Ill. How to Add a New Program

To enter in new information about a facility, organization, or program that offers health promotion

programming for older adults:

1. Register or log on by following the above directions

2. Once you are logged in, on the main page go to the left-hand menu and under Site Tools select

Update the Roadmap
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3. If your program is county specific, select Update or create program information under the County
section. If your program is statewide or regional, select Update or create Statewide Programs.

Ay sk o Lo bres
Edt Acinch S fow Dih Mo

Bachground

ot the Raad v
Chmnans of Hesith Promchan
HasagatniUpdute the Rnssman

HC Dats

< “UPDATE COUNTY [ ]

Whit pesghe are Taving atout
BB
Program
Implamantation
Tour Sng-bv- S re duide
Tl for EBHP Prigramming
Stte Took
Logn | Rageter
iptat o the Hosdasp
Darsetivad the Rusdriap POF
Sueeriba b2 RS5 heed
Tetorinl

Other Resources
Cmher EBHP Ssviable

W - s L el

How to Update information in this Roadmap

County Specific Organizations/Facilities/Groups that offer health
pramation programming for older adults (Senior Centers, etc.)

¥z are an adsinsratar o & serine cevter, @ REsEhe ire preddir sha e bavkh sroe s pragreing o
k 0 hiss wur progeans information n

il Health Promaotion P

=

Statewide or Regi

¥ tur are an adeinistratar of o stabreide ar ragiznal nidesce based health pramebisn srogrim, 5 sy mher

TS UPDATE STATE [

o g Bs b Brwe: e proger
Hierdds Pratis
Other Programs and Services

# thare = u stsbw 2r matizral reacurce ar weishe thet Gt 8 spechic srogram o serece, please wpdets that
the Otder Beisurses - sbe wnd Mytineal Sactan of the Ansdmap




4. Scroll down the next page to check if your facility or program is already on the list. If not, click on
Submit New Organization Form next to step 3.
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5. Complete the form
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6. Click the Create New Record button on the bottom of the page.
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7. If there is an error on the page, follow the directions below to update your program.



IV. How to update your program
To update information about a facility or a program:
1. Go to the main page and Register or Log on

2. Once you are logged in, on the main page go to the left-hand menu and under Site Tools select
Update the Roadmap

3. If your program is county specific, select Update or create program information under the County
section. If your program is statewide or regional, select Update or create Statewide Programs.

4. Scroll down the next page to check if your facility or program is already on the list If not, click on
Submit New Organization Form next to step 3.If it is, click on the facility.

5. After you have selected your organization/facility/program from the list by clicking on it you are ready
to update or edit your information.

6. Now pay attention

e a.0nce you have pulled up the form for your program, you need to select the EDIT option from
the top right hand menu.
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e b. Ablank screen will appear with tabs across the top. Choose FORM.

Main. FacilitylD0164 (edit)
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e c. Your form will appear. Go ahead and change information

7. Once you have edited the form, click Preview at the bottom to preview it. If you need to make any
corrections, click Save and Continue. If you are finished, click Save.
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8. Your form is now updated!



