Making changes to the State of Vermont — Online Directory

Web site - http://www.vermont.gov/phonebook/admin/

Username:  first initial plus last name (smorrison)
Password: initials plus word password (smpassword) (you may change this through

‘user management’ ‘change my password’)
Click on enter
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Available categories are located on the left.
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INDIVIDUAL
This is the default choice. Click on individual to bring up a screen where you enter the

last name and can narrow the search by picking the Agency/Dept. from the drop down
menu then click update list. Click on update list. Do not put in the first name as this will

be the search regardless if you also put in the last name.
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You will get the screen that shows the search, click on “edit’ to pick your choice to
update.

NOTE: You may have the same person listed twice, the field labeled deleted has one
listed as YES, and the other NO, make sure you pick the one labeled NO. The YES will
be deleted and it only shows in the administrator screens. Or you may have the person
listed once but the delete field says YES, do not make a change, that record is slated to be
deleted. (see 2™ screen shot example)
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Edit individual allows changes to email/phone numbers; changes can not be made to any
data shown in light print. Once changes are made click update, changes are saved. Reset
will cancel the change, data returns to what it was originally.

NOTE: do not uncheck “published’ If you have someone requesting not to be published,
you need to contact this office in writing with the reason and it will be dealt case by case.
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DEPARTMENTS & AGENCIES

You can edit only. You can not delete or create an Agency or Dept. or categories & sub-
divisions. You may contact us if you have this need.

NOTE: As it says below use caution when modifying as it can have a cascade effect.
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Edit Agency/Department
Click on “edit’ to make change, click update to save or reset to cancel the change.
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Edit Categories
Select from the drop down menu, then click ‘refresh category list’ this shows list of
categories under the choice. Click on “edit’ to change.
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NOTE: If you accidently click the drop down menu & pick another Agency/Dept. then
make a change to the category or just click update, you have moved that category to the
Agency/Dept. you clicked on and all associated entries get moved with it. You can go
and move it back.
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PHONE LISTINGS

Edit Phone Listings
This updates entries listed under an Agency/Dept. associated with each category. Click

on.
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Select an Agency/Dept. from the drop down and click ‘update category list’ then you can
select a category from that drop down and click “update list’ to bring up the list. Click on
‘edit’ to update a listing.
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Use caution not to select from the drop down(s) this will move/change the select item to
another Agency/Dept. Update makes the change, reset cancels the change.
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TOLL FREE NUMBERS

Edit Toll Free Number Entries
Click on to display all the toll free numbers.
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Click “edit’ to select the item and make necessary changes to listing. Update makes the
change, reset cancel change.
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CONFERENCE ROOMS
Edit Conference Rooms
Click on edit conference rooms, this brings up the list of rooms by city.
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The drop down lets you pick the city for the list of conference rooms If you do not know
the city, you can go to http://www.vermont.gov/phonebook/ click on the conference
room tab then “search’ which will bring up all rooms by city then you can check the
whole list. Click on “edit’ to bring up the room, make change and update or reset to
cancel.
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USER MANAGEMENT
This allows you to change your own password only
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Enter the required info for a new password, submit to confirm, reset cancels.
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LOGOUT
Click logout and close the browser to end the session or click another category if you
wish to make other changes.
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Individuals Phonebook Management System *> Logout

Departments &

gencies Are you sure you wish to Logout of the Phonebook Management System? If you do, you will need to login again to administer any aspect of

Phone Listings the Phonebook. Also, itis recommended that you close your browser immediately after logout to ensure security.
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User Management
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