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1. Locate the CMS Admin Link 

 

 

2.  View the CMS Dashboard 

 

 

The IX CMS Dashboard is the starting point for all content management for your Item Extend 

website. Through this Dashboard you can review and edit Pages, Blog Posts, Comments, and 

your Media Library. Specifically, in regards to Blog Posts, you are provided two options from the 

Dashboard to create blog posts. The first option is the Quick Blog option, and the second is the 

Content Management option. In this tutorial, we will be presenting the Content Management 

option. Once you become comfortable with the process, you may want to opt for the Quick 

Blog option; however, the toolsets present in the Content Management option are more 

robust. 
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3. Creating a Blog in Content Management 

On the Blog Post line you are given two options: Add and Change. Since we are creating a blog, 

you will select the Add option. 

 

 

Once you click the Add button, you will be presented with the following view: 

 

In the next page we will review each portion of this page which includes: Title, Available 

Categories, Chosen Categories, Status, Published Dates, Expiration Dates, Content, and Save 

options. 

The first content box is the TITLE. When titling your blog, it is best to choose a title that grabs 

the eye and provides context.  
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The second content box is for CATEGORIES. Upon publishing your blog, it is best to assign it to 

one or multiple categories. This will allow you to organize your blogs according to subject so 

your customers can search for the content that’s most relevant to their needs. 

 

 

A Note about Categories: 

When you begin to organize your blog content, you will have no categories listed.  

To add categories, you will click on the green plus icon +. See below: 

 

 

 

Once selected, you will be provided with the following screen: 

 

 

Here is where you will add all the 
various categories you would like 
to have as options to organize 
your blog posts. 
 
And do not forget to SAVE as you 
go. 
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Once categories have been created, they will appear in the AVAILABLE CATEGORIES view: 

 

 

To assign the Blog a category, you will choose the category you want by clicking on it: 

 

 

Then click you will move it from AVAILABLE to CHOSEN by clicking on the arrows: 

 

(These arrows will also allow you to move a selected Category back to the “available” list.) 
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Once the appropriate categories have been selected for the Blog Post, you will then assign the 
STATUS: 

 

It is considered best practice to select the DRAFT status. If choosing published, your post will go 
live on your site immediately upon saving, unless you have specified a time frame for which the 
blog post will be published. 

 

Next, you will have the option to select a time and date for PUBLISHING FROM: 

 

Most often the date and time will be when the blog is written, but you also have the option of 
scheduling when the blog goes live. 

 

You also have the option to choose which date the blog EXPIRES ON: 

 

Typically, setting blogs to expire will be done for special promotions that will expire. 
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Next, we will review the content window in detail for you to see the many options available for 
editing your Blog post prior to its publication. 

Adding CONTENT: 

 

 

Remember to SAVE your content when finished. 

 

4. Organizing Your Blog Content 

Once you have created your content and saved your progress, you can continue to scroll down 

the rest of page and see a few options for organizing your blog post. These include the 

collapsible options: Other Posts and Meta Data. (Shown below in full view) 

 
 

The menu above will provide you formatting 

options for your blog’s placement, justification, 

lists, links, and images.  

See point #6 for more information on Content 

 See point #5 for more information on Comments 
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Other Posts will generate a list of all of the blogs that have been written and published to your website. 
We have previously reviewed organizing blogs with general categories. This field allows you to associate 
a blog with other like-minded blogs you believe will be of interest to your website’s visitors. 

 

Meta Data will allow you to create a specific Title and URL for an individual blog post. This is useful if 
you want to draw people’s attention to this specific post as perhaps a gateway to your website, to 
launch new and specific promotion, or any other reason why the topic may draw a new or larger 
audience. The Description will allow you to summarize the blogs content into a brief synopsis to interest 
your potential reader. 

 

5. Setting Blog Comment Permissions 

As seen in point three, when creating your blog you will be able to choose whether or not you will allow 
your website’s visitors to leave comments on blog posts: 

 

If you leave Allow Comments unchecked, there is nothing further you need to do. Visitors to your blog 
will not have an option to comment. However, if you do allow comments, you need to understand how 
you can moderate such activity. 

Under Comments you will have a view of all the comments that have been made. In the example below, 
we see that two comments have been made on the website. In order to gather more information, click 
on the comment. For the sake of this exercise, we will dive deeper into Nolan’s comment: 

 

After clicking on the comment, you will be provided with the following screen: 
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In this view you will see the User’s Name, the User’s email address, and the User’s URL (if required). You 
will also see the Comment the user made. From there you will have the options of making the comment 
Public or Removed. You will also have the option to edit the comment if there are details in the 
comment that are questionable. Then, you can either Delete the comment, or Save your changes. 

 

6. Content: Pages and Components 

Due to the way blog platforms operate, they are not the easiest to design when you want to create 
something that’s different than the normal content and photo. Below are two recommended sites for 
you to use in helping you create dynamic content for your blog post. 

FontAwesome.com is a terrific resource for creating scalable vector icons that can be customized to fit 
the color schemes of your website.   

Within the blog available to you through ItemExtend. You can make your blog posts more captivating 
through the use of tables. However, we do not recommend this option.  The issue is, in today’s mobile 
environment, your website needs to be adaptable for viewing on mobile devices. If you use tables, it will 
not look good if your website is accessed through a mobile device. Instead, we recommend 
Bootstrap.com to create HTML, CSS, and JS framework for developing responsive, mobile projects on the 
web. Bootstrap offers many solutions to help make your blog posts dynamic and through Bootstrap 
Components you can gain access to Glyphicons, Dropdowns, Button Groups, Button Dropdowns, Input 
Groups, Breadcrumbs, Page Headers, Thumbnails and much, much more. 

 

 

 

 

 

 

https://fontawesome.com/v4.7.0/
https://getbootstrap.com/docs/3.3/
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7. Publishing Your Blog 
By clicking on the Blog Post link on the left justified menu, you will be presented with the following view: 
 

 
 

In this view you will see a list of your blogs which will include Title, Author, and Status. It is 
considered best practice to VIEW ON SITE your draft blog prior to publishing it. To PUBLISH, 
simply click the Published radio button: 
 

 

 

And do not forget to SAVE. 
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For Additional Help, Contact Exerve Support 

Exerve, Inc. 

Web Address: www.exerve.com or www.exerve.cloud 

Email Address: support@exerve.com 

Phone Number: 770-447-1566 

http://www.exerve.com/
mailto:support@exerve.com

