District 36 Business Meeting
Tuesday, September 3rd, 2024
Agenda

· Serenity Prayer
· Roll call - Mike L, Patrick S, Kent C, Chuck, Derek B, Mario M, Natalie C, Brian H, Tami B, Bob N, Paul C
· September Anniversaries - Natalie C - 4 years!
· Introduction of any new General Services Representatives (GSRs) in attendance - Chuck - Attending on behalf of Jerry, GSR for Monday Night Stag at Hope Hall
· Committee Chair Reports
· Accessibility - OPEN
· Archives - OPEN
· Cooperation with the Professional Community / Public Information (CPC/PI) - OPEN 
· Corrections - Natalie C - Made a contact at Northwest Fellowship of the Spirit Conference and may be able to set up a speaker panel at Echo Glen in the next couple of months.
· Events - Kathleen M - No report. 
· Grapevine/Literature - Kent C - Kent will be stepping in to fill this role for the remainder of the rotation and may make himself available for it in the next rotation.  He has put together a newcomer rack for Hope Hall and has about $47 into it.  The remaining Literature budget for the rotation is adequate to cover it and he will submit receipts to the treasurer.  Paul will follow up with the prior Literature chair to return the key to Hope Hall and any outstanding literature items.
· Gratitude Dinner - Brian - Set for Saturday, November 2nd at Si View Community Center.  Brian will have a weekly planning meeting leading up to the event beginning next Tuesday.  Jerry, GSR for Monday Night Stag, will serve as co-chair.
· Intergroup Representative - Kent C - There is a new call forwarding system for Eastside Intergroup.  They need people to make themselves available for the Corrections, Public Information/Cooperation with the Professional Community, and Young People service positions.  They can also use more volunteers for the 12th Step phone line.  Both of these needs are outlined in this post on their site.  Recovery Day at the Mariners vs the Texas Rangers is Sunday, September 15th at 1:10 PM at T-Mobile Park.  Contact Eastside Intergroup at 425-454-9192 or stop by the office for tickets.   
· Third Legacy - OPEN
· Treatment/Bridge the Gap - Kewn - Update by email.  Request to post Betty Ford Speakers Bureau information on our site.
· Web and Digital - Mario - Posted the Betty Ford Speakers Bureau information on our site.  Reviewing the website documentation previously composed by John B to see what else we need to do on our site.


· Young People in A.A. - Heather L - No report.
· Pause for the Seventh Tradition
· “Every A.A. group ought to be fully self-supporting, declining outside contributions”
· District 36 PayPal link
· Officer Reports
· Registrar - Tami B - Reminder on the email distribution we created to keep domain registration or other website needs from falling through the cracks.  Reminder to everyone attending the Area 72 Assembly that pre-registration is requested for the host committee’s ability to plan. 
· Treasurer - Patrick S - No Treasurer report this month due to the transition back to Patrick as Treasurer.
· Secretary - OPEN 
· Alternate District Committee Member (Alt DCM) - Mike L - Mike shared his report.


· District Committee Member (DCM) - Paul C - Paul shared his report.


· Old Business
· Elections at November business meeting
· Gratitude Dinner status
· New Business
· None
· Announcements
· None
· Responsibility Statement
· “I am responsible. When anyone, anywhere, reaches out for help, I want the hand of AA always to be there. And for that I am responsible.”
· Reminder for next District 36 Business Meeting
· Tuesday, October 1st, 2024
· Link to Zoom meeting
Web Servant Guide 2023.docx
District 36 Web Servant Guide

Written by John B., john@johnbarry.com
October 2023



Table of Contents

October 1, 2023 Draft



1	Orientation	2

1.1	Tasks when starting your term	2

1.1.1	Required Reading	2

1.1.2	Make sure you are receiving Web Servant email	3

1.1.3	Train DCM and Alt DCM	3

1.1.4	Train District Committee Chairs and Trusted servants	3

1.1.5	Befriend the Registrar	3

1.1.6	Train GSRs	3

1.1.7	Ensure key accounts have current credit cards on record	3

1.2	Regular Administrative Tasks	4

1.2.1	Most common tasks	4

1.2.2	Renewing Domain Name Registration	4

1.2.3	Coverage for yourself	4

1.3	Tasks when rotating out	4

2	District Email	5

2.1	Administrative Login	5

2.2	Email Overview	5

2.2.1	Email Forwarders vs Mailboxes vs Email Addresses	5

2.2.2	Chained Forwarders	5

2.2.3	Email and Anonymity	6

2.2.4	Situation Cookbook	6

2.3	Troubleshooting	10

3	Website	10

3.1	Overview	10

3.1.1	Logging in to the Website Dashboard	10

3.2	Managing Content on the Website	10

3.2.1	Types of Content on the Website	10

3.2.2	Adding New Posts	11

3.2.3	Adding new Pages	12

3.2.4	Adding New Events	13

3.2.5	Adding New Meetings	14

3.2.6	Adding to the Media Library	14

3.2.7	Updating or Deleting existing Posts, Pages, Events, and Meetings	14

3.2.8	Maintaining Anonymity Online	15

3.3	Administering the Site	15

3.3.1	User Management	15

3.3.2	Updates	16

3.3.3	Backups	16

3.3.4	Restoring from backups	16

3.4	Developer-Type Tasks	16

3.4.1	Changing the appearance	16

3.4.2	Changing the theme	17

3.5	Troubleshooting	17

3.5.1	Observed Behavior: Website is Down	17

3.5.2	Observed Behavior: Error Establishing a Database Connection	17

3.5.3	Observed Behavior: White Screen of Death		18

3.5.4	Observed Behavior: Slow Loading Times		18

3.5.5	Observed Behavior: Broken Links or Missing Images	18

3.5.6	Observed Behavior: Admin Access Issues		18

4	Our Domain Name, SNOVALLEYAA.ORG	18

4.1	Overview	18

4.1.1	Administrative Login	19

4.2	DNS	19

5	Index	19







[bookmark: _Toc147036454]Orientation

Welcome, New Web Servant!

Firstly, congratulations on stepping into the role of Web Servant for District 36! This is an important position, and we're thrilled you've decided to take on this responsibility.

You Can Do This
You might be wondering if you're up for the task—don't worry, you are. This role is manageable, and anyone who is willing to invest some time can perform it proficiently.

Learn As You Go
Feel free to learn as you go; you're not expected to know everything from day one. Mistakes are a part of the learning process, and the good news is, almost everything can be fixed. You'll find that people are understanding when things go awry.

How to Use This Guide
This guide is designed to be your go-to resource. Here's a brief rundown on how it's organized:

Section 1: This part provides you with a comprehensive overview of your role, your responsibilities, and what you can expect.

Subsequent Sections: These delve into the nitty-gritty details, offering step-by-step instructions for common tasks that you'll be managing.

Keep This Guide Updated
As you become more familiar with your role, you may find better ways to accomplish tasks or you might discover additional responsibilities not covered in this guide. Please take the initiative to update this document accordingly. Your insights could be invaluable for the next Web Servant.

[bookmark: _Toc147036455]Tasks when starting your term

There are some things you need to do when starting your term.

[bookmark: _Toc147036456]Required Reading 

Don't worry if you're new to this role; you'll be able to learn as you go. The most important tasks you'll handle are straightforward and documented. To get started, here's your required reading list:

· Logging in to Manage the Website: Familiarize yourself with how to access and navigate the website's back end, see “3.1.1 Logging in to the Website Dashboard”.  Ensure you have current credentials and test them.

· Logging in to Manage District Email: Learn how to access and control the district's email settings. See “2.1 Administrative Login”.  Ensure you have current credentials and test them.

· Logging in to Google to Manage the SNOVALLEYAA.ORG Domain Name: Get to know how to manage the domain name via Google's administrative tools. Ensure you have current credentials and test them.

· How Email is set up: Our district uses only one mailbox as of this writing and a system of forwarders.  See 2.2.1 Email Forwarders vs Mailboxes vs Email Addresses

[bookmark: _Toc147036457]Make sure you are receiving Web Servant email

One of your initial tasks as the new admin for snovalleyaa.org is to ensure that you are receiving emails forwarded from the 'web@' and 'webstuff@' addresses, which are set up as forwarders. These are vital channels for incoming queries and administrative notifications.  See “2 District Email”.

To Check and Fix:

1. Check your personal email: Look out for emails forwarded from 'web@snovalleyaa.org' and 'webstuff@snovalleyaa.org'. If you haven't received any, it may indicate a problem with the forwarder settings.

2. Log in to Bluehost: Log into your Bluehost admin panel, where the email forwarder settings are configured.

3. Navigate to Email Forwarders: Look for the 'Email' or 'Email & Office' section and then find the 'Forwarders' option.

4. Verify Forwarder Settings: Make sure that the 'web@snovalleyaa.org' and 'webstuff@snovalleyaa.org' addresses are forwarding to your personal email. If they aren't, add or update the forwarder settings accordingly.

[bookmark: _Toc147036458]Train DCM and Alt DCM 

As of this writing, the DCM has a mailbox.  Make sure S/he can access it.

[bookmark: _Toc147036459]Train District Committee Chairs and Trusted servants 

Make sure the district email forwarders are routed to current email addresses.

[bookmark: _Toc147036460]Befriend the Registrar

The registrar is your best link to the groups and should be your best friend.  Ask the registrar to help continuously verify the group email forwarders are kept current.  Befriending the Registrar with coffees can make your job a lot easier.  Agree upon a productive working relationship.

[bookmark: _Toc147036461]Train GSRs 

The General Service Representatives’ (GSRs’) group email addresses are set to forward to their personal emails. So ensure the GSRs understand a couple things.

First, they should let you know when the group’s GSR’s email changes.

Second, the GSRs need to understand that when they reply to emails forwarded from their group's address, the responses will come from their personal email accounts. They should typically only expect to receive internal communications from the district, along with the occasional external inquiry—perhaps once a year.

[bookmark: _Toc147036462]Ensure key accounts have current credit cards on record

We subscribe to two paid services.  Log in to their sites and ensure the credit card information is always current:

· Website/Email hosting: See ”2.1 Administrative Login” for more information.

· Domain name registration: See “4 Our Domain Name, SNOVALLEYAA.ORG” for details.

[bookmark: _Toc147036463]Regular Administrative Tasks 

[bookmark: _Toc147036464]Most common tasks 

As the new admin for snovalleyaa.org, you'll have a variety of regular duties designed to maintain the site and its associated services. Below is an outline of your main tasks:

· Managing Email: Regularly update email forwarders and keep an eye on our limited mailboxes. Ensure that all email settings are properly configured.

· Updating Meetings on the Website: Make sure all meeting times, locations, and other details are up to date on the website.

· Posting News, Events, and General Information: Add and update news articles, upcoming events, and any other relevant information to keep the community informed.  I recommend giving the DCM and Events Committee Chair access to the site and training them to post/edit content.  

· Software Updates: Consistently update the WordPress core, as well as any installed themes and plugins, to maintain security and functionality.

Staying attentive to these routine tasks will contribute to the smooth running of our website and services.

[bookmark: _Toc147036465]Renewing Domain Name Registration 

Our website's name, snovalleyaa.org, has an expiration date, just like a driver's license. We need to renew it periodically to keep it active. If we forget to do this, our website could go offline, and we might even lose ownership of the name. So, it's crucial to keep an eye on the expiration date and renew it before that happens.  

Refer to “4 Our Domain Name, SNOVALLEYAA.ORG” for how to manage it.

[bookmark: _Toc147036466]Coverage for yourself

As a precautionary measure, it's advisable to share important information and resources with a select few within the organization. This ensures that in case you're unavailable or in an emergency, essential functions can still be carried out.

· Share the Guide: Email a copy of this administrative guide to both the District Committee Member (DCM) and the Alternate District Committee Member (Alt DCM).

· Share the Credentials: Safely hand over the login details for all administrative accounts (website admin, domain admin, hosting admin) to the DCM and Alt DCM.

Doing so not only creates a safety net but also equips the DCM and Alt DCM with the knowledge and tools needed to manage the site effectively if the situation demands it.

[bookmark: _Toc147036467]Tasks when rotating out

When your term as the Web Servant comes to an end, there are a few key actions to take to ensure a smooth transition for your successor. Completing these tasks will help the next Web Servant start off on the right foot:

· Clean up the Chained Email Forwarders: Log into your Bluehost panel and go through the email forwarders. Remove or update any that are outdated or no longer needed.

· Update this Guide: Before handing over the reins, make sure this administrative guide is current. Update any sections that need it based on your experience.

· Turn Over the Login Credentials: Safely pass along all essential login information for the website admin, domain admin, and hosting admin to the incoming Web Servant.

· Change the Web Servant Email Forwarders: Finally, update the 'web@snovalleyaa.org' and 'webstuff@snovalleyaa.org' email forwarders to point to the new Web Servant's personal email address.

[bookmark: _Ref147029903][bookmark: _Toc147036468]District Email

[bookmark: _Ref146906526][bookmark: _Toc147036469]Administrative Login

		1. Login to Bluehost’s administration site at https://my.bluehost.com.
Username: snovalleyaa.org



		2. In the main navigation, click Advanced.



		3. On the “Professional Email and Productivity Tools” page, under “Bluehost Email”, click Manage.



		4. From here you can click Email Accounts to get to the Email Accounts management page or Email Forwarders to get to the Email Forwarders management page.  I’ll refer to these pages throughout the rest of this section on District Email.





[bookmark: _Toc147036470]Email Overview

[bookmark: _Ref146954312][bookmark: _Toc147036471]Email Forwarders vs Mailboxes vs Email Addresses

Email Forwarders

An Email Forwarder automatically redirects incoming email messages from one email address to another. It does not store emails; instead, it serves as a conduit to send emails from the forwarded address to the target address.

Mailboxes

A Mailbox is a storage location where email messages are received, stored, and organized. Unlike a forwarder, a mailbox allows you to send, receive, and store emails. Bluehost only allows 4 mailboxes, so use them sparingly.

Email Addresses

An Email Address can be associated with either a mailbox or a forwarder. In essence, an email address is the "label" while the mailbox or forwarder defines what happens to email sent to that address.

[bookmark: _Toc147036472]Chained Forwarders 

Chained Forwarders means setting up email to go through a series of forwarding steps. An email sent to one address gets automatically sent to another, then another, until it reaches its final stopping point where it can be read. 

Vacant positions or Absence: During a team member's absence, their emails can be forwarded to another team member and then to a manager.

Layered Distribution: Distribute incoming emails to multiple departments in sequence for different kinds of processing.

Backup: Ensure that critical emails reach multiple mailboxes for redundancy.

Groups@snovalleyaa.org

There are lots of Groups@snovalleyaa.org that forward emails to the email addresses set up for each group.  Next, the groups’ email addresses are forwarders to the groups’ General Service Representatives (GSRs) personal address.  For example:

		groups@snovalleyaa.org  tuesdayhope@snovalleyaa.org  JohnB@gmail.com
groups@snovalleyaa.org  stepsisters@snovalleyaa.org  SueW@outlook.com 
groups@snovalleyaa.org  soberonsunday@snovalleyaa.org  AnnO@msn.com
and so on…





District@snovalleyaa.org

There are lots of District@snovalleyaa.org forwarders that forward to the email addresses set up for each district position.  Next, the district positions’ email addresses are forwarded to the individual.  For example:

		district@snovalleyaa.org  treasurer@snovalleyaa.org  MeghanM@gmail.com
groups@snovalleyaa.org  registrar@snovalleyaa.org  HarryW@outlook.com 
groups@snovalleyaa.org  secretary@snovalleyaa.org  vacant@snovalleyaa.org 
and so on…





vacant@snovalleyaa.org

The vacant@ forwarder allows the district a standard routing of emails sent to unfilled positions.  It typically forwards emails to the District Committee Member (DCM).  For example:

		btg@snovalleyaa.org  vacant@snovalleyaa.org  dcm@snovalleyaa.org LeiaS@msn.com





[bookmark: _Toc147036473]Email and Anonymity

Make sure to inform volunteers that when they reply to emails forwarded to their personal inboxes, the reply will come from their personal email address, not the organization's. While most communications are internal, this is important to be aware of this because it affects anonymity.



[bookmark: _Toc147036474]Situation Cookbook

Guidance on Setting Up Mailboxes on Personal Devices

Here’s some general guidance if you are faced with having to help a user configure their personal device to access their mailbox.

1. Open Email Client: Open the email application on your device and go to "Settings" or "Account Settings."

2. Add Account: Select the option to add a new email account, usually labeled as "Add Account" or "New Account."

3. Manual Setup: Choose "Manual Setup" or "Other" to enter settings manually.

4. Account Type: Select "IMAP" for most devices.

5. Incoming Server Settings:

a. Server: mail.snovalleyaa.org

b. Port: 993

c. Security: SSL/TLS

d. Username: Your full email address (e.g., dcm@snovalleyaa.org)

e. Password: Your mailbox password

6. Outgoing Server Settings:

a. Server: mail.snovalleyaa.org

b. Port: 465

c. Security: SSL/TLS

d. Username: Your full email address (e.g., dcm@snovalleyaa.org)

e. Password: Your mailbox password

7. Test Connection: Most email clients will have an option to test the settings. Confirm that you can send and receive emails.

8. Save: Save or finish the setup process.

9. Test: Send a test email to ensure everything is working properly.



Someone fills a position and needs an email address

When a district member requests a @snovalleyaa.org email address, you have to decide between setting up a Forwarder or a Mailbox.

Considerations

· Limited Mailboxes: You have a quota of only 4 mailboxes, so use them wisely. Ideal for roles requiring more security and storage.

· Anonymity: Forwarders send email to volunteers' personal accounts. Be aware that replies will come from their personal email, potentially breaking anonymity.

· Dependency: Forwarders are reliant on personal mailboxes. If a volunteer changes their personal email, the forwarder must be updated.

Pros & Cons

· Forwarder
Pros: Easy to set up, no quota impact, flexible.
Cons: Dependency on personal email, less professional, anonymity concern.

· Mailbox
Pros: More professional, controlled environment.
Cons: Counts against quota, requires more setup and management.

Recommendation

Use Forwarders for general, less sensitive roles. Reserve Mailboxes for positions requiring more secure or long-term email storage. Always inform volunteers about the anonymity aspect when using Forwarders.

Someone leaves their position and someone else assumes that position



		1. Surf to the Email forwarder management page (see 2.1 Administrative Login).



		2. If the email address uses a mailbox:

a. Ask if the user is okay with having a email forwarder,
see “2.2.4.14 Converting a forwarder into a mailbox and vice versa”.

b. If they must continue with a mailbox, see “2.2.4.11 Transferring a mailbox from one user to another”.



		3. If email address uses a forwarder

a.  If the user absolutely must have a mailbox,
see “2.2.4.14 Converting a forwarder into a mailbox and vice versa”.

b. If the user is okay with the forwarder, see “2.2.4.8 Updating an existing email forwarder”.





Someone leaves their position, and nobody assumes that position



		1. Surf to the Email forwarder management page (see 2.1 Administrative Login).



		2. If the email address uses a mailbox it might make sense to delete the mailbox and replace it with a forwarder.  See “2.2.4.14 Converting a forwarder into a mailbox and vice versa”, and forward the mail to vacant@snovalleyaa.org.



		3. If the email address uses a forwarder, replace it with a forwarder to vacant@snovalleyaa.org.  See “2.2.4.8 Updating an existing email forwarder”.





The district creates a position that requires an email address

If the email address can be a forwarder, then refer to 2.2.4.7 Creating a new email forwarder and forward email to either vacant@snovalleyaa.org or to the user’s personal email address.

The district eliminates a position that has an email address



		1. Surf to the Email forwarder management page (see 2.1 Administrative Login).



		2. If the email address used a mailbox, convert it to a forwarder and forward to vacant@snovalleyaa.org.  See “2.2.4.14 Converting a forwarder into a mailbox and vice versa”



		3. If the email address used a forwarder, change it to forward emails to vacant@snovalleyaa.org. See “2.2.4.8 Updating an existing email forwarder”.



		4. Let the email address continue to forward until you think it can be deleted entirely without inconveniencing people.  See “2.2.4.9 Deleting a forwarder”.





[bookmark: _Ref146902151]Creating a new email forwarder

To add a mail forwarder, perform the following steps:

		1. [bookmark: _Hlk146905183]Surf to the Email forwarder management page (see 2.1 Administrative Login).



		2. In the “Managing” menu, select the domain whose emails you want to forward.



		3. In the “Create an Email Account Forwarder” menu, click Add Forwarder. The “Add a New Forwarder” interface will appear.



		4. In the “Add a New Forwarder” interface, enter the username of the email address you want to forward.


The username is the part of the email address that comes before the domain. For example, if you want the address SerenityNow@snovalleyaa.org to forward to john@johnbarry.com, enter purchases in the “Address to forward:” text box. Do not include the @ symbol.





		5. In the Domain menu, select “snovalleyaa.org”.



		6. Select “Forward to Email Address” in the “Destination” menu.



		7. Click Add Forwarder.





[bookmark: _Ref146901394]Updating an existing email forwarder

You cannot update a forwarder by somehow editing it.  Instead, you have to delete it (see 2.2.4.9 Deleting a forwarder) and create a new forwarder (see 2.2.4.7 Creating a new email forwarder).  

[bookmark: _Ref146903582]Deleting a forwarder

Next to the domain forwarder you wish to remove, click Delete Domain. To confirm your choice, click Delete Domain Forwarder.

Creating a new mailbox 

		1. [bookmark: _Hlk146947105]Surf to the Email Accounts management page (see 2.1 Administrative Login).



		2. Click Create.



		3. Enter the username and have the system generate a password.



		4. Note the case sensitive password.  Ideally, Copy/Paste it somewhere safe so there are no mistakes.



		5. Click Create and send notify the user. 





[bookmark: _Ref146901226]Transferring a mailbox from one user to another 	

All that is involved here is resetting the password (see 2.2.4.12 Resetting a mailbox password) on the mailbox and sending the new credentials to the mailbox’s new owner.

[bookmark: _Ref146947017]Resetting a mailbox password

		1. Surf to the Email Accounts management page (see 2.1 Administrative Login).



		2. Find the mailbox in the list and click Manage. 



		3. On the “Manage an Email Account” page, enter the new password or have the system generate one for you (recommended).  Make a note of the new password. Ideally copy/paste it somewhere safe.



		4. Click Update Email Settings.





Deleting a mailbox

		1. Surf to the Email Accounts management page (see 2.1 Administrative Login).



		2. Find the mailbox in the list and click Manage. 



		3. On the bottom of the “Manage an Email Account” page, click Delete Email Account.





[bookmark: _Ref146900902]Converting a forwarder into a mailbox and vice versa 

There is not a simple “Convert…” button.  You must delete the existing forwarder(s) or mailbox and create a new mailbox or forwarder respectively.  Each of those tasks are spelled out in the sections above.

[bookmark: _Toc147036475]Troubleshooting



[bookmark: _Toc147036476]Website

[bookmark: _Toc147036477]Overview

[bookmark: _Hlk146615221][bookmark: _Toc147036478]Logging in to the Website Dashboard

If you are a member of the district committee, you can log in and post/edit content on the site.  

		8. Surf to https://snovalleyaa.org



		9. Click Site Administration in the footer



		10. You can log in using your full SnoValleyAA.org email address (e.g. treatment@snovalleyaa.org), or just your alias (e.g. treatment)



		11. If you don’t know your password, reset it.  A password reset link will be emailed to your @snovalleyaa.org email address





[bookmark: _Toc147036479]Managing Content on the Website

[bookmark: _Toc147036480]Types of Content on the Website 

Posts 

Posts are like news stories; they are ephemeral pieces regarding initiatives, solicitations, stories, etc.  

Pages

Pages contain more evergreen information like district contact information, descriptions of service positions, district bylaws, and links to online resources.

Events 

An event is something that happens at a specific time and place.

Meetings

Meetings contain all the groups’ meetings in the district, their meeting’s time, location, and details.

[bookmark: _Toc147036481]Adding New Posts 

		1. Login to the Website Dashboard (see 3.1.1 Logging in to the Website Dashboard)



		2. [image: A screenshot of a computer

Description automatically generated]Click New > Post at top of screen



		3. Give your post a title.

a. Make it unique.

b. Be specific.

c. Convey a sense of urgency.

d. Make it useful.

		Lame

		Cool



		Alcothon Needs Volunteers

		Alcacothon Needs You



		Pre-Conference

		Pre-Conference Will Be In La Connor



		Corrections Update

		Correspondence Program Going Strong



		District Picnic

		Maroon 5 to Play District Picnic 









		4. Write your post.

e. Summarize the takeaways first.  That’s usually what will get read.  Details and specifics can be given later.

f. Write informally and keep it light!  We’re all friends here



		5. [image: A screenshot of a survey

Description automatically generated]Under Document, select a category like “News” (not “Announcements”) 



		6. [image: A screenshot of a computer

Description automatically generated]Under Document, click Set Featured Image 

a. Pick an existing image in the Media Library or Upload a new image (Upload Files)

i. When uploading a new image to the media library use wider landscape images rather than portrait

ii. Use high quality images.

iii. No Clip art

iv. Keep it authentic to the Snoqualmie Valley.  Try to use local images rather than stock images.

v. No pictures of A.A. members (except for the founders)



		7. Under Document, add one or more Tags [image: A screenshot of a computer

Description automatically generated]



		8. Click Publish [image: A screenshot of a computer

Description automatically generated]



		9. [image: A screenshot of a computer

Description automatically generated]The site then asks you to double-check your settings.  Click Publish again. 



		10. Congratulations! You just added a new post!







[bookmark: _Toc147036482]Adding new Pages 

		1. Login to the Website Dashboard (see “3.1.1 Logging in to the Website Dashboard”)



		2. Click on Pages on the left side.



		3. Click on the Add new page button.



		4. Click Start blank to create an empty page.



		5. Give your page a title by typing it in the box at the top that says Add title.



		6. Click on the + block inserter icon to add new content or click on any block to edit existing content 



		7. When you page is ready, click Publish in the upper-right corner of the page.





[bookmark: _Toc147036483]Adding New Events 

		1. Login to the Website Dashboard (see 3.1.1 Logging in to the Website Dashboard)



		2. [image: A screenshot of a computer

Description automatically generated]Click New > Event or click New > Recurring Event 





		3. Add Title



		4. Add description (optional – sometimes the title says it all)



		5. Add When



		6. [image: A screenshot of a message

Description automatically generated]Add Recurrences if you’re adding a recurring event. 



		7. Add Where (If the location is already in the system, the site will auto-suggest it).



		8. Click Publish [image: A screenshot of a computer

Description automatically generated]



		9. Congratulations!  You just added a new event or a new recurring event!







[bookmark: _Toc147036484]Adding New Meetings 

		1. Login to the Website Dashboard (see 3.1.1 Logging in to the Website Dashboard).



		2. In the top menu, click New > Meeting.



		3. Fill out the form and click Publish.



		4. Visit the meeting’s page you just created and make sure everything is correct.







[bookmark: _Toc147036485]Adding to the Media Library 

		1. Login to the Website Dashboard (see 3.1.1 Logging in to the Website Dashboard).



		2. You can add pictures, PDFs, flyers by dropping them directly into the Page, post or event your are editing.







[bookmark: _Toc147036486]Updating or Deleting existing Posts, Pages, Events, and Meetings

		1. Login to the Website Dashboard (see 3.1.1 Logging in to the Website Dashboard).



		2. Click to the post, page, event or meeting just like any visitor.



		3. Click Edit in the top menu.



		4. Edit the post, page, event or meeting.



		5. In the Publish section on the right side of the window, click Update or click Move to Trash.







[bookmark: _Toc147036487]Maintaining Anonymity Online

Everything we post on the site can be searched, discovered, read, and shared by anyone, anywhere.  So here are some quick guidelines: 

1. Never use a member’s full name (e.g., Ebby Thatcher).

2. Avoid using names in posts (e.g., Ebby T.).

3. Avoid using phone numbers. 

4. Avoid using personal email addresses (use @snovalleyaa.org addresses whenever possible).

5. Review flyers for anonymity before posting them.

Most flyers contain sensitive information because they are written to be passed around meetings.  They are not written to be posted online for the world to see.  In most cases, it’s safest to just rewrite the important bits of the flyer into your post and omit the things that could break anonymity.  Sometimes, like flyers containing registration forms, there’s no getting around posting a flyer as is.

A couple guiding resources of shared A.A. experience regarding websites are Frequently Asked Questions About A.A. Websites (smf-101) and GSO’s Internet Guidelines (mg-18).

Lastly remember, even if we have explicit permission to break a member’s anonymity, posting a bit of a member’s information creates the perception that we might not be taking matters of anonymity seriously.  

[bookmark: _Toc147036488]Administering the Site 

[bookmark: _Toc147036489]User Management 

Login to the Website Dashboard (see 3.1.1 Logging in to the Website Dashboard).

Adding a New User

1. Click on the Add New button near the top of the Users page.

2. Fill in the required information like username, email, and role.

3. Click the Add New User button at the bottom of the page.

Editing an Existing User

1. Find the user you wish to edit in the user list.

2. Hover your mouse over the user's name and click on Edit.

3. Make the necessary changes such as updating the email, role, or password.

4. Click the Update User button at the bottom of the page to save changes.

Deleting a User

1. Locate the user you want to delete in the user list.

2. Hover your mouse over the user's name and click on Delete.

3. Confirm the deletion in the popup window that appears.

Changing User Roles

1. Locate the user whose role you want to change.

2. Hover over the user's name and click Edit.

3. In the Role dropdown menu, select the new role for the user.

4. Click Update User to save the role change.

Bulk Actions (Optional)

1. You can perform bulk actions like deleting multiple users or changing their roles in one go.

2. Check the boxes next to the users you want to modify.

3. Choose the action you want to perform from the Bulk Actions dropdown menu.

4. Click Apply.

[bookmark: _Toc147036490]Updates 

Core WordPress Updates

WordPress itself will often prompt you when an update is available. These updates usually contain security patches, bug fixes, and sometimes, new features. Automatic updates for minor releases are typical, but major updates may require manual consent.

After updating, briefly review your site to make sure everything is functioning as expected.

Plugin and Theme Updates

Like WordPress core updates, you'll be notified when plugin or theme updates are available.

The process is generally straightforward but remember that plugin updates can introduce new features or change existing ones, so some compatibility issues can occur.

Again, check your site after each update to ensure all features are operational.

[bookmark: _Toc147036491]Backups

Bluehost automatically performs regular backups of your website and its databases, providing an extra layer of security and peace of mind. These backups are often carried out on a daily, weekly, or monthly basis, depending on your hosting plan, and can be easily restored should you encounter any issues or data loss.

[bookmark: _Toc147036492]Restoring from backups

Restoring your website from a backup on Bluehost involves a few steps and can typically be done through the Bluehost control panel. Generally, you would navigate to the "Files" or "Backup" section in the control panel, where you'll find options to restore your website files and databases. There, you can select the backup version you'd like to restore from and initiate the process. It's always a good idea to consult Bluehost's specific documentation or customer support for the most accurate and up-to-date guidance on restoring your site from a backup.

[bookmark: _Toc147036493]Developer-Type Tasks 

[bookmark: _Toc147036494]Changing the appearance 

Making small changes to the appearance of your WordPress website can be done in various ways depending on the level of customization you need:

Customizer: The WordPress Customizer allows you to tweak various settings like colors, fonts, and layouts. To access it, go to your WordPress Dashboard, navigate to "Appearance" and then "Customize."

Themes: If it's a more significant change, you might consider switching to a different theme that better suits your vision. You can change themes by going to "Appearance" > "Themes" in the WordPress Dashboard. 

Widgets: Widgets can be used to add content to designated areas like sidebars or footers. You can add or edit widgets via "Appearance" > "Widgets."

Plugins: Some plugins are designed to help you alter your site's appearance. These can be installed via the "Plugins" section of your WordPress Dashboard.

Custom CSS: For more precise changes, you may want to add custom CSS. This can often be done through the Customizer under the "Additional CSS" section.

Child Themes: For advanced changes that involve modifying theme files, consider creating a child theme to avoid losing your customizations when the parent theme updates.

Remember to always back up your site before making significant changes and consider doing a test run on a staging environment if possible.

[bookmark: _Toc147036495]Changing the theme 

To change a WordPress theme:

Choose a New Theme: Go to your WordPress Dashboard, click on "Appearance," and then "Themes."

Install and Activate: Pick a new theme, click "Install," and then "Activate."

Check Your Site: Look over your site to make sure everything looks good.

Remember, changing a theme can change how your site looks and works, so it's a good idea to back up your site first.

[bookmark: _Toc147036496]Troubleshooting

[bookmark: _Toc147036497]Observed Behavior: Website is Down

Possible Causes and Solutions:

· Server Issues:
Solution: Check the server status with your hosting provider. Wait or contact support.

· Domain Problems:
Solution: Ensure your domain settings are correctly pointed to your host.

· Exhausted Resources:
Solution: Upgrade your hosting plan or optimize your site to use fewer resources.

[bookmark: _Toc147036498]Observed Behavior: Error Establishing a Database Connection

Possible Causes and Solutions:

· Incorrect Database Credentials:
Solution: Check wp-config.php for correct database credentials.

· Server Overload:
Solution: Contact hosting provider for server status or upgrades.

· Corrupted Database:
Solution: Repair the database via phpMyAdmin or similar tools.

[bookmark: _Toc147036499]Observed Behavior: White Screen of Death

The "White Screen of Death" means your WordPress site shows a blank white screen with no error messages. Despite the scary name, it's usually fixable and often caused by plugin or theme issues.

Possible Causes and Solutions:

· PHP Errors:
Solution: Review PHP error logs and fix the code causing the issue.

· Exhausted Memory:
Solution: Increase PHP memory limit in wp-config.php.

· Plugin Conflicts:
Solution: Deactivate plugins via FTP and reactivate one-by-one to identify the issue.

[bookmark: _Toc147036500]Observed Behavior: Slow Loading Times

Possible Causes and Solutions:

· Unoptimized Images:
Solution: Compress images before uploading.

· Too Many Plugins:
Solution: Deactivate unnecessary plugins.

· Server Performance:
Solution: Consider upgrading hosting or using a Content Delivery Network (CDN)
Note: CDN’s are used by websites with a lot of traffic like Amazon.com or Google.com.  SnovalleyAA.org will never need a CDN.

[bookmark: _Toc147036501]Observed Behavior: Broken Links or Missing Images

Possible Causes and Solutions:

· Changed URLs:
Solution: Update URLs or use a redirection plugin.

· File Permissions:
Solution: Check and correct file permissions via FTP.

[bookmark: _Toc147036502]Observed Behavior: Admin Access Issues

Possible Causes and Solutions:

· Wrong Credentials:
Solution: Use the "Forgot Password" option or reset password via database.

· Corrupted .htaccess File:

Solution: Regenerate .htaccess by saving permalinks in WordPress settings.

[bookmark: _Ref147027750][bookmark: _Toc147036503]Our Domain Name, SNOVALLEYAA.ORG

[bookmark: _Toc147036504]Overview 

Just make sure the domain name registration does not lapse and you will be fine.

		Note: This is a transitional issue (September, 2022)

We registered our domain name through Google Domains.  However, recently Google sold their domains business to Squarespace. So Squarespace is now officially the registrar of record for our domain name.


During a transition period, our domain name is still managed through Google’s website. Our customer and billing information will subsequently be transferred to Squarespace. More information about this transition can be found at https://support.google.com/domains/answer/13689670 



To learn more about Squarespace Domains and Squarespace's plans, visit the Squarespace Domains page, https://domains.squarespace.com  



Once the transition is complete, this section of the guide will need to be updated.





 

[bookmark: _Toc147036505]Administrative Login

		1. Surf to https://domains.google/ and click Manage domains.



		2. Click Sign In and log in using dcm@snovalleyaa.org, password.





[bookmark: _Toc147036506]DNS 

Our DNS (Domain Name System) records are crucial settings that turn our easy-to-remember domain names into IP addresses, allowing browsers to find our website. These records also guide email and other services. We should avoid altering these DNS records unless we're completely certain of the consequences. Incorrect modifications could lead to downtime, interrupt our email services, or make our website unreachable.
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· District 36 hosted the August Pre-Assembly for Eastside Districts. Saturday, August 17 at Holy Innocents Church in Duvall.

· Sixty people (estimate) attended in person at the church, with 18 online.

· John B and Mario M helped greatly with hybrid set up, troubleshooting, and hosting.

· Volunteers from a bunch of valley groups helped with setup and tear down – Duvall Sunday Morning, Snoqualmie Stag, Stillwater Serenity, Sober Rebels, Came to Believe, Live and Let Live, and Duvall Friday Candlelight

· Upcoming Area 72 events: https://area72aa.org/events/ 

· Sept 7 (11am to 2pm) Lunch and Learn, General Service Panel discussion, Pine Lake Covenant Church Sammamish: https://snovalleyaa.org/district-35-lunch-learn-on-general-service/ 

· Sept 8 (10 am until noon) online GSR Workshop. For anyone currently in GSR position or interested in GSR:
https://area72aa-org.zoom.us/j/86909224901?pwd=UnF0dE5NVVkzYzhFTzVaN3B3SVQ1QT09
Meeting ID: 869 0922 4901
Passcode: GSR2024

· Oct 4 - 6, Area 72 Assembly, Hotel Murano in Tacoma: https://area72aa.org/event/october-2024-area-72-assembly/ 

· The district print schedule is available on our website. 

· Lists meetings in the valley

· Web addresses for Eastside Intergroup, Western Washington Area 72, and GSO

· https://snovalleyaa.org/wp-content/uploads/2024/02/AA-schedule1_D36_20240206.pdf  
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District 36 Elections for the 2025 - 2026 Rotation

Please keep getting the word out on our District 36 elections coming up at our November business meeting.  I’ll be planning to make a call for people to make themselves available for district service at the Gratitude Dinner.  I’ve posted an article on our website about what’s involved in district service.  Please feel free to make use of it in your conversations!



Gratitude Dinner

We have the location (Si View Community Center) nailed down and paid for the Gratitude Dinner.  The program for the dinner will depend on the update we get tonight.  If we don’t have an update, we’ll begin putting together a basic program and call for volunteers after this month’s meeting.



Service Handover

I’m planning to post a short article with my learnings and handover for the next DCM.  If you’d like handover information posted for your role, please feel free to send it to me (a sentence or two) and I’ll include it in the post.  You’re also welcome to make your own post.
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