
Parish Council Website - notes for Parish Clerk

To access the website via the ‘back door’ for updating, go to: www.wix.com  then (if necessary) 
click Sign In and enter email address and password. Once in, click on Site Actions > Edit Site to 
open the editor. 

Once in the editor window it will open at the home page of the site. 

To add an image or document to the site, you must first Upload it to the site, then add a link to it. 

To upload a document, click on the My Uploads button to the 
left of the screen (see right), then click the blue circular upload 
button under Upload Your Media, then choose Upload from 
Computer. Once you have selected the document(s) you want, 
they will be added and you can click on ‘Done’. You can put the 
uploaded documents into a folder if you wish, for ease of 
housekeeping. Now close the upload window and the My 
uploads window.

Once you have uploaded your document or image, or if you 
only want to edit or add text to a page, choose which page to 
edit or add contact to by selecting it from the Page menu at the 
top left of the screen next to the WIX logo.

To edit text on an existing page, scroll down, find the text and 
click once on it, then click the ‘Edit Text’ button that appears. 
Make changes to the text as required. 

To add a link to a document you already uploaded, after 
selecting Edit Text, highlight the text that will be linked, then 
click the link button in the Text Settings window (looks like two 
links of a chain). This will allow you to choose What you want to link to (select Document) and 
choose the document you want to link to.

To add an image, click on the Add menu (left hand edge of the screen), select Image submenu 
and click on My Image Uploads.

Choose the image you want (click one on it so that a tick appears on it) then click on 
‘Add to Page’ button on bottom right-
hand corder of the window. 

This will place your image on the 
page which you can then drag into 
the position you want, and resize by 
dragging a corner inwards if it’s too 
big.

For help or support, call Steve on 07468 907446 or email steve.jackman@me.com

mailto:steve.jackman@me.com


Quick guide to add a meeting document (agenda, minutes):

1. Open the document in Word or other editor, then Save As (or 
Export As) a PDF file. 

2. Open the website editor

3. Click My Uploads and upload the document as above. Close the 
My Uploads window

4. Go to the Meetings page. Find the right place in the text, or add 
some new text for this meeting date. Click once on the text and 
then on the Edit Text button. Highlight the word (for example, 
‘Minutes’) that you want to make into a link. 

5. Click the link icon on the bottom right hand corner of the Text 
Settings window. 

6. Select ‘Document’ and then click the 
Choose File button. Select (click 
once on) the file you want, then click 
the ‘Apply’ button. Check it’s the 
right file showing in the window 
below and click the Done button to 
complete the change. 

7. Press PUBLISH to make your 
changes visible to the public!

8. Close the Website Editor window 
and you’re done!

For help or support, call Steve on 07468 907446 or email steve.jackman@me.com
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