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1 Getting Started 

Locations is a great new Content Type module which allows you to create a list of office or service 
locations. This new list of Locations can appear in a variety of locations depending on how your 
Taxonomist sets-up taxonomy terms for the services you offer. The Locations List will organize, sort and 
filter the list based on this information. 
The Locations content type allows you to create a list of office or service locations. The list will appear in 
a variety of Listing Pages organized by selected taxonomy terms with sort and filter capabilities.  

1.1 Introduction to Locations 

The Locations content type has expanded to accommodate the growing need of Agencies to: 

 List and display services in a way that citizens can easily understand.  

Building on existing functionality; we have built additional fields to capture listing and/or filter by 

Services Offered or Location Types.  

We have also included a Mapping View that displays the closest location using geolocation by default, 

with an option to input a city or zip code to show the types of centers in a geographic region.  

Last, we have incorporated different Listing Views to capture more information and filters about 

location options on one page.  

1.2 Location Fields 

Add a Location to your website by logging in as usual, click:  

Add Content and choose Locations from the list.  

When you create a new Location content item, you will have the following fields to choose from to 

fill in: 

 Location Name: A unique title for the Location (*required).  
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 Areas Served: This will appear on 
the listing page in the right 
column (see screenshot for an 
example of how this will appear 
on your site). If your location 
serves one county, for example, 
you will list that one county here. 
If it serves multiple counties, you 
may separate each county with a 
comma. (e.g. “Calhoun, 
Dougherty, Lee, Terrell, Worth”).   

 Location Type: Select the location 
type from the list (remember, a 
Taxonomy Manager must first add 
a Location Type to your list). 

 Address: Input the address to 
generate a map of your location at 
the bottom of the page.  
 

 

 Sort Items: If your link list is made up of similar items in a Regular List view, you can adjust their sort 
order after the list of links has been created. Set the Sort Field, Comparison Type and Sort 
Direction, and click Sort to see the Detailed Links below auto-sorted. 

 

 

 Phone Numbers: You can enter as many phone numbers for each location as needed. For each 
Phone Number, you will have to list both a: 

a. Number Type, e.g. Phone, Fax, TTL  

b. Phone Number, e.g. 404-123-4567  
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 To add more than one number, click Add another item in the Phone Numbers grouping. 

 Emails: You can enter as many email addresses for each location as needed. For each Email, you will 
have to list both a: 

a. Name, e.g. John Smith, Operations, Cobb Office 

b. Email address, e.g. contact@agency.ga.gov  

 To add more than one, click Add another item in the Emails grouping.  

 Hours: Input as much information as is relevant for the following:  

 Open Hour, e.g. 8:00 a.m. 

 Close Hour, e.g. 5:00 p.m. 

 Lunch: If the office closes for a lunch hour, input that here (e.g. 12:00 – 1:00 p.m.). If not, 

leave this blank. 

 Days of Week: Check the days of the week the office is open.  

 Add Another Item: Add an additional section to expand on the hours of operation. 

 External Related Links, linking to external URLs: 

 Enter the Title and the absolute URL for the link.  

 Leave the Related Links field blank. 

 Add Another Item: Add another Link to the list. 

 Internal links, linking to Internal (relative) URLs, you have two options: 

a. Type the title of the content item into the Related Links field and the system will 
provide a list of possible matches. 

b. Use the relative path for your link e.g. /locations 

 Add Another Item: Add another Link to the list. 

 Body: An optional field to list any additional information. Use this to add any necessary information 
not provided in the other fields. Body text will appear on the page below the other fields just before 
the map.  

 Services Offered: List the variety of services each location has to offer. If the terms are already listed 
under Service Terms in the Taxonomy then, once you begin typing, autosuggest will identify 
Taxonomy terms similar to the text you have entered. You can add to the terms that are not in the 
repository by simply typing the term. The terms should be separated by commas.  

 Special Message: WYSIWYG field (content will show just below title on the locations page) 
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1.3 Location Types and Taxonomy 

Locations will be grouped by Location Type, for example: Office Locations, Field Offices, Division Offices, 

etc. Your Taxonomy Manager must create a custom Location Type(s) list. Each Location Type will have its 

own listing page. For example, if you want a page of Regional Offices and a page listing Career Centers, 

you would create two different Location Types. If you will be listing only one type of location, you will 

create one Location Type with an appropriate name for your office type (e.g. Office Locations, Field 

Offices, Division Offices, etc.). The name you choose will be the title of your listing page. 

 

 Refer to the Taxonomy manual on adding terms to the location type. 

1.3.1 Adding the Services Offered Taxonomy Terms 

While in the content item: 

 

In the Services Offered field: You may begin to type a tag and find its match in the system, or you may 

add a new tag that is specific to your location and will be reused for similar locations. These are freeform 

tags that you can apply to your content item. To separate each service offered, use a comma. 

file:///C:/Users/kjohnson6/Downloads/portal.georgia.gov/interactive/additional-training-web-content-managers
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 Once a Service Offer is added, it is added to the Taxonomy of 
Services Offered terms. A visitor can use these terms to view 
filtered out services offered for each location item – as long as 
the specialty page is in the menu. Once a term has been 
created, deleting the Services Offered term does not delete the 
Location content item – only a Taxonomy Manager can remove 
a term that is no longer relevant. 
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1.4 Location Listing Pages 

There are several special pages that can be used on the site. These pages can be linked to and from 

menus or within the body of the text. These pages are available to help organize site content. 

 Note: We can customize the titles of your specialty listing pages, just put in a support ticket! 
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1.4.1 Location/[title of the content item] is the individual location 

page. e.g. yourdomain.georgia.gov/locations/Albany 
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1.4.2 Locations is a listing page showing all locations with a filter for 

search. e.g. yourdomain.georgia.gov/locations 

 

 

 These pages can be tailored by choosing the columns to display. 
By default, the Location Title and Areas Served are already 
configured, you can choose from Address, City, Phone Number, 
Emails, and Services Offered to display as columns – Up to 5 
Columns max.   
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1.4.3 Locations/[type] is a listing page showing all locations with a 

specific type. e.g yourdomain.georgia.gov/locations/customer-

service-center 
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1.4.4 Find-location shows a map of all of your locations. e.g 

yourdomain.georgia.gov/find-location 

The click filter on the page works with the search bar or separately. By default, the page will 
show all location types in map format using geolocation. By default, the page will show all of the 
services offered. The search bar works with the click filter or separately. 

  



14 

1.4.5 Find-location/[location type] shows a map of all of your locations 

listed under a specific type and the services offered.  

The click filter on the page works with the search bar or separately. By default, the page will show all 

Services Offered in map format using geolocation. By default, the page will show all of the services 

offered. The search bar works with the click filter or separately. 

1.5 Adding Special Pages to the Menu 

 IMPORTANT: These specialty pages auto-generate as soon as you create relevant content, but 
the pages will not appear in your navigation menu until you create a menu item. 
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To add a specialty page to your website, use the Path Name in bold (e.g. find-location) in the Path Field 

for the menu link. Menu > Add Link > Insert Menu Link Title > Insert Path > Choose Parent Item from 

Drop Down > Save. 

 To learn more about Specialty Pages and adding it to your Menu, download the Advanced 
Manual from the Interactive Site.  

 

 

 

 To add these specialty pages as relative links on your site, use /[path 
field] e.g /find-location in the URL field. 

 

http://portal.georgia.gov/interactive/advanced-training
http://portal.georgia.gov/interactive/advanced-training
http://portal.georgia.gov/interactive
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Glossary 

The following is a glossary of commonly used terms when using Locations.  

Geolocation 
 
 
 

Geolocation is the wireless detection of the physical location, the use of 
signals (such as radio frequencies, cell towers, etc.) to locate a place or 
address.  

Listing View A page listing locations by Title and Areas served by default. Additional 

columns can be configured. The view is equipped with an ascending and 

descending filter arrows on the first four columns and a search bar at the 

top. This special page title can be tailored.  

Location 
Listing pages 

A location listing page is a Special Page. This page shows all of the location 

content items on one page in list view. You can even link to a location listing 

page related to a specific taxonomy term. For example, it may be useful to 

link to a location page listing customer service centers.  

Location Map 
Pages 

A location map page shows your location content items in a map view, as 

long as they have an address in the field.  

Mapping 
View 

View of a map listing services or locations using geolocation. This special 

page title can be tailored. 

Services 
Offered  

A comma separated field with option to list multiple services. This field will 

also auto-suggest already typed terms so help prevent misspellings. e.g. 

Road Tests, License Renewal, Tag Renewal, etc. 

Special 
Pages 

Our specialty pages are actually called Views. You can also use Views to 

present related content or implement contextual filters. An example of 

presenting related content is when you want to display a list of individual 

locations that have been aggregated onto one page. We can even customize 

the pages by adding a term to drill down into the Taxonomy. 

Taxonomy 
Terms 

Taxonomy is a way to classify your content, similar to tagging or categorizing 

your content. Taxonomy makes it possible for your content to appear in lists 

filtered by topic.  

A site’s taxonomy consists of several vocabularies (such as “Color”).  Each of 

these vocabularies contains several terms (such as “Red”, “Yellow”, “Blue”, 

etc.). 
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