Guide to Updating the Website
· To Add a Rental Time to the Calendar:
· Must have “editor” rights to update the calendar.
· When at the Rental Calendar, click “Add Events” at the upper left side of the calendar.
· Go to the first day of the rental period and click in the date box for that day  an entry box will pop up.
· In the entry box, uncheck “All Day” so you can put in the right start time (2PM) and end time (11AM).
· Make sure the start and end dates are correct.
· In the Title box, type in the name of the renter, along with (RES) at the end to show that it is reserved.
· In the Category box, click the dropdown arrow at the right of the box and choose “Rental”.
· Click “Add” at the bottom right, and you’re done.

· To Add a New Post to the Homepage:
· Must have “editor” rights to update the calendar.
· Go to the top post (most recent) on the homepage and click on “EDIT” (it’s under the title)  this take you to the backend of the website.  You can either modify the post you opened up or add a new post as follows.
· Click “Add New”, which is up top next to “Edit Post”.
· Type in a title for the new post in the white box that says “Enter Title Here”.
· Click down inside the big white box to write your message for this post.  It’s like a mini-word processor, allowing you to bold, underline, justify left or right, …
· There’s a tab on the upper right of the edit box, and typically you’ll want this on “visual”.
· When you hit “enter”, it adds a double space.  If you want a single space when you hit “enter”, just hold the “shift” key down when hitting “enter”.
· If you want to add a picture, click in the edit box where you like to add the picture, then click “Add Media” right above the edit box.
· You’ll see files that have already been uploaded.  To add a new picture, click on the “Upload File” tab and then click “Select Files”.
· This takes you to the menu on your computer, where you’ll need to find the file for the picture you want to upload.  Highlight the file and click “open”  the file will be added to the other uploaded pictures and should have a checkmark on it.  
· Make sure it has the checkmark and click “Insert into Post” on the bottom right of the page  the picture will be added into the edit box.
· When you’ve got your picture and text in place, click on “Publish” on the far right, and you’re done. 
· The new post will appear at the top of the homepage.

· To Add a New Post to just the “Classifieds” and no the Homepage:
· Must have “editor” rights to update the calendar.
· Go to the top post (most recent) on the homepage or on the “classified” page and click on “EDIT” (it’s under the title)  this take you to the backend of the website.  You can either modify the post you opened up or add a new post as follows.
· Click “Add New”, which is up top next to “Edit Post”.
· Type in a title for the new post in the white box that says “Enter Title Here”.
· On the right side of the menu, under “categories”, check the “classifieds” box.  This will direct this post to only go to the “classifieds” page.
· Click down inside the big white box to write your message for this post.  It’s like a mini-word processor, allowing you to bold, underline, justify left or right, …
· There’s a tab on the upper right of the edit box, and typically you’ll want this on “visual”.
· When you hit “enter”, it adds a double space.  If you want a single space when you hit “enter”, just hold the “shift” key down when hitting “enter”.
· If you want to add a picture, click in the edit box where you like to add the picture, then click “Add Media” right above the edit box.
· You’ll see files that have already been uploaded.  To add a new picture, click on the “Upload File” tab and then click “Select Files”.
· This takes you to the menu on your computer, where you’ll need to find the file for the picture you want to upload.  Highlight the file and click “open”  the file will be added to the other uploaded pictures and should have a checkmark on it.  
· Make sure it has the checkmark and click “Insert into Post” on the bottom right of the page  the picture will be added into the edit box.
· When you’ve got your picture and text in place, click on “Publish” on the far right, and you’re done. 
· [bookmark: _GoBack]The new post will appear at the top of the “classifieds” page.
