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Church Administrators are able to modify the homepage and add 
website sections.  
 

MMooddii ffyyiinngg  EExxiisstt iinngg  CChhuurrcchheess  
After logging in to WorshipNet, select the "Modify 
Church Details" link. If asked to select a Church from a 
list, please select the appropriate option and move to 

the next page.  
 
From Modify Church Details, there are several areas you can update:  
 
Modify Church Details: This includes Church Name, Address and Administrator 
email. 
 
Template: You can view a sample of each of the templates available by clicking the 
name of the Template. To make a selection, click the radio button next to the item you 
wish to choose.  
 
Homepage: This text will on your Homepage. You must upload the images you want 
to include first, and then edit the text to add the images.  
  
 

AAddddiinngg  aanndd  MMooddii ffyyiinngg  
WWeebbssii ttee  SSeecctt iioonnss    
After logging in to WorshipNet, select the 
“Modify Website Sections” link. If asked to 
select a Church from a list, please select 
the appropriate option and move to the next 
page.  
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The top portion "Current Sections" list any sections you have already selected to include 
in your website. The bottom portion: "Add New Section Below" lists anything you have 
not yet added, or have specified not to add.  
 
To make a change to either an existing section or a new section, click the link for that 
section.  
 
Included in website: This section will be displayed on your website  
 
Name of section: name that will appear on navigation lists  
 
Description of section: (optional) You can use this to serve as an introductory 
paragraph to a particular page. For instance, you can use this on the Newsletter section 
to state when new issues typically are available.  
 
Some sections will have sub-sections that you can choose to include. This portion works 
the same as the main sections.  
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WorshipNet allows you to create and maintain your own website by 
customizing the sections of your website. 
  

EEvveenntt   CCaalleennddaarr   &&  NNeewwsslleett tteerr     
 

NNeewwsslleett tteerr     
The Newsletter can be updated as often as newsworthy information is available. A 
picture can accompany each article.  
 

Adding a New Issue  
1. Enter the Volume, Issue, and Issue 
Date. You do not need to add the words 
“Volume” or “Issue” just the numbers or 
letters you wish to signify those issues.  
 
2. Click the “Add Issue” button.  
 

Managing Your Issues  
Issues have two settings. The first is “Current”. Only one issue can be marked as 
“Current” at a time. The Current Issue will be the default issue. That is, when someone 
accesses your Newsletter, the Current Issue (if one exists) will be displayed first. The 
other setting is “Active”. A “Yes” setting here means that the issue is available on the 
public site.  
 
1. Click on “Manage Your Issues”  
 
2. To make an issue “Current” (note this will also  
mark the issue as “Active”), select the issue from the drop down box, and click the “Make 
Current” button. You can only have one “Current” issue at a time.  
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3. To make an issue “Active” or to edit the Volume Number, Issue Number or Date, 
select the issue from the second drop down box, and make changes as necessary. Click 
“Modify Issue” when you are finished.  

 
 

AAddddiinngg  &&  EEddii tt iinngg  AArr tt iicc lleess  AAddddiinngg  aa  NNeeww  AArr tt iicc llee    
1. Select the Issue you wish to add the New Article to from the Drop down list at the top. 
2. At the bottom of the page, you will find Empty text boxes to add a new Article. 3. Enter 
the Article Headline and text (one box per paragraph).  
 
4. From here, you can also enter a Contact Name & Email Address, as well as an 
Internet link, and browse your computer for a picture.  
 

Editing an Article  
1. Select the Issue that contains the Article you wish to edit.  
 
2. Find the Article you wish to edit.  
 
3. Click the "Edit This Article" link next to the title.  
 
4. Make your changes and click the "Edit" Button.  
 

Deleting an Article  
1. Select the Issue that contains the Article You wish to delete. 2. Find the Article you 
wish to edit.  
2. Click the "Edit This Article" link next to the title.  
 
3. Next to the Article Title, click the "Delete this Article" link.  
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Adding & Editing Pictures  
 

Adding a Picture  
 
You can add one picture per article. To upload an image, you must first have an image 
stored on your computer. The size of the image will be adjusted as necessary to a 
smaller size if it is too large. This is done automatically.  
 
1. Click the "Edit This Article" link next to the title of the Article you wish to add a picture 
to.  
 
2. Look for the text "Upload a Picture"  
 
3. Click the "Browse" button to find the image on your computer. Select the image by 
clicking it once, and then click "Open".  
 
4. Click "Edit".  
 

EEvveenntt   CCaalleennddaarr     
Events can be added and modified. Once a change is made, the event is viewable on 
your site for all visitors.  
 

Navigating The Event Calendar  
The Event Calendar will always begin at the current month. To navigate to a previous 
month, click the << to the left of the current month. To move to a future month, click the 
>> to the right of the current month.  
 

Adding an Event  
1. To the right of the 
displayed month, click the 
"Add New Event" link.  
2. Enter the Event Title.  
 
3. For the Start and End 
Date fields, the Date format 
needs to be in mm/dd/yyyy 
format, for example: 
12/11/2003. Other formats 
may not yield the correct 
result. You can also use 
the drop-down lists to set 
exact Start and End times.  
 

4. Enter an Event Description.  
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5. Click the "Add Event" Button. Editing & Deleting an Event  
 

Editing an Event  
1. Navigate to the Event you wish to modify.  
 
2. Click the "Edit" link under the Event Description.  
 
3. Make changes as necessary, and then click the "Update" button.  
 

Deleting an Event  
1. Navigate to the Event you wish to delete.  
 
2. Click the "Delete" link under the Event Description.  
 
3. Confirm you are viewing the Event you wish to delete, and then click the "Delete" 
button. As this deletion is permanent, you will be asked to confirm the deletion once 
more.  
 

EElleeccttrroonniicc  DDii rreeccttoorryy  ooff   MMeemmbbeerrss    
Members are given usernames and passwords, and each user can be added to a 
directory. The directory is password-protected; only other members can view contact 
information.  
 

About the Electronic Directory  
The Electronic Directory will only show registered users, and is password protected so 
that only registered members of WorshipNet will be able to view the Directory. This 
means in order to display someone and their contact information on the Electronic 
Directory, a username will need to be assigned to that individual.  
 

Modifying a Listing  
1. To the right of the listing you wish to modify, click the "Edit" link.  
 
2. Make the desired changes, and click "Edit" to confirm.  
 

Prayer Request Submission  
Visitors to your site can submit their prayer requests.  
 

Setting Up Your Prayer Requests  
1. Enter the email address you wish to send requests to.  
 
2. Enter an opening paragraph for the requests.  
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3. Specify whether you want to include a link to the E-mail mailing list page.  
 

Viewing Prayer Requests  
1. Enter the Start and End Dates of the Time Period you wish to search. The date format 
needs to be in mm/dd/yyyy format, for example: 12/11/2003. Other formats may not yield 
the correct result.  
 
2. If there are no requests during the specified time period, a message will be displayed.  
 
3. Click the date and name (if available) of the request you wish to view.  
 
4. From here, you can forward the request to another party. Be sure to separate multiple 
email addresses with commas.  
 

Email-mailing List  
Visitors to your site can submit their email address to the site administrators.  
 

Setting Up Your Emailing List  
1. Enter the email address you wish to send requests to.  
 
2. Enter an opening paragraph for the requests.  
 

Viewing Emailing List Submissions  
1. Enter the Start and End Dates of the Time Period you wish to search. The date format 
needs to be in mm/dd/yyyy format, for example: 12/11/2003. Other formats may not yield 
the correct result.  
 
2. If there are no listings submitted during the specified time period, a message will be 
displayed.  
 

CCllaasssseess  &&  GGrroouuppss  
 

SSeerrmmoonn//SSeerr iieess  RReeqquueessttss    
If your group records and distributes Sermon tapes, you can add the capability for 
visitors to order tapes.  
 

Uploading Manuscripts  
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To upload a sermon manuscript, you must 
first have the manuscript stored in a PDF 
file in your computer. For more on PDF 
files, see the Section entitled “Uploading 
Files” in this manual.  
 
1. Click the "Browse" button to find the file 
on your computer. Select the file by 
clicking it once, and then click "Open".  
 
2. Specify the title for the Sermon in the 
provided field. Click the "Add" button to 
upload the sermon.  

Editing/Deleting Sermon 
Manuscripts  
 

Editing Manuscript Titles  
1. Next to the Sermon you wish to edit, 
click the "Edit" link.  
 
2. Make changes as necessary, then click "Edit".  
 

Uploading Videos 
1. Select the Sermon you wish to edit, click the “Edit” link. 
 
2. You can upload a Sermon and a Choir. The files must be in .mpg format, this will 
allow them to play in Windows Media Player.  
 
3. Because .mpg files are large, it is recommended that you only upload one file at a 
time.  
 
4. The upload may take a few seconds, please be patient. 
 

Deleting Manuscripts  

 
1. Next to the Manuscript you wish to edit, click the "Delete" link.  
 

SSeett tt iinngg  uupp  YYoouurr   OOrrddeerr   FFoorrmm    
1. Enter the email address you wish to send orders to.  
 
2. Enter an opening paragraph for the orders page.  
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Viewing Sermon Orders  
1. Enter the Start and End Dates of the Time Period you wish to search. The date format 
needs to be in mm/dd/yyyy format, for example: 12/11/2003. Other formats may not yie 
the correct result. If there are no orders during the specified time period, a message will 
be displayed.  

 

MMoovviiee  &&  BBooookk  RReevviieewwss    
Separated into four sections, News Links, Bible Study Links, Movie Reviews, and Books, 
members of the website can contribute to further the study of visitors to the Review site.  
 

Links  
 

Adding a Link  
1. Access the category you wish to add a link to. 2. Click the "Add Link" link.  
3. The URL is the Internet address of the link. This needs to start with "http://".  
 

Editing or Deleting a Link  
 
1. To edit a link, click the "Edit Link" link under the one you wish to modify. Make 
changes as necessary, and then click "Edit”. 
 
2. To delete a link, click  "Delete Link" link under the one you wish to delete.  
 
 

 

Reviews & Text  

Adding a Review or 
Text  
1. Access the category you 
wish to add a review or text 
to.  
 
2. Click the "Add 
Text/Review" link.  
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3. Enter a Title and the Text. If you are adding a review, select a 1-5 rating. Once the 
fields are completed, click the "Add" button. 
  

Editing a Review or Text  
1. Find the review or text you wish to edit.  
 
2. Click the "Edit Text" link beneath the paragraph.  
 
3. Make the necessary changes, then click "Edit". 
 

Deleting a Review or Text  
1. Find the review or text you wish to delete.   
 
2. Click the "Delete Text" link beneath the paragraph.  
 

  

LLiisstt iinngg  ooff   CCllaasssseess  oorr   CCoommmmii tt tteeeess    

Adding, Editing, and Deleting 
 
1. Click the "Modify Class or Add New" Link. 
 
2. From here, you can modify an Existing Class, Delete the Class, or at the bottom, add 
a New Class.  
 
A list of available committees, with more in-depth information available, includes pictures 
to accompany the text.  
 

Modifying Class Information Adding & Editing Text  

 
1. Click the Class Name you wish to modify.  
 
2. Add a new paragraph, or edit an existing one.  
 

Adding a Picture  
 
1. Once you have added a paragraph, you will have the option of adding a picture to 
accompany that paragraph.  
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2. You can add one picture per paragraph. You can also select the alignment of the 
image to the text. If you select "Left", the image will appear left of the text, and "Right" 
will force the image to the right of the text. 
  
To upload an image, you must first have an image stored on your computer. The size of 
the image will be adjusted as necessary to a smaller size if it is too large. This is done 
automatically.  
 
1. Click the "Browse" button to find the image on your computer. Select the image by 
clicking it once, and then click "Open".  
2. Select the drop-down menu to choose from "Left" or "Right" alignment. Once you've 
made your selections, click on "Upload Image".  
 

Changing Alignment  
Once you have a picture uploaded, you can modify the alignment of the image by 
selecting a new alignment and clicking "Upload Image". You do not need to browse for 
the image again. 
   

Deleting a Picture  
Below the uploaded picture, click the "Delete this Picture" link to delete the picture.  
 

Uploading a New Picture  
You can upload a new picture to replace an existing on by following the steps listed in 
"Adding Pictures". You do not have to delete an existing picture first; it will automatically 
be replaced. 
  

LLiisstt iinngg  ooff   CCoouunnccii llss    
Each council will have its own 
informational page, a roster of 
members, and the ability to 
upload monthly minutes.  
 

Adding a Council  
1. Type in the Council name, and 
the description of the Council. 
 
2. Click the "Add Council" button.  
 

Editing Council Information 
1. Click the council you wish to modify.  
 
2. Edit the description as desired, and then click Edit.  
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Deleting a Council  
1. Click the council you wish to delete.  
2. Click the “Delete Committee” button. Because this is permanent, you will be asked 
again if to confirm the deletion.  
 
Adding/Editing Memberships  
 

Adding Memberships  
1. Click the Council you wish to modify. 
 
2. Scroll to the membership section.  
 
3. Select the name o f the individual you are adding to the membership list.  
 
4. Specify whether the individual will be listed as an Administrator of the council 
 
5. Click "Add Member".  
 
 .  

Editing Memberships  
 
1. Click the "Edit" link next to the member you wish to modify.  
 
2. Make changes as necessary. Then, click "Edit Member".  
 

Deleting Memberships  
1. Click the "Delete" link next to the member you wish to delete.  
 

Monthly Minutes  
To upload monthly minutes, you must first have the minutes stored in a PDF file in your 
computer.  For more on PDF files, see the section of this manual entitled “Uploading 
Files”.  
 
1. Click the "Browse" button to find the file on your computer. Select the file by clicking it 
once, and then click "Open".  
 
2. Specify the date for the minutes in the provided field.  
 
3. Click the "Add Minutes" button to upload the minutes.  
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Annual Reports  
Unlike monthly minutes, you can only have one Annual Report uploaded at a time. When 
you upload a new file, the old file will be replaced. These files must be PDF files. For 
more on PDF files, see the section of this manual entitled “Uploading Files”.  
 
1. Click the "Browse" button to find the file on your computer. Select the file by clicking it 
once, and then click "Open".  
 
2. Click the "Add Report" button to upload the minutes.  
 
 

Question and Answer  
 
Visitors can submit questions, and when an answer is available, the question and 
answer is posted to the website.  
 

Viewing Questions  
1. Enter the Start and End Dates of the Time Period you wish to search. The date format 
needs to be in mm/dd/yyyy format, for example: 12/11/2003. Other formats may not yield 
the correct result.  
 
2. If there are no questions during the specified time period, a message will be 
displayed.  
 

Answering and Displaying Answers  
1. Click the link for the question you wish to modify.  
 
2. Type in your answer. To ensure that the question and answer is displayed on the 
webpage for visitors, check the “Display” box.  
 
3. After all changes have been entered, click “Edit” to save. 

YYoouutthh  MMiinniissttrryy  
Contains a chat room, a Youth Newsletter, a Youth Calendar, and a Youth Directory, 
and Youth Prayer Requests. 
 

Youth Chat 
 
Any user that is given permission to access the chat room will be able to enter the room. 
Administrators, Pastors, and Youth Admins are automatically given permission to 
access. The chat room is closed by default. Only those with proper access can open and 
close the chat room. 
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You can also specify when the chat room will be open again, which will tell your visitors 
to return so they can participate. 
   

Opening/Closing the Chat Room 
 
1. Beside “Change Status:” select the state you wish the room to be in.  
 
2. Click “Add”. 
 

Specifying the Next Scheduled Chat 
 
1. Type in the time, date, or any other information you wish to share about the next 
scheduled chat. 
 
2. Click “Add”. 
 
 

Youth Forms  
 
You can upload forms for your users to download as part of the Youth Section. The 
description field can be used to explain to your visitors how to return the form, or other 
pertinent information. 
   

Uploading a Form  
 
1. Fill in the Document Name and Description (these fields can be whatever you want 
them to appear as). These files must be PDF files. For more on PDF files, see the 
section of this manual entitled “Uploading Files”.  
 
2. Use the browse button to browse your computer for the file you wish to upload.  
 
3. Click “Add”.  
 

Editing/Deleting a Form  
1. Find the form you wish to modify.  
 
2. Make changes as necessarily if editing (if you upload a new file, it will replace the 
current file).  
 
3. Click “Edit”.  
 
4. To delete, find the form you wish to delete, click the “Delete” button.  
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Youth Electronic Directory  
 

About the Youth Electronic Directory  
The Youth Electronic Directory will only show registered users who have been given 
access to this specific directory. This means in order to display someone and their 
contact information on the Youth Electronic Directory, a username will need to be 
assigned to that individual.  
 

Modifying a Listing  
1. To the right of the listing you wish to modify, click the "Edit" link.  
 
2. Make the desired changes, and click "Edit" to confirm.  

Youth Newsletter  
 

Adding a New Issue  
1. Enter the Volume, Issue, and Issue Date. You do not need to add the words “Volume” 
or “Issue” just the numbers or letters you wish to signify those issues.  
 
2. Click the “Add Issue” button. 
  

Managing Your Issues  
Issues have two settings. The first is “Current”. Only one issue can be marked as 
“Current” at a time. The Current Issue will be the default issue. That is, when someone 
accesses your Newsletter, the Current Issue (if one exists) will be displayed first. The 
other setting is “Active”. A “Yes” setting here means that the issue is available on the 
public site.  
 
1. Click on “Manage Your Issues”  
 
2. To make an issue “Current” (note this will also mark the issue as “Active”), select the 
issue from the drop down box, and click the “Make Current” button. You can only have 
one “Current” issue at a time.  
 
3. To make an issue “Active” or to edit the Volume Number, Issue Number or Date, 
select the issue from the second drop down box, and make changes as necessary. Click 
“Modify Issue” when you are finished.  
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Adding & Editing Articles  

Adding a New Article  

 
1. Select the Issue you wish to add the New Article to from the Drop down list at the top.  
 
2. At the bottom of the page, you will find Empty text boxes to add a new Article.  
 
3. Enter the Article Headline and text (one box per paragraph).  
 
4. From here, you can also enter a Contact Name & Email Address, as well as an 
Internet link, and browse your computer for a picture.  
 

Editing an Article  
 
1. Select the Issue that contains the Article you wish to edit.  
 
2. Find the Article you wish to edit.  
 
3. Click the "Edit This Article" link next to the title. 
 
4. Make your changes and click the "Edit" Button.  
 

Deleting an Article  

 
1. Select the Issue that contains the Article You wish to delete.  
 
2. Find the Article you wish to edit.  
 
3. Click the "Edit This Article" link next to the title. 
 
 4. Next to the Article Title, click the "Delete this Article" link.  
 

Adding & Editing Pictures  

Adding a Picture  
 
You can add one picture per article. To upload an image, you must first have an image 
stored on your computer. The size of the image will be adjusted as necessary to a 
smaller size if it is too large. This is done automatically.  
1. Click the "Edit This Article" link next to the title of the Article you wish to add a picture 
to.  
 
2. Look for the text “Upload a Picture"  
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3. Click the "Browse" button to find the image on your computer. Select the image by 
clicking it once, and then click "Open".  
 

Youth Event Calendar  

Navigating the Youth Event Calendar  
 
The Youth Event Calendar will always begin at the current month. If you wish to navigate 
to a previous month, click the << to the left of the current month, and to move to a future 
month, click the >> to the right of the current month.  
 

Adding An Event  

 
1. To the right of the displayed month, click the "Add New Event" link.  
 
2. Enter the Event Title.  
 
3.For the Start and End Date fields, the Date format needs to be in mm/dd/yyyy format, 
for example: 12/11/2003. Other formats may not yield the correct result. You can also 
use the drop-down lists to set exact Start and End times.  
 
4. Enter an Event Description.  
 
5. Click the "Add Event" Button.  
 

Editing & Deleting an Event Editing an Event  
 
1. Navigate to the Event you wish to modify 
 
2. Click the "Edit" link under the Event Description.  
 
3. Make changes as necessary, and then click the "Update" button.  
 

Deleting an Event  
  
1. Navigate to the Event you wish to delete.  
 
2. Click the "Delete" link under the Event Description.  
 
3. Confirm you are viewing the Event you wish to delete, and then click the "Delete" 
button. As this deletion is permanent, you will be asked to confirm the deletion once 
more.  
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Sunday school Listing  
 
This section contains a list of classes, with message boards for members of the class, 
and a class roster.  
 

Adding a New Forum  
 
1. Click the "Add New Forum" link.  
 
2. Enter the Forum Name. This needs to be a unique name, one that does not already 
exist on WorshipNet.  
 
3. Enter a Meeting Place, Target Group, and Description. All fields must contain 
information in order to continue. 
 
4. Click the "Add Forum" button.  
 

Editing & Deleting a Forum Editing a Forum  

 
1. Click the name of the Forum you wish to modify.  
 
2. Make changes as necessary, and then click "Edit Forum."  
 

Deleting a Forum  
1. Click the name of the Forum you wish to delete.  
 
2. To the right of the Forum name, click "Delete this Forum".  
 
3. Note the deletion is permanent, and cannot be undone.  

  

MMiissssiioonnss  
 

Financial Reports  
Reports can be uploaded and 
are then available for download 
by visitors to your site. 
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Adding a Report  
1. Browse for the file you wish to upload.  
 
2. Type in dates for the report. This can be in any format you choose.  
 
3. Check “Display” if you wish the report to be available for download on the public 
website.  
 

Editing a Report  
1. Click the “Edit” link for the report you wish to modify.  
 
2. Make changes, then click “Edit”.  
 

Deleting a Report  

 
1. Click the “Delete” link for the report you want to delete.  
 

Mission Organization Lists  
This section provides a listing of organizations, with contact name and website.  

Adding a Listing  

 
1. Enter the Organization name, contact name, and website. Be sure to include http:// for 
the website so the link will be operational.  
 
2. Click “Add” to save.  
 

Editing a Listing  

 
1. Make changes as necessary, click “Edit” to save.  
 

Deleting a Listing  

 
1. Click the “Delete” button next to the listing you wish to delete.  
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Mission Information  
This provides information of missions, with a headline and descriptive text. There are 
two of these pages available, with as many descriptions as you wish to add.  
 

Adding a Description  

 
1. Enter the Name and text description.  
 
2. Click “Add” to save.  
 

Editing a Description  

 
1. Make changes as necessary, click “Edit” to save.  
 

Deleting a Description  

 
1. Click the “Delete” button next to the description you wish to delete.  
 

Monthly Collections  
 
Here, you can list special missions by month, 
or monthly collection amounts.  
 

Adding Monthly Information  

 
1. Select the month you wish to add 
information to.  
 
2. Enter the fields as appropriate.  
 
3. Click “Add”.  
 

Editing Monthly Information  

 
1. Select the month you wish to edit.  
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2. Make changes as 
necessary, click 
“Edit”.  
 

Mission Trips  
List trip needs, 

contact information, pictures, and members. Also includes an optional journal that can 
be used on a daily basis.  
 

Adding a Mission Trip  

 
1. Type in the trip information for Trip Name, Dates, Description of the Trip, and 
Description of Needs.  
 
2. Click the "Add" button.  

Editing Trip Information  

 
1. Click the link for the trip you wish to edit.  
 
2. Select the link to "Edit Trip Info".  
 
3. Make changes as necessary, then click "Edit".  
 

Adding & Editing Needs  

 

Adding Needs  

 
1. Under the portion for "Add Needs", type in the Need, the Contact person, and their 
Email address.  
 
2. Click the "Add Need" button.  
 

Editing Needs  
1. For the need you wish to modify, click the "Edit" link.  
 
2. Make changes as necessary, and then click "Edit Need".  
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Deleting Needs  

 
1. For the need you wish to delete, click the "Delete" link.  
 

Adding & Editing Pictures  
 
To upload an image, you must first have an image stored on your computer. The size of 
the image will be adjusted as necessary to a smaller size if it is too large. This is done 
automatically.  
 
1. Click the "Browse" button to find the image on your computer. Select the image by 
clicking it once, and then click "Open".  
 
2. Adding a Caption for the picture.  
 
3. Once you've made your selection, click on "Upload Image".  
 

Editing Pictures  

 
1. For the picture you wish to modify, click the "Edit" link.  
 
2. Make changes as necessary, and then click "Edit Caption".  
 

Deleting Pictures  
1. For the picture you wish to delete, click the "Delete" link.  
 

Adding Members  
 
1. Under the portion for "Members", type in the Member name and their Email address.  
 
2. Click the "Add Member" button. 
  

Editing Members  
1. For the member you wish to modify, click the "Edit" link.  
 
2. Make changes as necessary, and then click "Edit Member".  
 

Deleting Members  
1. For the need you wish to delete, click the "Delete" link.  
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MMuussiicc  MMiinniissttrryy  
 

General Information  
This page includes unlimited text and images. You can also specify a contact name and 
email address for any paragraph.  
 

Text and Pictures  
 

Adding Text and Pictures  

 
1. Enter the information as listed, including contact information for the appropriate 
individual.  
 
2. Browse your computer for an image to be displayed (if applicable).  
 
3. Click “Add”.  

 

Editing/Deleting Text and Pictures  
 
1. Find the paragraph you wish to modify, make changes to the text as necessary.  
 
2. Browse your computer for an image to be displayed (if applicable).  
 
3. Click “Edit”.  
 
4. To delete, click the “Delete” button under the paragraph you wish to delete.  
 

Choirs/Ensembles  
 
For each Choir/Ensemble, you can add times and places of scheduled events or 
rehearsals, as well as unlimited text and pictures. The times and places will also be 
displayed on the main page of the Music Ministry.  
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Adding a New Choir  

 
1. Enter the Choir name in the space provided.  
2. Click “Add”.  
 

Editing Choir Information Choir Name  

 
1. Find the Choir you wish to modify from the drop down list.  
 
2. The first section allows you to Edit the Choir name, or delete the choir all together.  
 
3. Click “Edit” or “Delete” to confirm your changes.  
 

Adding, Editing and Deleting Times & Places  
1. Find the Choir you wish to modify from the drop down list.  
 
2. Find the section labeled “Times & Places”.  
 
3. To add a new Time & Place enter the information as provided, and then click “Add”.  
 
4. To Edit or Delete, find the Time & Place you wish to modify, make changes and click 
the appropriate button.  
 

Additional Information  
1. Find the Choir you wish to modify from the drop down list.  
 
2. Find the section labeled “Additional Information”.  
 

Text and Pictures  

 

Adding Text and Pictures  

 
1. Enter the information as listed, including contact information for the appropriate 
individual.  
 
2. Browse your computer for an image to be displayed (if applicable). 3. Click “Add”.  
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Editing/Deleting Text and Pictures  

 
1. Find the paragraph you wish to modify, make changes to the text as necessary.  
 
2. Browse your computer for an image to be displayed (if applicable).  
 
3. Click “Edit”.  
 
4. To delete, click the “Delete” button under the paragraph you wish to delete.  
 

CChhii llddrreenn’’ss  MMiinniissttrryy  
 

Groups  
The Children’s Ministry is 
split into several groups: 
Infant/Toddler, Preschool, 
and Elementary Age. Each of 
these groups has four areas 
to enter information into: 
Bible Study, Fellowship, 
Missions, and Wednesday 
Family Night. There is also a 
Family Support Section.  
To make modifications to any 
of the text or pictures, you 
must first access the group you wish to modify, and then select the area as appropriate. 
For example, if you wanted to make changes to the mission page for Elementary Age 
children, you would access Elementary first and then “Missions”.  

CChhii lldd  CCaarree  CCeenntteerr   
 

Home Page Pictures  
The home page for the Childcare section consists of 10 pictures and 10 links. Each 
picture is displayed above a link.  
Uploading Pictures  
 
1. Find the link you wish to add a picture to.  
 
2. Click the "Browse" button to find the image on your computer. Select the image by 
clicking it once, and then click "Open".  
 
3. Click “Upload”.  
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Replacing a Picture  
To replace an existing picture, upload a new one in the same location as the existing 
picture. The old picture will be deleted.  
 

General Information 
This page allows you to set the theme for the childcare section, as well as create the 
Welcome page and Program Description page.  
 
1. Enter the Name, Headline, and select a theme from the list. This theme will be present 
throughout the Child Care section.  
 
2. Upload images and add text.  
 
3. Your site will include a form to allow visitors to email you with questions, comments, or 
suggestions. Under the “Requests Page” section, you can add the email address form 
submissions will be sent to, as well as a paragraph of text explaining to your visitors the 
purpose of the form.  
 
4. Click “Submit” to save any changes.  
 
7. To edit, just make changes as necessary and click “Submit”.  
 

Classes and Contact Information 
 
Each class of your Child Care center has two pages to display information. The first 
page contains general information about the class, and the second is a free page to add 
text and pictures.  
 

Adding a New Class  
 
1. Click the “Click Here to Add a New Class” link.  
 
2. Enter the information as listed.  
 
3. Click “Submit”.  
 

Editing Class Information  

 
1. Click the Class name.  
 
2. Enter the information as listed.  
 
3. Click “Submit” after each portion that you have made changes to.  
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Updating the Fees/Waiting Lists Information page 
 
There are two ways to display information about fees and waiting lists: A simple list 
(which allows you to specify regular fees) and a more descriptive area to cover 
complicated charges.  
 

Fee Listing  
 

Adding a New Fee to the List  

 
1. Underneath the heading “Fee List”, enter the information as necessary, and then click 
“Add”.  

Editing/Deleting a Fee on the List  
 
1. Underneath the heading “Fee List”, find the item you wish to edit.  
 
2. Make changes as necessary, click “Edit.”  
 
3. To delete, find the item you wish to delete and click the delete button.  
 

Fee Descriptions  

 

Adding a New Description  

 
1. Below the heading “Additional Fee Information” enter the information as necessary, 
and then click “Add”. 
  

Editing/Deleting a Description  
 
1. Underneath the heading “Additional Fee Information”, find the item you wish to edit.  
 
2. Make changes as necessary, click “Edit.”  
 
3. To delete, find the item you wish to delete and click the delete button.  
 

Updating the Forms Page 
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You can make available forms and handbooks for download on your site. To help your 
visitors understand the purpose of the form or handout, or how to return the form, use 
the description area. Uploaded files must be in the PDF format. For more on PDF files, 
see the section of this manual entitled “Uploading Files”.  
 

Adding a New Form/Handout  

 
1. Fill in the Document Name and Description.  
 
2. Browse your computer for the file you wish to upload.  
 

Editing/Deleting a New Form/Handout  

 
1. Make changes as necessary, including uploading a replacement file.  
 
2. Click “Edit”.  
 
3. To delete, press the Delete button below the form and description you wish to delete.  
 
 

Updating the Menu Page 
 
This area can be used for a weekly lunch menu listing. The information is viewed and 
modified by week.  
 

Adding a New Week  

 
1. Select the Start Date for the week you wish to add. 2. Enter the information as listed, 
click “Add”.  
 

Editing/Deleting a Week’s Menu  

 
1. Use the drop down list to locate the Start Date of the week you wish to edit.  
 
2. Make changes as necessary.  
 
3. Click “Edit”.  
 
4. To delete, click the delete button under the week you wish to delete.  
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Updating the Newsletters 
 
You can create and maintain newsletters on your website with text and pictures. The 
newsletters are organized by issue. This allows older issues and articles to be available 
on your website.  
 

Adding an Issue  
1. Enter the Issue Date or Name.  
 
2. Click “Add Issue”.  
 

Adding Articles  

 
1. Enter the Headline, Picture, and Text for the article.  
 
2. Click “Add”.  
 

Editing/Deleting Articles  

 
1. Find the article you wish to modify, make changes as necessary.  
 
2. Click “Edit”.  
 
3. To delete an article, follow the step 1 above and then click  
“Delete.”  
 

The Staff Page 
 
The Child Care center staff can be listed with bio information, email address, and a 
picture.  
 

Adding a Staff Member  

 
1. Enter the Name, Email Address, and Bio for the staff member.  
 
2. Browse your computer for a picture of the staff member, then click “Add”.  
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Editing/Deleting a Staff Member  

 
1. Select the staff member you wish to edit from the drop down list.  
 
2. Make changes as necessary, then click “Edit.”  
 
3. To delete a staff member’s information, select the staff member from the list and click 
the “Delete” button.  
 

Form Submissions/Requests 
 
Visitors can submit forms on your site to request more information or make suggestions. 
Each suggestion is automatically emailed to the email address listed on the General 
Information section.  
 

Viewing Requests  

 
1. Find the request you wish to view.  
 
2. Click the link made from the name of the individual that submitted the form.  
 

Deleting a Request  

 
1. Find the request you wish to delete.  
 
2. Click the “Delete” button.  
 

Additional Information Page 
 
This page allows you to add text and pictures as well as resource links for your visitors. 
You can use this page for the information that doesn’t really fit anywhere else.  
 

Resource Links  

Adding a Link  

 
1. Enter the URL for the site you wish to link to. Note that the http:// must be included in 
the link in order for the link to work.  
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2. Enter Link Text and a Description.  
 
3. Click “Add”.  
 

Editing/Deleting a Link  
1. Find the link you wish to modify, make changes as necessary.  
 
2. Click “Edit”.  
 
3. To delete, click the “Delete” button under the paragraph you wish to delete.  
 
Activity Page 
 
The Activity Page can hold links to kid-friendly websites, a customizable quiz, a coloring 
book, and search boxes for extra help with homework.  

Crazy Quiz  

 
The quiz has ten questions that you can customize to fit a certain lesson plan, or to go 
with a theme.  
 

Editing Quiz Questions  

 
1. Because the quiz must have 10 questions in order to work, you will always edit the 
existing 10 questions instead of deleting a question and adding a new one. 
 
2. After editing the each question, click the “Edit” button to save your changes.  
 
3. Keep in mind the questions will appear in random order in the actual quiz.  
 

Kid Friendly Links  
 
You can choose from several preset links, or you can create your own.  
 

Turning on or off the Preset Links  

 
1. By default, each link is turned off. You can click the link name to visit the site to help 
you decide if you want to include it.  
 
2. Set any you wish to include to “Yes”.  
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3. Click “Submit Changes” when you are finished.  
 

Adding Your Own Link  

 
1. When you add your own link, keep in mind the http:// in the link’s address must be 
there in order for the link to work.  
 
2. Type in the link text as you wish it to be displayed, and then click “Add”.  
 

Editing/Deleting a Link  

 
1. Find the link you wish to edit, make changes as necessary, and then click “Edit”.  
 
2. To delete, click the “Delete” link under the link you wish to remove. 
 
 

AAbboouutt   tthhee  SSttaaff ff   
  
Write bios; add contact information and pictures about each of your staff members.  
 

Adding a Staff Member  
 
1. Enter the name, email address, and bio information for the staff member you wish to 
add.  
 
2. If you have a picture for the staff member, you can upload it by clicking the browse 
button and locating the member’s picture on your computer.  
 
3. Once all the appropriate fields are filled in click the "Add Staff Member" button.  
 

Editing/Deleting a Staff Member©s Information  

Editing a Staff Member  

 
1. Click the "Edit" link under the Bio information for the Staff Member.  
 
2. Make appropriate changes and then click "Edit". Make appropriate changes, and then 
click "Edit Staff Member."  
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Deleting a Staff Member  

 
1. Find the staff member you wish to delete.  
2. Click the "Delete" link under their bio.  
 

WWeeeekkllyy  SSeerrvviiccee  SScchheedduullee  
 
 
This section lists times and days of 
weekly events and services.  
 

Adding an Item  
 
To add an item, select the day of the 
week and time, then, add a brief 
description of the event. From here, 

you can click “Add”.  
 

Editing/Deleting an Item  

Editing an Item  

 
1. Find the item you wish to edit.  
 
2. Make appropriate changes and then click "Edit".  
 

Deleting an Item  

 
1. Find the item you wish to delete.  
 
2. Click the "Delete" link.  
 

FFrreeee  PPaaggeess  
 
You can title this page to fit your needs, you can also add as much text as necessary, 
and add several pictures to go with the text. There are six total pages available that are 
considered “Free Text” pages.  
You can also upload a PDF file to accompany the text. For more on PDF files, see the 
section of this manual entitled “Uploading Files”.  
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UUppllooaaddiinngg  FFii lleess  
PDF files are files created by Adobe. The name itself stands for Portable Document 
Format. Normally, when you download a file onto your computer, you have to have the 
right software to open and use that file. For instance, if you download a Microsoft Word 
Document, you have to have Microsoft Word installed on your computer to open the file.  
 
Because not all visitors to your site will have every program that you do, you can use 
PDF files to ensure that everyone will be able to view your documents. By downloading 
Adobe Acrobat Reader, a free program offered by Adobe to read PDF files, you can 
open any PDF file you download.  
 

How do I create a PDF file?  
 
PDF files can be created by the Full Version of Adobe Acrobat. Please see the Adobe 
site for more information on purchasing this product. Additionally, several "freeware" 
sites exist that allow you to convert documents to PDF format for free, for example, 
PDF995.  
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Adding users not only gives the ability for users to maintain portions 
of the site, they can also interact on forums and with study material.  
 

CCrreeaatt iinngg  UUsseerrss  
 

Deciding What Type of User to Create  
 
Administrator:  
Besides having the authority to change the homepage and sections in WorshipNet, the 
Administrator user type can modify any portion of the site. Administrators can also create 
other users.  
 
Pastor:  
Pastors have the same rights and permissions as an Administrator; however, Pastors 
are not able to make changes in WorshipNet.  
 
Power Member:  
A Power Member user type can be given access to modify certain sections of the site, 
for instance, the children's section. Power Members can also be given authority to add 
additional users.  
 
Youth Admin:  
This type can add users and has administrative rights over the Youth Section, including 
adding events to the Youth Calendar, adding articles to the Youth Newsletter, and 
administering the Youth E-Directory.  
 
Member:  
A member can add users and can administer a forum.  
 
User:  
A user can participate in discussion forums, chat rooms, and be listed on the Electronic 
Directory.  
 

Creating a User and Assigning Permissions  
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� � � � � � � �
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1. After logging into the site, select 
“Modify Users” from the Administrator 
Menu.  
 
2. Click the "Add New User" Link above 
the list of existing users.  
 
3. Select the User Type you wish to 
create. Refer to the section "Deciding 
What Type of User to Create" if you need 
help.  
 
4. Add the User information to apply to the 
user you are creating. Keep in mind the 
username must be unique, that is, can 
already be assigned to someone else. 
Some of this information will also appear 

on the E-Directory the user is given permission to add themselves to the Directory. The 
user can change the password, email address, First Name and Last Name once they 
have access to the site. When you are finished, click the "Next" button.  
 
5. If the user type you are creating is a Power Member, Youth Admin, Member, or User, 
you will be given the opportunity to add permissions. If you have already created forums, 
a listing will allow you to give administrative access and/or membership. 
 
6. If the user type you are creating is a Power Member, Youth Admin, or Member, you 
can also give that user “Add User” permission. This would allow them to add new user 
accounts.  
 
7. If the user you are adding is a Power Member, you will be directed to select 
permissions for that user. The top area lists permissions that are currently assigned to 
the user. The bottom allows you to add to or delete from that list. Once you have 
completed your selections, press the “Done” button to return to the user list.  
 
 
8. To Edit a User, return to the "Modify Users" screen and select the user you want to 
Edit, and then follow the steps listed above.  
 

AAddmmiinniissttrraattoorr   TToooollss  
 

Creating Bulk Email Lists  
 
1. Administrators and Pastors can create as many Email Groups as necessary.  
 
2. To create a group, click the “Add A New Group” link above the list of existing groups 
(if any exist).  
 
3. Give the New Group a distinctive name.  
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4. Users from the list on the left are not currently in the Bulk Email Group. Those on the 
Right have already been added. Make modifications here as necessary. When you are 
finished, click the “Back to Group List” link at the top.  
 
5. You can edit this member listing at any type by clicking the “X” underneath the “Edit” 
Column. Note that you can use the other columns to delete or email the group.  
 

UUppddaatt iinngg  YYoouurr   AAccccoouunntt   IInnffoorrmmaatt iioonn  
 
You can update any account information (your email address, password, directory 
information or bulk mail preferences) from the “My Account” link that displays at the 
bottom of every page once you have logged into the site.  
 


