Girl Scouts Greater Los Angeles Web Site

Website 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.
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Step-By-Step Instructions:

About Users

Users are people with access to the admin section, and/or listed on the staff list.  Users whose settings indicate that they should be listed will be listed on the staff list automatically.  The person’s contact information will automatically be updated on the staff list.  Some users’ contact information (those that are also listed as council contacts) is used to populate the council contact search. All users can modify their own contact information and special administrators can modify everyone’s information.
To create a user

1) Login

2) Click on “Users”

3) Click on “Add New User”

4) Enter contact information for this user (be sure to follow council style guidelines for formatting phone numbers and addresses)

5) Choose whether this person should be listed on the staff list.

6) Assign the user a password (he/she can modify the password once they log in)

7) Assign the user proper access (see User Access Descriptions below)

8) Click on “Update User”
To modify a user

1) Login

2) Click on “Users”

3) Find the user using the search criteria provided (using no search criteria will return a list of all users)

4) Click on the name of the user

5) Modify the information that needs to be changed

6) Click on “Update User”
To delete a user

1) Login

2) Click on “Users”

3) Find the user using the search criteria provided (using no search criteria will return a list of all users)

4) Click on the check box next to the user’s name.  Note: you cannot delete users who are currently listed as council contacts.  To delete a user who is a council contact you must first remove them from the service units for which they are listed as council contacts (see “Regions, Cities, Zip Codes, and Service Units” Instructions)

5) Click on “Delete”

About Categories

Categories are used by many pages of the site, including Documents, Master Calendar events, and web forms.  Please become familiar with the purpose and function of each type of category before modifying existing category settings.  See “Category Descriptions” below.
To create a category

1) Login

2) Click on “Categories”

3) Choose the category type for which you’d like to add a new category (see Category Descriptions below for a detailed account of what each category is used for on the site)

4) Click on “Add Category”

5) Fill in the appropriate information

6) Click on “Update Category”

To modify a category

1) Login

2) Click on “Categories”

3) Choose the category type for which you’d like to modify an existing category (see Category Descriptions below for a detailed account of what each category is used for on the site)

4) Click on the name of the category

5) Modify the settings for that category

6) Click on “Update Category”

To delete a category

Please note: Do not delete categories that may contain items.  Be sure to move the items in a specific category to another category before deleting a category or those items may not be found.
1) Login

2) Click on “Categories”

3) Choose the category type from which you’d like to delete an existing category (see Category Descriptions below for a detailed account of what each category is used for on the site)

4) Click on the check box next to the category you’d like to delete

5) Click on “Delete”

About Recipients

Certain web forms used for feedback on the site including the Contact Us form and the Online Interest card use these recipient email addresses instead of email addresses hard coded into the form.  
To modify recipients

1) Login

2) Click on “Recipients”

3) Modify the recipients of various feedback forms on the site (see Recipient Type Descriptions below)

4) Click on “Update Recipients”

About Website Settings

These global “constants” are used by many pages of the site including the Master Calendar and Document search (admin section only).
To modify website settings

5) Login

6) Click on “Website Settings”

7) Modify the settings you’d like to change (see Website Settings Description below for a detailed account of what each setting does) 

8) Click on “Update Settings”

Website Settings Descriptions

	$START_YEAR:

(integer) 

	Wherever a year drop down exists, such as on the Master Calendar search, this is the first year for which there is an option.  Use a 4-digit integer, ex: 2010

	$END_YEAR:

(integer) 

	Wherever a year drop down exists, such as on the Master Calendar search, this is the last year for which there is an option.  Use a 4-digit integer, ex: 2025

	$MAX_RECORDS:

(integer) 

	Wherever a search may supply a large number of records (users, documents, etc.) this is the number of records that will show on a page.  Admin section only. Use an integer, ex: 50

	$NUM_PAGE_NUMS:

(integer) 

	Wherever a search may supply a large number of records (users, documents, etc.) this is the number of page numbers that will be shown on a line.  Admin section only. Use an integer, ex: 20

	$FROM_EMAIL:

(string) 

	When the system sends an automated message, usually to a staff member (like the “Contact Us” form) this is the email address the message will appear to come from. Use an email address starting with < and ending with >, ex: <feedback@girlscoutsla.org> 

	$DOCUMENT_DIR:

(string) 

	The location of the document directory starting from the root.  Use a string formatted with forward slashes, ex: /home/girlscou/public_html/documents/

	$DOCUMENT_URL:

(string) 

	The url (starting from the domain name) that should be used to access documents in the documents directory.  Use a string starting with “www.” Ex: www.girlscoutsla.org/documents/

	$CALENDAR_DAY_HEIGHT:

(integer) 

	The height in pixels of each day on the calendar. Use an integer, ex: 75

	$CALENDAR_DAY_MAX_EVENTS:

(integer) 

	The number of events shown on a given day in calendar view without click on [more…].  Use an integer, ex: 3

	$PRINT_WIDTH:

(integer)
	Not used as of 07/2010.


User Access Descriptions

	can do all admin functions
	Can do everything below and modify Website Settings and Recipients

	can view user info
	Can search/view Users (other than him/herself)

	can view/edit user info
	Can edit Users (other than him/herself)

	can view/edit categories
	Can view and edit Categories

	can view calendar events
	Can view events on the Master Calendar

	can edit calendar events
	Can edit events on the Master Calendar

	can view documents
	Can view Documents

	can view/edit documents
	Can edit Documents

	can view/edit Regions, Cities, Zip Codes, and Offices
	Can view and edit Regions, Cities, Zip Codes

	can view/edit "What's New", "Navigation", & "News"
	Can view and edit What’s New, Navigation, News

	CMS:Home Page
	Can modify content on the home page

	CMS:About
	Can modify content in the “About Us” section

	CMS:Camp
	Can modify content in the “Camp” section

	CMS:Donors
	Can modify content in the “For Donors” section

	CMS:Events
	Can modify content in the “Events” section

	CMS:For Girls
	Can modify content in the “For Girls” section

	CMS:For Parents
	Can modify content in the “For Parents” section

	CMS:For Volunteers
	Can modify content in the “For Volunteers” section

	CMS:For Alumnae
	Can modify content in the “For Alumnae” section

	CMS:Other
	Can modify content in the folder /pages/other/

	CMS:Product Sales
	Can modify content in the “Product Sales” section

	CMS:Shop
	Can modify content in the “Shop” section

	can edit service unit pages:
	Can edit the service unit pages specified


Category Descriptions

	Calendar Event
	Top level categories for the Master Calendar. As of 07/2010, 2nd and 3rd level categories can only be changed by modifying the mySQL database directly.

	Document Type
	The type of document being uploaded.  As of 07/2010 these document types are being used to generate the automatic forms list on the Forms – Alphabetical Listing page.  Do not delete these categories.

	Document Category
	These are searchable categories of documents.  These categories are searchable by the general public on our website.  Do not delete these categories without moving documents in them to a new category.

	Office Type
	These are types of offices that can be listed automatically on a page. Currently Service Centers and Headquarters are being listed on the Contact Us page, and Shops are being listed on the Shops page.

	Recipient Categories
	Recipient categories are used by the “Recipients” table to organize recipients of web forms. Use the “Recipients” section to modify who receives certain web forms.  Do not delete these categories.


Recipient Type Descriptions

	Contact Us
	Lists the categories available for visitors to choose on the Contact Us Form.  The title of each topic is listed under “Description” and the email address used is listed under “Email”

	Interest Card Default
	The default email address used by the online interest card if a council contact is not specified.

















07/2010            This document can be found in the “Documents” section: http://www.girlscoutsla.org/admin


