Palouse Resource Guide

Getting Started

Logging In

1. Visit palouseresources.org/admin/login/

2. Login with your username (or email) and password

3. If youforgot your password, click “Forgot your password?” and follow the steps, then return to step 1
4. If you need to activate your account, please reach out to communityhealth@whitman nty.n
Organizations

1. Click "Entries” in the left side navigation
2. Click "Organizations"” to see your organization(s)
3. Click the organization to edit
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Content

1. Summary
2. Contact Info
e Phone
— Phone Number (required)
— Display Number (optional)
e |f the number contains words (e.g. 1-800-555-WORD) enter the displayed form here. The
link will still direct to the actual phone number above.
— Label (internal use only)
e Email
— General Organization Email for the Public (required)
— Label (internal use only)
o Website
— General Organization Website (required)
— Label (internal use only)
e Address
— Physical Address (required)
— Label (internal use only)


http://palouseresources.org/admin/login/
mailto:communityhealth@whitmancounty.net

¢ Edit existing contact info
1. Click gearicon
2. Select option from dropdown
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General Organization Website « A Collapse 2
O Disable
Label 4 Move up
Website

¥ Move down

Address X Delete
Physical Address *
123 Fake St. Pullman, WA 99163 + Add Phone above
Label + Add Email above

Address + Add Website above

+ Add Address above

+ Phone Email Website Address

3. Services on this Organization (view only)
4. Add new contact info

¢ Click the type to add

¢ Fill out fields as described above
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bl Updatedat  12/12/2023, 8:50 AM
Phone Notes. Applied “Draft 1"
Email By
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Services/Programs

1. Click "Entries” in the left side navigation
2. Click "Service" to see your service(s)
3. Click the service to edit
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Content

1. Service Options
e Select multiple: Ctrl (Windows) or Command (Mac)
2. County Served
e Select multiple: Ctrl (Windows) or Command (Mac)
¢ If you serve both counties, you can either select both or none
3. Ages Served
e Select multiple: Ctrl (Windows) or Command (Mac)
e |f your service is for people of all ages, don't select anything for this field
e Select all that apply to any of the Service Options for this service
4. Restrictions
e |f your service is only available to members of the selected restrictions, do not check "General
Population”
e |f your service is aimed at a specific community, but not limited to them, check “General
Population” in addition
5. Summary
6. Contact Info
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Service Options 1 siug name-of-service-program
© Full-time Childcare %
Post Date 72028 1045AM X
© Part-time Childcare X
ExpiyDate (4 o
© Part-time Preschool X
© Full-time Preschool X SIS
Enabled
® Before School Care x D J
© Atter School Care X NOTES ABOUT YOUR CHANGES
+ Add a service option
County Served 2 Createdat  11/17/2023,10:33 AM
© Whitman County x Updatedat  12/11/2023, 2115 PM
SIS & Notes Applied *Draft 1"
+ Add a county served

Ages Served
If your program serves people of all ages, don't select any categories for this field.

@ Early Childhood (Birth to Age 5)

@ Middle Childhood (Ages 6-12) %

+ Add ages served

Restrictions 4
Disabled
Members
County Residents
Families
Veterans
Homeless
LGBTQ+
General Population
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Provide a summary of what your service/program does.

Contact Info 6

+Phone  Email  Website  Address
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Account Information

—_

Click user iconin top right corner
2. Click your username in the dropdown

Demo

john.doe@website.com

Sign out

General Info

N

Username

Full Name (internal use only)
Email

. Password

NN
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@ Dashboard My Account

9 Entries

Account User Metadata Preferences

Username

demo

Full Name

Demo

Email

john.doe@website.com

New Password

Preferences
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Account User Metadata

General
Language
The language that the control panel should use.
English (United States) i
Formatting Locale
The locale that should be used for date and number formatting.

Same as language v

Week Start Day

Monday v

Accessibility

Display Settings
Always show focus rings
Use shapes to represent statuses

Underline links

Notification Duration
How long notifications should be shown before they disappear automatically.

5 seconds. v
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Status

Created at

Status.

Created at

® Pending

12/6/2022, 8:05 PM

® Pending

12/6/2022, 8:05 PM



Signing Out

1. Click usericonin top right corner
2. Click “Sign out”

Demo

john.doe@website.com
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