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Are you planning an upcoming event at Bethesda and want everyone in the church to know when and 

where it is?  Are you the head of a committee who wants to post the times of upcoming meetings?  Are 

you a Sunday School teacher who wants to tell your class which chapter of your study book you will be 

reading from this week?  Do you have a concern that you would like the members of Bethesda to pray 

for?  Then fire up your computer, log in to BŜǘƘŜǎŘŀΩǎ ǿŜōǎƛǘŜ όhttp://www.bethesdaunited.org) and put 

ȅƻǳǊ ŀƴƴƻǳƴŎŜƳŜƴǘ ǿƘŜǊŜ ŜǾŜǊȅƻƴŜ Ŏŀƴ ǎŜŜ ƛǘΦ  ¢ƘŀǘΩǎ ǊƛƎƘǘΣ you can write up your own announcement 

and post it directly to our website.  5ƻƴΩǘ ōŜ ƛƴǘƛƳƛŘŀǘŜŘΤ ƛǘΩǎ ǊŜŀƭƭȅ ƴƻǘ ǾŜǊȅ ƘŀǊŘΦ  If you can send an e-

mail to Athel, you can put something on our website.  I hope that all the instruction you need is in this 

document.  If you are having trouble figuring something out, feel free to call Kevin or Jill Murphy at 770-

985-0935, or Russ Neilson at 770-736-7637. 

How is the website organized?  
.ŜŦƻǊŜ ǿŜ ƎŜǘ ǎǘŀǊǘŜŘ ǿƛǘƘ ǘƘŜ ƴǳǘǎ ŀƴŘ ōƻƭǘǎ ƻŦ Ƙƻǿ ǘƻ ŎƻƴǘǊƛōǳǘŜ ǘƻ ǘƘŜ ǿŜōǎƛǘŜΣ ƭŜǘΩǎ ƭƻƻƪ ŀǘ Ƙƻǿ 

.ŜǘƘŜǎŘŀΩǎ ǿŜōǎƛǘŜ ǿƻǊƪǎΦ  Like all websites, ours has multiple pages, which are organized in what we 

hope is a logical arrangement.  Think of the pages like sections in a newspaper.  For the most part, you 

will write short blurbs of information about whatever event or activity it is that you want others to know 

about.  These are called posts.  The posts are like the articles in a newspaper.   Your fellow church 

members who may be interested in your post will look for it on the page that seems most relevant.  Just 

ŀǎ ȅƻǳ ǿƻǳƭŘƴΩǘ ŜȄǇŜŎǘ ǘƻ ŦƛƴŘ ǎǇƻǊǘǎ ŀǊǘƛŎƭŜǎ in the business section, no one will be looking for an 

announcement about your upcoming committee meeting on the handbell choir page.  One key 

difference between our website and a newspaper is that in addition to appearing on a particular subject 

page, all posts will also appear at the bottom of the front page, with the most recently added post at the 

top of the stack of previous posts.  This will allow members to see at a glance the latest news about 

upcoming events.  Our website is currently set to show the 20 most recent posts.  This means that at 

ǎƻƳŜ ǇƻƛƴǘΣ ǘƘŜ Ǉƻǎǘ ȅƻǳ ƘŀǾŜ ǿǊƛǘǘŜƴ ǿƛƭƭ ΨŘƛǎŀǇǇŜŀǊΩ ƻŦŦ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜ ŀǎ ƴŜǿŜǊ Ǉƻǎǘǎ ŀǊŜ 

added above it.  5ƻƴΩǘ ǿƻǊǊȅΣ ǘƘƻǳƎƘΦ  ¸ƻǳǊ Ǉƻǎǘ ƘŀǎƴΩǘ ōŜŜƴ ŘŜƭŜǘŜŘΣ ƛǘ Ƙŀǎ Ƨǳǎǘ ǊƻƭƭŜŘ ƻŦŦ ǘƘŜ ōƻǘǘƻƳ ƻŦ 

the page but it is still stored in the database where all of the pages and posts for our website are kept.  

This means that someone could use the search feature to look for your post.  In addition, by placing your 

post on the correct page, you will have a better chance of it staying visible, and it will be in a location 

where someone who is looking for information on your subject will find it. 

Logging In  
The first thing you will need to do is log in to the website itself.  This is more than just opening up 

Internet Explorer or Firefox to the correct address (http://www.bethesdaunited.org, in case you forgot).  

To add your own posts, you need to have access behind the scenes.  Do this by moving down the right 

side colǳƳƴ ǘƻ ǿƘŜǊŜ ȅƻǳ ǎŜŜ ŀ ōƻȄ ƭŀōŜƭŜŘ ά.Ŝ ŀ /ƻƴǘǊƛōǳǘƻǊΦέ  Lǘ ǎƘƻǳƭŘ ƭƻƻƪ ƭƛƪŜ ǘƘƛǎΥ 

http://www.bethesdaunited.org/
http://www.bethesdaunited.org/


 

/ƭƛŎƪ ȅƻǳǊ ƳƻǳǎŜ ƻƴ ǘƘŜ ά/ƭƛŎƪ ƘŜǊŜέ ƭƛƴŜΣ ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜ ǘŀƪŜƴ ǘƻ ŀ ǇŀƎŜ ǘƘŀǘ ƭƻƻƪǎ ƭƛƪŜ ǘƘƛǎΥ 



 

Our website is made with a program called WordPress.  There is no need for you to know this.  Just be 

assured that iǘ ƳŀƪŜǎ ȅƻǳǊ Ƨƻō ƻŦ ŀŘŘƛƴƎ ǘƻ ǘƘŜ ǿŜōǎƛǘŜ όŀƴŘ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊǎΩ Ƨƻōǎ ƻŦ ƳŀƛƴǘŀƛƴƛƴƎ 

order on the website) much easier.  On this screen, enter the username and password that was sent to 

your e-mail by one of ǘƘŜ ǿŜōǎƛǘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊǎΦ  LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀ ǇŀǎǎǿƻǊŘΣ ƻǊ ŘƻƴΩǘ ǊŜƳŜƳōŜǊ 

what it is, give one of us a call or send an e-mail asking for a reminder.  Capitalization counts, so make 

sure you have typed the name and password exactly as they were given to ȅƻǳΦ  /ƭƛŎƪ ƛƴ ǘƘŜ άwŜƳŜƳōŜǊ 

aŜέ ōƻȄ ǎƻ ǘƘŀǘ ǘƘŜ ƴŜȄǘ ǘƛƳŜ ȅƻǳ Ǝƻ ǘƻ .ŜǘƘŜǎŘŀΩǎ ǿŜōǎƛǘŜ ȅƻǳ ǿƻƴΩǘ ƘŀǾŜ ǘƻ ǊŜŜƴǘŜǊ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴΦ  

bƻǿ ŎƭƛŎƪ ǘƘŜ ά[ƻƎ Lƴέ ōǳǘǘƻƴ, and be prepared to see what goes on behind the scenes. 

The Dashboard  
The first thing you wilƭ ǎŜŜ ŀŦǘŜǊ ȅƻǳ ƭƻƎ ƛƴ ƛǎ ǿƘŀǘ ƛǎ ƪƴƻǿƴ ŀǎ ǘƘŜ ŘŀǎƘōƻŀǊŘΦ  IŜǊŜΩǎ ǿƘŀǘ ƛǘ ƭƻƻƪǎ ƭƛƪŜΥ 



 

Yours may look a little different than mine, but it should be pretty close.  From the dashboard, you have 

two options for making a new post.  You can either click on Add New on the left side of the screen, or 

ȅƻǳ Ŏŀƴ ǎǘŀǊǘ ǘȅǇƛƴƎ ȅƻǳǊ Ǉƻǎǘ ŘƛǊŜŎǘƭȅ ƛƴ ǘƘŜ vǳƛŎƪtǊŜǎǎ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘΦ  Lǘ ŘƻŜǎƴΩǘ ǊŜŀƭƭȅ 

ƳŀǘǘŜǊ ǿƘƛŎƘ ƻƴŜ ȅƻǳ ŎƘƻƻǎŜΦ  /ƭƛŎƪƛƴƎ ƻƴ !ŘŘ bŜǿ ƎƛǾŜǎ ȅƻǳ ŀ ŦŜǿ ƳƻǊŜ ƻǇǘƛƻƴǎΣ ǎƻ ǿŜΩƭƭ ŦƻŎǳǎ ƻƴ 

that. 

Start Typing  
Now that you have logged in and have gone to the Add New Post portion of the behind the scenes 

ǿŜōǎƛǘŜΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ǿǊƛǘŜ ȅƻǳǊ ŀƴƴƻǳƴŎŜƳŜƴǘΦ  ¢ƘŜǊŜ ŀǊŜ ǘǿƻ ōƛƎΣ ŜƳǇǘȅ ōƻȄŜǎ ƴŜŀǊ ǘƘŜ ǘƻǇ ŎŜƴǘŜǊ ƻŦ 

the screen.  The first is for the title of your poǎǘΦ  ¢Ƙƛǎ ǿƛƭƭ ōŜ ǇǊƛƴǘŜŘ ƻƴ ǘƘŜ ǿŜō ǇŀƎŜ ƛƴ ōƛƎ ƭŜǘǘŜǊǎΦ  LǘΩǎ 

ǎƻǊǘ ƻŦ ƭƛƪŜ ǘƘŜ ƘŜŀŘƭƛƴŜ ŦƻǊ ȅƻǳǊ ƴŜǿǎǇŀǇŜǊ ŀǊǘƛŎƭŜΦ  tǳǘ ǎƻƳŜǘƘƛƴƎ ƘŜǊŜ ǘƘŀǘ ǿƛƭƭ ƎǊŀō ǇŜƻǇƭŜΩǎ 

attention and let them know what the rest of your post is about.  Below the title is a bigger box where 

ȅƻǳ ǘȅǇŜ ǘƘŜ ōƻŘȅ ƻŦ ȅƻǳǊ ǇƻǎǘΦ  wŜƳŜƳōŜǊ ǘƘŜ ά²Ωǎέ ƻŦ ŀ Ǝƻod article: What is happening?  When is it 

taking place?  Where should people meet?  Who should they contact with questions or R.S.V.P.s?   



 

Notice that there is a row of buttons above the box for the body that will let you change the look of your 

post.  You can add bold or underlined words for emphasis, you can make a bulleted or numbered list, or 

you can change the alignment from left to center or right.  The last ōǳǘǘƻƴ ƻƴ ǘƘŜ ǊƛƎƘǘ ƛǎ ŎŀƭƭŜŘ ά{Ƙƻǿ 

YƛǘŎƘŜƴ {ƛƴƪΦέ  LŦ ȅƻǳ ŎƭƛŎƪ ǘƘƛǎΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ȅŜǘ ŀƴƻǘƘŜǊ Ǌƻǿ ƻŦ ōǳǘǘƻƴǎ ǘƻ Ǉƭŀȅ ǿƛǘƘ ǿƘƛƭŜ ǿƻǊƪƛƴƎ ƻƴ 

your post.  If you are writing a long post, you can grab the bottom right corner of the box and stretch it 

down the page. 

Choose a Category 
Once you have finished typing your post, you need to choose a category for it before you publish it to 

the website.   Selecting a category for your post will do two things.  First, it will place the post on the 

correct page.  Second, it will send a notification e-Ƴŀƛƭ ǘƻ ŀƭƭ ǳǎŜǊǎ ǿƘƻ ƘŀǾŜ ŎƘƻǎŜƴ ǘƻ ΨǎǳōǎŎǊƛōŜΩ ǘƻ 

that category.  If you forget to select a category, ȅƻǳ Ǉƻǎǘ ǿƛƭƭ ōŜ ŀǎǎƛƎƴŜŘ ǘƘŜ ΨƴŜǿǎΩ ŎŀǘŜƎƻǊȅ ōȅ 

default.  It will only appear on the front page of the website, but it will be e-mailed to all church 

members.  You can go back and add or change the category after you have published your post if you 

want to, but new notification e-Ƴŀƛƭǎ ǿƻƴΩǘ ōŜ ǎŜƴǘ ƻǳǘ.  To choose the category, look on the lower left 

side of the screen fƻǊ ǘƘŜ /ŀǘŜƎƻǊƛŜǎ ōƻȄΦ  LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ŀ ŎŀǘŜƎƻǊȅ ǘƘŀǘ ƳŀƪŜǎ ǎŜƴǎŜ ŦƻǊ ȅƻǳǊ ǇƻǎǘΣ ƭŜǘ 

ǳǎ ƪƴƻǿ ŀƴŘ ǿŜΩƭƭ ƘŜƭǇ ȅƻǳ ŦƛƎǳǊŜ ƻǳǘ ǿƘƛŎƘ ƻƴŜ ǘƻ ǳǎŜΦ  hƴŜ ǘƘƛƴƎ ǘƻ ƪŜŜǇ ƛƴ ƳƛƴŘ ƛǎ ǘƘŀǘ ǘƘŜ ŎŀǘŜƎƻǊƛŜǎ 

ŀǊŜ ƻǊƎŀƴƛȊŜŘ ŀƭǇƘŀōŜǘƛŎŀƭƭȅΣ ǎƻ ǘƘŜȅ ŘƻƴΩǘ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ǎŀƳŜ order as on the website itself.  As time 

goes by and the website evolves, we may need to add or remove categories.  Let us know if you think we 

need to touch up the list of categories somehow. 

Title 

Body 


