Adding a New Missionary, Volunteer GMI or Overseas Staff
Step 1) Prepare your photo (if you do not have one skip to step 2)

The photo must be exactly 100 pixels wide. (If you do not have a program to edit pictures you can get
a free one at www.gimp.org) Save your file as a Jpeg or a GIF

log into www.ga3.org

click Global Ministries, then Website Management
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Click folders and then select Images, Missionary Photos and then +New Image. It does not matter if
you do this from the top pane as shown below or if you click a folder and end up in “explorer
mode”...just navigate to the correct folder and look for the green plus sign.
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Fill in Your fields, hit browse to find the photo on your computer. None of this will actually appear on
the website, its just for you to remember.
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Hit publish or next...follow all prompts.



Step 2.)

Add your Missionary to the website.

Click folders again. Go to People in Mission, then either Missionaries, Overseas Staff, or Global
Mission Interns and click +Add new Missionary

For title you can just put the missionary's Firstname Lastname. The country you choose will determine
what country page the missionary appears on. Select the photo you added earlier from the drop down
list. If you do not have a photo please select no photo as shown below, this will display the “no photo
available” thumbnail and keep the page looking good.
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Click Publish or Next and follow any prompts.

You're finished!

**please note that the “overseas staff” designation was not added until later. If your overseas staff is
not showing up on their country page you might have to ask someone to add a “list template” to the
country page



Deleting or Editing a Missionary, Volunteer GMI or Overseas Staff

Follow the instructions on the first page of this tutorial and navigate to the Appropriate “People in
Mission” folder

To remove someone

Right click the person you ant and hit “status” and then expire. You can also delete the missionary if
you are fairly certain they wont come back (this will not delete their photo).
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To move the person to another country, change their bio or name

As shown in the window above, right click and choose “properties”. Select the country you want to
move them to...hit publish or next and follow all prompts.



