Instructions for Updating Committee Pages

1. Using your username and password, log into http://www.changemywebsite.com

2. From the menu at the top, select Content - Page Editor to go to the page editor
module. Pages with Section ID’s in the 800 range are the committee pages.

3. To edit the text on a page, find the appropriate page and click the notepad icon

next to it.

E Enn e I IR E S & INSEres] Metwoeks (Frivalel——————- L g e L . r"'
E il r-kw-:ru.".urur'lml.-q.' + i + + + r |
E #03 |Budgef and Finance Commities + + + + + I
E 203 ll'-.n-'l-m-. and Resalutions Cammitlise + | + + + + r I
E_ 504 |Prodistt Development Commities + |+ [+ + | + r
[ | 505 [mombershin Commitme + |+ |+ |+ |+ |
[T | 6 [Maminations and Elections Comeitias + |+ |+ |+ [+ ]
=y 3 O e g —

B | v T S il

4. After making the desired changes, click the “Save” button near the top, or
“Cancel” if you wish to exit the module without making changes.

5. Additional help on using the features of the page editor module can be found here:
http://help.changemywebsite.com/Site_ Administration.htm#Page_Editor.htm

6. To attach documents (ex — annual reports)
a. You can attach up to 4 documents to your committee page. Click the +
sign in either the 2", 3™ 4™ or 5™ column next to the appropriate page
(the first column is to attach an image).

b. You will see a window that looks like the following:
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c. Click the “Browse” button and find the document you wish to attach on
your computer.

d. Click “Upload Doc”, and then close the window once it has completed.



