Online Photo Directory

Go to www.lotwl.com.

Click the Online Photo Directory link. You will be directed to the Online Photo Directory page.

On the right side of the screen, click the Online Photo Directory link. The Instant Church Directory Online login
page will open.
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Instant » Member Sign In
Church Directory™
Online

Update your directory anytime, anywhere m More Information Try # FREE | What Customers Are Saying

Member LOgin Nota member? Click here.

Welcome back to Instant
Church Directory Log In
- Online! User Name-

Password:

"] Remember Me

Need help signing in?

4. Log in using the user name and password provided to you via email.
Contact Lana Hedlund at 651-463-7001 for more information.

5. Click the Step 1 — Families tab.

Instant Logged in as lana_lotwi
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&5 Step 1-Families

Get Started using Instant Church Directory

Welcome to Instant Church Directory Online. To get started, choose one of the options below. The first Thank you for being a member!

option, “START editing your directory,” takes you to the “Step 1 - Families” tab. That's where you add members, Your membership will automatically

photos and other information to your directory. renew on Tuesday, September 07,
2010.

The second option, “UPLOAD your existing Instant Church Directory file,” helps you upload an existing directary
that you may have created using the Instant Church Directory CD or download version. Ta leamn more about
using Instant Church Directory Online, view our Tutorials here.

START editing your directory

\é Edit your online directory beginning with “Step 1 Families *

UPLOAD your existing Instant Church Directory file
Transfer your existing Instant Church Directory file to Instant Church Directory Online.

6. On the left of the screen you will see an alphabetical list of LOTW people that have been added to the directory.
Scroll through the alphabetical list at the left.
a. Click your name and the Family Detail portion of the screen will display your contact information.
b. If your nameisnotinthelistori f you’d prefer to opt out of the dir

lana@lotwl.com.

Instant Logged in as lana_lotwl
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Alitz, Dave and Dawn B
Baker, Tim and Jill
Barker, Ben and Maureen
Barker, Randy and Vicki
Basballe, Ryan and Kristin
Bosaaen, Brent and Angela Family Last Name: Hedlund
Bracken Cory, and Heidi Lindel || | Adult/Parent First Name(s): John and Lana

Family Detail

_|| | Use this form to Add, Edit or Delete families or individuals from your directory. Learn more...

Brett, Nick and Carrie )
Briesacher, Bonnie Child Name(s): Rob
Carlson, Dan and Patricia
Cecchettini, Greg and Kelly City: Apple Valley
Cook, Richard and Sandy State MN
Drewek, Gerard

Address: 605 131st Street West

Drewek, Matt 2P 55124

Felch, Randy and Kathy Phone: 952-953-4588 (H)
Frazer, Derek 952-807-4708 (Lana-call)
Galchutt, Paul, and Joanna Ge 6122023814 (Johncell)
Gresth, Rian and Jenni E-mailis): lzna@lotw.com

john@ppipella.com

Import Families. If you have a CSV
(comma separated values) data fie
‘You would like to mport into your

famiy list click here. Edit Family | | Delete Family
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7. Click the Edit Family button to edit contact information and/or begin the photo upload process.

Instant
Church Directory™
Online

Update your directory anytime, anywhere

Logged in as lana_lotwl
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Alitz, Dave and Dawn -
Baker, Tim and Jill

Barker, Ben and Maureen
Barker, Randy and Vicki L
Basballe, Ryan and Kristin
Bosaaen, Brent and Angela
Bracken Cory, and Heidi Linde
Brett, Nick and Carrie
Briesacher, Bonnie

Carlson, Dan and Patricia
Cecchettini, Greg and Kelly
Cook, Richard and Sandy
Drewek, Gerard

Drewek, Matt

Felch, Randy and Kathy
Frazer, Derek

Galchutt, Paul, and Joanna Ge
Gresth, Rian and Jenni
Grover, Gary and Jean
Hanson, Brian and Sharon
Hedlund, John and Lana

Hoki d Susan Mi _

T —_—

Import Families. If you have a .C3V
(comma separated values) data file

Family Detail

Use this form to Add, Edit or Delete families or individuals from your directory. Learn more...

Family Last Name: Hedlund
Adult/Parent First Name(s): John and Lana
Child Name(s): Rob
Address: 6605 131st Street West
City: Apple Valley
State: MN
ZIP: 55124

Phone: 952-953-4588 (H)
952-807-4708 (Lana-cell)
612-202-3814 (John-cell)

E-mail(s). lana@lotwl com
john@ppipella.com

you would like to import into your
family list click here

[Defte Famiy

Add Fam\ly| |And Iultiple \mage5|

8. Inthe Edit Family E

ntry screen shown below, you may:

1 Edit/ correct contact information. (Be sure to save any changes.)
1 Begin the process of uploading a photo: click the Import Image button to search for your photo file.

Instant

Church Directory™
Online
Update your directory anylime, anywhere

Logged in as lana_lotwl
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Click the Import
Image button if
you want to

upload a photo. '

Directions to
upload a photo
continue with
Step 9 on the

Edit Family Entry

Family Last Name™ Heglund
Adult/Parent First Name(s)' jghn and Lana
Child Name(s): Rop

Address: G605 131st Street West

City” Apple Valley

l Import Image l State: N

B T 2P: 55124

members in brackets. These

will not show in bold in your Phone: g52.953-4538 (H) -
Roster. 952-807-4708 (Lana-cell)

SIS 512-202-3814 (John-cell) -

E-mail(s): lana@lotwl.com i
john@ppipella.com

next page.

Click the Save button to save
edited contact information.

(Skip this Save step now if
you are proceeding to Step 9
to upload a photo.)

Page 2 of 4



9. Click the Browse button to search your computer for your photo file.

10. The Select file to upload window opens. Locate your photo and select the file. On c e

file, click the Open button.

Select Image
Click the "Browise” button to select
an image to use in the directory (10
WB Max).

The cropping rectangle on the left
shows the portion of the image that
will be included in the directory. Click
and drag the rectangle to reposition it
over the area of the image that you
want to save. Use the cropping
rectangles in the four comers and
along each side to resize the
rectangle.

Click the "Save” button to finish
editing the image.

it mGatccd

g Select file to upload by www.instantchurchdirectory.com

~| &

@: MNarme Size Type Date modif...
‘Eﬁ [ 1otwil

Recent Places | Public

! 18 Computer
@ Metwork
Desktop L sas

m ) A_Light of the World - Shortcut

[@) Public Documents - Shortcut

File name: I j Cpen I
Files of type: | mages (jpg: jpeg;™.af:” png;"bmp:" 4 "4) v | Cancel |
SR S—

you' ve

pwtbect e
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11. Directions for cropping and or resizing the image:

1 The cropping rectangle on the left shows the portion of the image that will be included in the directory.

9 Click and drag the rectangle to reposition it over the area of the image that you want to save.
1 Use the cropping rectangles in the four corners and along each side to resize the rectangle.

Select Image
Click the “Browse” button to select
an image to use in the directory (10
MB Hax),

LOTW 2¢ copy.JPG

Site o s
p [r Traage uploaded successiully.
Since the photo you've
uploaded is smaller then

our stamdard image size,

OF THE we have disabled image

cropping.
Place the first| The cropping rectangle on the left

members in shows the portion of the image that
will be included in the directory. Click

Edit Fan

and drag the rectangle to reposition it
over the area of the image that you
wantto save. Use the cropping
rectangles in the four corners and
along each side to resize the
rectangle.

Click the "Save” button to finish
editing the image.

=3

122.0nce you've cropped and/ o Bave batmon (shewh intséreen apdven)t The photolupload

window will close. Your photo is now displayed in the Edit Family Entry window.
13. In the Edit Family Entry window (shown at the bottom of page 2), again click the Save button.
14. Please remember to log out: In the upper right-hand corner, click the Log Out tab.
|r|$tant Logged in as lana_lotwl
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Alitz, Dave and Dawn - B B
Baker, Tim and Jill H Family Detail

Barker, Ben and Maureen

Barker, Randy and Vicki Use this form to Add, Edit or Delete families or individuals from your directary. Learn more...
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