
Post Add-ons

Add-ons are additional post options created separately and then added to a post when a 
new post is created. These options include Bios, Survey & Quiz, and Email Lists
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How do I locate add-ons?
From your Dashboard, select Posts. Add-ons can be located on the left-side navigation 
under Posts.
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How do I create bios?
Select Bios from the Post Dashboard then 
select Add New Bio. Fill out all necessary 
information and click save when finished.
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How do I create surveys & 
quizes?
Select Survey & Quiz from the Post 
Dashboard then select Add New 
Survey or Quiz. Fill out all necessary 
information in step 1 and click Next. 
Set up your questions in step 2 and 
then click Save to finish.
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How do I create email lists?
Select Email Lists from the Post 
Dashboard then select Add New 
Email List. Fill out all necessary 
information in step 1 and click Next. 
Add contacts to your list in step 2 by 
clicking the Add New button or by 
uploading a CSV or Excel file to 
upload contacts in bulk.
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How do I insert add-ons into a post?
When creating a post in the Posting Wizard, proceed to step 2. Add an individual’s profile to 
insert a Bio. Select Survey & Quiz to insert a survey or quiz. Select Email Announcement to 
insert an email list.
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