Looking Local – Monthly Update Request Form

Using this form you can provide microsite content updates. This update can consist of a maximum of up to 20 changes to individual content screens. This includes the creation of new pages and the addition of images
. All content must be submitted 7 days prior to the agreed schedule date
.
Location of changing content (using Netgem emulator)

For Example:
	Navigation to screen: Main Menu/Services/Rubbish & Recycling

	Screen Name: Household Waste

	Page: 2 of 4


	Navigation to screen:

	Screen Name:

	Page:

	Existing Content:
	

	Replacement Screen Name:
	

	Replacement Content:
	

	Screen Link Title:

(For Example – “Select here to request a leaflet”)
	

	Name of screen to be linked to: (for Example – “Recycling Leaflet Request Form”)
	


	Navigation to screen:

	Screen Name:

	Page:

	Existing Content:
	

	Replacement Screen Name:
	

	Replacement Content:
	


Creation of new content
	Navigation to screen: (Where is the new screen to sit?)

	Screen Name:

	Page:


	New Screen Name:
	

	New Content:
	

	Screen Link Title:

(For Example – “Select here to request a leaflet”)
	

	Name of screen to be linked to: (for Example – “Recycling Leaflet Request Form”)
	


	New Screen Name:
	

	New Content:
	

	Screen Link Title:

(For Example – “Select here to request a leaflet”)
	

	Name of screen to be linked to: (for Example – “Recycling Leaflet Request Form”)
	


	Navigation to screen: (Where is the new screen to sit?)

	Screen Name:

	Page:


Thank you for submitting your microsite monthly updates. Please ensure that all information above has been completed and checked for character limitations
, spelling and grammar. It is the responsibility of the Local Authority to QA all content once it has been updated.

If you have any questions please contact – 

Paul Meyers (Bureau Manager)
Office: 01757 638154
Email: paul.meyers@lookinglocal.gov.uk
� High quality images should be sent along with this document - �HYPERLINK "http://www.digitv.gov.uk/wiki/x/nQQ"��http://www.lookinglocal.gov.uk/wiki/x/nQQ�


� Once completed please submit this document to �HYPERLINK "mailto:paul.meyers@lookinglocal.gov.uk"��paul.meyers@lookinglocal.gov.uk�





� To check current character limitations go to - �HYPERLINK "http://www.digitv.gov.uk/wiki/x/VwQ"��http://www.lookinglocal.gov.uk/wiki/x/VwQ�
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