
 

Parish Editors’ Tutorial 3 – Ephemeral Content 

If you have responsibility for all the content for your parish you will have already have completed 

Tutorials 1 and 2 and will understand how to plan, write and submit your fixed pages.  However, if 

you have responsibility for the Ephemeral Content only you may have skipped Tutorial 2.  For your 

benefit, some of the relevant content from Tutorial 2 is repeated here so that this Tutorial 

contains all the information you need. 

Site Layout 

Before we start to get technical, here is a reminder of what is said in the Help file for new users: 

 
Please read this through and, having done so, take some time to take another look at the site to 
make certain that you have understood the difference between the Fixed Pages accessed from the 
left-hand side of the site and Ephemeral Content accessed from the right.  This Tutorial deals with 
writing and submitting the latter. 
 
Footnote:  I have struggled trying to find a generic term to include all the information accessed 
from the right-hand sidebar.  Ephemeral Content sounds a bit high-brow and old fashioned, but it 
is the best I have been able to come up with! 

Information for new visitors to this site 

To find your way around this site, think of your screen as the High Street of a town in which 
there are two primary sources of information: the Reference Library on the left-hand side of the 
street and the Newsagent on the right. 

The Reference Library - eyes left! 

The Reference Library contains information that remains the same for several months or even 
years. On this site it takes the form of fixed pages - one or more for each Parish within the 
Deanery. These pages can be accessed from the links on the left-hand side of the page and 
contain information such as 

¶ Names and contact details of Ministers and other Leaders.  

¶ Information on Societies and Groups within the Parish.  

¶ A History of the Parish  

The Newsagent - eyes right! 

The Newsagent contains information that is hot off the press such as:  

¶ What's on this week and next  

¶ News of recent events  

¶ Letters from Ministers  

¶ Recent Sermons  

Ephemeral content of this type can be found by using the links on the right-hand side of the 
page below the heading ñInformation by Categoryò. In addition, to save you rushing from one 
side of the street to the other, there are buttons on the Home Page of each Parish that take 
you direct to the correct page within the correct newspaper at the Newsagents which can save 
quite a lot of searching. 



Views and Content Types 
 

This block in the right-hand sidebar is the primary access point for 

Ephemeral Content.  As a Parish Editor, all the Ephemeral Content 

that you submit will come into one of the first five categories listed 

here namely: 

¶ Church Services 

¶ Forthcoming Events 

¶ News 

¶ Ministry Letters 

¶ Sermons 

 

When a visitor to the site clicks on one of these links they are taken to a page such as this:   

 

Technically, although we would use the word in every-day language, this is not a page ς it is a 

View.   Unlike the Fixed Pages, its content is dynamic, not fixed.  In its default state it shows all 

News items from all Parishes with the most recently submitted at the top.  As soon as a new News 

item is submitted by any Parish Editor it will take its place at the top of the View and the older 

ones will be pushed down. 

The drop-down boxes at the top of the View allow visitors to select a sub-set of the News items by 

selecting a Parish and/or News Category.  This puts the visitor in control of the content displayed. 



Creating Ephemeral Content 
 

 

To create Ephemeral Content, 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.  Here you will find a link corresponding to 
each of the types of Ephemeral Content listed above.  
Click on the one that you want and the appropriate 
form will appear for you to complete. 
 
In this Tutorial we shall look the completion of three of 
these forms in detail.  Once you have mastered the 
principles involved you will find the others follow a 
similar pattern 

 

 

Creating a News item 

When you click on the News link shown above the 
form shown here will appear. 

Begin by typing in a descriptive Title for your news 
including the name of your Parish e.g. Bulwick Fete a 
great success! 

Select the most appropriate News Category from the 

drop-down list. 

Click in the box(es) to select the parish(es) for which 
the News item is relevant.  For Deanery items click in 
the top box only. 

 

 

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 below before clicking to ensure you understand their significance. 



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 

creating your content, scroll down to the bottom where you will find these two 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 content after you have 

previewed it, all your work will be lost. 

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

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

 
Editing a News item 

When you click on Submit your News item will be shown just as it 

will appear on the site.  Check it carefully and, if there is anything 

that you are not happy with, click on the Edit tab and you will be 

returned to the editing screen. 

When you have made your changes scroll down to the bottom.  This time you will find three 

buttons, not two: 

 

 

The extra button is very, very dangerous!  It deletes the entire item 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    ς    STOP AND THINK! 

 
Creating an Event 

Creating an Event is very similar to creating a 
News item with the important addition of adding 
the start and end date and time.  This information 
ensures that the Event is included in the various 
Views and Calendars in the correct place. 

If your Event repeats on a regular basis, click on 
Repeat and fill in the necessary details 

 

Do not forget to select the most appropriate Event Category from the drop-down list.  

Failure to do so will result in it being categorised as General by default. 



Creating a list of Services 

Creating a List of Services follows the same general procedures as we have learnt above but, in 

addition, involves copying and pasting a table from a special page on the site.  After you have 

opened the Submit Services form, typed in a Descriptive Title, selected the Type of List and ticked 

the box(es) for your parish(es), open a second instance of your browser and go to: 

http://www.oundledeanery.org.uk/tables 

This will open a page containing two tables.  The first is used for the General Pattern of Services in 

your parish; the second for a Detailed List for a specific month.  

 
Highlight the table you wish to use by clicking your left 
mouse button just above it, holding it down and 
dragging over the table to just below it and then 
releasing the button. Hold down Ctrl and press C to 
copy the table to your clipboard. 

Return to the Submit Services form in the first instance 
of your browser, click in the editing pane, hold down 
Ctrl and press V to paste in the table. 

Type the details into the appropriate cells. 

Scroll down to the bottom of the form and click on 
either Preview or Submit taking heed of the Health 
Warning given above. 

 

 

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

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. 
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