TRAINING GUIDE - WARD EDITORS
Site editor

Site editors keep the ward site current week to week: the Sunday bulletin,
the calendar, announcements and flyers, reminders and messages, the
Church calendar feed, moderation and the ward's settings. It is an
assignment, not a calling, and it has no access to the bishopric's
confidential workspace.

Demo sign-in (Sign in with email):

editor@steepl.test - passwordeditor

What you can do

e Prepare, publish and print each Sunday's bulletin, with the hymn picker and
speaker confirmations

e Add ward events, plan the yearly events with an owner, and connect the
Church calendar feed

e Approve organization announcements and keep expired ones tidy
¢ Build flyers from templates and send them to the bishopric for review
e Setreminder rules, send one-off messages, and moderate the study thread

e Keep the ward's settings, the New here? visitor information and the QR codes
up to date

Before you start

e Tosignin, choose Sign in with Google. Trying the demo: on Sign in to My
Ward Info choose Sign in with email, enter the test account e-mail and its
demo password (the start of the e-mail address — see Demo accounts on the
Instructions page), then Sign in.

e Aftersign-in, choose Admin in the ward menu. The sidebar under Manage lists
Dashboard - Bulletin - Events - Announcements - Flyers - Study plan - Sunday
plans - Leaders & roles - Calendar feed - Notifications - Moderation - QR code
- Settings.

e Onaphoneoratablet held upright the sidebar is tucked away — open it with
the menu button at the top left.

e Each admin page says who can see it. Drafts are never public; nothing is
visible to members until you publish.

¢ Rows keep one main button; the rest — archive, delete, return to draft,
downloads — sit in a More menu (the ... button) on the row or at the top of
the page.
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01 Start from the dashboard

1 Open Dashboard. Needs attention lists what is waiting — a missing or
untouched program, announcements awaiting approval, a feed problem,
open reports — each with a button to fix it.

2 Under This week, Next Sunday shows the bulletin's status with Edit the
bulletin or Start the bulletin, and Reminders shows who is subscribed.

3 Site health covers the Church Calendar feed and Site administrators; Next
7 days lists coming events.

North Ogden 16th Test Ward (In] North Ogden 16th Test Ward - Admin N Nate Sorensen v
Manage
ADMIN
S glon Dashboard
Bulletin
North Ogden 16th Test Ward — what needs attention this week
B Events
& Visible to ward editors and the bishopric. Stake leaders see the ward read-only from their stake pages.
%1 Announcements
& Flyers
NEEDS ATTENTION
D Study plan
B Sunday plans
® 1open report on study posts. Moderate
2 Leaders &roles
2 Calendar feed
L Notifications
[ Moderation THIS WEEK
22 QRcode
Settings A
& Setting Next Sunday Reminders
Sunday, October 25 - Published 12 reminder opt-ins across categories
R
SITE HEALTH

& View public site Church Calendar feed Site administrators

Suncing fitars - Mars than ane administeate

The dashboard for the fictional demo ward, North Ogden 16th Test Ward.

(0 Handbook note. The Handbook asks for more than one administrator so
the site survives a release (GH 38.8.21.2) — the dashboard warns when
there is only one.

02 Fill in Sunday's bulletin

1 Open Bulletin and choose the Sunday's date (or Start on a Sunday with no
program yet). Copy from last week fills empty people fields from the last
published program.

2 Under Meeting, set the Meeting type, Presiding and Conducting.

3 Under Music, open each hymn and search by number or title (for example
“30” or “come come”) — the picker lists all 423 hymns.
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4 Under Prayers, tick Confirmed once each person has said yes. Under
Speakers, choose Add speaker; each starts as Invited — tap it to change it
to Confirmed.

5  Tick the Announcements to print, check Second hour and Notes, then
Save draft.

North Ogden 16th Test Ward (] North Ogden 16th Test Ward - Admin N NateSorensen

Manage

98 Dashboard nber and title only; the site links to the official
Bulletin

Music leader (chorister) Accompanist (organist)
B Events
& Announcements Sister Janelle Price Sister Miriam Adebaya
=
Gu Flyers Prelude (optional) Postlude (optional)
@ Study plan

Sister Miriam Adebayo Sister Miriam Adebayo
B Sunday plans
2, Leaders &roles Opening hymn Sacrament hymn
(2 Calendar feed J3 98 — | Need Thee Every Hour 3 X 43 191 — Behold the Great Redeemer Die & %
O Notifications
B Moderat Intermediate hymn (optional) Closing hymn

oderation
82 QRcode J3 Search by number or title & 43 Search by number or title <
£ Settings
Or type a title that isn't in the list Or type a title that isn't in the list
Musical number (optional) Performed by
Be Still, My Soul Ward choir
PRAYERS
Tick “Confirmed” once the person has said yes — Sunday readiness counts

Draft Save draft
& View public site - w

Editing a demo ward's program.

(® Tip. Readiness counts confirmed prayers and speakers only — names
print as entered, so confirm before Sunday.

@ Tip. The members' program lists the presiding and conducting leaders
and the music at the top, each hymn's number and title, and each
speaker's topic. Prelude and postlude appear on the conducting sheet
only, and ward business shows as a bare line with no names.

03 Publish, unpublish and print

1 Choose Publish in the bar at the bottom. If someone is not confirmed yet,
Publish anyway? asks first — choose Not yet or Publish anyway.

2 Tochange a published program, edit it and choose Save and republish;
Unpublish returns it to draft.

3 Adraft started by mistake can be removed from the More menu at the top of
the page: Delete draft.

4  To print, open the public bulletin with Preview and choose Print — it prints
as a half-letter program with the QR code.
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North Ogden 16th Test Ward [in} North Ogden 16th Test Ward - Admin N Nate Sorensen v
Admir
Manage
4 All Sundays
98 Dashboard
Bulletin BULLETIN - DRAFT
Events d b
N Sunday, November 1
Announcements "
w Fillin what you have and save — a draft is never public. Publish when it's
& Flyers ready for Sunday. S Mare
[0 Study plan 8 Drafts: ward editors and music here; stake leaders preview them read-only from their stake pages. Published: everyone the ward site reaches.
B Sunday plans
© Copy from last week (7 Preview  Fillsempty people and notes fields from the last published sacrament meeting program.
2} Leaders &roles
f2 Calendar feed
MEETING

£ Notifications
Who presides and conducts, and what kind of Sunday itis
P Moderation

% QReode Meeting type Theme (optional)
Settings Fast and testimony meeting v | Will Turn Their Mourning into Joy
Usually the first Sunday of the month

Presiding Conducting

Bishop Daniel Whitaker Brother Marcus Feldman, First Counselor

Visiting authority (optional)

o Draft Savedraft [NEY
& View public site

Publishing a demo program.

04 Add events and plan the yearly ones

1 Open Events and choose Add event. Enter the Title, Starts, Category and
Who can see it; add an Owner (optional) and Repeats if it recurs, then
Add event.

2 Events from the Church calendar show their source; open one to change
only its Category, visibility or Hidden from the site.

3 Open Yearly templates for the events every ward holds. Choose Plan with
the year (for example Plan 2027), set the Date and an Owner, and Plan this
year's event.

4 The plan's Checklist shows what is due and what is overdue; tick items as
they are done and choose Mark done for the year when the event is over.
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.! Narth OgdenacthTestWard (] North Ogden 16th Test Ward - Admin N NateSorensen v
Manage
ADMIN
03 Dashboard Events
Bulletin
Ward events you add here, plus the Church Calendar feed. Church-feed events
B Events . + Add event
are edited in the Church Calendar — here you anly choose how they appear.
€ Announcements & Visible to ward editors and the bishopric. Stake lea
& Flyers
@ Study plan Upcoming Past Yearly templates
B Sunday plans
2, Leaders &roles Sun, Oct 25 Bishopric meeting =
7:00-7:30 a.m. Leadership meeting - Bishop's office - Every Sunday - Leaders only
f2 Calendar feed
£ Notifications Sun, Oct 25 Ward choir rehearsal =
11:10-11:50 a.m. Other - Chapel - Every Sunday - through Dec 13
P Moderation
%% QRcode Sun, Oct 25 Tithing declaration appointments
11:15 a.m.-1:00 p.m. Leadership meeting - Bishop's office - Members only
Settings
Sun, Oct 25 Sacrament Meeting
12:00-1:00 p.m. Church Calendar - Sacrament meeting - Chapel
Sun, Oct 25 Ward youth council 2
4:00-5:00 p.m. Leadership meeting - Bishop's office - Fourth Sunday of each month - Leaders only
Wed, Oct 28 Youth activity — Halloween party setup
7:00-8:30 p.m Youth - Cultural Hall
Fri, Oct 30 Ward Halloween party (trunk-or-treat)
6:00-8:00 p.m Ward activity - Meetinghouse parking lot and Cultural Hall
& View public site
Sun, Nov 1 Sacrament Meeting

Ward events in the demo ward.

@® Tip. Assigning an owner each year keeps the recurring event from
going stale.

05 Approve and tidy announcements

1 Open Announcements. Organization leaders' submissions appear under
Awaiting approval.

2 Read each one and choose Approve, or open More and choose Return to
draft if it needs changes.

3 Towrite one yourself, choose New announcement, fill in Title, Show from /
Until (optional) and Audience, and Publish announcement. Pin to the top
keeps it first on This week.

4  Use the Expired filter for announcements past their end date, and open
More to Archive what is no longer needed.

5 Stake-wide announcements are published by the stake and appear on This
week and the bulletin next to the ward's. The bulletin editor lists them
under Announcements too, so you can tick the ones to print.
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North Ogden 16th Test Ward (] North Ogden 16th Test Ward - Admin N NateSorensen v
Admin
Manage
ADMIN
03 Dashboard
Announcements

Bulletin + New announcement
& Event What appears on the ward home page and can be linked onto the bulletin. il
vents

3, Visible to ward editors and the bishopric. Stake leaders see the ward read-only fro
y

ake pages.

% Announcements

% Hyers AWAITING APPROVAL (1)

D study plan Relief Society service night — quilt tying, Thursday, Nov 5

& siirdsypl Relief Society - submitted Wed 4:03 p.m. isirt
unday plans

2, Leaders & roles
Published  Awaitingapproval ~ Drafts  Expired  Archived
f2 Calendar feed

£ Notifications
Ward Halloween party — Friday, Oct 30, 6:00 p.m.

[ Moderation Pinned - Activities - from Friday, October 3 - until Friday, October 30 - 8:00 p.m.

22 QRcode
Ward Christmas party — Friday, Dec 11, 6:00 p.m.
Settings Activities - from Sunday, November 22 - until Friday, December 11 - 8:30 p.m.

Ward temple night — Thursday, Nov 19
Temple and family history - from Thursday, November 5 - until Thursday, November 19 - 9:00 p.m.

Relief Society service night — quilt tying, Thursday, Nov §
Awaiting approval - Relief Society - from Monday, November 2 - until Thursday, November 5 - 8:30 p.m.

Break-the-fast dinner — Sunday, Nov 1, 5:00 p.m.

Activities - members only - from Sunday, October 11 - until Sunday, November 1 - 6:30 p.m,

Tithing declaration — Sept 1 through Dec 15
Bishopric - members only - from Tuesday, September 1 - until Tuesday, December 15

& View public site

A pending Relief Society announcement in the demo ward.

(D Handbook note. Announcements in the meeting itself should be kept to a
minimum (GH 29.2.1.1) — the details belong here.

06 Make a flyer

1 Open Flyers and choose New flyer.

2 Optionally Link an event, then fill in Title or subject, Date, Time, Location,
Who it’s for, Details and Vibe.

3 Choose Generate 4 flyers (or Build 4 template flyers when Al drafting is not
set up), then Use this one on your favourite.

4  Refine the text, Template and Palette, then Submit for review. A member
of the bishopric approves each flyer before members see it.
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Manage

ADMIN
98 Dashboard
- N
ew flyer
Bulletin y
B Event Describe the event; My Ward Info drafts four different flyers to choose fram
vents

You refine ev

& Announcements a Am

&3 Flyers

@ study plan Al generation isn't configured yet — you can still build a flyer manually from a template. Fill in the details and
My Ward Info will lay out four template flyers for you to refine.
B Sunday plans Y o P ’
2} Leaders &roles
Link an event (optional)

2 Calendar feed

£\ Notifications No linked event -

[ Moderation Picking one pre-fills the date, time, and location

&% QReode .
Title or subject

Settings

Date Time
mm/dd /yyyy w} 6:30 p.m
Location
Cultural hall
Who it’s for
& View public site
Relief Society Elders Quorum Young Women Aaronic Priesthood guorums

Starting a flyer in the demo ward.

(® Tip. Only the bishop and his counselors open Flyer review. Approved
flyers appear on This week with their own page, and on the bulletin as a
thumbnail beside the matching announcement — members tap it to flip
the flyer open.

07 Study plan and Sunday plans

1 Open Study plan to set the general conference talk Elders Quorum and
Relief Society study each Sunday: choose Choose talk, search by title or
speaker, and choose Save for that Sunday.

2 Open Sunday plans for 5th-Sunday lessons, ward conferences and other
plans: Add plan on the Sunday, pick the Kind, add a Title, and Save plan.

3 Stake conferences scheduled by the stake appear on their own, and every
planning page shows a notice for a claimed Sunday.
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.é North Ogden 16th Test Ward (in] North Ogden 16th Test Ward - Admin N Nate Sorensen v
Admin
Manage
ADMIN
o oo Sunday plans
Bulletin y p
& Event 5th-Sunday lessons, ward conferences, and anything else set for a Sunday
vents
Stake conferences scheduled by the stake appear automatically, and every
& Announcements planning surface — bulletin, study plan, events — shows a notice when a
S Flyers Sunday is claimed
@ study plan & Visible to ward editors and the bishopric; plans surface as notices wherever someane plans a Sunday.
B Sundayplans
Oct25 Nothing planned
2, Leaders & roles This Sunday £ Addplan
unday
f2 Calendar feed
Nov1 Nothing planned
£ Notifications B Add plan
P Moderation
i Nov 8 Nothing planned.
32 QRcode S R £ Add plan
Settings
Nov1s eetings this Sunday; Relief Society and Elders Quorum do not meet,
g oy S & £ Add plan
sion (184) - Sunday 10:00 a.m.
Nov 22 Mothing planned
E3 Add plan
Nov 29 . e
Emotional resilience £ Add plan
5th Sunday 5th-Sunday lesson - Topic: Finding peace and strength in Jesus Christ - Teacher: Bishopric 7 o]
Youth and adults together in the chapel. Primary meets as usual
7 View public site
o P Decé Mothing planned _

Sunday plans in the demo ward.

08 Connect the Church calendar feed

1 Open Calendar feed and follow How to get the sync URL — sign in to the
Church Calendar, choose the calendars, generate the sync URL.

2 Paste it under Church Calendar sync URL, choose New events start as, and
Connect the feed. Once a feed is connected, the same card reads Replace
the sync URL, with Save new URL.

3 Feed status shows the health, when it last fetched and how many events;
Sync now checks straight away.

4 Under Filters, add a rule such as Hide events whose title contains “Gym”
and Add filter.
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Admin

Manage
ADMIN

Calendar feed

08 Dashboard

Bulletin

& Events Subscribe the site to the ward's Church Calendar so events flow in
automatically. The Church Calendar stays the calendar of record — My Ward

! Announcements Info only mirrors it.

S Flyers & Visible to ward editors and the bishapric. Stake leaders see the ward read-only from their stake pages.

@ Study plan

B Sunday plans

Feed status Replace the sync URL
&, Leaders &roles Syncing - last fetched today 4:07 p.m. - 19 events Paste a fresh URL after a release, or when the Church Calendar says the old
@ Calendarfeed The last sync completed normally one was regenerated
0\ Notifications Replace the sync URL
- Sync now
(P Moderation webcal://.. or https://..
Sync URL s

22 QRcode
2 @ Stored encrypted, used only by the hourly sync, and never shown again

Settings

New events start as
Members ~

Members is the safe default; editors can flip individual events to public.

HOW TO GET THE SYNC URL

& View public site 1 Signinto the Church Calendar. Open calendar.churchofjesuschrist.org with your Church Account. Only calendar editors and members can see the

ward calendars.

The demo ward's Church calendar feed (sample URL).

(@ Tip. Don't paste a leadership calendar. The URL is stored encrypted and
never shown again.

09 Reminder rules and messages

1 Open Notifications. Subscribers shows counts only — never the list.

2 Under Reminder rules, open a category, choose When and Channels, and
Saverule.

3 Under Send a message, write a Subject and Message, pick the audience,
then Preview and Send now.

4 Messages drafted by organization leaders wait under the message list —
choose Approve & send or Cancel. The Delivery log shows what went out.
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Admir

Manage
NOTIFICATIONS

Reminders and messages

Who gets reminded, when, and one-off messages to subscribers.

03 Dashboard
Bulletin

B Events
& Visible to ward editors.
&1 Announcements

&8 Flyers
SUBSCRIBERS Open the sign-up page
[ Study plan

Counts only — the subscriber list itself is never shown.

B Sunday plans

&, Leaders & roles Category Email Push Text
(8 Calendar feed Youth activities 1 0 0
£ Notifications

Relief Society 2 2 0
P Moderation

Ward activities and parties 3 a 0
%2 QRcode
Settings Service projects L 1 0

Temple trips 1 1 0

REMINDER RULES

Per category: how far ahead reminders go out and on which channels.
Members choose their categories; these rules choose the timing.

Sacrament meeting and Sunday changes Reminders off -

& View public site
Sunday classas ds ff

Reminders and messages in the demo ward (no real messages are sent).

10 Moderation, QR codes and settings

1 Open Moderation. For each report under Open reports, choose Hide from
the ward or Dismiss report; hidden posts can be restored later.

2 Open QR code and choose Poster to print the door poster.

3 Open Settings to keep the meeting time, address and contact current, and
fillin New here? (for visitors) — what to expect, children and nursery,
parking, who to contact. Then Save settings.

4 Leaders &roles is read-only for site editors — ask the clerk or bishopric to
add or change leaders.
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Admin

Manage
ADMIN

Moderation

08 Dashboard

Bulletin
The Handbook asks for calling-support sites to be actively moderated
3 Events ) o
(38.8.21.2). Reports land here; hidden content stays out of the ward's view
€ Announcements until restored.
5 Flyers & Visible to ward editors and the bishapric. Stake leaders see the ward read-only from their stake pages.
@D study plan
OPEN REPORTS (1)
B Sunday plans
23 Leaders & roles Post - reported 13 days ago
f2 Calendar feed Reason: Second half is an off-topic political invitation. Our study guideline is to keep the thread to the week's reading — please review.
£ Hotifications Jordan Blake: "For my thoughts are not your thoughts, neither are your ways my ways." Also, unrelated: if anyone wants to talk about the ballot measure this

fall | have strong opinions and a spreadsheet — message me.
Moderation

T

alm Hide from the ward Dismiss report
22 QRcode

£ Settings
HIDDEN CONTENT
Nothing is hidden right now.
Official recards are kept in Leader and Clerk Resources (LCR). Nothing here
replaces them. This site is not an official website of The Church of Jesus Christ of
& View public site Latter-day Saints.

.

An open report on a demo study post.

(D Handbook note. Calling-support sites are to be actively moderated
(GH 38.8.21.2).
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UAT checklist

Tick each flow once you have confirmed it works as described. Note anything
unexpected — a wrong label, a missing button, an error — under “What did you
see?” and send it to your UAT coordinator.

D Dashboard lists what needs attention, such as a draft program that has not
been touched

Copy from last week fills empty fields only
The hymn picker finds a hymn by number and by title

A speaker toggles between Invited and Confirmed; Publish anyway? appears when one
is unconfirmed

Publish, Unpublish and Delete draft (in More) work on a test Sunday

Add event with Repeats creates a series on the calendar

Approve publishes the pending Relief Society announcement

New flyer builds four options and Submit for review sends one to the bishopric
Sync now updates the feed status

Hide from the ward removes a reported post from the study page

I I I O B

New here? fields appear on the ward's About page after Save settings

What did you see?
Account used, date, device, and anything that did not match this guide.

My Ward Info training guide. This site is not an official website of The Church of Jesus Christ of Latter-day
Saints. It is maintained by its members to assist with their callings and is not sponsored or endorsed by
the Church.
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