How to write an article

#1 Open your web browser and type in this address. Hit enter http://parishportal.com/launchpad/
S ParishPortal

#2 This window will pop up. >
Type in your username and password

#3 Once logged on, this site will appear.
Click on Wesite Admin
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#5 Here is the “backyard” for the site. Here you can do many things depending on what you have access to. For this
demonstration we will use Add New Article.
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Now you are ready to type your article. This is equivalent to typing a WORD doc. There are other How To docs to

add pics and YouTube videos.

A) Title your article

B) Type like a normal Word Doc. If you have some-
thing in WORD you can copy and paste. Be careful
though, lots of formatting in WORD do not paste well to
the site and it will not look right. Better to copy text then
add formatting on the site.
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C) Tell the article where you want it to go on the site. Select your page or section you take care of from the drop

down menu.

there will only be one choice.
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D) Select the proper Category for your article from the drop down menu. In many cases
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Once you have the article the way you like it, select SAVE. You are done.
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