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Logging In

Enter your ‘username and 
password on front page
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Logged In

Once logged in, you will see 
your ‘username’
This is where you will manage 
administrative components of 
your account including
1. Creating journal/blog entries
2. Account settings
3. Tracking your posts
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Creating Content (1)

After clicking on the 
“create content” you 
will be directed to 
this page
You will select what 
type of entry you 
want to create

Forum
Image (for picture 
gallery is enrolled)
Personal blog

Simply click on the 
entry of choice 
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Creating Content (2)

Once into your entry 
‘type’ you will follow basic 
steps for each entry

1. Enter compelling Title
2. Select appropriate 

‘category(s)’ for simpler 
reader navigation and 
search

3. Write your entry into the 
‘body’

4. If authorized, include a 
photo by clicking on the 
‘+photo’ icon under the 
body section

5. Once completed, click 
‘preview’ then ‘submit’

11

22

33

44



JCO Group
Confidential and Proprietary 

6

Uploading Image 

Once you click on the ‘+photo’
icon, a pop-up window opens 
like this
Here you will select from

1. ‘add image’ for new pics
a. A new pop-up window will 

appear. You will be uploading 
and creating an ‘image’ gallery 
entry.

b. Follow similar steps as creating 
any entry with title, category, 
description, but you must 
include a ‘gallery’ category too

2. ‘my images’ for previously 
uploaded pics

3. ‘all images’ from all galleries
Always use the ‘thumbnail’
Once you select your image, 
GVT will actually place html code 
into your entry ‘pointing’ to the 
image gallery folder where the 
image is stored. You will not 
actually see the image until you 
‘preview’ or ‘submit’


