Girl Scouts Greater Los Angeles Web Site

Website Admin Instructions

Documents 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.

In This Document

To add a document and/or event flyer

To modify a document and/or event flyer

To delete a document and/or event flyer


Step-By-Step Instructions:

To add a document and/or event flyer:

1) Login

2) Click on “Documents”

3) Search for the document to make sure it has not already been uploaded.  The system will allow you to upload new versions of the same file.  Be careful not to overwrite an existing file.
4) Check your file:

· Filename - no spaces or special characters (only letters, numbers, _, and -)

· Filename – descriptive, includes a date

· Content – Check for prohibited content, and correctness

5) Click on “Add Document”
6) Fill in the information about that document in the fields provided (see below for description).  For Event attachments be sure to select “Event Attachment”.
7) Next to the label “Document” choose “File Upload” and then click the “browse” button to find the file on your hard drive.
Note: You can also add URLs as “documents.”  This might be useful if you want to make archived emails searchable, to include links to web forms in the same place as downloadable forms, or to make documents hosted on other websites searchable.  Choose “URL” to use a URL instead of a file upload.
8) Click on “Update Document”
To modify a document and/or event flyer:

1) Login

2) Click on “Documents”

3) Search for the document.
4) Change, or update fields as necessary (see below for description)

5) Change the “Posted Date” to today

6) Upload a new file if necessary, this will replace the old file.  Be sure to either upload a file with EXACTLY the same name or update any links to the file on the site.
7) Click on “Update Document”

	Field
	Description

	Title
	The title of the document.  Write this out in whole words, and try to include a reference to the event and a date or year. For Example: “2008 Discoveree Flyer”

	Document type
	Choose a document type, either “form” or “other.”  Forms with priority “high” appear in the alphabetical list of forms on the Forms – Alphabetical Listing page.

	Category
	Choose the category that best describes the document you’re uploading

	Access
	“Public” is for most documents, “Private” is for documents only available to people with login access to the admin section, “Event Attachment” allows the document to show in the attachments dropdown in the Master Calendar section.

	Posted date  
	Leave as is (usually, unless you’re updating this document, then you should update this setting as well).

	Description
	Write a short description of this document.  Document descriptions appear with the document results in the document search.

	Keywords
	Include relevant terms that people might use to search for this document that do not exist in the title of the document or the description. Good keywords for forms are previous names used for forms from legacy councils and common misspellings.  Separate words and phrases with a comma. 

	Document
	See instructions above.


To delete a document and/or event flyer:

1) Login

2) Click on “Documents”

3) Search for the document you want to delete

4) Click on the check box next to the document you want to delte

5) Click on “Delete” at the bottom of the screen

6) Be sure to remove links to this document on the website to ensure that there are no broken links.
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