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DIRECTORIES 
(v0.2 16/04/2025 DRAFT) 

The directories on the Tarvin Online website are a wealth of information which helps 
Tarvin residents and visitors to connect with local businesses, clubs, societies and 
churches. 

In order to keep these up to date, the Webteam ideally needs those organisations to let 
them know when any relevant information changes. In the past we have done several 
campaigns, reaching out to directory entry owners to update them, but this requires a 
significant amount of effort and time. 

Overview of Directories 
The Directories menu gives access to three Sub-Directories – Business, Clubs & 
Activities and Local Services. 

These are further broken down into Categories such as Education, Shops, Food & 
Drink, etc. 

 

Clicking on the plus sign on any item will show further details. If there is a dedicated 
page on the website for the organisation then it will show a link to via the more info > 
text. 
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Configuring Directories and Directory Entries 
Directories and directory entries can be configured by clicking on the Directories 
button on the main menu of the Tarvin Online cloud system.  Optionally, the pages that 
they reference can then be accessed via the Pages button.  (Creating new directory 
entries will be covered in a later section) 

 

The main sub-directories are shown and can be opened by clicking on them. 

 

Clicking on an individual item will then open it for editing. 
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The important items that could be edited on this screen are – 

• Category 
For example, Education, Shops, etc.  Clicking on the drop down menu will show the 
Categories in the chosen sub-directory where the item will appear (in this case 
Business). 
 

 
 

• Linked Page 
If there is a dedicated page on the website for the organisation then this is where it 
can be referenced.  Again, there is a drop down list to choose the relevant page. 
 

 
 

• Summary 
The summary is free form text which should give a short overview of the 
organisation. It could give contact details, but it may be more appropriate to reserve 
a lot of the detail for the linked web page if there has been one set up. 

Finally, save any edits by clicking on the Done button. 

[Note that these edits may take a few minutes to refresh in the website] 
 
To create a new directory item (with the Add to directory menu item) would require that 
a relevant contact entry already exists in either the People or Groups (recommended) 
modules in the main menu.  This will be covered in a later section. 
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Creating and Configuring Linked Pages 
Pages that are linked to the Directory items can be set up and configured via the Pages 
button on the main menu of the Tarvin Online cloud system.  

The Linked web pages are held in sub-folders within the Directories folder. 
 

Click on the Directories folder (it must be the folder icon itself) to display the available 
Sub-Directories. 

 

Click on the relevant Sub-Directory  folder to display the list of web pages. 
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Note: if you have difficulty in locating an existing, specific webpage, you can use the 
Search & Sort menu item to find it. 

 

 

Once the relevant web page has been found, either from the list or from using search, 
click on it to bring up the edit and view buttons. 
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Clicking on the edit button will bring up a very similar screen to the one used to create 
pages for articles. 

However, note that the Parent option denotes which Sub-Directory the page will come 
under in the main Directory listing. 

 

 

 

The content of the page can be edited using the same process as for pages used for 
news articles – including formatting and adding images. 
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Creating new Group and Directory Entries 
A new Directory entry must be linked to an existing entry in the Groups or People 
modules (not both). 

It is strongly recommended that directory entries are linked to a relevant Group record 
rather than People. 

 

Clicking on the Groups button on the main menu of the Tarvin Online cloud system will 
bring up the list of existing groups. Click on New Group. 
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Fill out - 

• The Title (note that a very long name may be truncated on the screen) 
• The Category – Businesses, Clubs & Activities or Services 
• The Parent group from the drop down list (purely to organise the list of Groups) 

Then click on Add to Directory.  (Note that this is one option – alternatively the new 
Group can be added to a Directory via the Directories module. See the next section) 

 

Select – 

• Which sub-category from the relevant drop down list. This will determine the 
which sub-category it will be displayed in on screen. 

• If a Page does not already exists for the business or organisation then leave this 
field as None. When and if a linked page is created then this field can be updated 
later by selecting from the drop down list. 

• Create a short summary.  This is only for reference and does not get displayed on 
the website. (TBC) 
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Creating a new Directory Entry based on an Existing Group 
If a new Directory entry has not been added as part of the creation of a new Group (see 
above section), then it can be added via the Directories module instead. 

Clicking on the Directories button on the main menu of the Tarvin Online cloud system 
will bring up the list of top level directories. Click on the relevant top level directory to 
open up the list of directory entries. 

 

Click on Add to Directory to create a new sub-directory entry. 

 

Click on the Add Group drop down to select the relevant existing Group and update the 
relevant details as shown in the an earlier section. 

    


