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Adding a New Resource 
 

1. Log in to your CORE account and then press the + button at the top of your 
CORE toolbar and select New Resource. 

 
 

2. Insert Basic Information About your Resource 
• Select the CORE website you would like to post the resource to: CORE National, 

CORE BC or CORE Alberta. 
o You will only be able to post on CORE platforms you are a member of. 
o If you want to post the resource to a specific CORE Group you can do so 

by selecting the appropriate Group when you are creating the post, 
otherwise you can leave the group line blank.  
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• Add the title of the resource.  
o We use the naming format [Resource Type] Title (e.g., [Recording] How to 

Lead Intersectoral Collaborations for Health and Equity when Resources 
are Limited?).  

o Examples of common Resource Types include Report, Toolkit, Recording, 
Video, Website, Article, Resource, Podcast, etc. 

• Select the Resource Type from the dropdown list that best fits your item. 
• Add the author (i.e., name of individuals or organization that created the 

resource) 
• Add a 1-2 paragraph description of the resource. You can provide your own 

description or copy and paste a description/summary from the resource.  
o The description section has a standard word processor toolbar where you 

can change font sizes, colours, emphasis, and hyperlink content. 

 

 

 
 
 
 

3. Upload/Link the Resource to the Post 
• Add the resource to the post using one or more of the following sections:  
 
a) For documents (e.g., pdf, word) you can upload the file to the File Attachment 
section.  
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b) For videos you can add a video title and Youtube link to the Embed Video section.  

 
 
c) For websites, online documents, etc. you can add a link to the resource in the 
Description Section by highlighting with your cursor the text that you want to 
hyperlink (e.g., Access the webinar here) and then pressing the link button at the top 
of the toolbar. A box will pop up where you can enter the website link and press 
save. The text should now be linked to the resource. 

 
 
 

4. Add a Cover Image 
• Insert a cover image for the resource (e.g., picture of the resource cover, a 

relevant picture or graphic).  
o Screenshots can work as a cover (e.g., screenshot of report covers, event 

snapshots, title pages, and more). However, for news articles and other 
items that have photography do not screenshot their photos on the site as 
those are copyrighted to the photographer and may be flagged by 
copyright systems. Please upload an image you know you have 
access to or that is royalty-free. 

• Provide a description of the image in the alternative text line for accessibility. 
Alternative text is what screen readers will use to describe an image to someone 
who is visually impaired. 

o Note: The system automatically adds an alternative text description, but 
you should check that it is appropriate. 
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5. Add Tags 

• Select any audience, subject area or category tags that you would like to tag your 
resource with (best to keep it between 1-3 tags per section).  

 
 

6. Finish and Review your Post 
• Press the blue Save button at the bottom of the page to save your resource.  
• You will now see the Resource you have created in your Resource List. If you 

click on the post title in the Resource List you will be taken to a summary of your 
post.  

• In your post summary please click the blue Preview button to see what your post 
will look like on the CORE website and to make sure it is correctly formatted and 
any links included work.  

• If there are any changes you want to make to the post you can do so by clicking 
the Edit button when you view the preview. 
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• At anytime in the future if you want to edit or delete previous posts, you can 

access them by doing the first step to create a new post, then going to the 
Resources section to see your existing posts.  

 
 
Administrator Approval 
 

• Your Resource will need to be approved by the CORE Admins in order to be 
published on the site. You will receive an email notification once it has been 
approved. 

o We vet (to the best of our ability) the information posted to CORE and ask 
that any information you post is relevant to healthy aging, evidence-
informed, current, from reputable sources, accessible to the general public 
(i.e., no paywall), community-centered, and non-commercial. 

o We do not allow the promotion of commercial interests on CORE including 
outreach by for-profit businesses, advertisements, market research, etc.  

• If you are making the post from an Administrator account (limited to CORE BC 
and United Way BC staff only) rather than a regular user account, then no 
administrator approval is necessary and instead you can check the Publish Now 
box when you are making the post to self-approve it. 
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How to Duplicate a CORE Post 
 

If you want to post a resource on multiple CORE sites, there is an easy way that you 
can duplicate your post.  

• Go to your Resource List and there will be a Copy button that you can click to 
duplicate the resource.  

o Note: If you have trouble finding your Resource List, you can access it by 
doing the first step to create a new post, then going to Resources to see your 
existing posts.  

 

 

• When the copied resource opens all the information will be duplicated. All that you 
need to do is select the appropriate site or group you would like the resource posted 
to and then press the Save button. 

o Copying to Another CORE Site: If you want to copy from a provincial 
site to CORE National, or vice versa, you can click copy and then change the 
site. You will need to be logged into all sites you want to copy to or it will not 
permit you to do this option. 

o Copying To or From a Group: You can copy to the same CORE site but into a 
specific group by entering the group in the field. Alternatively, if you posted 
content in a group, you can also copy this post to the main page by removing 
the group from that section.  


