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Adding and Managing Content 
 
Adding Locations, Listings and Stories: 
 
Under “My Account”, choose the “PLACES” tab. Then choose “ADD NEW 
PLACE” from the left column under “Navigation.” 
 

 
 
In the pop-up add your TITLE. This should be the name that best describes the 
place itself. Please specify the language of your listing and click ‘Add’. 
 

 
 
(If available, choose the appropriate CHANNEL from the dropdown menu. For 
basic users the CHANNEL dropdown is not displayed.)  
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Next, a template will appear for you to enter information on this place. 
 

 
 
First, name your TOPIC (the default topic name is “Overview”).  Consider this the 
sub-heading for your listing. Next, enter the text description you would like to 
appear (this can be a transcription of your audio or a basic description, or 
explanation of your piece).  Finally, upload the audio file that goes with your 
listing (audio can be created using any computer or device). There is also a text-
to-speech option you can select that uses a synthesized voice to read the 
contents of your topic text (this option coming soon). 
 
Select ‘SAVE’ to save your Topic changes. 
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Our system will attempt to place 
the map pin close to your 
current location by geocoding 
your IP address, but you should 
edit the location and place the 
map pin as accurately as 
possible.  
 
Click the edit icon on the map 
image and pop-up window will 
appear. There are three ways to 
update your places location:  
1) Type in the location’s address 
and click ‘Search,’  
2) Drag and drop the map pin to 
the correct location, or  
3) Paste the Latitude and 
Longitude in the fields provided.   
 
Once you have adjusted your 
map pin marker to the correct 
location click ‘Save.’  

 

Images can be added by 
clicking on the image’s edit 
icon.  Here you can click the 
button to upload an image, 
drag and drop an image over 
the pop-up window, or paste 
the URL of an image hosted 
on the Internet into the form 
field.  The last image loaded 
will be the first that appears 
to users.  Clicking on any 
thumbnail in the Edit Images 
window provides the option 
for deleting that image. 
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Additional details can be added to each listing.  Just click the placeholder for 
each available element.  You can add a Website, Email, Phone Number, Street 
Address and Categories associated with your location (it is also okay to leave 
any of these items blank).  
 
When you are ready to share your item with the world, simply click to ‘publish’ 
next to the title. This will send your piece to our moderation team for approval. 
(Currently new user content requires moderator approval before it’s available to 
the general public. If you are managing content or you are the owner of a content 
Channel, you may be able to publish directly.)  
 
Once your item is published, other viewers will can access it, free of the 
placeholders or edit icons you see while you have edit control. Your item will also 
be available on our mobile applications and to anyone distributing our content 
(unless arrangements are made to restrict your content). 
 
As a content owner or manager, you can always edit any topic, element or detail 
by clicking the edit/pencil icon adjacent to that item. 
 

 
 

 
 

[See Following Page for Mobile View Examples] 
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Mobile View Examples: 
 

  

   


