1. Go to Admin dashboard - Posts - Add New
2. Add a Title - Add a Description
3. Select the post category on the right-side toolbar
4. Add tags if necessary
5. Add a featured image if necessary
6. Add a file if necessary. To do this:
· Go to Files For Post area
· Add a name file
· Upload a file from the media library or your local computer
· Click add file
7. Click Publish on the top right corner
