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Create a New Entry
Select ‘+ NEW’ to start a new entry.

Project Name
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Create a New Entry
How to Add Entries

Adding a New Entry

1. Give your Entry a Title.

2. Select the Type of Entry you would like to create.

3. Complete information for the specific Elements (fields) that 
are available for the type of Entry.
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Create a New Entry
How to Add New Entries (continued...)

Select SAVE 

4. Select SAVE at the top right to save your information.

5. Select ‘SUBMIT’ when your Entry is ready for review by an 
Editor, and you would like it to be published.

Return to Your Entries at Any Time

6. You can access any of your Entries at any time to update 
when you select the ‘Entries’ link on the left side navigation.


