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

Create Your User Account

1. 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.
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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.
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Annual Congregational Meeting

Areminder for all members that the Congregational Meeting will be held immediately following the early Service -
that's 10:10am. We'll be electing officers and getting the 2010 budget approved. Please participate in this important Get to Know Us

meeting.
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The 5t. John's food collection is donated
periadically to those in need in the Aspen
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Once you log in, you’ll see an additional menu item at the top of the page because you’re a registered
user.
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Submit an Article for Your Ministry

Click on the Registered Users menu item and select “Submit an Article” from the drop-down menu.
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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.
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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”
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6) Select the appropriate Category from the drop-down box.

Submit an Article

Editor

Title: Youth Lock-in [ Save ” Cancel l

[showihide]
@ 119 B 7 U 4
2 4 B3 @ G0 Em 4 YL 4 €2 Fontfamiy - Fontsize - i - A -
™ | | | | 4@

Ey-EBRd T —|[EHE - oo B0
The youth are having the lock in from 2 pm on Sat. Dec 5th until Sunday the 6ih.

Fath:

Image == | Pagebreak Read more | | | Comments [ | | | Linkr &3 | Link
Publishing

Section: Ministries -

Category: ardship
Show on Front Page: S_tewardshlp
Finance
Author Alias: Preschool
o Education &
Start Publishing: Worship & Music HE
- o Evangelism k]
Finish Publishing: Property
Access Level: CCFellowship
Youth

Sermvice

Mirdarinae Erant Dmmn Ml

e first position. Ordering can be changed after this Article has

= e 0 A
= Styles - Format v = = = X, x



7) Type a description and keywords for the article
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8) Ifnecessary, 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.
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9) Click the “Save” button, at the top of the screen, to save your article
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10) Lastly, you will see the “Thank You” message — you’re done!
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Thank you for your submission. It will be reviewed before being posted on the site
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