
Adding a New Post
How to add and edit posts on myRM.info



Using Posts effectively

u Posts are the most effective way to share regular news with your 
ratepayers

u Posts appear in chronological order on the front page of your website and 
include title, details, and links, photos, videos or other media if you wish.

u Posts are all archived on the NEWS page of your website. 

u Often you can simply copy and paste content from an email or document 
directly into the text editor and create posts quickly. 

u Municipal posts that are important can be ‘stuck’ to the front page so that 
they always appear at the top of the post archive. 

u Any number of additional Post display options are available.  If you wish to 
explore them, please contact Aj for additional training.



Hover over  +NEW from the black menu 
bar at the top of the page
u This will open the dashboard page to add a new notice to your site



Select POST from the dropdown menu

Selecting any item from the +NEW menu will open the appropriate Dashboard page. 



Title and Provide Details

u Title the Post – for example 
“Ratepayers vote for new 
development”

u Add any specific details 
about the topic in the text 
box. 

u After confirming that the 
specifics are correct, locate 
the Categories section.



Add Content and [elect or add Categories
u Use the add media button 

u PDFs will be added as 
links. 

u Photos will be added as 
images.

u You can also imbed video 
and any number of 
additional features in a 
post. To learn more, 
contact support for 
additional training. 

u Now - select the 
appropriate categories or 
add new ones as needed.



Publish (Scroll up)

u When you are ready, you 
can save as draft or 
preview the post in the 
Publish Box or go ahead and 
use the blue Publish button 
to add the post to your 
website. 

u You can make Posts ’stick’ 
to the Front Page of your 
site. Use Visibility (Edit) 
button 

u You can also schedule posts 
to appear in the future by 
using the Publish 
Immediately (Edit) button



Confirm your post is appearing.

u Your new post will now 
be at the top of the 
home page. 

u STICKY POSTS WILL 
ALWAYS BE FIRST.  The 
three most recent 
posts will be 
highlighted. 

u Selecting the post will 
open it and will 
include all the 
additional details you 
have provided.  



You can view and edit all posts from the 
dashboard at any time. 



Questions, Comments or Ideas?

u Hands on training, trouble-shooting and support available any time by phone, 
email or text. 

u In-person training available at RMAA and SARM conventions and by 
phone/online or in person by appointment. 

u Call/Text Aj Thakker at 306-531-7955

u Email Aj Thakker at ajthakker@myaccess.ca


