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Introduction 

 Links to related topics are used extensively throughout this document.  To get 
the most out if this help, it is therefore recommended that it is accessed by 
opening the PDF document and reading it on the screen. 

This document is a guide for Service Directory Officers who 
manage your Service Directory information using the 
Administration feature to maintain the following details: 

 Agency details 

 Site details 

 Service details. 

It also includes instructions on how to log into Connectingcare 
with Admin access and general tips on how to use the Admin 
feature. 
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Logging into Connectingcare 

Service Directory Officers who manage your Service Directory 
information must be registered Connectingcare users with Level 2 
security access. 

This section outline how to: 

 retrieve your login details 

 the login process. 

Getting your login details 

If you do not know your Connectingcare user name, password 
and access level details you will need to contact your Primary Care 
Partnership (PCP). 

To find your PCP’s contact details: 

1. Go to www.connectingcare.com. 
2. Click on the Contact menu item. 
3. Enter your Postcode. 

4. Click the Submit button . 

This will display the contact details for your PCP. 

Logging in 

To login to the Connectingcare website: 

1. Go to www.connectingcare.com. 

http://www.connectingcare.com/�
http://www.connectingcare.com/�
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2. Enter your Username and Password and click the Login 

button . 

When you are logged in, the Home Page will display your login 
details.   
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Connectingcare Administration 

This section outlines: 

 How to access the Administation page 

 the 3  Agency Levels 

 Navigating between pages 

 Data Entry tips 

 Advice for Service Directory officers. 

About the Administration page 

To access the Administration page: 

 Click on the Admin menu item on the navigation bar. 

 

This will open the Administration home page. 
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About Agency levels 

An Agency is comprised of one or several Sites and each Site can 
provide multiple Services. 

The levels are categorized as follows: 

 Agency  - Top Level 

 Site – Middle Level 

 Service – Bottom Level. 

 

When editing Agency details (Agency, Site or Service), the 
particular level you are editing will display, for example the 
Agency level will be represented by the following image:  

 

Page  and table headers for Agency (top level) pages are displayed 
in red: 

 

 

Page  and table headers for Site (middle level) pages are displayed 
in blue: 

 

 

Page  and table headers for Service (bottom level) pages are 
displayed in red: 
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Navigating between pages 

Navigation options for all the Admin pages are located in the 
same location of each page.  These options will differ from one 
page to the next. 

 

To return to the Administration home page from any of the 
Admin pages: 

 Click the Admin Home logo . 

To return to the calling page: 

 Click the Back to … link. 

Admin and data entry tips 

All the Admin tables (Agency, Sites, Services, Phones etc.) contain 
an Action column which contains the actions available for each  
section. 

 

The Legend section above each table displays the available 
Actions with a description. 

 

When Action icons that are followed by parentheses this informs 
the user of the number of items for the particular Action.  For 

example, Sites , Phone Numbers , Links . 

The following information is available on Data Entry forms: 

 mandatory fields are highlighted in pink 

 

 read-only fields are highlighted in red  
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 If you place your cursor over data entry fields, a Tip Fly Out 
will display with information relating to the field. 

 

Advice for Service Directory Officers 

Service Directory Officers are responsible for ensuring the 
information that is being accessed by consumers and other service 
providers about your Agency is correct and up-to-date. 

It is recommended that Service Directory Officers establish a 
regular routine for updating Agency, Site and Service details.  It is 
recommended that information is checked quarterly as a 
minimum, with new information updated at any time. 

Make sure that staff at your Agency know that who their Service 
Directory Officer is and that any changes or new service 
information can be forwarded to the correct person at any time. 
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Level 1 -  Agency Administration 

  

To view and maintain your general Agency information (top 
level): 

1. Click on the Edit your Agency icon  on the 
Administration page. 

This will display a table with the Agency ID, Agency name, 
Abbreviation and Actions. 

 

Actions available at the Agency level are: 

 Edit Agency details -  

 Display Sites – . 

2. Select the required Action. 

Editing Agency Details 

To edit any of the general Agency details: 

1. Click the Edit icon  in the Action column or click on the 
Agency Name link in the table in the Agency Administration 
page. 

This will display the Edit Agency page. 
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2. Make the required edits to any of the following fields: 

 Agency  Name 

 Agency Name Abbreviation 

 Web Site URL 

 Agency Motto 

 Agency Logo. 

3. Click the Submit button  to save your changes. 

A confirmation message will be displayed. 

 
4. Click the Back to Agency Admin link if you wish to return to 

the Agency Administration page. 
5. Click the + Add New Site to this Agency link if you wish to 

add a new site. 
6. Click the View this Agency’s Sites link if you wish to go to the 

Site List page. 
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Level 2 - Site Administration 

 

To view and maintain your Agency’s Site information (middle 
level): 

1. Click the Folder icon   in the Action column of the 
Agency Administration page or click the View this Agency’s 
Sites link on the Edit Agency page. 

This will display a table listing all the campuses or sites associated 
with your Agency.   

Each row contains the following Site details; Site ID, Last Updated 
date, Site Name, PCP, Address, Locality and links to the Actions. 

 

To add a new Site to the Agency: 

 Click the + Add New Site link on the navigation bar. 

Actions available for each individual Site are: 

 Edit Site details -  

 Delete the Site -   

 Edit Phone No’s - . 

 Edit Links - . 

 Display Site Services - . 

 View Site in a new window -  

 Referral Emails -    
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 Associated Users - . 

2. Select the required action. 

Adding a new site 

To add a new Site to and Agency: 

1. Click the +Add New Site to this Agency link on the Edit 
Agency page or + Add New Site link from the Site List page. 

This will display the New Site page. 
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2. Enter the Site details, referring to Table 1. Site fields 
definition.  Note: The Site phone number is entered using the 
Telephone Number Admin  section. 

3. Click the Submit button  to save your changes. 

A confirmation message will be displayed. 

 
4. Click the Back to Site List link if you wish to return to the Site 

Administration page. 

5. Click on the  Add telephone numbers for … if you wish to  
add the Site’s telephone number details. 

 

Table 1. Site fields definition 

Site Field Name Description 

Agency ID This is a read-only field. 

Site name Enter the trading or operating name of the Site.  

This is a mandatory field. 

Address line 1 Enter the Site street address. 

This is a mandatory field. 

Address line 2 – 3 Enter any other Site street address information that cannot fit 
on Address line 1. 

Locality Select the suburb from the drop-down list. 

This is a mandatory field. 

Email address Enter the Site’s email address. 

Description Enter a brief description of what is offered or included at the 
Site. 

The following HTML formatting can be applied to text in this 
field. 

To have text appear bolded, enter the following format: 
 <b>This will appear bolded</b> 

To have text appear underlined, enter the following format : 
 <u>This will appear underlined</u> 

To have text appear in italics, enter the following format: 
 <i>This will appear in italics</i> 

To have text appear as an unordered list, enter the following 
format: 

<ul>  

<li> This will appear as an unordered list</li> 

</ul> 

To have text appear as an unordered list, enter the following 
format: 

<ol> 

<li> This will appear as an ordered list</li> 
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Site Field Name Description 

</ol> 

This is a mandatory field.  

INI Availability Select the Initial Needs Identification (INI) Services option 
from the drop-down list. 

IC Availability Select the Initial Contact (IC) Services option from the drop-
down list. 

Appointment 
Required 

Select the Appointment Required option from the drop-down 
list. 

Location 
Description 

Enter a clear description of the location of the Site.  This 
should include any information to help visitors access the Site 
that is not immediately obvious from the address details. 

E.G.  Access to 120 Spencer Street is from Frances Street, 
adjacent to tram top 45 on line 70. 

Site availability 
exceptions 

Enter clear instructions about any exceptions to normal Site 
availability. 

Facilities To enter Facilities that are available at the Site: 
 Highlight the Facility is the Facilities Not 

Available box. 

 Click the Right Arrow  
The Facility will be moved to the Facilities Available Here 
box. 

PCP Select the Site’s Primary Care Partner (PCP) from the drop-
down list. 

This is a mandatory field. 

GP Division Select a GP Division from the drop-down list. 

Melways map page 
reference 

Enter the Melways map page reference for the location of the 
Site. 

Melways map grid 
reference 

Enter the Melways map grid reference for the location of the 
Site. 

Vicroads map page 
reference 

Enter the Vicroads map page reference for the location of the 
Site. 

Vicroads map grid 
reference 

Enter the Vicroads map grid reference for the location of the 
Site. 

Contact for 
updates 

Enter the contact details of the person at the Site who handles 
updates to the Site and Services. 

Editing Site details 

To edit an Agency’s Site details: 

1. Locate the Site in the Site List. 

2. Click the Edit icon  in the Action column or click on the 
Site Name link in the table in the Site Administration page. 
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This will display the Edit Site page. 

 
3 Make the required edits to any of the following fields, referring 

to Table 1. Site fields definition. 

4. Click the Submit button  to save your changes. 

A confirmation message will be displayed. 

 
5. Click the Back to Site List link if you wish to return to the Site 

Administration page. 

6. Click on the Add/Edit telephone number link if you wish 
to maintain the Site’s telephone number details. 
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Deleting a Site 

 When a Site is deleted from an Agency users associated with the Site will no 
longer have any demographic data.   
 
If ALL Sites are deleted from an Agency, the Agency will no longer be 
displayed. 

To remove a Site from an Agency: 

1. Click the Delete icon  in the Action column in the table in 
the Site Administration page. 

This will display a warning dialog explaining the ramifications of 
deleting the Site. 

 

2. Click the Cancel button  if you do not wish to 
proceed with deleting the Site  

3. Click the OK button  if you wish to proceed with 
deleting the Site. 

A confirmation message will be displayed. 

 
4. Click the Back to Site Admin link to return to the Site 

Administration page. 

Telephone Number Administration 

To view and maintain a Site’s telephone information: 

1. Locate  the Site in the Site List and click the Phone icon  
in the Action column or click the Add/Edit telephone 
numbers for … link on the confirm screen after submitting 
changes on the  Site Edit  screen. 

This will display the Telephone Number Admin page with a table 
listing the phone numbers for the Site. 
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To add a new phone number to the Site: 

 Click the + Add New Site link on the navigation bar. 

Actions available for each individual Phone Number are: 

 Edit Phone details -  

 Delete the Phone Number -   

Adding Site Phone Numbers 

To add a new Phone Number to a Site: 

1. Click the +Add New Phone No link on the Telephone Number 
Admin  page or Add/Edit telephone numbers for … link on 
the Site Edit confirm screen. 

This will display the New Telephone page. 

 

2. Enter the Telephone details. 

3. Click the Submit button  to save your changes. 
A confirmation message will be displayed. 

 
4. Click the Back to Telephone Admin link if you wish to return 

to the Telephone Number Admin  page. 

Editing Site Phone Numbers 

To edit a Site’s Phone number details: 
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1. Locate the phone number in the Telephone List page and click 

the Edit icon  or click  Add/Edit telephone numbers for … 
link on the Site Edit confirm screen. 

This will display the Edit Telephone dialog. 

 

2. Make the required edits. 

3. Click the Submit button  to save your changes. 

A confirmation message will be displayed. 

 
4. Click the Back to Telephone Admin link if you wish to return 

to the Telephone Number Admin  page. 

Deleting Site Phone Numbers 

To remove a Phone Number from a Site: 

1. Click the Delete icon  in the Action column in the table in 
the Telephone Number Admin page. 

This will display a warning dialog. 

  

2. Click the Cancel button  if you do not wish to 
proceed with deleting the Phone Number.  

3. Click the OK button  if you wish to proceed with 
deleting the Phone Number. 

A confirmation message will be displayed. 
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4. Click the Back to Telephone Admin link to return to the 
Telephone Number Admin  page. 

Site Link Administration 

This function allows you to embed a link in the text of the Site 
page under the Links section, for example: 

  

To view and maintain website links relating to the Site: 

1. Locate the Site in the Site List and click the Link icon  
in the Action column. 

This will display the Links Admin page with a table listing the 
links for the Site. 

 

To add a new link  to the Site: 

 Click the + Add New Link link on the navigation bar. 

Actions available for each individual Link are: 

 Edit Link details -  

 Delete the Link -   

Adding Site Links 

To add a new Link to a Site: 

1. Click the +Add New Link link on the Links Admin  page. 

This will display the New Link page. 
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2. Enter the Link Name and Link URL. 

3. Click the Submit button  to save your changes. 
A confirmation message will be displayed. 

 
4. Click the Back to Link Admin link if you wish to return to the 

Links Admin  page. 
5. Click Site Admin if you wish to go to the Site Admin page. 

Editing Site Links 

To edit a Link to a Site: 

1. Locate the link in the Links Admin  page and click the Edit 

icon . 

This will display the Edit Link page. 

 
2. Enter the Link Name and Link URL. 

3. Click the Submit button  to save your changes. 
A confirmation message will be displayed. 

 
4. Click the Back to Link Admin link if you wish to return to the 

Links Admin  page. 

Deleting Site Links 

To remove a Link from a Site: 

1. Click the Delete icon  in the Action column in the  table in 
the Links Admin  page. 
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This will display a warning dialog. 

  

2. Click the Cancel button  if you do not wish to 
proceed with deleting the Link.  

3. Click the OK button  if you wish to proceed with 
deleting the Link. 

A confirmation message will be displayed. 

 
4. Click the Back to Link Admin link if you wish to return to the 

Links Admin  page. 

Viewing Site in new window 

 This is a useful feature that allows you to quickly check how the Site details 
will appear to user. 

To preview your Site page in a separate window: 

1. Locate  the Site in the Site List and click the View  icon  in 
the Action column. 

This will open a new window displaying the Site details for 
review. 
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Displaying Site Referral Emails 

To view the secure (PKI) eReferral email addresses associated with 
each Service at the Site: 
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1. Locate the Site in the Site List and click the Email icon  in 
the Action column. 

This will display the Show Referral Email Addresses list. 

 

2. Click the Back to Site List link if you wish to return to the Site 
Administration page. 

Displaying Site Associated users 

To list the user accounts at Connectingcare that are linked to the 
Site: 

1. Locate the Site in the Site List and click the Users icon  
in the Action column. 

This will display the Users associated with the site. 

 

2. Click the Back to Site List link if you wish to return to the Site 
Administration page. 
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Level 3 -  Services Administration 

 

To view and maintain a particular Site‘s Services information 
(bottom level): 

1. Click the Folder icon   in the Action column of the  Site 
Administration  page or click the View this Site’s Services 
link on the Edit Site page. 

This will display a table listing all the Services associated with the 
selected Site.   

Each row contains the following Service details; Service ID, 
Service Name, SCTT version, Last Updated date, links to the 
Actions and links to Files. 

 

To add a new Service  to the Site: 

 Click the + Add New Service link on the navigation bar. 

Actions available for each individual Service are: 

 Edit Service details -  

 Delete the Service -   

 Edit Phone No’s -   

 Edit Links -  

 View Service  in a new window -  

 Copy Service -  

 Files  
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2. Select the required action. 

Adding a new Service 

To add a new Service to a Site: 

1. Click the +Add New Service link from the Service List page. 
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This will display the New Service page. 
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2. Enter the Service details, referring to Table 2. Service fields 
definition. 

3. Click the Submit button  to save your changes. 

A confirmation message will be displayed. 

 
4. Click the Back to Site List link if you wish to return to the Site 

Administration page. 

5. Click on the  Add telephone numbers for … if you wish to  
add the Services telephone number details. 

 

Table 2. Service fields definition 

Service Field Name Description 

Offline To prevent this Service from being viewed or searched on 
within the Service Directory: 

 Select the Offline checkbox. 
Service name Enter the Service name, e.g. Acquired Brain Injury Program. 

This is a mandatory field. 

Service Category(s) To assign Service Categories to the Service: 
 Highlight the Category in the Unselected Service 

Categories box. 

 Click the Right Arrow  
The Category will be moved to the Selected Categories box. 

This is a mandatory field. 

Catchment/s 
Services 

To enter Catchment areas that this Service is provided to: 
 Highlight the Catchment is the Unselected 

Catchments box. 

 Click the Right Arrow  
The Catchment will be moved to the Selected Catchments 
box. 

Select from the following radio button options: 
 Use above selection – to use the selection that has 

been placed in the Selected Categories box 
 Statewide Service – to add every LGA listed 
 Unselect All – ignore and remove the selection that 

has been placed in the Selected Categories box. 
Catchment 
Comments 

Enter any comments about the catchment areas for this 
Service. 

Free provision 
code 

Select the Provision Code for the Service: 
 Unknown 
 Free 
 Bulk Billed 
 Charge Applies. 

Eligibility Enter the necessary information so that a consumer can 
determine if they are likely to be eligible or not. 
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Service Field Name Description 

Indicative waiting 
time 

Enter details about the normal waiting time for this Service. 

Email address Enter an email address for the Service if it is different from the 
Site email address. 

Location Enter the Service street address if it is different from the Site. 

Appointment 
Required? 

Select from the drop-down list of Appointment options. 

This is a mandatory field. 

Service 
Description 

Enter a description of the Service Site or any specific issues 
that aren’t covered by other attributes. 

The following HTML formatting  can be applied to text in this 
field. 

To have text appear bolded, enter the following format: 
 <b>This will appear bolded</b> 

To have text appear underlined, enter the following format : 
 <u>This will appear underlined</u> 

To have text appear in italics, enter the following format: 
 <i>This will appear in italics</i> 

To have text appear as an unordered list, enter the following 
format: 

<ul>  

<li> This will appear as an unordered list</li> 

</ul> 

To have text appear as an unordered list, enter the following 
format: 

<ol> 

<li> This will appear as an ordered list</li> 

</ol> 

This is a mandatory field. 

Keywords Enter keywords to be used in the Search function.  Each 
keyword must be separated by a comma. 

This is a mandatory field. 

Accept Referrals? If you wish to receive referrals via this Service listing: 
 select the Yes radio button. 

SCTT Version Select the SCTT version that this Service wants to receive. 

Optional SCTT 
Forms Required 

This section refers to the optional profiles available in the 
SCTT. Choose which ones (if any) you would like to have 
included in a referral made to this Service. 

For instance, if you select Psychosocial then the Psychosocial 
profile will be displayed along with the mandatory forms 
(Consumer Information etc.) when a user goes to make a 
referral for this Service. 

Service sub-
heading 

To list the Service under a separate heading on the Site home 
page: 



Level 3 -  Services Administration  

32 

Service Field Name Description 

 enter the Service sub-heading  
This is useful for managing large lists of Services on the Site 
page. 

Service logo To include a logo in your Service page: 
 browse to the correct file location and select the file. 

 

Editing Services details 

To edit a Site’s Service  details: 

1. Locate the Service in the Service List. 

2. Click the Edit icon  in the Action column or click on the 
Service Name link in the table in the Service Administration 
page. 

This will display the Edit Site page. 
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Level 3 -  Services Administration  

34 

3 Make the required edits to any of the following fields, referring 
to Table 2. Service fields definition. 

4. Click the Submit button  to save your changes. 

A confirmation message will be displayed. 

 
5. Click the Back to Service List link if you wish to return to the 

Service Administration page. 

Deleting a Service 

To remove a Service from a Site: 

1. Click the Delete icon  in the Action column in the table in 
the Service Administration page. 

This will display a warning dialog explaining the ramifications of 
deleting the Site. 

  

2. Click the Cancel button  if you do not wish to 
proceed with deleting the Service.  

3. Click the OK button  if you wish to proceed with 
deleting the Service. 

A confirmation message will be displayed. 

 
4. Click the Back to Services Admin link to return to the Service 

Administration page. 

Service Telephone Number Administration 

To view and maintain a Service’s telephone information: 

1. Locate  the Service in the Service List  and click the Phone 

icon  in the Action column or click the Add/Edit 
telephone numbers for … link on the confirm screen after 
submitting changes on the  Service Add  screen. 

This will display the Telephone Number Admin page with a table 
listing the phone numbers for the Service. 
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To add a new phone number to the Service: 

 Click the Add New Phone No link on the navigation bar. 

Actions available for each individual Phone Number are: 

 Edit Phone details -  

 Delete the Phone Number -  . 

Adding Service Phone Numbers 

To add a new Phone Number to a Service: 

1. Click the +Add New Phone No link on the Service Telephone 
Number Admin  page. 

This will display the New Telephone page. 

 

2. Enter the Telephone details. 

3. Click the Submit button  to save your changes. 
A confirmation message will be displayed. 

 
4. Click the Back to Telephone Admin (for this service) link if 

you wish to return to the Service Telephone Number Admin    
page. 

Editing Service Phone Numbers 

To edit a Service’s Phone number details: 
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1. Locate the phone number in the Service Telephone Number 

Admin  and click the Edit icon . 

This will display the Edit Telephone dialog. 

 

2. Make the required edits. 

3. Click the Submit button  to save your changes. 

A confirmation message will be displayed. 

 
4. Click the Back to Telephone Admin link if you wish to return 

to the Service Telephone Number Admin page. 

Deleting Service Phone Numbers 

To remove a Phone Number from a Service: 

1. Click the Delete icon  in the Action column in the  table in 
the Telephone Number Admin page. 

This will display a warning dialog. 

  

2. Click the Cancel button  if you do not wish to 
proceed with deleting the Phone Number.  

3. Click the OK button  if you wish to proceed with 
deleting the Phone Number. 

A confirmation message will be displayed. 
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4. Click the Back to Telephone Admin link to return to the 
Service Telephone Number Admin page. 

Service Link Administration 

This function allows you to embed a link in the text of the Service 
page under the Links section, for example: 

  

To view and maintain website links relating to the Service: 

1. Locate the Service in the Service List and click the Link icon 

 in the Action column. 

This will display the Links Admin page with a table listing the 
links for the Service. 

 

To add a new link  to the Service: 

 Click the + Add New Link link on the navigation bar. 

Actions available for each individual Link are: 

 Edit Link details -  

 Delete the Link -   

Adding Service Links 

To add a new File to a Service: 

1. Click the +Add New File link on the Files Admin page. 

This will display the New File page. 
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2. Enter the Link Name and Link URL. 

3. Click the Submit button  to save your changes. 
A confirmation message will be displayed. 

 
4. Click the Back to Link Admin link if you wish to return to the 

Links Admin  page. 
5. Click Site Admin if you wish to go to the Site Admin page. 

Editing Service Links 

To edit a Link to a Service: 

1. Locate the link in the Links Admin  page and click the Edit 

icon . 

This will display the Edit Link page. 

 
2. Enter the Link Name and Link URL. 

3. Click the Submit button  to save your changes. 
A confirmation message will be displayed. 

 
4. Click the Back to Link Admin link if you wish to return to the 

Links Admin  page. 
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Deleting Sevice Links 

To remove a Link from a Service: 

1. Click the Delete icon  in the Action column in the table in 
the Links Admin  page. 

This will display a warning dialog. 

  

2. Click the Cancel button  if you do not wish to 
proceed with deleting the Link.  

3. Click the OK button  if you wish to proceed with 
deleting the Link. 

A confirmation message will be displayed. 

 
4. Click the Back to Link Admin link if you wish to return to the 

Links Admin  page. 

Files Administration 

This function allows you to embed a link to a file in the text of the 
Service page under the Files and forms associated with this 
service section, for example: 

  

To view and maintain file links relating to the Service: 

1. Locate the Service in the Service List and click the Files link in 
the Action column. 

This will display the Files Admin page with a table listing the file 
links for the Service. 

 

To add a new file  to the Service: 
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 Click the + Add New File link on the navigation bar. 

Actions available for each individual File are: 

 Edit file details -  

 Delete the file link -   

Adding Files 

To add a new File to a Service: 

1. Click the +Add New File link on the Files Admin  page. 

This will display the New File page. 

 
2. Enter the File Title. 
3. Select the appropriate Reqd for referral radio button.  
4. Browse to the location of the file and select the file to be 

uploaded. 

5. Click the Submit button  to save your changes. 
A confirmation message will be displayed. 

 
6. Click the Back to Files Admin link if you wish to return to the 

Files Admin  page. 

Editing Files 

To edit a File linked to a Service: 

1. Locate the File  in the Files Admin  page and click the Edit icon 

. 

This will display the Edit File page. 
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2. Make edits to the File Title or Reqd for referral options. 

3. Click the Submit button  to save your changes. 
A confirmation message will be displayed. 

 
4. Click the Back to Files Admin link if you wish to return to the  

Files Admin  page. 

Deleting Files 

To remove a File from a Service: 

1. Click the Delete icon  in the Action column in the  table in 
the Files  Admin  page. 

This will display a warning dialog. 

  

2. Click the Cancel button  if you do not wish to 
proceed with deleting the link to the  File.  

3. Click the OK button  if you wish to proceed with 
deleting the link to the File. 

A confirmation message will be displayed. 

 

4. Click the Back to File Admin link if you wish to return to the 
Files  Admin  page. 
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Viewing Service in new window 

 This is a useful feature that allows you to quickly check how the Service 
details will appear to user. 

To preview your Service page in a separate window: 

1. Locate  the Service  in the Service List  and click the View  

icon  in the Action column. 

This will open a new window displaying the Service details for 
review. 
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Copying Service to another Site 

To copy a Service to another Site: 

1. Locate the Service in the Service List  and click the Copy icon 

 in the Action column. 

This will display the Copy Service to another site page. 

 
2. Select the New Site Name from the dropdown list. 

3. Click the Submit button  to save your changes. 

A confirmation message will be displayed. 

 

You are then given to option to go to the original Site’s service 
page or go to the Service Page of the Site that the Service has been 
copied to. 
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