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This sheet is meant to be easy to follow. If you are unsure, stop and ask the owner before making changes.

This is for the next person who needs to keep the live Google site working after the builder leaves. No advanced tech skills
are needed.

Why tickets happen
The site gets messy when nobody knows which Google account owns it, or when someone changes text but forgets to click
Publish.

Steps
1 Open sites.google.com and sign in with the Google account that owns the site.
2 Click the site name to open it.
3 On the top right, click Pages.
4 Pick the page you want to change.
5 Click the text you want to update and type the new words.
6 To replace a picture, click the image and choose Replace image.
7 When it looks right, click Publish in the top right so visitors see the update.

Write this down
• The Google account that owns the site.
• The live website address.
• Who to ask if that account is unknown.
• Never put the password on this sheet.

Official help
How to use Google Sites: https://support.google.com/sites/answer/6372878
Publish and share your site: https://support.google.com/sites/answer/6372880

Longer guide (with video)
https://matchaxmoxie.github.io/matchaxmoxie/handoff-google-sites.html
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