Adding Information to your Member Profile


1. Log In and you will be taken to the ‘member home’ page which only Headwaters members can see.  

2. Click on ‘edit content’ at the top right of the screen

3. This will take you to the ‘admin page’.  On the left of the screen you will see ‘to begin select a section to edit’, click the little down arrow and select ‘member profile’.  

4. A table will come up with your business name as the only entry.  Click ‘edit’ beside your name.  

5. The ‘member profile’ page will appear.  On this page you will add all of your information that will appear on your individual home page.  

You cannot change your name; if you would like it changed please contact our office and we can change it for you.

Note:  A field is a white rectangular box in which you enter your information.
NOTE: Any fields with an asterisk beside them are required; you will not be able to submit the form unless all of the required fields are filled out.  

6. Fill in your address*

7. Fill in your city.  You can also add the province beside it if you would like*

8. Fill in your postal code*

9. Add directions to your business.*  The directions can only be 450 characters long including spaces.  You can choose where to start your directions.  It is suggested that you start them from either Toronto or Brampton.

10. Add your phone number in (555) 555-5555 format*

11. If you have a fax number please add it.

12. Fill in a contact person.*  

13. Fill in our e-mail address in this format.  name@domainname.com
14. Add your external web site address;  if you do not have one leave it blank.  Remember to use http://www  at the beginning of the address, or the link will not work.

15. Please choose one of the dollar signs that best represents the cost of products or services at your business.  

$ - Inexpensive

$$- Below Average

$$$- Average

$$$$- Above Average

$$$$$- Luxury

16. Fill in a long description.  This description will appear on your individual home page.  It will be in the middle of the page under your pictures.  This field has no restriction on the amount of characters you can insert.  You are also able to modify the text in this field using the buttons at the top of the field.  
NOTE:  if you move your cursor on top of a button and leave it for a moment a small box will show up under your cursor telling you what the button does.  

17. Fill in a short description of your business.*  The short description can only be 255     characters (letters) long including spaces.  If you are unable to add any more letters you have hit your limit.  This description will be used on your ‘member page’ under Welcome, also on the ‘create your own tour’ feature and, if your business is associated with any other businesses, the short description will appear under your business name on their association page. 

18. Product page introductions will be used if you utilize the products and services page.  This introduction will appear at the top of the products and services page, so you might want to add your business name, address, and maybe something about your business.  

19. Adding the Logo.*  You will be the only person to see this logo because it is placed on the ‘member home’ page when you first log on the top right hand corner.  The logo needs to be in 160 pixels by 82 pixels in landscape format.  

a) To upload the picture click the ‘browse’ button under Logo.  Another box should open and you will be able to find the logo on either your hard drive or a disk.  Please have your logo already modified to fit the space saved on either a disk or on your hard drive.

b) Highlight the logo file and click ‘open’ on the bottom of that box.  

c) The file name should then appear in the empty field beside browse.  If it does, click ‘upload new’ under the file name.  Wait for a minute while your computer sends a copy of the file to our server.  Do not be alarmed if the position of the member profile page changes.  

d) When the computer has stopped thinking, the logo should appear under the heading ‘logo’.  It should also say ‘logo successfully uploaded’.  If it has an error message please try uploading the logo again. 

20. Adding the Large Subsite Image.*  This picture will appear at the top of all of your pages and needs to be 760 pixels wide and 179 pixels high.  It will be the large picture on the left hand of the screen.  The picture needs to be in landscape view and it needs to have the important interest on the left side of the picture.  The reason is that, depending on the screen resolution of the viewer, the right hand side of the picture could be cut off.  It is not recommended that a logo or any picture with words be used for this space.  To add the picture, please follow the a – d directions that were shown for the adding the logo in step #19.   

21. Adding the small subsite images.*  These two pictures will show up on the right hand side of the large subsite image, either at the top or bottom.  These pictures need to be 160 pixels wide and 82 pixels high and need to be in landscape view.  To add the pictures, please follow the a – d directions for the adding the logo in step #19.  

22. Adding Search engine keywords.  In this space please add any words that pertain to your business.  It can either be one word or a phrase that someone might search for.  These words need to be comma separated and you should have about 25 of them.  For example:  Headwaters, Hills, Hills of Headwaters, tourism, association, tourism association, information, Orangeville, Dufferin, Erin, Caledon, Shelburne, Mono, town, township, Amaranth.  Please be truthful about the keywords.  

23. Adding a Search Engine Description.  This description will come up if a person searches for one of your keywords.  It needs to be about 2-3 sentences long with about 25 words max.  

24. When you are finished, select ‘submit’ at the bottom of the screen.  You will get an error message if not all of the required fields are filled out.  Please fill them out and click ‘submit’ again.  When it has successfully loaded it will take you back to the table with only your business name on it.  

25. To see what you have uploaded, type in the address bar www.thehillsofheadwaters.com/(your url).  If you do not know your url for the site please contact the office and we will send it to you.
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