
Editing rhemawofi.org: the essentials

A short guide for whoever keeps the church website up to date.

OCTOBER 2026

The editor, and where to sign in

The website has its own editor. Open rhemawofi.org/admin in your browser and press

Continue with Google. Use the Google account that has been given access. If it says

the account is not on the list, switch to that Google account and try again.

A sign in lasts one day. After that the editor asks you to sign in again, and anything you

were typing is still waiting in the other tab.

The sign in page. Press Continue with Google.

The one idea to hold on to
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Every time you press Save, the change goes live on rhemawofi.org about two minutes

later, for everyone. So check your work before you save, every time.

If a mistake does get through, you undo it the same way you made it: open the same

page, put the words back as they were, and save again. The editor also keeps every

saved version in the site's history, with the name and the time on it.

The areas of the editor

Along the top of every screen you will see Journal, Pages, Shows, Pictures and

Settings.

After signing in you land on the Journal, with Pages, Shows, Pictures and Settings along the top.

Journal is the blog: the list of posts at rhemawofi.org/blog, such as "What to expect

on your first Sunday", with drafts and published posts in separate groups and the

Write a post button.

Pages lists every page whose words you can change, in three groups. The first

group holds About This Church, What We Believe, Plan Your Visit, Beyond the Walls

of Rhema (the Community page), Prayer & Requests, Get in Touch, the Privacy
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Pages lists every page whose words you can change.

Changing words on a page

1. Press Pages and click the page, for example Plan Your Visit.

2. The editor opens in Split view, with the page's words on the left and the finished

page on the right. Preview shows only the finished page. Inline lets you type

straight onto it.

3. Find the sentence and change it. Each part of the page starts with a line such as

"## 2. Our Mission". Leave those heading lines as they are, number included.

Policy and the Terms & Conditions. The second, The home page, holds the twelve

parts of the home page. The third holds the top of the Watch, Shows, Giving and

Blog pages, and the page people see when a link is broken.

Shows lists the eleven weekly shows, Barbershop Talk through Thriving Together.

Pictures holds every replaceable photograph and flyer on the site, in one long form.

Settings holds measurement codes, a switch for picture descriptions, and where

the website's forms send email. You will not need it.
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4. Leave anything in double curly brackets alone, such as {{street}}. Those fill in the

church's address and phone numbers by themselves.

5. Read your change on the right hand side.

6. Press Save and publish. A bar at the bottom of the screen counts down while the

site rebuilds. About two minutes later it tells you the page is live.

Plan Your Visit in Split view, with the words on the left and the finished page on the right.
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After Save and publish, the bar at the bottom counts down while the site rebuilds.

If you close the tab before saving, the page offers your changes back next time, with

Restore and Discard.

Changing the home page

The home page is twelve separate parts, each with its own form and its own Save:

Hero, When we meet, Sunday morning, Midweek work, Who we are, Watch online, Our

shows, Prayer, Recent writing, Faith IQ, Come and see, and FAQ. Press Pages, scroll

down to The home page and click the part you want. The table of service times near

the top of the home page, for example, is When we meet.

Each part shows labelled boxes, such as Heading or Tagline, and a Preview button.

Change only the box you mean to, then press Save and publish. Do one part, check it

on the site, then move to the next.
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The twelve parts of the home page, each opened and saved on its own.

When we meet holds the week's service times, one row for each service.

Adding a post
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1. Press Journal, then Write a post.

2. Type the title. The web address fills itself in from the title.

3. Write the post in the large box.

4. Open Post details and fill in the Description, one or two sentences of at least 70

characters. It is what Google shows under the title. Add a Hero photograph if you

have one.

5. Leave Draft ticked. A new post always starts as a draft, and the button says Save

draft. A draft is kept safe, but nobody visiting the site can see it.

6. When it is ready, and someone else has read it, untick Draft and press Save and

publish.

The web address is fixed after the first save, and the editor locks it. People share links

to posts, and a changed address breaks every one of them, so look at it before you

save the first time.

A new post starts with Draft ticked, and the button reads Save draft.
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Once a post has been saved, its web address is locked and the Draft box sits at the top right.

Updating a show

Press Shows and click the show. You will see plain boxes: Title, Subtitle, Short

description, Host, Day, Starts, Ends, Where, Address, Who it is for, Tagline and About

the show. Times use the 24 hour clock, so 6:20 in the evening is 18:20. Change what

you need and press Save and publish. The flyer, the watch links and the Bible verse are

not in this form and stay as they are.

The editor cannot add a new show or remove one, because each show needs its own

flyer artwork.
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The eleven weekly shows.

The form for Morning Glory. Times use the 24 hour clock.

Replacing a picture
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1. Press Pictures and find the picture by its label, for example "Visit north campus

poster". The current picture shows beside it.

2. Press Replace and choose the new photograph on your computer. A photo from a

phone is fine, the editor converts it.

3. Crop it to the shape offered, or use the whole photograph.

4. Press Upload. This keeps the new file, but the page is not using it yet.

5. Check the Alt text box under it. One sentence saying what the picture shows, for

people who use screen readers.

6. Press Save and publish at the top, so the page switches to the new picture.

The old picture is not deleted. If the new one looks wrong on the site, choose the old

one again the same way and save.

For a post, use Hero photograph in Post details, or the Photographs button in the

toolbar to place one inside the text.

The crop window opens after you choose a new photograph.
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The new picture waits under the old one until you press Upload, and then Save and publish.

A post keeps its own pictures in the Photographs window.

Things to know about the editor
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Before you press Save

Things not to do

A Save on a page, a home page part or a show publishes at once. Only posts have

Draft.

Opening a post that is already on the site can show "unsaved" before you have

touched anything. If you did not change anything, do not press Save.

In the Shows editor, pressing Enter in any box saves and publishes straight away.

That screen also gives no warning if you leave with unsaved changes, so save

before you click away.

In the "changed while you were writing" message, the dark button that stands out is

Keep mine and overwrite. That is the one not to press.

At the bottom of Pictures, the Delete button under the list of uploaded photographs

deletes at once, with no second question.

Remove on a service times row, on an email line in Settings, or on a hero

photograph acts in the editor without asking. Nothing is published until you press

Save, so if you pressed Remove by mistake, reload the page without saving.

A post's Description needs at least 70 characters, or the editor will not save it.

A save that looks as if it failed may still have gone through. Reload the page and

look before you try again.

A post comes off the site when you tick Draft and save. There is no delete.

The heading at the top names the page or show you meant to open.

You changed only what you meant to change.

You have read it once in the preview.

The {{ }} words and the "## 1." heading lines are still there.

A new post still has Draft ticked, unless it is ready for everyone.

Nobody else is editing the same page right now.
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The message you see when someone else saved first. Press Cancel, never the dark button.

Do not change the web address of anything that is already on the site.

Do not delete a picture unless you are certain nothing uses it. A picture can appear

in more than one place.

Do not change anything in Settings. Those boxes decide where the contact and

prayer forms send their email.

Do not change several things at once. Change one page, save it, check it on the live

site, and then do the next.

Do not press Keep mine and overwrite. That button appears when someone else

saved the same page while you had it open, under the heading "This page changed

in GitHub while you were writing". Press Cancel, reload the page to see the newer

version, and make your change again on top of it. On a show the message reads

"This show was changed after you opened it". Reload and make your change again

there too.

The list of giving funds has no screen in the editor, on purpose, because their

names are tied to the giving records.
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Deleting one of a post's pictures asks once more. Press Keep them unless you are certain.

If something goes wrong

Stop, and do not press Save.

Reload the page. If it offers your unsaved changes back, press Discard, so the editor

shows what is live now. Start your change again from there, slowly.

Two minutes after every save, open the page on rhemawofi.org and read it. If

something is not right, correct it the same way: open it in the editor, fix the words, and

save again.

If the bar at the bottom says your change has not appeared after four minutes, your

words are still saved. Reload the live page a little later before you change anything

else.
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