Weebly (OLQOP Website) How To

The good news is that Weebly makes website maintenance easy. If you can create and edit a Microsoft Word document then you can maintain the website. The primary concept is drag and drop. To logon go to: http://www.weebly.com/

Once you have logged on, you will see this screen:
[image: ]
Weebly has a great support page that will answer all your questions on maintaining and updating the website. Click on the Support button above and you will see links to tutorials on every part and element of Weebly sites. This screen shot below shows just a few of the tutorials. So if you have a question on how to do something, start here.
[image: ]
The Stats button gives information about the number of page views and the number of unique individuals who have visited the site. By hoovering over a dot you see the number for the given day. No other details are available. 
[image: ]

[image: ]The More button lets you do such things as delete the site, copy it to a separate site, look at blog comments (we don't have a blog page), and look at form entries. If you wish to see how a new design might look, copy the site and practice on it first. It's easy to implement a new design but it does require a bit of time and effort.



The OLQOP website has a contact form and clicking on the form entries button allows you to see all contact form submissions. (It is not reproduced here due to privacy concerns.)

Because Weebly does provide a great support system, there are no details on how to update the site in this document. Instead this document will simply show you how to get started and will outline the weekly and monthly maintenance duties.




























To begin, click on the blue Edit button. The next thing you see is:

[image: ]
From now on this tutorial will refer to this picture. Please become familiar with the various parts:
1. The top bar – buttons for Build, Design, Pages, Store, Settings, Publish, drop down.
a. Publish: Click on this button after you have made changes. (Changes will not show up on the website until you do.)
b. Drop Down: Click on the Drop Down and then Exit Editor when you are done with all changes.
c. Build. When you arrive on this page initially you are automatically on the Build button.
d. Design. If you wish to change the layout, fonts, you select Design.
e. Pages. If you wish to add a page, delete a page, or hide a page, click on the Pages button (more later).
2. The elements bar on the left. This is the menu you drag from. (Notice the slider bar to find other elements.)

The important points here are publishing and exiting (1a and 1b). When you exit, you also must logout.
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For all other questions about actions and information see the Weebly Support page.
Weekly Updates
The primary actions on a weekly basis are:
1. Update the home or welcome page with upcoming events.
2. Update the Weekly Bulletin page with the new bulletin.
3. Update the Pray for Us page.

The Parish Coordinator or Administrative Assistant will send the bulletin and the prayer list on Thursday or Friday of the week.

Use the information in the bulletin to update the Events List on the Welcome page and check the names in the prayer list against the Pray for Us page.

Open the bulletin in Microsoft Word and save it as a PDF. Navigate to the Weekly Bulletin page. Delete the old bulletin under the Archive header. Drag the Microsoft Word version of the previous week's bulletin down under the Archive header. Upload the new Microsoft Word and PDF versions of the bulletin above the Archive header.

To the right of these files you will see .jpg versions of the left and right side of the bulletin. These take a little effort to create and require you to have a way of making the .jpg. Once you have created them, simply click on the old image, select replace image, and upload the new version. Make sure the blue button in the top right corner is "ON:"
[image: ]

FYI, I use Adobe Photoshop Elements to create the left and right side bulletin .jpg images. There are probably other ways to do it. 
a. One way is to scan each side separately and save them as .jpg. For those who don't have software, the scan process is probably the easiest.
b. The other way is to use the Snipping tool that comes with the Microsoft operating system. Use the tool to capture each side after you have made the changes to the left side noted below. 







FYI, before you create a new version of the left side, be sure to first edit the collection box and the Mass Schedule line. Here is an updated version as an example:
[image: ]
If any names or phone numbers change here, you may need to update the following pages:
- Parish Information and Staff
- Adult Faith Formation and subordinate pages
- Children's Religious Education and subordinate pages
- Parish Council
- Liturgical Ministers

MONTHLY UPDATES/CHECKS
There are three tasks for the monthly maintenance. They are bit time consuming but necessary for the integrity of the site.
1. Click on every link and make sure the link is "not dead." For pages within OLQOP it is unlikely (but possible) to find a dead link. You will find such a thing if you have deleted the page but not gone back to find any links to it. It is more likely to find dead links to external websites. When you do, simply delete the link and the text of the link OR find the correct new URL (web address) and update the OLQOP web link. All links on the website are in blue and are underlined.
2. Make sure the site map has a listing (and link) for each and every page on the OLQOP website.
[bookmark: _GoBack]3. Log into the OLQOP gmail account and check the Google calendar to make sure it is correct with regard to events and the liturgical schedule.
4. Check the left side of the current bulletin against the various places names and phone numbers occur (see above) to ensure consistency.
5. Review the policy page to make sure no new policies have superseded that found on the OLQOP website. If there are new policies, update the page.
6. Periodically, clean out images from past events.
7. Occasionally, change the Scripture on the Welcome page. Pick a psalm refrain or antiphon:
[image: ]
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Ovur Lady Queen of Peace Catholic Community
Wright-Patterson AFB, Ohio

We hope you find your military Catholic Community spiritvally
fulfilling and encourage you fo worship with us. We gladly
welcome your talents and skills as choir members,
altar servers, lectors, €ucharistic Ministers, ushers,
fellowship, ovtreach, and/or catechists.

Our vision is to enable each parishioner to live a vibrant life in
Jesus Christ in service fo others.

We Remember, We Celebrate, We Believe

STRUCTURE

The seed is the word of God, Christ is the sower. All who come to him will live forever.

= = Quick Links Events List Liturgical Schedule
& 15 June: St. Vincent Hotel Dinner ministry; Mass Times
cooking starts at 0930 at Kittyhawk  Daily: Monday - Friday, 1200, Kittyhawk Chapel
Chapel; drop off desserts by 1600; Tues, Wed, Thurs, 1100, Hospital Chapel
carpool departs Kittyhawk Chapel Tues, Thurs, 1130, AFIT
at 1715

Saturday: 1700, The Prairies Chapel
16 June: Catholic Young Adults Group,  Sunday: 0900 & 1230, Kittyhawk Chapel
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U OUR LADY QUEEN OF PEACE CATHOLIC COMMUNITY
5030 Patterson Parkway, Bldg. 219, Wright-Patterson AFB, Ohio 45433
‘Chapel 937-267-7427, Command Center 257-6314, DSN 787-6314

Mass Schedule

1700 Saturday Prairies Chapel (Rosary 1640 Blessed Sacr. Room)

0900 Sunday Kittyhawk Chapel (Rosary 0840) 1200 Monday through Friday, Kityhawk Chapel
1230 Sunday Kittyhawk Chapel (Rosary1210) 1100 Tues, Wed, Thurs, Hospital Chapel

1130 Tus & Thurs AFIT

Sacrament of Recor n Eucharistic Adoration
1600 Saturday. Prairies Chapel 1230-1330 Friday, Kittyhawk Chapel
0800 Sunday, Kityhavik Chapel or by appointment or request
Pastor: Father Donald Moss _(cell: 512-608-4167)  257-0904 Welcome!
Auilary Prist: Father Denis Dirscher, S.J 7540756 | e hope youfind your
Pastoral Associate: Deacon Bob Pern 2572701
Parish Coordinator/Parich Ofice: Rosa Tobin 2577738 ""g:,‘,’f;:',?\:%ﬁ‘,,’;‘;",;"'y
Coordinator of Religious Education: Dona Carlson 2576018 | ancourage youto worship
Parish Admin Assistant. Cheri Champagne 2577738 | it go. We gadlywelcome
Parish Counci Presdent: Patrick Storms 2108463164 | "\ Salomaandiokils a¢
Parish Counci Vice President: Brian Ewert 4310049 | oo members. atar sorvers,
Parish Counci Secretary: Gina Franz 4278988
Worship Commission: Bill O'Hara 250206 | Gt e
Community Life: et
Budget Chairperson: Randy Nocera 4310163
‘Sunday Music Director: Mike Uecker 3187393 | Ourvision i to enable each
Saturday Music Director: Jim DeStout 262999 | Larichioner to Ive avibrant
Sunday 1230 Mass Chorr Angela Nordmeyer 8641127 | 172 Jesus Christ m senice
Lectors: Diane Gothard 429649 | "t others. W stive o be.
Atar Servers: Percy Gros B78.5455 | auanicaly Catholic tough
EMHC's™ Anna Gros a785455 | N Crechess,
Ushers: Debra and Keith Sulivan 2352062
Respect Life Commission: Dawn and Ken Farkas 8786801 e"a"geh:gﬁ,"': ovsach
Adut Faith Formation Commission: Deacon Bob Pery 2572701
Parish Website: Mary Callaway 21574 We Remember,
Comfort Commission’ Kate Corcoran 427199 We Celebrate.
Sunshine Commission: Maureen Edwards 2372217 We Boiore
Rosary Guild: Donna Hayes 2535438

*“EMHC Extraordinary Minister of Holy Communion
+++ For anointing/prayers before surgery. please ask Fr. Moss or Fr. Denis after daily 1200 Mass

Refigious Edusation Swndars Ti00  Bldg T22Kiyhew  DonaCarbon Ea
Bible Study Mon.1%00 & Wed 1000 Kityhswe Chapel  Fr. Mcss/Deacon Bob 257-0904
Prayer & PraiseGroup  Tussdys 100 RelEdBlg22s  HwbEdwerss Ty
Rosary Guid TaFTe 100  RelEdBHg 22 Donns Hayes e
Chidren's Church Sundsys 0300 Kityhawk Chapel _ Dona Caron 25708
High School Youth Group __ Sundsys 1800 RE Bulding Praies _Frank Tigon 257738

g T Tasebook ompae]

ur-Laoy Gueen-of Peace:
THANK YOU FOR YOUR GENEROSITY! R ey Cueenot peace:

Website_ntpuiolaop weebly com
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The seed is the word of God, Christ is the sower. All who come to him will live forever.
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BEGINNER'S GUIDE TO WEEBLY'

Beginner’s Guide: Frst Steps
Beginners Guide: Using Elements

First Elements: Adding Pictures to & Ste
Creste More Pages for Your Ste

How to Switch Themes

Edit the Header

all 9 et

CCOMMON QUESTIONS

1 Forgot My Password, How Can | Reset 12
Columns: Updsted & Better Than Ever

How Can | Copy or Move a Set of Columns?

How Many Sites Can | Have? And How Do | Delete One?

Im Not Receiving My Contact Form Submissions! Why Not?

Acdidss Faicn o Vour Si

TEXT AND IMAGES

Add and Ecit Text
Change Fonts

Upload sn Image
Creste Text Links

Crests Image Links

Create Bution Links

Submit & request olgopsdmin v

Have a question? 1-844-493-3259




