Girl Scouts Greater Los Angeles Web Site

Website Admin Instructions

Other Content 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 Login

To Create a “What’s New” posting

To Modify a “What’s New” posting

To Delete a “What’s New” posting

To Create a “News” posting

To Modify a “News” posting

To Delete a “News” posting

Step-By-Step Instructions:

To Log in:

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

2) Type in your council email address

3) Type in your password

4) Click on “Login”

To Create a “What’s New” posting

1) Login

2) Click on “What’s New.”  You will see a list of all “What’s New” postings whether they are currently active or not. Active “What’s New” postings appear at the top of the list.

3) Click “Add What’s New Posting”

4) By default all new “What’s new” posting will be set to inactive.  You can work on them without having them show on the live site.

5) Enter a unique name for this What’s New posting.  Including a year or date is a good idea.

6) Follow steps 4 - 9 in “To Modify a ‘What’s New’ posting”

7) Check your work!

8) Click the “yes” radio button next to “Active”

9) Click on “Update What’s New Posting”

10) If your “What’s New” dates are set to include today your posting should show in the What’s New Preview to the right.

To Modify a “What’s New” posting

1) Login

2) Click on “What’s New.”  You will see a list of all “What’s New” postings whether they are currently active or not. Active “What’s New” postings appear at the top of the list.

3) Click on the name of the “What’s New” posting you would like to change.

4) Choose the start and end dates for this “What’s New”

5) In the description field, type the text of your “What’s New” posting.  There is no limit to the number of characters allowed, however you have to be mindful of the limited space available for the whole “What’s New” section on the website.  1 or 2 VERY short sentences should work well.

6) Include a link somewhere in the description that links the visitor to the page you want them to go to.

7) Use bold to emphasize the most important points of the posting.

8) Choose a priority.  The lower the priority-number the higher in the list it will be displayed. 

9) Click on “Update What’s New Posting”

To Delete a “What’s New” posting

1) Login

2) Click on “What’s New.”  You will see a list of all “What’s New” postings whether they are currently active or not. Active “What’s New” postings appear at the top of the list.

3) Click on the check-box next to the name of the “What’s New” posting that you want to delete.

4) Click on “Delete What’s New Posting(s)” at the bottom of the page.

To Create a “News” posting

1) Login

2) Click on “News”

3) Click on “Add News Posting”

4) All new News postings are marked inactive by default so that you can work on them without having them show on the live site until you’re ready.

5) Follow steps 4-11 in “To Modify a ‘News’ Posting”

6) Review the article preview at the bottom of the page

7) Make any changes necessary

8) Once you’re happy with how the article looks, click on the “yes” radio button next to “Active”

9) Click on “Update News Posting”

To Modify a “News” posting

1) Login

2) Click on “News”

3) Click on the title of the News article you’d like to edit.

4) Type the title of the article

5) Type the author of the article, if no author is specified, type “Staff Writer”

6) Choose the date the article was published

7) Type the newspaper or online source in the “Source” field

8) Type a page number if given, leave blank if no page number is available

9) Type in the linking URL including http://

a. For PDF documents that have been uploaded to the “Documents” section, the URL will be something like:

http://www.girlscoutsla.org/documents/article.pdf
b. For articles and video clips from news websites, type the URL of the page where the article can be found.

10) Click on “Update News Posting”

To Delete a “News” posting

1) Login

2) Click on “News”

3) Click on the check box next to the name of the “New” article that you want to delete.

4) Click on “Delete” at the bottom of the page.
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