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You can view a list of 
pages in a folder by 
clicking on the folder 
link.

Click on "Add 
new"

Digital Faith Community
CREATING FOLDERS

1 3

NOTE: You can view a list of pages that are only in one folder by navigating to the folder and selecting it.
You'll see a list of pages that are filter to include pages from just that folder.

Give your folder a 
name.
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Your page is now 
ready to edit.

Click the edit button 
to begin adding 
content.

Give you new 
page a simple but 
descriptive name.

Select the Folder 
you want your 
page in.

Don't choose
'organizations'

Click on 
"ADD NEW"
from the 
your pages 
menu.
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CREATE A WEB PAGE
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NOTE: You will want to add your folders before beginning to add pages. If you are using a system generated 
navigation menu you new page will be displayed under the folder you have selected. If you have not 

selected a folder you page will show up in the top level of your site navigation.



You are now ready to 
add posts to your 
publication.

Click the "Add a post" 
button to begin 
adding posts.

Give your new 
publication a simple 
but descriptive name.

Select the Folder you 
want for your 
publication.

Don't choose
'organizations'

Click on 
"ADD NEW"
from the 
your 
publications 
menu.

Digital Faith Community
CREATE A PUBLICATION
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NOTE: You will want to add your folders before beginning to add publications. If you are using a system generated 
navigation menu you new publication will be displayed under the folder you have selected. If you have not 

selected a folder you publication will show up in the top level of your site navigation.
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Complete the post 
form. You can future 
date a post so that it 
only shows up when 
the date arrives.

Click on the
publication 
you'd like to 
add a post 
to. Don't 
click 'Add 
new'.

Digital Faith Community
ADD A POST
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NOTE:  To add a post first click on the publication you'd like to add a post to. Don't click 'Add new' to add a new post.
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Click 'Add post' or 
click on the post 
you'd like to edit.
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Manage connections 
to parishes by 
clicking 'Add new'.

Click on "Add 
a person"
from the 
people list or 
select the 
person you'd 
like to edit.

Digital Faith Community
ADDING OR EDITING PEOPLE
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NOTE:  People can create and manage their own profiles online at: http://yoursite.org/people/

Complete or 
update the person 
form.
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Click 'Add new' to 
create a registration 
package. Create a 
package for each 
item you'd like to 
allow people to 
register for.

Click on "Add 
new"

Digital Faith Community
CREATING EVENTS
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NOTE: For each package with a price, visitors to your site will be able to register and pay for the event online.
Using Amazon Payments you'll receive a monthly check for 95% of the total event registrations .

Complete the 
event form.
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