U+KNIGHT
INTERACTIVE
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and Collect Dues On-Line
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or Left and Right Keyboard ArrowKeys
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| B Open a web browser and go to PayPal.com
Sf;ﬂ?ﬁé?e . Click on Sign Up

with your free smartphona

card reacder
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Click on Get Started — Business
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Choose a PayPal Payments Solution

eCl the cpton thats right for you. Dont warry, you can changs or upgrads ol any tima
Standard Advanced Pro
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Click on Get Started - Standard
Why use PayPal for your b

ArCess VOUr monEy instanty Kean vour costs down
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PayPal

Click on Create New Account

Most Councils opened a free Pay Pal account to
manage their UKnight subscription.

If you have an account already, you can click
the link below and go to Page #9.

Skip to Pageg
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PayPal

n up for Business Account . -ﬂ

Business inforradon

Yo calirs oiginl AafOn
L

Hreghty of Colninis Ceuncd 5117

T Fill Out This Form - This is the top

1862

i Gl In terms of volume, every Council is Different.

Pop i S| aokeStal oy Some Councils Generate Many Thousands of
Dollars using their UKnight Website

ooy Fiokt

= to sell Merchandise On-Line.
l.e-n.'l'-.'.l'.inb l.;'.l"..l.".:l.- =
i 4l v g Wanettion omiust DY A If you are interested we can help
Lol T you with this too.
'r'.->:-|:- w: ‘j
—— For now, if you have your Tax Id Number you do not
[ B need a Social Security Number

Flsase provids osa of the followisg
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Here is the Bottom of the Form
Make sure your tax id is in here

Agree and Continue




U+KNIGHT Setting Up Pay Pal Account

INTERACTIVE
and Collecting Dues On-Line

Congratulations! You've signed up T 1 FayFal Business At

sl Las whreg bl el ol oom whed pou g m o Feyga

Siary wmitng up your payment acluban
Rk m ae e i hos

0 Dea't feeget to el your smail

= whnighigfabrsls.c

Congratulations! Your Council now has a Pay Pal Account!

Now let’s get your new account ready to accept payments by:

1. Associating your Bank Account to Deposit Collected Dues

2. Setting Up the “Pay Now” Button for your UKnight Site
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PayPal
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B
-------

M paymant solution

Click on Profile and we will get started.

3ol =p my paymm| pluGor
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Double check your information here to
make certain it is all correct.

By business indo i (e

byt el £ 5

[Julch Erdey
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My business info ; When you are finished, click on “My
/ money”to tell Pay Pal where you would like
My mane; to deposit the Dues Payments.

If you have already linked your Council
bank account with your Pay Palaccount,
click below to skip to Page 18

Fulch kinky

Skip to Page18
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Marchant Somvices

My Accoum
[T LT Aagd Maonay Wil i Higdgng Rsanh e inl Pralida

My Profile

By business o Bank sccounts | want 10 sy wilh ery Bk Bul dont s |

Dehit asef Creda cards I weant PEyal to prolect my cand
My money ¥

Mayial balanoe 50 00 USD
H:.' SETINGS

Ly e pappisesd gaymanls Klara pa the auiomabic paymanls. subscnpbo
|-_1||- Sadhirng Tooss plan paymeans | dand & menchands

Lhare fimaacial sabngs

Quick links Merchard foeg Morihly Bcout Staemant
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This is where you will add your Council Bank
Account so that funds collected through this
account can be transferred quickly and easily to
your Council Bank Account.

If you do not have the numbers with you we can
still set up the Pay Now Buttons, but you will have
to do this eventually so that you can transfer
funds to your Bank Account.

Assuming you do have the numbers, enter them
now and click “Continue” and see how you will
be verified as the true owner of thisaccount.
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PLEASE READ THESE.

Next you will see where you will confirm
that you are the true owner of thisaccount.
Click “Continue”.
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Rogquast Boney B Msschant Seavices

ADCaHLN

Oweravn Add Money  Wiiihdeaw  History  Rescluton Center.  Profiile
Bank a

Bank account

[ l

[ l

Add Bank |

If you would like to add another bank to the [l presinssy O NUTCHERANOW - Important to

remember this page because when you see
those deposits go into your account, this is
where you will click to “Confirm”.

account, you would click on “Add Bank” and
go through the same process again.
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PayPal

| LI Fe L
i Y REETRIN

Sund Monay 0 Requert Momey 1 Berchont Services 1 Pioduch £ Services

i Sy iy Ta Siong i g BN SIicy Frodilr
Bai
[“_ - l
C |
If you do not have another bank to add, just If you do not have another bank to add, just
click on Back to My Profile. click on Back to My Profile.

gl PR pgds eyl yg
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My Accoum
[T LT Aagd Maonay

My Profile
By business o
My money
kiy setlings

Ry alirng Toa08s

Quick links

Hank aocounts

Next, click on “My settings”

Ly g pappiersid glipmanls

Lhare fimaacial sabngs

M chand ek

Log L HES =T S0E Frlechon Sdarch

g9 the automatic paymaents. subscrphons, and mstallmend

plan paymadrls | d2nd bo menchanls

Mantbly goeous sl sy
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My Samings

ek linki St Blawi b

Again, many options to consider
W it A s e later. For now, we are just going
to check your time zone.

Trme rose
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bk b ity | Sacurdy ped Dretpcion Smproe

o My Accoant

Cvenaew

|. e \ After you click “Save” then click “Profile”
o @splay e dedals of your Irans achons SRt lacal

W | (GIAT-07.00)" Mountain Time [Derver, Boise)

* Time zone foliows Diaplight Saving Time

Bave,|  Cancel

Gpgus Ly ;-_.-& Pzl i ST e T sntm=t s mig Feadbaci [<]
Make sure the time zoneis -
correct and then click “Save”
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i

Many great things on this page.
But for now, the one thing you
need to do is make sure that your
members recognize the charges
that come through on bank and
credit card statements.

So click on “Update” next to
“Credit card statement name”
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Again - many options on this page, but for
now you can ignore all but the verybottom.
As you become more familiar with the
options and possibilities you may want to

revisit these pages again later.

et Sk B

We will enlarge this portion of the page
to make it easier to see.
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This is where you determine what shows up on
the credit card and bank statements when
transactions occur through this account. You
can put whatever you like within the allowable
parameters. As you see we chose “KOFC5237”

N S Cullinch Gl Cicd SlalETRN

Tha Credk Canrd Sizierani Mama & e name thal will appesr on your Cosiemans on
Thia nama can ba 11 alphs-raomen: Charscisrs in angin. inCluding spacss

For soms paymais. the neme can be sdended 1o 19 sipha-numenc characters o ia

=BT TaT

Cradit Card Stateman Hamss! |' T (11 Cheracher Mavmus)

Extended Cradit Card Stabsman Nams: .I - |49 Chsrssbar Rlamoe|

L | Cancel

Enter what you like and click “Save”
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Now - Click Merchant Services
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PayPal

Uy Atvourd Gt Woweey | Hoqueswi MWossey 1 Moo teracss 1 Prodict | Gerveress

T o

My Payment Salution: PayPal Paymends Standard

Azcepl payments an your websile
— L Conneo
——. paymant bumom -E FagPal 10 pour .
- Tar jour wabains [EFE R ty DOtE ANl HeTEngE

\

Ciher popular paymant oplians

Want maore conbred ower your customers” checkout sxperience?

Pas®a] Pyymenis Ldvanced Lomonk PayEal Pasmemie Pro T r -
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Sanch

= Limp 1- Choome a bobon type ssal anidsr yoar paymisst dein iy

In this circle are the tools to set up avariable
menu of donation and dues. To create the
code for this more elaborate option, stop
here and open instruction set:

UKnight On-Line Dues Collection
Dues plus Donations. *coming soon

— T Or if you like, just give it a try.
It is really quite easy.
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As you become more familiar with your UKnight

web site and the many opportunities it offers for

fundraising, this page is where you will be able to
SRR, make a lot of your ideas happen.

Step 1. There are other options in this drop
down menu, for your Dues Button select “Buy
Now” Wewill change this to “Pay Now” Later

Step 2. Enter
“Annual Dues” or
whatever you like

Step 3. Enter the

Amount

¥ Custamaze s ot scmeamnce Step 4. Here is where wechange
“Buy Now” to “Pay Now”

Shipgieg

Click “Customize text or
appearance” and a whole new
menu will drop down

Marcheal stound [l Lugn gy
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..... | | S HETEC N POl Sach

w Simp 10 Choome a bobon type sl sandsr your paymisst deim iy

This menu will enable you to change the “Buy Now” button
to say “Pay Now” - Scroll down to the lower part of thepage

[ At Bt M — T T
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e This is what your simple Pay Now Button
35.00 [UsD =] need swtiple prcess ) ) )
will look like on your site. Other Buttons
S —— You like “Donate Now” follow this same process
« »
[ Add drop-down menu with pricaoption Examle as you probably saw “Donate Now” or
I Add drop-down menu Examote “Contribute Now” options.

™ Add 1931 Seid Eiampis

T Use smaller buttan

W [wsplay credt card lopas
Coumtry and language for Dulton Clle the DI'OP DOWH and
[United States - Enghsh E= Select “PaY NOW”

Select buticn Laxt

|Pay Mow "‘l
L LIs& wour g bullon ITagE
Teat %

Shipping

Your choice - This is recommended for
Fax security. The Secure Merchant Account
o Lot i ID is the Pay Pal ID you just set up.

Kenchant sccount |Ds Leasn morg

& Use my secwa merchard account 1D
o Use my pnmary emad address ukn -_',"ll;f_:!-.'-::ll-c:a COuT
b a2 Tamch v Click Here to Create Your Button

B Tees 1 Costoras
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=Sormmn achon=hifles Avwwew paypal comoge-binSwehecr” method ="posi ™ 2 Dirges's View

ol Bt = Tl NS OMal o= G-athlk >

sinpull fype="hadden” narme="hirsind_bution_d

waliie="HHEF JOCK IBSHC 2 FPay Now
g Sy T -

RS = Tllpel Deanw parppaloDped 15 £ omven_ISABMSIN_payhowCC LG of

" =1 NaTe="submi” al="FaPal - The Saber Easr way 15 pay =

onderes!™

% My saved buttons

apale simdal batlon | Lieale o e Bution
Seimudlar
Bl CIasie B Cormoiat ahy naw botien &

G B My wavvedd Baifioany

This is the code that will translate into a
payment button once you set it up on your
UKnight site.

First click “Select Code” which will
highlight everything in the box.

Then copy the highlighted area by either
using “Ctrl-C” or right click and then Copy.
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Fage Layond =rlerenoe

GiviBod  t (11 A AT A I= - A TR AaBbhCeD | aalbCeDe AgBbC AaBhC .|"I1L.::l:|_lj

:‘_:I _If: P T B I U e W, W - B J. F [ 3 1 53] :— ¥ "  Mbim T MNB Sy Heading

e Scthos = "R RS e pavipal. ooy ogi- Diny wiebaor™ me thod="nos ">
<R Ty = Thidhdem™ namg ="l ™ walusg =" _§-wapkci™
<inpist Type="hidden” name=Thosied_Digton_id® values"RHIF) DoKX ESRG" >

£ irsput Iyl =" image ™ sre="Ripiy e paypalobjects.comyen_ LS/ insban_payrss{C_LG.gi™
Bardar="0" name =" sEhi " Alt="PEyPal- The saler, &asiEr way [ iy cnlme ™

<imp 3te™ Eorders"0" sre="htpsyl renven. paypala b actscoeny en_UISA sor phenl, gi™ widthe"1"
haplgit="1">

< farms]

Paste the code to a Notepad or a Word Document
While you Prepare Your Admin Center
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e COUNCIL #5237 ADMIN CENTER LOG-IN

EVEMT CALENDAR
PRAYER REQUIESTS
MEMEEHR MUMSER COMRCIL FORME

MEWS & ANNOUNCEMENTS
PASSWORD:

PHOTO GALLERIES

VIDED GALLERY Loow | \

OFFICERS

ROUND TABLE

ABOUT QLR COUNCIL

RECOGMITION
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DEGREE SCHEDULE UBNIGHT MARKET CEMTER

UPDATE THE FOLLOWING:
COUNCIL ADMIN CENTER

EVEHTS CALENDAR

PRAYER REQUESTS
HEWS & AHROUMCEMENTS
PHOTO & VIDED GALLERIES

COMUBRCIL O FICERS LEST

MEMBERS LIST

NEWSLETTERS P We first want to update the Front Page Top
COUNCIL ROUNDTABLE 4 Level Announcements, so click the button
el ¢ “Update the Announcement”

CCFURCIL RECOGHITHRH

LOCATION & [NRECTIONS

Il'll'-'.i

H.I'II&
COLUMBUS
s

SOUIRES CRLLE SITE

LIS OF HTEREST

Bl | ADOPT-A-RDAD
E-M AR CENTER
60 (META TAGS)

UENIGHT HELF CENTER

| Coumcil Business Maating Scheduls
Ses alo DEGREE SCHEMMILE abowe twraday of fe month ot

Family Mowio Might
COctober 19, 2012

Counil Program Meeting Scheduln
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UFDATE the Council Anmouncement area

Here you see what the UKnight HTML/Text Editing
Box. This is why you do not need to be a programmer
to do some pretty amazing things with your UKnight
Website.

UPDATE the C

So let’s type something like: “Please go to News and
Announcements to Pay your Dues Online Today”

Ses alo DEGREE SCHEDMILE abowe

Emily Movia MHight
Fridey, Octobar 19, 2012

Counil Program Mesting Scheduln
|[FYN. oty e
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UPDATE the Council Announcement area

Now we can use those editing tools to make it stand out a
little bit. So lets make it a little bigger and bolder, maybe
= centeritand add a little color. The key is to play with it
and get used to what your editing tools can do and how
you can make it stand out best for yourcouncil.

PO5T the vgdatied Covncil Anne

UPCOMING EVEMTS

¥ Maating Scheduls

& Maaling Scheduls

Counil Program Mesting Scheduls
|[FYN. y i
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UPDATE the Council Announcement area

¥ & B I U = X, %7

o A O=0 &

Please go lo News and Annouencemdsnts ho

Pay your Dues Ondine Today

Now that looks a better. If you have done a little editing
before you are quite familiar with this. If not, play around
with it and you will see how quickly you get the hang of it.
Rememberr, as long as you do not intentionally save it, as
we are about to do, you will not change or alteranything.

UKMIGHT HELP CENTER

UPCOMING EVEMTS

Council Businass Maating Scheduls
ee alse DEGREE SCHEDULE obove Znd T 8 ot o

i Might L= Muarating Scheduls
Octobar 19, 2012 fra————

Counil Program Mesting Scheduls
|[FYN. oty e
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UPDATE the Council Announcement area

¥ & B I U = X, %7

THIS IS VERY IMPORTANT! If you do not SAVE
your work it will be lost. First click on the grey
Update botton to save the work in your editing field.

THIS IS VERY IMPORTANT! If you do not POST
your work your announcement section will remain
unchanged. Click the red POST and you are finished.

Fay your Duss Onding T

UPDATE the Council Annous

POST the vpddated Council Anncimdnmeni on thi page and Close thiz Window

UKMIGHT HELP CENTER

UPCOMING EVEMTS

Ses alo DEGREE SCHEMMILE abowe

Eamily Movia Might

Friday, Octobar 18, 2012
500 pm

Counil Program Mesting Scheduls
|[FYN. oty e
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DEGREE SCHEDULE UBNIGHT MARKET CEMTER
UPDATE THE FOLLOWING:
COUNCIL ADMIN CENTER

EVENTS CALEHEAR LIPEA TE THE AMMOUNCEMENT
PRAYER REQUESTS S P T S
HEWS [ AHRDLMCEMENTS.

PHOTO & VIDED GALLERIES

COUHCIL OFFICERS LST

MEMBERS LIST

MESSLETTERS Now click on News and
COUHCH ROUNDTABLE Announcements to post your
e Pay Now Button.

CCFURCIL RECOGHITHRH
LOCATION & [NRECTIONS ]'5
SOUIRES CRLLE SITE IH
LIS OF HTEREST

HHI&
im,l%gmﬁ
5237
Bl | i._'rll:..-:'i..

E-MAN (ENTER
SECH JMETA TALS)

UENIGHT HELF CENTER

Ses alo DEGREE SCHEMMILE abowe

Family Masio Might
Friday, Octobar 18, 2012

| Countil Program Mesting Schaduls
Lind s swmamitb i
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Here we have a Position Box. News and Announcements can be a
very long page if you have a lot of information. With this Position
Box you can arrange the way the articles appear and not have to
accept chronological order.

B e This is a whole number system, so it’s a good idea to number by
s ) 108, as in 10, 20, 30, 40, etc. You can place an article in-between 10
EvENT ZHE=N COUNHCIL HEWS & AHRDUHC # .

- and 20 if you wanted to; you cannot between 1 and 2.

v omon s | 10 _ We want this button on top, so let’s enter the number 10.

- LN

ALAETTLE,

[ okt

AR RECDLATIDN Imlers T PME Y ARMME PN M

et S Now give this announcement a title — something
o o v W] 5 W] A & : clever like: Dues are Due. Whatever you like.

Bl RN S

Here you have another UKnight HTML/Text
Editing Box. Type something to label
your button like:

“2012 Dues are Due Now - Please Click to Pay”
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DATE THE FOLRCWIRG:

QML
CWEMTS CALLNTAR
PRATER FECFULSTS

PHOTOD B VIDED Gl FRES
CIVUNLAL OFFICERS LiST
HEWHERS LT

REWSLET TERS

ABDAUT U

COUMNCIL RECOGHTTION
LOCATION | DilEC TRk

Lm0 Dl TERELT

E- AR CENTER

COURCIL ADMIN CENTER

COUNCIL HEWS B ANNOUMCEMEMTS

CHAMGE THIS HEWS/ANMOUNCEMENT

Emled The POSITROM in which ks HEW'S CANRCHUMCEMENT should e ploced bl

Endad an opbional HEALTNNC

A s A ] Lt ) 1 5 -

ARRH L CGCAIT

[DUES ART DT

Ended The HEWDS ANRCHPCEMENT
- L] ' B I
= A E
20012 Disi gre Dus Mow - Pligis Click to Pay

OK, so I made the text BLUE AND BOLD. Pretty simple.

Again, do what you like. But here is where the HTML part
comes in. Computers need to read code, not text like this.
So we have to convert these words to Computer Code
called HTML. Todo this, simply click on the SOURCE
Button. This will convert the text you just wrote in plain
English, to computer code.
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PALRGRE T S HE LU | R LIRHIGHT MASHET LEH IEJ - =]

POATE THE FOLLOWING- | ;

HOME COUNCIL ADMIH CENTER Al LOGOUT

EVENTS CALEND&R COUNCIL HEWS & ANMOUMCEMENTS
PR hpuEs T

CHAMGE THIS HEWWANHCUNCEMENT
PHOTO b VLD GALLERES Enfer fhe LIS b which fhés WNEWS CGANRUBUEMEN] showld b plocsd bedow

COUMHE FFPCERS LBT I'_
REMBERS LIS Enfar on opticsol HEADING
ABUGLT LIS

COUIL BEOGRET IO Entad the HEWSES  ANRSOURCEMEBNT:

LOMCATHI [ DRECTRMHS
LIS OiF ITERES ]

] Source
EMAL CENTER i
LApEnR AL yieT ol ar Il lcd s "rarLpirongrCapan S i "Eeat-pise: 1fpx; "rdold Coaw
BEE CFEig N Plagss Click w2 Fayd/spEnd S P el L e o T el [ TR
RnEap </ p
Ciomm action="hitpe:/fwvww,.paypal . somfcgi-bin/ wabesr™ mechod="post™>

T ST
cabEp: </ forEy

That is what those blue bold words look like in HTML. So thegood
news is that UKnight does it foryou!

Notice that all the other editing buttons went dark except the
“Source”? That is because they do not work in HTML.

OK - now open the file where you pasted the Pay Pal Button Code.
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AT Ol

Enner§ Page LaymA =rlerence Mlpilirg o8 gk Wi

Cafitwi (Bodyy  * L1 Ay far ® .Sz e B9 AaBbCeDr | AambCeDe AaBbC: AaBbie lI."'Ihl::':l_lj
-.l.!l ‘::.I__”__. B I U e W, X r J F'j- :__- s ¥ R [Ty Heading 1 figg 2 Titie

<ianm actican="hItps: Marasv paypal. comy ogi-Din websor™ me thod="pod ">
<t Type = "hiddan™ name="giml " walug="_§-uChck™»
<ingist Type = "hidden” names"hipsied_baton_d® value="RHZFIDORIBESRG >

<irput type="Image™ src="hlpsy v papalobject.oomyen LS bin'bin_payraee{C_LG.gil™
Earder="0" narme ="Mt Ait="PayPal- The saler, EatiErway to pay onlinel™s

CHAE #e" Borders"07 §i0e "ML paLl wien. paynaka By ectsocoeny en_ LSS sor piel gil™ widthe"]1"

haight==1"=

< ffarm|

Be sure to copy every detail.

You are going to paste it into
that HTML Box.
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DATE THE FOLLOWIMG: 4 b G
HOME

EVENTES CALENDAR COUNHCIL HEWS B ANNOUNHCEMENTS
PELAYER REC LTS

COUMCIL ADMIN CENTER ADMIH LOG-CuIT

CHAMGE THIS HEWS/ANHOUNCEMENT

PO i VIDED GALLERES Entar s POSITION in which this MEW'S JARHMROURNRCEMENT should ba ploced balow

COUNCIL CFFCERS LT [

BB LY Enter an optional HEADING
HEWSLETTERS JOUES ARE DU

ABOUT e
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