Instructions for Website:
Go to Sharefaith.com
Login:  office@LCR.org  
Password:  n0ap3 (no caps and a zero not a o)

Using the website app, go to Edit Website and at top Published sites
Editing Login:  LCROFFICE (all caps)  
Editing Password:  322 OhioSt!  (only O and S are capitals)

On Left side, go to Design.  You can move these into order by “drop & drag”
Add 26

Change the Banner:       
1) Click on “Add Banner”
2) Select files (upload the banner photo – (Cheryl will send these to me)
3) Once the photo is loaded and shows in full, move to the correct order.  
a. On Monday:
· 3/1 (Wednesday Lent banner) 
· 3/5 (Sunday banner)
b. Next Monday:
· 3/8 (Wednesday Lent banner)
· 3/12 (Sunday banner)
c. Apply change

Change wording and add bulletins (Cheryl will send me the bulletins)
1) Change dates:
a. Media (get bulletins)
i. Wait till picture shows
ii. Click on the X (NOT THE INSERT)
iii. Do the same for both bullitins
b. Click on the Bulletin button by clicking in the area
c. Change working and attach bulletin 
i. Click on green and click “edit link” (pencil)
ii. Click on * (settings button) to link objects
iii. Change the text in the test box (date)
iv. In the Search box:  type in first few text “2_26_ and Select 8 am and Save
v. Do the same for the 10am service on that button
vi. Save at the Top Screen.

Change live stream on Website
1) Change dates
2) Change graph (click on edit)
a. Click on graphic box
b. Click edit
c. Click X
3) Add new picture media, find the one you want and insert into post
4) Move it to the center (ish) and make bigger
5) Add link
a. Copy link (using the edit button – pencil)
b. Select Custom URI in drop down box
c. Remove the http:  and paste in the link
d. Update
e. Save ( on Top)

Need to log-out 2 times

Then go to the regular website to test and confirm all is working correctly.



Instructions for Facebook:
Go to Sharefaith.com
Login:  volunteer@lcrracine.org  
Password:  LCRr@cine322 (LCR is Capital, then small r)

Change Picture:
1) Edit Cove
2) Upload photo – double click
3) Save

May have to add that if worship is cancelled:
	Put this announcement on Face Book, Website and have Emily send out a flocknote.
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