USING THE NEW WEBSITE CONSOLE
First, familiarize yourself with where the pages you need to edit are located within the
Conference website.

Go to http://www.cnumc.org and locate the Home Page for your ministry (in most cases, you
will begin by clicking on "Ministries" on the dark blue navigation bar at the top of the page).

When you find and open your page, you will notice the "breadcrumbs" (pathway to a page)
that show up as red text beneath the dark blue navigation bar and above the page heading.
These "breadcrumbs" show how the website is organized, which will be helpful to you in
finding the page you want to edit in the Console.
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For example, to find "Events approved for CEUs" page, you can see that you will need to:
1. Look under "Ministries."

2. Then under "Boards and Agencies."
3. Then under "Board of Ordained Ministry."
4. And then under "Continuing Education and Clergy Development."
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Using the New Website Console
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1. Goto: cnumc.org/console
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EDIT YOUR PAGE:

Select the page you want to edit.
Edit the page; add or delete text, add an image, etc.
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PLEASE NOTE:

We want to maintain a professional appearance on our website. For that reason, PLEASE:

1. Use Verdana as the only font
Make text 10 point size (12 for headings).

3. Use color sparingly. We recommend color for titles only, and in keeping with the

website color scheme.

4. Use "Insert Horizontal Line" to create separation on a page, NOT asterisks or another

device
5. Do NOT use:
a. All caps except for occasional emphasis
b. Bold except for occasional emphasis
c. Italics except for occasional emphasis

TO ADD A HYPERLINK:

If you want to link to another webpage:
6. Add text to the body of the page.

7. Highlight the word or phrase that you want to be a link to another webpage.



8. Go to the webpage to which you want to link, and copy its URL address.
9. Click on "Add a Hyperlink" and paste the URL in the URL Field. See page below:
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6. Click "OK."
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7. Be sure to SAVE your changes before exiting your page!

To add or link to a flyer or brochure:

1. Click on "Files Library," found in the light blue column on the left-hand side of the
Console Homepage. See first illustration.
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2. Click on "ADD A NEW FILE." s cact

EVENTS

5. Click on the "Target" tab and

3. Add title and "Browse" your computer for the document
(flyer, brochure, etc. NOTE: PDF is best); click "Save."
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Step 1: Add the File defails.
Step 2: Ater sauing, on the edit screen, you may aftach related information

Add New File
Title:
File:
Personal Folder: v
File Type: v

Author:
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4. Copy the computer generated URL. FLES UERARY
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