
ANIMAL CONTROL: POTW How to Post 
 
1. Sign in 
 

 
 
 
2. Hover over ‘Borough Services’ and 
Click on Animal Shelter 
 

 
 
 
3. Click on the ‘GEAR’ at the top 
 

 
 
 
 
 
 
 



4. Select ‘SITE CONTENTS’ 
 

 
 
 
5. Click on the icon for ‘SPOTLIGHT PET’ 
 

 
 
 
6. Drag the new POTW picture here (make sure the name is the same: POTW.jpg!) 

 



7. Select ‘REPLACE IT’ 
 

 
 
 
8. Click on the POTW picture 

 
 
9. Click on ‘EDIT ITEM’ 
 

 
 
 
10. Scroll down to the box named ‘ABSTRACT’. 
Copy and paste your description here. 

 
 
 
 
 
 
 
 
 



11. Click on ‘SAVE’ 
 

 
 
 
12. Click on ‘Animal Control’ at the top and admire your work! 

 


