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Glossary
	Term
	Definition

	Development website
	A website that web developers and web designers use for developing a website. This is inaccessible to general 
end-users.

	End-user
	The ultimate users for which something 
(in this case a website) is intended for.

	Production website
	The version of the website that end-users access

	Webdesigner
	A person who designs (and sometimes creates) web sites

	Webhosting
	The service of hosting a site on the Internet making it viewable for other users on the net

	Webserver
	A computer that runs specific software to serve web pages to the Internet.
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1. Background

The purpose of this document is to ensure that it is easy for the website to be updated by those that need to so. The hope is that this will help the site to remain a fresh and up-to-date source of information. Rather than an out-of-date bad advertisement for our church.

The Website for Acacia Ridge Presbyterian Church is currently hosted by Bluehost (http://www.bluehost.com) and runs on a platform called 
WordPress (http://www.wordpress.org/).
2. Logging into the Wordpress Administration Page
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Open your Web Browser

2. Enter the web address: http://www.arpc.org.au/wp-admin 
3. Enter the username: admin

4. Enter the password
5. Click the “Log in” button

3. Creating a new Page:
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Left-Click the “Pages” menu item on the left of the Dashboard. 
2. Left-Click the “Add New” menu item under “Pages” on the left of the Dashboard

3. Enter a title for your web page 
(in the example below it’s My Title)

4. Enter the content you want in your webpage 
(in the example below it’s My Text in my Webpage)

5. Un-check the 2 Discussion boxes 
(“Allow Comments” and “Allow Trackbacks and Pingbacks”)

6. Set the Template to be “Page without sidebar”

7. If necessary change the Parent Webpage, this is where the page will appear in the menu (Main Page in the example below).
8. Click the “Publish” button when you are ready to save the webpage.
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4. Creating a new Post (News item):

A “Post” is a news item that when added will be added to the front “Home” page of the website.
1. Left-Click the “Posts” menu item on the left of the Dashboard. 
2. Left-Click the “Add New” menu item under “Posts” on the left of the Dashboard. 
3. Enter a title for your post
(in the example below it’s My Title)

4. Enter the content you want in your post 
(in the example below it’s My Text)

5. Un-check the 2 Discussion boxes 
(“Allow Comments” and “Allow Trackbacks and Pingbacks”)

6. Set the Category to be “News” by clicking on the box next to “News”

7. Click the “Publish” button when you are ready to save the post.
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8. Adding Links to a Page or Post:

While editing a page or post:

1. Type the text that you want to make into a link:
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2. Select the text you want to make into a link (click and highlight the text):
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3. Click the “link” icon on the toolbar
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4. Enter the URL of the webpage you want to link to (next to “Link URL”) and click “Insert”:
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5. The text should now be highlighted to show that it’s a link:
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6. Click “Publish” to save the changes.

9. Adding Images to a Page or Post from your Computer:


You can either add an image file from your computer or from the “Media Library”. The Media Library is made up of images that have already been uploaded to the website.

While editing a page or post:

1. Click the “Add an Image” icon:
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2. To Upload an image file from your computer click the “Select Files” button:
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3. Click to select the image you want to upload and click “Open”:
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4. Wait for the upload to reach 100%:
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5. Add some information about the image:

· Enter a title for the image

· select where you want to align the image (with respect to the text on the page/post)

· select the size you want the image to be

· Either click “Insert into Post” to insert the image on the page you were editing
OR
 “Save all changes” to just save the image to the Media Library:
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10. Adding Images to a Page or Post from the Media Library:
You can either add an image file from your computer or from the “Media Library”. The Media Library is made up of images that have already been uploaded to the website.


While editing a page or post:

1. Click the “Add an Image” icon:
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2. To use an existing image that has already been uploaded to the Media Library click the “Media Library” link:
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3. Click the “2”, “3” or “>>” buttons to move to the next page of images if necessary. Click the “Show” button next to the image you want to insert into your page/post:
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5.

· select where you want to align the image (with respect to the text on the page/post)

· select the size you want the image to be

· Either click “Insert into Post” to insert the image on the page you were editing
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6. Click [image: image19.png]Publish



 from your page/post to save your changes.
11. Editing an existing Page:
1. Left-Click the “Pages” menu item on the left of the Dashboard. 
2. Left-Click the “Edit” menu item under “Pages” on the left of the Dashboard

3. Update the page as desired
4. Click the “Publish” button when you are ready to save the webpage.
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12. Editing an existing Post:

5. Left-Click the “Pages” menu item on the left of the Dashboard. 
6. Left-Click the “Edit” menu item under “Pages” on the left of the Dashboard

7. Update the page as desired

8. Click the “Publish” button when you are ready to save the webpage.
1. Logging Out of WordPress: 
1. Ensure that any changes you’ve made have been saved. 
2. Click the “Log Out” button in the top right-hand corner. 
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2. Other Resources
1. Online documentation for Wordpress is available here: http://codex.wordpress.org/Main_Page
2. A number of books on Wordpress are available at: http://wordpress.org/about/books/
ARPC-WebsiteUpdateProcedures.doc v1.0
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