Girl Scouts Greater Los Angeles Web Site

Website Admin Instructions

Regions, Cities, Zip Codes, Offices & Service Units Admin Instructions

Introduction:

The Girl Scouts Greater Los Angeles’s web site allows certain staff members to update information that is viewable by the general public on our web site, such as calendar events, documents, staff contact information, "What's New", "Navigation", & "News," and on some pages web site content.

Regions, cities, zip codes and service units are important pieces of several features of our website.  For example, to find his/her council contact a visitor can type in his/her zip code on the home page.  Cities are used by the Master Calendar to give a general location to events (without displaying the exact address of small events, which is not allowed by GSUSA) and allow visitors to sort events by proximity to their own zip code.

Zip Codes are inside Service Units that are in turn inside Regions.  Cities are a separate list used (currently) only by the Master Calendar.

Offices are listed on the “Contact Us” page.  Offices classified as “Shops” are listed on the shops page.

Properties are listed in the “Property Preview”.
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Step-By-Step Instructions:

To Login:

1) Go to: http://www.girlscoutsla.org/login 

2) Type in your council email address

3) Type in your password

4) Click on “Login”

To Add Regions:

1) Login

2) Click on “Regions”

3) Click on “Add Region”

4) Give the new region a “Key Name” (short one word name) and a “Full Name” (longer name with spaces where necessary)

5) Click on “Update Region”

To Modify Regions:

1) Login

2) Click on “Regions”

3) Click on the name of the region you want to modify

4) Change the “Key Name” or “Full Name” of the region

5) Click on “Update Region”

To Delete Regions:

Please Note: it is not a good idea to delete regions unless all service units assigned to that region have been moved to another region.

1) Login

2) Click on “Regions”

3) Click on the check box next to the region you want to delete

4) Click on “Delete”

To Add Cities:

1) Login

2) Click on “Cities”

3) Click on “Add City” (near the bottom)

4) Give the city a name

5) Click on “Update & Geocode City” to pin point the city on the map.  If the city cannot be found, you can manually enter a latitude and longitude.  If you need to do this, click on “Update City” instead of “Update & Geocode City”

To Modify Cities:

1) Login

2) Click on “Cities”

3) Change the name or latitude/longitude

4) Click on “Update City”

To Delete Cities:

1) Login

2) Click on “Cities”

3) Click the check box next to the city you want to delete

4) Click on “Delete”

To Add Zip Codes:

1) Login

2) Click on “Zip Codes” (wait for the page to load, there are a LOT of zip codes)

3) Scroll to the bottom of the list and type a new zip code in the box highlighted in gray

4) Choose a service unit for this new zip code

5) Click on “Add Zip Code”

To Modify Zip Codes:

1) Login

2) Click on “Zip Codes” (wait for the page to load, there are a LOT of zip codes)

3) Change zip code numbers and service unit assignments

4) Click on “Update Zip Codes”

To Delete Zip Codes:

1) Login

2) Click on “Zip Codes” (wait for the page to load, there are a LOT of zip codes)

3) Click the check box next to the zip codes you want to delete

4) Scroll to the bottom of the page and Click on “Delete”

To Add An Office:

1) Login

2) Click on “Offices”

3) Click on “Add Office”

4) Fill out the fields appropriate for this office. Note: latitude and longitude may be used in the future for plotting office locations on a map, for now 0’s are fine.

5) Choose the type of office.  Shops appear on the “Shops” page, and all offices appear on the “Contact Us” page.

6) Click on “Update Office”

To Modify An Office:

1) Login

2) Click on “Offices”

3) Click on the name of the office you’d like to modify

4) Modify the fields you’d like to change

5) Click on “Update Office”

To Delete An Office:

1) Login

2) Click on “Offices”

3) Click on the check box next to the office you’d like to delete

4) Click on “Delete”

To Add A Property:

1) Login

2) Click on “Property”

3) Click on “Add Property”

4) Give the property a name

5) Modify the property content using the Word-like formatting tools provided (see CMS instructions for descriptions of each button).

6) Click on “Update Property”

To Modify A Property:

1) Login

2) Click on “Property”

3) Click on the name of the property you’d like to modify

4) Modify the name or content of the property

5) Click on “Update Property”

To Delete A Property:

1) Login

2) Click on “Property”

3) Click on the check box next to the property you’d like to delete

4) Click on “Delete Properties”

To Add Service Units:

1) Login

2) Click on “Service Units”

3) Scroll down and click on “Add Service Unit”

4) Type the service unit’s name and website

5) Choose a region

6) Add council contacts

7) Click on “Update Service Unit”

8) Add zip codes to this service unit by adding new zip codes (see To Add Zip Codes above) or modifying existing zip codes (see To Modify Zip Codes above)

To Modify a Service Unit:

1) Login

2) Click on “Service Units” in the menu bar at the top.  You will see a list of service units for which you are the “administrator”

3) Click on the name of the service unit you would like to edit

4) Fill in or change the information in the text fields provided (see below for a description of each field).  

5) Check your work!  Please double check spelling, grammar and punctuation before proceeding to the next step.

6) After you have finished editing your service unit click on “Update Service unit” at the bottom of the page.  This will update the information on the live site, do not complete this step until you have thoroughly checked your work.

	Field
	Description

	Name
	The name of the service unit

	Web site
	Type the url of the service unit’s website.  This may be a page on the Girl Scouts Greater Los Angeles website, or an outside site.

	Zip Codes Served
	If there are mistakes in the zip code list, please send the name of the service unit, and the zip codes that should be added or removed to communications@girlscoutsla.org

	Region
	The region in which the service unit lies.  

	Council contacts
	See Step-By-Step Instructions below… 


Council Contacts:

To add a council contact:

1) Login

2) Click on “Service Units”

3) Click on the name of the service unit you would like to edit

4) Scroll down to the section labeled “Council Contacts”

5) Choose the correct name from the drop down list next to “Add Contact” (only staff members previously set-up in the system will show here.  Contact communications@girlscoutsla.org to ad new staff members)

6) Click on “Add Contact”

To remove a council contact:

1) Login

2) Click on “Service Units”

3) Click on the name of the service unit you would like to edit

4) Scroll down to the section labeled “Council Contacts”

5) Click on the check box before the person’s name

6) Click on “Remove.”  Be sure that at least 1 person is listed as a council contact.

7) If the person is no longer working for the council, email communications@girlscoutsnorcal.org so that the staff member can be removed from the system.

To Delete Service Units:

Please note: before deleting service units, be sure to assign each zip code formerly covered by this service unit to another service unit (see To Modify Zip Codes above).
1) Login

2) Click on “Service Units”

3) Click the check box next to the service unit you want to delete

4) Click on “Delete”
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