodes can be used on your Hub, get in touch with your Grapevine Digital contact.









REVIEWING NEW CONTENT
Once you have added you Title, Featured Media, Summary and Content and press Next you will be
presented with the screen below (see FIGURE 2).

Have a look at FIGURE 2 to familiarise yourself with the main features and functions.
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ADDING TAGGING AND GROUPS TO NEW CONTENT

Adding Tags

When adding tagging to new content on the Hub, each new post is required to have specific tags to
make searching for the content easier on the user side. Group selections are required to indicate what
set of users can see this content. See below for more information on how to do this.



There are required tags that need to selected to make sure the content is viewable in the correct way as well as searchable by the user side.

Those tags that are required are recognisable by a *

In this instance, Categories, Regions and Topics are required.

There is no requirement to fill out the other options, but as mentioned above, providing as much tagging information as you can will make this new content as visible to the user side.

Please note that you can selected multiple options for each tagging section.
















CONTINUED ON THE NEXT PAGE

Adding Groups
Groups are required to be selected to make sure the content is viewable by the correct users. You are able to select multiple groups to assign to the content. Please make sure you select the correct groups, as this will determine who can see the content.

If this content is to be viewable by everyone on the Hub, there is a universal group called Everyone.










ADDING TAGGING AND GROUPS TO NEW CONTENT

Adding Authors
Every new post requires to have an associated author(s) attached to it.

There is a general author that has been set up for your Hub, this can be used for general content, but if you require to make it more specific and personal, select the appropriate user from those on the Hub.







USER

Set a Publish Date
When publishing the new post, you can publish it immediately so that the new post goes live straight away, or you can backdate it.

In addition to this, you can forward schedule a date, so that it can go live at a future date.
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