
How to Add an Article to St. John's Website (stjelc.org)

Create Your User Account1. Click the Create an account text in the user login area of the web site and a Registration page displays.2. Complete all fields on the Registration page.3. Click the Register button.Step 1:



Steps 2 and 3:

Your information is sent to the web site Administrator (Durond Brown) who will approve your request to become an “Author.”  Durond will email you once you have been approved as a registered user.  You can now log into the site and create articles related to your ministry!



Log In as a Registered User

Once you have access, return to the home page and enter your user name and password, as shown 
below, and then click the Log In link, just below the fields.



Once you log in, you’ll see an additional menu item at the top of the page because you’re a registered 
user.



Submit an Article for Your Ministry

Click on the Registered Users menu item and select “Submit an Article” from the drop-down menu.



The Submit An Article page displays.  You’ll use this page to enter your ministry’s information either 
by copy and pasting text from Microsoft Word, for example, or by entering the text directly on this 
page.

1) Enter the title of the article
2) Click on the icon to past text from a MS Word
3) Paste text using CTRL+V
4) Click “Insert” to add text



5) Select the appropriate Section from the drop-down box.  For most articles, the Section will be 
“Ministries”



6) Select the appropriate Category from the drop-down box.



7) Type a description and keywords for the article



8)  If necessary, click the calendar icon to select a finish date for the article.  This is the date that 
the article will no longer appear on the website.



9) Click the “Save” button, at the top of the screen, to save your article

10)  Lastly, you will see the “Thank You” message – you’re done!
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