Instructions for Updating the Calendar on church.goodshepherdmidlo.com
Using the New Item Method
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’:
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Enter the username and password you were given and click ‘Log In’.
[image: image2.png]Please log in

Login Name

cgottschalk

Password

-

1Fyou have
forgotten your
password, dick here
to retrieve it.





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.

[image: image3.png]You're Iogged in

2 oo ||

Tnfo | Welcome! You are now logged in.

2y v Wednesday Evening
Bible Study

~All Welcome ~

a2dmin

1F you have ever felt helpless... harassed... out of control...like a sheep without a
shepherd... we have a Shepherd we'd like you to meet.

1F you already follow the Shepherd you know the better kind of lfe he can bring.

So come follow him with us and learn not to focus on the
e g S e





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 and there’s never been an entry like it, so we’ll need to create a brand new item for the calendar.

Click the word ‘Manage’, to the left.
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Then click the word ‘Contents.’

[image: image5.png]



After the list of calendar entries appears, click the words ‘Add New’ and then ‘Event.’
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A blank Event Page appears. Fill in each of the red checked areas below. When you’re done, click the word ‘Settings.’ It isn’t necessary for calendar events to show up as sub menus on the left side of the website under the Calendar menu, and the option to disable this is under ‘Settings.’
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Click a checkmark into the checkbox below. Then ‘Save.’
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The only other thing to do is to publish the new event. This will allow it to be seen by people visiting the site. After saving above, you ‘ll see a message it was saved. 

Then click the word ‘Private’ and then ‘Publish.’
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The new event is now added to the calendar and visible to all site visitors. Check your work by logging out and browsing to the calendar page.
