Add Greenspace Field List and Instructions

	Title
	Complete name of Greenspace as it appears on the partner site

	In Vocabularies:
	

	
Destination Type
	Check all that apply (use Control button)

	
Amenities
	Check all that apply (use Control button)

	
Activities
	Check all that apply (use Control button)

	In Location:
	

	
Group Locations 
	If LOCATION ALREADY EXISTS, select it here from drop-down list.

(After you save and go back to edit, the below location fields will be filled in based on your selection from this drop-down list)

If you are editing/checking an EXISTING Greenspace, this field will be blank and all the info will be shown in the below fields. Please double check this info!

	
Location Name
	If NEW LOCATION is being entered into database for 1st time, enter here (this should be same as Title so you can copy and paste)

	
Street
	If NEW LOCATION, enter 

	
Additional
	Optional field, use only if needed 

	
City
	If NEW LOCATION, enter

	
State/Province
	If NEW LOCATION, enter

	
Postal code
	If NEW LOCATION, enter (5 digit zip is enough)

	
Country
	Default is United States

	
Latitude
	Will be generated by Street address or if no Street address, use google maps to get latitude and longitude info

	
Longitude
	Will be generated by Street address or if no Street address, use google maps to get latitude and longitude info

	
Phone Number
	


	
Additional Phone Number
	
Use for 800 number or other 2nd number if provided

	
County
	
IMPORTANT

	
Fax Number
	Optional Field

	Body
	**Don’t click disable rich text 

	Input Formats
	Disregard

	File Attachments
	Attach Park Maps (or other useful files) from Greenspace websites

	Photos
	Attach Photos from Greenspace websites

	Related Content
	Always highlight the organization(s) that provide info on the Greenspace

	Partner Featured
	Disregard

	Email Address
	**Don’t click disable rich text

	Input Format
	Disregard

	Website Title
	Copy and paste Title here

	Website URL
	Copy and Paste URL address from the Greenspace’s own Website page 

	Additional Links Title
	Use a simple descriptor (i.e. Calendar to link to partner’s Calendar)

	Additional Links URL
	Copy and Paste URL address from the partner’s website page to which you want to link 


