
Content Posts
Content Posts have uploaded files that can be viewed online, downloaded or shared by 
email. Content posts can have a PDF, DOC, PPT, audio file or video files.  They have a title, 
description and keywords to help viewers find them.

Contact Convey - 1-888-975-1382 support@conveyservices.com
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Content Posts
How do I locate content posts?
Login, and select “Posts” from your dashboard.  

Contact Convey - 1-888-975-1382 support@conveyservices.com

You will be presented with all of the posts you 
have added along with a menu on the left 
navigation bar to create a new post or to 
manage post add ons such as biographies, 
surveys & quizzes and catalog email lists for 
email campaigns.
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Content Posts
How do I create content posts?
Once you have selected “Post” from the main dashboard, you will be taken to the Post 
Dashboard.   Click the “Create New Post” drop down on the left side of the page, then select 
“Content” from the men.

Contact Convey - 1-888-975-1382 support@conveyservices.com

From the Post Dashboard, you can edit, copy or delete existing posts. Posts will 
always display in order of the most recent post appearing at the top of the list.
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Content Posts
How do I create content posts?
Enter a title, topic keywords and select a post type, then describe your post.  Browse your 
computer to find your file, then click to upload it.  Publish the post now, save it as a draft or 
schedule it.  Click the Manage Options button to add the post to spoke sites or a folder or the 
“Select Member Types” button to make this a members only post.  Click More Options to add 
other post options.

Contact Convey - 1-888-975-1382 support@conveyservices.com
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Content Posts

Contact Convey - 1-888-975-1382 support@conveyservices.com

Featured posts have a gold star next to them and appear at the top of the post list in 
your content catalog.

How do I add a post to a folder and to other connected spoke sites?
Select “Manage Options” under Sites, Folders and Features in step one. A pop up window 
will appear to add your post to other sites and select a folder for it. 

How do I feature a post?
Select “Manage Options” under Sites, Folders and Features in step one. A pop up window 
will appear to let you select ”feature” along with the dates you want this post to be featured.  
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Content Posts

Contact Convey - 1-888-975-1382 support@conveyservices.com

If a post is selected as “members only”, others that do not have permission to view 
the post will not be allowed to see it.

What is a member’s only post?
A member’s only post will be visible to specific types of members once they login to the 
site.  To select the type of members allow to view the post, click “Select Member Types” 
from the Members Only section in Step 1 of the posting process.  Select the member types 
from the list.  If you are posting content that will be viewable on spoke sites, select the 
member types on the individual spoke sites.
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Content Posts
What additional options can I add to a content post?
Additional options for a post appear in Step 2 of the wizard. These additional options include 
adding a profile of an individual, adding a survey or quiz, or sending an email 
announcement to contacts in a pre-uploaded email list.  If this post is for purchase, the 
ability to select if it was for purchase would appear in this step.

Contact Convey - 1-888-975-1382 support@conveyservices.com

Survey & Quiz and lists for Email Announce are created in Post Add Ons.  Refer to 
the Post Add Ons training to see how these features work.
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Content Posts
Can I review and confirm my options before I “post”?
Yes.  If you are not adding additional options, you can complete the posting process in step 
1.  You also have the option of going through the entire posting wizard and confirming your 
options in the final step.

Contact Convey - 1-888-975-1382 support@conveyservices.com

Most posts can be completed and added in step 1 of the posting wizard.
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Content Posts
How can viewers see and share my post?
Viewers access your post by finding it in search from the home page, seeing it appear in 
one of the rotating posts on the home page, or going directly to the catalog.  They can view 
it online and go full screen, download the file, or share it via social media or 1 touch email 
share.

Contact Convey - 1-888-975-1382 support@conveyservices.com

If you turn off file download or email share in the posting process, these buttons will 
not appear to the viewer.
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