Adding/Updating Project Information

Each of the projects we support has a Web Page that can be accessed on the Asha-Stanford Website: 

http://www.ashanet.org/stanford/ 

As a project steward, it is your responsibility to maintain an up-to-date Web Page for your project. All you need to do is enter data/upload documents to an Asha-wide Projects database. Using the information you enter, your project Web Page will be automatically created/updated. This document provides you with the information needed to do so.

If you need to create a Web Page from scratch, complete all of the tasks below in the order shown. 

If all you need to do is update some information or add an additional document, complete only the desired tasks (1 and 5 to upload a new document/add a Website link).

Note: If you make an error like adding a duplicate project, duplicate funding, or duplicate document - please add "duplicate – please delete" in the comments field and email stanford@ashanet.org with the URL of the record that needs to be deleted from the db. The Stanford webmaster will collect all data and send it to webmaster@ashanet.org after verifying the mistakes.

	Task
	Steps
	Notes



	Login


	Go to:
http://www.ashanet.org/projects-new/admin/index.php
For username/password please write to stanford@ashanet.org or the project coordinators

	The page Projects DB Instructions opens up. You could use the instructions and links on this page to complete all/any of the tasks below. However, the order in which the steps need to be performed is not clear. Follow the order shown.



	Add People


	If you are adding a new project, start by adding the following people to the database:

1. Yourself (Volunteer)

2. The secondary steward (Volunteer)

3. The project contacts in India (Non-volunteers)

To add a new volunteer, go to the Volunteer Admin page:

http://www.ashanet.org/projects-new/admin/volunteer.php
and click Add New Volunteer

To add a new non-volunteer, go to the Volunteer Admin page:

http://www.ashanet.org/projects-new/admin/non-volunteer.php
and click Add New Person (Not an Asha Volunteer)
To update information for an existing person, select the person from the list on the relevant page and make updates.

	You may want to first check to see if any or all of the above already exist in the database



	Add/Update Project and Organization Information
	1. Go to the Project Admin Page: http://www.ashanet.org/projects-new/admin/project.php. 

2. To add a new project, click the Add New Project Link

3. To update project/organization information, select your project and update information.

	· Project Name cannot be changed later; so be careful about what you enter the first time.

· As you enter information, it is immediately reflected on the Web Page. You can access the Web page from our Asha-Stanford Website. It helps to keep looking at the Web page as you enter data.

· Asha Contact: Primary Steward; 
Other Contact: Secondary Steward

· If this is a multi-chapter project, be in touch with other stewards and provide contact information for stewards from different chapters.

	Add/Update Project Funding
	1. To add/update funding details, go to the Funding Admin page: http://www.ashanet.org/projects-new/admin/funding.php
2. To add new funding information for a project, click the Add New Funding link.

3. To update existing funding information, select your project and update the information.


	

	Add Project Documents/Website Links
	To Add a Project Document:

1. Keep the document ready on your desktop.

2. Go to the Document upload page:

http://www.ashanet.org/projects-new/admin/upload.php
3. Select your project

4. Browse for the document and select it.
5. Specify Target Filename following the instructions given on the form.
6. Click Upload.
7. On the Upload Results page, click the link at the bottom of the resulting page: Click Here to add this file to the selected project.
8. The Add/Update Document/Report page shows up. Complete the fields up to the WebPage field. The WebPage field is automatically filled in for you. You do not need to enter any information in the remaining fields. Simply click the Add/Update button at the bottom. 

To Add a Website Link to your Project:

· Go to the Document/Report Admin page:



http://www.ashanet.org/projects-new/admin/document.php
· Select your project

· Click on Add Document/Report to this project
· Complete the desired fields.

· In the Webpage field, paste the Website URL. Leave the Document Text field blank. Add any Comments if desired.
· Click Add/Update.

	· For username/password please write to stanford@ashanet.org or the project coordinators 

· Do not upload the presentations. They are not for everyone as they contain information confidential to Asha-Stanford.

· When specifying Target Filename, please follow the instructions given there.



	Add Project Details


	1. Go to the Project Admin Page: http://www.ashanet.org/projects-new/admin/project_details.php. 

2. To add project details, click the Add New Project Details Link

3. To update existing project details, select your project and update information.

	


