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Online Photo Directory 
 

1. Go to www.lotwl.com. 
2. Click the Online Photo Directory link.  You will be directed to the Online Photo Directory page. 
3. On the right side of the screen, click the Online Photo Directory link.  The Instant Church Directory Online login 

page will open. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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. 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

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 name is not in the list or if you’d prefer to opt out of the directory, contact Lana Hedlund at 

lana@lotwl.com. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.lotwl.com/
mailto:lana@lotwl.com
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7. Click the Edit Family button to edit contact information and/or begin the photo upload process.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. In the Edit Family Entry screen shown below, you may: 

¶ Edit / correct contact information.  (Be sure to save any changes.) 

¶ Begin the process of uploading a photo: click the Import Image button to search for your photo file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the Import 
Image button if 
you want to 
upload a photo. 
 
Directions to 
upload a photo 
continue with 
Step 9 on the 
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.) 
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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.  Once you’ve selected your photo 
file, click the Open button. 
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11. Directions for cropping and or resizing the image: 

¶ 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 corners and along each side to resize the rectangle.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12. Once you’ve cropped and/or resized the photo, click the Save button (shown in screen above.)  The photo upload 
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. 

 


