SCCF Website – Create and Update the ministry listing
Open Microsoft Word, and then open the document containing the ministry listing.  Please note that this document was created using Microsoft Word, version 2003.
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Open Microsoft Word.

Click on “File” then “Open” and open the ministry listing document.  (The pictures are for example only.
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After the document is open, the width of the page must be modified, so that it will display nicely within the website.  In Microsoft Word, click “File”, then choose “Page Setup”
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Now choose the “PAPER” tab at the top.  For the page width, choose 7.  Then click “OK” to apply the changes.
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Make any changes or revisions to the document.  It is important to put page breaks when information about a church continues from one page to another.  What you wish to accomplish is no Ministry Listing that breaks from the end of one page, to the beginning of another.  If this happens, insert a “Page Break” as shown by the example below.  You will see in the first picture, the information is one page one, and continuing on page two.  After we insert a proper page break, we move the entire content for that ministry to page two, thus keeping it from getting broken apart by pages.  Example below:
Information broken apart by pages:
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Ministry Descriptions

who live among us. We have been here since July of 1988 where Rev. Allen Dawkins has been
Senior Pastor since September 1989. Believers’ Fellowship serves as an outstanding model and
leading example for all ministries that have a deep compassion and concern for the lost. We are
committed to investing our lives into the lives of others.




To fix this, click and put the cursor before the B in the ministry name:
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Next, from your Microsoft Word Menu, click “Insert”, then choose “Break”, select “Page Break” and click “OK”
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Now the information will all be moved to the next page, and the information will not be split between pages.  This process must be done for every listing that is split between pages.
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After completing all of the updates, formatting and revisions, it is now time to save the document and convert it to a .pdf for the website.

On the Microsoft Word toolbar, there will be a few icons for Adobe Acrobat.  Click the left most icon to begin the conversion process.
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Adobe will now begin the process of converting the Word document to a .pdf.   If prompted to save the document, click “YES”.

[image: image10.png]Acrobat PDFMaker needs to save the fle before contining.
D0 you want PDFaker to save the fle and continue?

[





The save dialog will now appear.   Choose a folder that you will remember to save the file and name the file “listing.pdf”    (without the quotes) (it would be good to save to your My Documents folder).  Then click “Save”.
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Adobe will now convert the file; you will see several steps automatically process during this step.  When it is completed, Adobe Reader will open, with your final product.  What is displayed in the opened adobe document, is what will be displayed on the website.  It would be good to review it, and if needed, fix the word document and convert it again.
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Sending the listing.pdf file to the website

Open Internet Explorer.
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In the web address area, type “ftp.sccfonline.org” (without the quotes or underline) and press the enter key on your keyboard, or click the green arrow to the right.
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After a moment, a logon screen will appear.   For the Username, enter “sccf”  (without the quotes, all in lower case).   For the password, enter “sccf123” (without the quotes and lower case).  Then click “Log On”.
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The sccfonline website will now be displayed and all of the files associated with the site.  This is called “FTP” mode.  If this page does not display, please contact the web hosting company for assistance.
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Now within Internet Explorer, on the toolbar click “View” and choose “Open FTP Site in Windows Explorer”.   Windows Explorer will now open.  This is a live and workable connection, listing all of the files/documents on the website.  Anything that is copied, moved, pasted or deleted to his window, will go live.  This IS the SCCF website.
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To make sure nothing is done to the live site, it is best to minimize this window at this time.
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The live site window will now be minimized to the task bar.  Now it is time to copy/paste the newly created listing.pdf file to the website.  Open a NEW instance of Windows Explorer.  The easiest way is to right click your “Start” icon that is located at the bottom left of your screen, and then left click on  “Explore”.

A new window will open, this is a 2nd instance of Windows Explorer.  Now locate the file that was saved from the Adobe conversion, listing.pdf.   After it is located, right click on the file and choose “Copy”.
Remember, what is shown in these pictures are examples!  You will not see the same files or folders.  You will see what is on YOUR computer.

[image: image20.png]=10l x]

Fle Edt Vew Favortes Tods Heb | &
Ot - O - (F| P [l |3 3 X 9
aderess [13 y Documents ELE]
==
=] [ ToaveCeremuge_tmeshet_09152008003.p5f
“ZIDC DL and 55009.pdf

5% Movies1 )
{2 07182009badkp
D Al websites
0 Aldisks
5 Backups
2 BrotherEmbracery
22 bugsburny 80
2 mo3s
2 Nikon
2 RECYQLER.
{2 System Volume Information
<o Vovies I )
& DVDRAM Drive
2 DVDRAM Drive (1
‘32, Memorycard on Epson664548 (1)
< GHOST @)
2 controlanel
{2 Shared Documents:
{2 Smokey's Documents.
My Netork Places.

Joorothy and Toto v on  gray Kansas praiie.doc:
jbsc_2251.0F

JFebuary 2.doc

Fina Stimuls Lette. o

Bfoodstamps.doc

GE]GTC Standard Schedued hours of operation.docx
Zimg001.pdf

Timg002.pdf

[Elimg003.5

this chapter Dorothy and her fiiends were faced with men

58 (5 Tunellp Shredder

Zirmav3: B add to archive.
7V @add o sting.rar”

e Wonsress ndensi... Ny

P
teach better life su & unocker

0se
through individus Esoseomecss pproy
build their self-est gy, , 1. indey
At ANew Beginn . helpi
eyesight and throt oy le.
Creteshrtat
Deete

oM da@E »-Z-A-=





The file “listing.pdf” is now ready to paste (copy to) the life SCCF website.   Restore the minimized instance of Windows Explorer which contains the website.  It should be on your taskbar at the bottom of the screen.  Just left click one time to restore the window to the desktop.
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With the window open, simply right click in any open area (this will usually be an open white space area to the right of the folder and file listing) and choose “Paste”.  The file will now be copied to the live website.   If asked to overwrite, choose “Yes”.
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The file should now be on the website and the transfer completed.
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It is now ok to close any programs used during this process.  The process is complete.
Important:  If unable to connect to the FTP site, please contact:

David Moore

UpstateWeb LLC

864-237-2963
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