
 

Parish Editors’ Tutorial 2 – Fixed Pages 

Congratulations on successfully setting up an account on the Oundle Deanery Website.  I have 

now: 

 Given you Parish Editor privileges so that you can create and edit content on the website 

 Transferred the initial Parish Home Page(s) to your name 

This Tutorial will take you through the second stage of your training:  planning, writing and 

submitting your fixed pages.  If you do not understand anything, please contact the Webmaster 

whose contact details are given at the end. 

 

Planning your fixed pages 
At the end of Tutorial 1 you were asked to begin the process of planning the fixed page(s) for your 

parish(es) and assembling the information prior to uploading it onto the site.  It is essential that 

you now complete your planning before you start to upload information.  Ask yourself: 

 Are your pages to be for one parish only or for the whole benefice? 

 How many pages do you need? 

 What text do you want to include? 

 What photographs do you want to include?  Photographs should be saved as jpg or jpeg 

files and should generally be not more than 300x200 or 200x300 pixels in size.  

Exceptionally, larger pictures can be uploaded subject to a maximum of 580x580 pixels. 

Editing an existing page 
Your starting point is likely to be editing the Home Page for your parish.  Navigate to the page and 

you will see something similar to this: 

 

If you do not see the View and Edit tabs as shown here 

you have either not yet been give Parish Editor 

permissions or the page has not been transferred into 

your name.  Please contact me at the address given 

below and I will correct the problem. 

 

 

 



 

If you can see the Edit tab, click on 

it and the screen will change to 

look like this. 

The ‘editing pane’ is the area 

immediately below the word Body.  

To enlarge the pane, left-click over 

the bottom right-hand corner in the 

position shown here by the yellow 

circle, hold the mouse button down 

and drag downwards until the pane 

is as large as you require and then 

release the button.  Unfortunately 

you cannot make it any wider! 

 

Deleting 

To delete the ‘Under Construction’ picture, click on it to highlight it and then press your delete 

key.  Try it – it really is as simple as that!  You can delete unwanted text in the same way. 

Adding text 

To add your own text you can either type it directly into the editing pane or copy and paste it from 

a Word Processor such as Word.  If you choose the latter, please prepare your text in 10 point 

Arial. 

Submitting your changes to the database 

IMPORTANT HEALTH WARNING!    Please read this paragraph very carefully and then read it again.  

Failure to understand what follows is the single most important reason for wasted time, 

catastrophe and tears before bed time! 

The changes you make on your screen exist nowhere other than on your computer until you 

submit them to the database on the Oundle Deanery server.  To do this, when you have finished 

editing your page, scroll down to the bottom where you will find these three buttons: 

 

 
Preview allows you to see what your page will look like without submitting it to the 

database.  Use it with care!  If you forget to Submit your page after you have 

previewed it, all your work will be lost. 

This is the button that does the business!  Click on Submit and your page will be 

submitted to the database, saved for posterity and made visible on the website. 

This is a very, very dangerous button.  It deletes the entire page from the database.  

If you have not kept a copy on your own computer it will be lost forever.  It is very 

                          rarely used, so if you find your mouse pointer anywhere near it – STOP AND THINK! 



Creating a new page 
So far you have only learnt how to edit an existing page.   

 

To create a new page, head for the top left-hand corner of any page 

and, just below your Username, click on Create content.   

 

 

 

 

This will bring up the page shown on the right 

which lists all the different content types that are 

in use on the site.  You will learn more about 

these in a later Tutorial but, for the moment, 

click on the link for Page. 

 

 
 

Give your new page a Title here 

 

 

Add your own text by typing it 

directly into the editing pane here 

or copy and paste it from a Word 

Processor such as Word.  If you 

choose the latter, please prepare 

your text in 10 point Arial. 

 

 

 
) 
) 
)  Ignore these settings completely 
)  and scroll down to the bottom. 
) 
) 
 
Click on Preview or Submit, but ... 
 

read the Health Warning above before clicking to ensure you understand their significance. 



Where has my new page gone? 

 

After you have submitted your new page you may have difficulty in finding it again as it will not 

be indexed from the Parishes Menu.  If you wish to work on it again, look under Information by 

Category in the right sidebar and click on Recent posts.  Click on the Title of your page which you 

will find near the top of the list and it will open up allowing you to click on the Edit tab. 

 

Once you have finished working on your new page, please send me an email giving me its Title and 

letting me know which Parish you would like it to be indexed from.  I will then index it for you and 

it will be accessible by all visitors to the site. 

Making your pages more interesting 
In this Tutorial we have learnt only how to add plain text to your pages.  In order to make them 

more interesting you will need to know how to add emphasis with bold and italic type, how to add 

pictures and how to add links to other pages or sites.  These skills are the subject of Tutorial 4. 

 

David Teall 

Webmaster 

webmaster@oundledeanery.org.uk 

March 2008 
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