
 
 
Top Section: 
 
Link to Home Page 
 
 
 
Main Navigation bar 
(including drop-downs for “sub categories) 

 
 
 
 
 
Sub-Navigation menu bar 
 
 
 
 
Featured Stories, 2 displayed at a time 
(upon promotion by the Content Editor) 

 
 
 
 
Editor’s Corner 
(UP Editorial Staff only) 
 
 

Each post must have a “Featured Image” 
and a “Post Excerpt” 
(see below for “How To”) 
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Mid-Section 
 
Patriot Dispatches: 
(1 row of 6) 

 
Accessible to everyone 
 
Each post must have a “Featured Image” 
and a “Post Excerpt” 
(see below for “How To”) 

 
 
Note: Post Author’s name shows in the  
byline as a hyperlink which, upon clicking  
through, takes you to an archive of all their 
 posts 

UP 2.0: A Survival Guide 



Bottom Section: 
 
Featured Categories: 
(Contents of which are subject to change, seemingly arbitrarily,  
without prior notice) 

 
All categories (except Featured Stories & Editor’s Corner  
are accessible to everyone 
 
Each post must have a “Featured Image” and a  
“Post Excerpt” 
(see below for “How To”) 

 
 
Note: Post Author’s name shows in the  
byline as a hyperlink which, upon clicking  
through, takes you to an archive of all their 
 posts. [see previous page] 
 
Note II: Hovering over either the left Category title or the right  
“More In…” Text provides an underline that will take you to an  
archive of that category.  
 
IMPORTANT!! – In the case of “News Desk” & “2012 Elections” 
please note these are main categories and that there are  
sub-categories within them. If you want to navigate to those  
directly, do so from the Main Navigation Bar. Clicking through from  
here will take you to an ordered list by most recent publish date. 
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Tabbed Sidebar Section: 
 
Currently 6 tabs that can change at any time. The  
CURRENTLY VISIBLE tab  on any page will ALWAYS  
be the black one. 
 
Profit Center ALWAYS displays on a fresh page but  
the contents of the others are loaded as well and,  
when clicked, immediately display without a new page load. 
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Posting Guidelines “How To”: 
 

Before you begin, atop the “Add New Post” 
page, find the “Screen Options” drop down 
arrow, click on it, and make sure EVERY radio 
box is selected. This will matter in a minute. 

 
 
 
 
 
 
There is nothing new in the “Add Post” text 
editor window… continue to do the voodoo 
that you do here… 
 
 
 
 
 
 
Excerpt (which you never saw before if you 
didn’t have the Screen Options selected 
properly) is now a CRITICAL factor in your 
posts with UP 2.0. Enter in this area your 
favorite teaser line…20-30 words and no 
more…that will entice readers to click and 
have a look inside. These can be oodles of 
fun! 

Nothing new to see here people, move along… 

Be creative! What is your favorite passage in your post? 
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Posting Guidelines: 
 

In the right sidebar of the “Add New 
Post” page, you will see a box that 
gives you options on how your post 
will display. DO NOT CHANGE THIS!  

 
 
 
 
 
 
 
 
The publish box likely has features 
you’ve never played with before; click 
on the edit link(s) to see your 
publishing options which include: 
 
- Save & Preview 
- Status 
- Visibility 
- Timing of publication (yes, you can “ 
post date” your posts…just like your 
mortgage checks!) 
- Trash 
- And, of course, Publish! 

Don’t TOUCH me! 
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Posting Guidelines: 
 

With the release of UP 2.0, the role of non-Editors dramatically 
expands… With the exception of the newly-named “Featured 
Stories” and the existing “Editor’s Corner” categories, the site is 
completely open to all registered Users with Author status.  
 
In keeping with that change, new Categories were added, Sub-
Categories were created, and that fancy drop-down Navigation bar 
was installed. A broken up list is to the right. 
 
The way posting will work, going forward, is that you can choose 
whichever single category you think best aligns with the topic of 
your post. If, however, your post is in either News Desk OR 2012 
Elections, PLEASE pick TWO categories, as follows: 
 
Say you have a story about Yemeni elections. That gets both the 
News Desk Category AND the Foreign Affairs Sub-Category. Same 
with 2012 Elections…say you want to do a story on a Gay Marriage 
ballot initiative…it goes in both 2012 Elections AND 2012 Local 
Candidates & Ballot Proposals. 
 
This matters because you can see an archive on ALL News Desk 
posts but it will have them all jumbled in chronological order by 
date. If you add the Sub-Category distinction you can choose to see 
ONLY that Sub-Category in its particular archive.  
 
 
 
Nothing new in Tags 

Nothing new to see here people, move along… 
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Featured Image…Very Important!: 
 
In UP 2.0, Featured Images are Mandatory… but don’t panic-this is 
the easy stuff! First, note the “Featured Image” box on the right 
sidebar about 2/3 of the way down or so. 
 
 
Now…when you click that, you get a box that allows you to select 
the SOURCE of your image file; your computer, a remote URL (web 
address) or an image already in the media library. ALWAYS ALWAYS 
ALWAYS find your file, download it to your computer, and upload it 
in this way. NEVER use the URL selection (it causes hot links that 
slow page loads and really upsets the image owners). If you know 
what you are doing, and know how to navigate the Library menu, 
then by all means choose that route…but if you’re new at this, 
continue with this tutorial. 
 
When you select “From Computer” your computer navigation 
interface will light up. Traverse your menus until you find the image 
you want and double click: 
 
IMPORTANT: 
Always give proper credit to your image source… not only for the 
sake of blogging decency but because we ain’t real interested in 
havin’ to face any fair use charges neither! 
 
Enjoy the new digs, and get busy! 
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Featured Image (continued)…Very 
Important!: 
 
Next you will be presented with this screen: 
There is a lot of info here, but what we care most about is at the 
bottom. You get the link to the image, as it is stored at UP, and 
some detailed info about the image itself…but at the very bottom 
there is a link that allows you to “Use as featured image” and, if 
you select that, the image will display “behind” this box in the 
background: 
 
 
 
 
 
 
 
 
 
 
 
 
When you’re done, click the “X” in the upper right of the “Set 
Featured Image” box, and the sidebar returns to normal…including 
your new “Featured” Image! 
 
 
 
Congratulations! You now know all the dirty little secrets of 
excerpts & featured images! 
 
 


