Instructions for Updating the Calendar on church.goodshepherdmidlo.com
Using the Copy/Paste Method from Existing Calendar Items
Before starting, get a username from Carol Gottschalk. Usernames and passwords from the CDC website do not automatically work on the church site, although they can be set up to be the same. 
From the home page, click on the far right ‘Log In’:

[image: image1.png]{6 Welcome to Good Shepherd Lutheran Church —Good Shepherd Lutheran Church - Internet Explorer provided by Dell =
OO - [ msiuchaoossesnaimidosamy

o] x J st 2]

Ele Edit View Favorites Tooks Help

Google| 8~ [+] searen {c; 9 -
4[] Welcome o Good Shepherd Lutheran Church —

B - o ¥ Bookmarks~

G Find = % Check - Tl Autobil - & - @ Signin -

B v B v @ v [)page~ GTooksv

Site Map Accessibility Contact

You are here: Home

Welcome to Good Shepherd Lutheran Church Wednesday Evening
Bible Study

About
Ministries
Calendar

pherd's Word

Join Us. L

@ Intemet [ Protected Mode: On





Enter the username and password you were given and click ‘Log In’.
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You are successfully logged in when you see your name on the far right. 
Click on the page that needed to be edited – in this example, click the word ‘Calendar’ on the left.
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The calendar appears showing the 1 month view, next picture, below. 

Sometimes it’s easier to copy an existing calendar entry, and make a minor change (updating the date) rather than create a new one from scratch. In this example, let’s suppose we need to create a Launch Team Meeting on May 11th.  The calendar shows a Launch Team Meeting on 4/27, and we’ll copy and paste this entry onto 5/11. If you want to add a brand new entry, there is a separate document of instructions.  Get started by finding the Launch Team Meeting on 4/27; then click it. From here, we’ll copy and paste it to May 11.
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After the calendar entry appears, click ‘Actions’, then ‘Copy’.
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You’ll know it was copied successfully when you see the following message:
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The item has been copied to the Windows clipboard. We’ll need to paste it onto the calendar and then change the date to May 11. It’s easier to do this while looking at a list of all the calendar entries. Find this ‘list view’ by clicking on the word ‘Calendar,’ above.

When the calendar appears again, click on the word ‘Manage’.
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And then click on the word ‘Contents’ – this will bring up the list of calendar entries.
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Now it’s time to paste the 4/27 Launch Team Meeting that’s already been copied to the clipboard. Click ‘Actions’ and then ‘Paste.’
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The item has been copied to the list below, but it’s not visible because the list is so long and not all entries can fit on a single page. Click ‘Show all items’ at the bottom of the list.
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You’ll see the new entry appear – it’s in a different font color because by default, it’s not yet published and ‘live’ on the site. We’ll change the date of this item to 5/11 and then publish it. 


Click on the entry:
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Then click the word ‘Edit’:
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When the entry appears, you’ll be able to edit any part of it. You may need to change the meeting location. In this document, we’ll just edit the date. 
Change the month and day setting twice – once for the starting time and once for the ending time.
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Then, scroll down to the bottom and click SAVE.
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The item has been copied to May 11, but it’s still not visible to internet site visitors. The new item needs to be ‘published.’ 

Publish the item by clicking on the word ‘Private’. And then click ‘Publish.’
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You’re finished. Check your work by logging out, and visiting the Calendar page like any other site visitor so be sure the new entry shows the way you want it.
