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This purpose of this document is to facilitate the transition of comedias.org to a new Webmaster in the unlikely event that the current Webmaster becomes unexpectedly unable to perform the duties of the position. In the case of the normal transfer of Webmaster duties, the outgoing Webmaster will coordinate the transfer with the new Webmaster. However, in the event of an emergency, the following two steps should be taken immediately:

1. Change the contact information and method of payment for the domain name renewal. See #3 below.

2. Change the contact information, and method of payment at the web hosting account. See #4 below.   Also, via the web hosting account, change the email forwarding for webmaster@comedias.org so that it forwards to the new Webmaster's email (not mine). (see #10 below)

The website can run on its own for a while as long as these two steps are taken care of. Modifications to the website, including posting of newsletters, calls for papers, symposium programs and new playtexts, will require the transfer of access to a new Webmaster.

The new webpage is run via WordPress, so updates may be made by anyone from any computer.

Accounts and Passwords

3.  Domain Name Renewal

https://billing.your-site.com

AHCT pays your-site.com for the annual registration of the domain name comedias.org. This charge is $11.99/year payable in February, and is currently billed to my personal MasterCard. Receipts are submitted to the AHCT treasurer who reimburses me by check (usually in El Paso). 

Login:  	mstroud
Password:	Mekias34

4.  Web Hosting Account

https://backstage.site5.com/client/auth/login

The actual website files sit on the servers of Site5.com. Site5 is also where all of the comedias.org email addresses are managed (including abstracts@comedias.org, gradsubmissions@comedias.org, etc.). This charge is $83.40/year payable in August, and is currently billed to my personal American Express card. Receipts are submitted to the AHCT treasurer who reimburses me by check (usually in El Paso).

Login:  	webmaster@comedias.org
Password:	Juming44

Gaining access/permissions to modify the website using Wordpress

5. Login to AHCT WordPress dashboard

http://www.wordpress.comedias.org/wp-login.php

Login:		admin
Password:	Juming44

6. Uploading files via FTP

http://filezilla-project.org/

Use an FTP client to upload new files to the server (AHCT newsletters, new playtexts, symposium programs, WordPress plugins, for example). I like Filezilla, which you can download for free from the link listed above. Once you upload the file, you can add a hyperlink to the file in WordPress.

To login to comedias.org via Filezilla, use the following info:

Host:  		comedias.org
Username:	comedias
Password:	StagingLope11!"


Managing comedias.org email addresses and AHCT listserv 

7. Managing comedias.org email addresses

a. To do this you must first login to the Site5 website (see #4 above).
b. Go to the comedias.org "Site Admin."
c. In the left column, click on "Email."
d. From here you can create new comedias.org email addresses, delete them, change passwords, set email forwarding, etc. 
e. Each year it is necessary to confirm the composition of the Symposium program committees (the folks reviewing abstracts & grad student papers, membership, videos & webmaster). The abstracts@comedias.org & gradsubmissions@comedias.org email addresses should forward to the work email addresses of the individual members of the committees.
b) gradsubmissions@comedias.org password=2015AHCT

8. AHCTcomedias Google Account

	site: www.google.com
	Login: ahctcomedias@gmail.com
	Password: Juming44

a) This system is designed to replace the eChapters system, avoiding duplicate presences for AHCT on the Web. 
b) Google Docs enable the creation of Google Forms. Google Forms create data fields on the website for abstract submission and membership registration/renewal. Data goes directly to spreadsheets from which mail merges and distro lists may be created. 
c) Various committee members (abstracts, membership & webmaster) have this account information so that all relevant individuals have access to the data submitted (via Google Docs) and receive email notifications (by adding this account info to their own email tools) when forms are submitted.

9. Managing the comedias.org listserv

a) Begin either at the Site5 Admin ("Mail," "Mailing Lists"), OR directly at the comedias.org listserv administrator interface: http://mail.comedias.org/mailman/admin/comedias_comedias.org
b) Password is Juming44
c) "Tend to pending moderator requests"
d) To post an announcement to the listserv, just write an email to comedias@comedias.org and then approve the message through the listserv administrator interface.
e) Current settings require administrator approval for all messages to prevent spam.

Managing AHCT Facebook and Twitter

10.  The AHCT Facebook page is found at:

http://www.facebook.com/pages/Association-for-Hispanic-Classical-Theater/388871281467

Currently, Kerry Wilks is listed as co-administrator of the page and can make changes to it (including adding administrators). 

Anyone who "likes" the page can, and should, post to it.

11. Twitter.com

@AHCTcomedias is the AHCT Twitter handle. 

Login:		AHCTcomedias
Password:	Juming44



