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National Headquarters

To:

Detachment Commandants, Department Commandants and Division Vice
Commandants,

From: National Executive Director & National CTO
Date: June 24,2005 -revised June 30,2010
Subj:

National Website - League Locator - Detachment/Department/Division

Commandant

Web Page

and Web Sergeant &&EyesOnl'£:.

New Features
DO NOT SEND AN EMAIL ASKING FOR SUPPORT UNTIL YOU HAVE READ THIS
DOCUMENT COMPLETELY! MOST QUESTIONS ARE ANSWERED W.ITHIN!
The League LocatorlWeb Page program has been live on the National Website for
more than five years. In that time it has incorporated several new features that
the previous system simply did not have:
1) The ability to view a map and get directions to a detachment meeting place.
2)
The
ability
to
post
up
to
three
photos
of
recent
events.
3) The ability to add a Detachment/Department/Division
logo or picture to your web
page.
4) Every Division, Department and Detachment now has their own individual web page.
5) The ability to search for a Detachment by Zip Code within a chosen number of miles,
State,
or City or browse
for
a Division,
Department
or
Detachment.
6) The ability to add, in your own words, a description of your Division, Department or
Detachment.
7) We will also make available in the coming months, new templates so that you can
. choose a different look for your page from several choices.
8) Plus much, much more!
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NOTE TO COMMANDANTS:

Please retain a copy of this communication!
To change Web Sergeant's simply pass a copy of this document,
to
the new Web Sergeant. Once they have followed the instructions, herein, they will be
the new Web Sergeant and the previous Web Sergeant will automatically be removed
from access to your Detachment, Department or Division Web Page on the Marine
Corps League - National Headquarters website. It is simply a matter of someone else,
whom you have authorized, following these exact same steps, with their own
"REGISTERED" account, to become the new Web Sergeant.
It takes less than 5 minutes for a Web Sergeant to become assigned and the same time
for a replacement if necessary.
Please read on while we explain that this is the direction the Marine Corps League must
go in order to remain relevant in an age where information is looked up on the Internet.
Many Detachments have reported back the extreme increase in new members due to
this program, so please take this seriously and act upon it ASAP.
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Do you need to do this?
Yes! We have now reached the point where over 70% of the Detachments,
Departments and Divisions are actively maintaining their web page on the MCL-NHQ
Website. This is a powerful recruiting tool, because prospective members can find you
if you are within a given number of miles of them. So, EVEN IF YOU ALREADY HAVE
A WEBSITE, you should do this to increase your Internet exposure to new members!
This way, anyone searching, from the National Headquarters website,
for a
Detachment in their area, can find you by location. This is a service your current
website cannot provide. Even if you have your own Website, remember it's about
numbers and the Marine Corps League National Headquarters website receives about
3-4 MILLION HITS PER MONTH! So this is B.IG Exposure and it also a great way to
communicate to prospective members as well as keep current members in the loop, as
you can let them know of upcoming events, etc.

Getting Set U~
First off: This is easy! This program was designed, by our CTO, to be simple to
use, yet a very powerful tool!
EVERY DIVISION, DEPARTMENTAND DETACHMENT COMMANDANT SHO_ULD
APPOINT A MEMBER WHO HAS INTERNET ACCESS, AND KNOWLEDGE OF
COMPUTERSAND THE INTERNET,AS THEIR "WEB SERGEANT"'. YOU SHOULD
THEN PASS ON A COPY OF YOUR CODE WORD (enclosed) AND THESE
INSTRUCTIONS, TO YOUR· WEB SERGEANT, SO THAT HE/SHE CAN MAKE
CORRECTIONS,CHANGESAND ADDITIONSTO YOUR WEB PAGE LOCATED ON
THE NATIONAL WEBSITE.
NOTE: Even if you already have a fun web site, you need to have a Web Sergeant
for this page. If the information is not corrected or kept up to date, people who
want to become a member will not be able to find you using the League Locator
from the National Headquarters Website.
Only the person assigned by the Commandant will be able to edit the web page.
They should NEVER give access to that account to anyone else. If the Web Sergeant
must be Changed, only the acting Commandant can do this by giving a copy of these
instructions to the NEW Web Sergeant and that NEW Web Sergeant will apply as
explained, herein by sending the relevant information to Locator@MCLeague.org. This
means that the Web Sergeant will setup his/her own PERSONAL user name and
password. If the Web Sergeant needs to be changed the rights to edit the page will be
re-assigned to a NEW person with HIS/HER own PERSONAL user name and
password. Neither National Headquarters nor the National Webmaster will make
changes to your Web Page. That responsibility must lie with the Division,
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Department or Detachment Web Sergeant In the event a Detachment does not
have anyone who can handle that assignment, it is suggested you contact your
Department Commandant to request help from the Department Web Sergeant.
The same holds true of Departments as they relate to Divisions. Once you have
decided who will perform this function, that person MUST sign up for a user account on
the National Headquarters website at: (http://www_MCLeague.com/mdp). If the Web
Sergeant already has a user account setup on the web site, they just need to provide
that user name, along with the other information requested herein. They should NOT
use the code word as their password. That is to be sent to the web team as illustrated
in item 4 below. Please be sure to choose someone who has internet access and some
experience with computers. The Web Sergeant is to create hisiher own personal user
name. This user name will be assigned the rights to edit the page. If the Web Sergeant
needs to be changed, the past Web Sergeant is NOT to pass on their account
information.
Setting up a user name is simple. You just need to click the "Register" link and fill out
the information. The link above leads you to the main page and the "Register" link can
be found in the upper right-hand comer of every page on the MCL NHQ Website. It is
suggested that both the Commandant and the Web Sergeant become registered users
of the MCL NHQ Website. For the Web Sergeant this is required, as the rights to
editing a page are assigned to the user name, which must already exist for the rights to
be assigned.
Once the Web Sergeant has registered on the National Website, he/she must send an
e-mail to Locator@MCLeague.org with the following information:
1)
2)
3)
4)

Web Sergeant's Full Name
Phone Number
Website "User name" - MUST be registered FIRST!
The code word you were sent on a separate document. (This lets us know they
are the person authorized by the Commandant to have the rights to edit the
page. Please do not share this part of this letter with anyone else or this security
measure will be breached.)
5) The name AND number of the Detachment or Department or Division they are
authorized to edit.
6) If your Detachment is a new Detachment, please state which Division and
Department your new Detachment is under. For item 6, please specify as Under:
Department Division.
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Once we receive this emait we can assign that user name the rights to that page.
Please allow up to two weeks for authorization. We are simply not sure how many
requests we will get at once, so please bear with us.
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Web Sergeant League LocatorlWeb Page Instructions
These instructions should assist your Web Sergeant in editing your Division,
Department or Detachment web page.
1) Within two weeks, you will receive an email verifying that you have been assigned to
your particular Division, Department or Detachment web page. For this reason, when
creating your user account, it is very important to be sure you typed your email address
correctly.
2)
You
must
login
to
http://www.MCleague.com/mdp.
available to edit your page.

the
Marine
Corps
league
Website
at
If you are not logged on, you will not have the rights

3) Once you are logged in, please click "Browse" in the league locator and Browse to
the page you are to edit. You will see the word "Edif' in the upper left hand comer
above the MCl logo. If you don't see this, you were either not properly assigned or
you are not logged in.
4) You will now see a link at the very top of your edit Page titled "Instructions". Clicking
this will open up a full set of instructions in a new window. Please read these
instructions completely before you begin.
a) If you are not using Internet Explorer as your browser there are some
problems you might run into. For example, FirefoxlMoiilJalNetscape all run using
similar engines. They have had an issue that has existed for many years that can
prevent you from seeing the "Edit This Page" link, even when logged in. This bug in
Firefox has been fixed since Firefox version 2.0.1, but most users should upgrade to
3.6 or newer for security reasons. Older versions still have this bug. Older versions do
not automatically update to the 3.x versions of Firefox, even if an update check is
initiated by the user. You must do this manually, by downloading the software from their
website and installing it.
Note: If you have an existing web site, you can link to it from this page. Be sure to
include the http:// in front of the www. part of the address when doing this, or
your link will not work.
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A Note on Bugs and SUJ2Port
Please understand this is program was custom designed specifically for the Marine
Corps League. This work took many months of development and testing and we are
fairly certain we have worked out the bugs. Before reporting a bug, please be sure it's
really a bug. If it is, please be friendly and understanding when reporting it. We know we
are not perfect and mistakes do happen. There is a link at the bottom of this page for
submitting bug reports ONLY. IMPORTANT: if the issue is a TECHNICAL SUPPORT
issue and not a "bug", we ask that you read these instructions, the Help page, or the
Web Sergeant Forum of the Website, as almost all questions we receive have already
been answered in one of those three places. Your editing page does have a link to
submit bug reports. However, if the issue is a support issue and not a bug, we ask that
you use the "Instructions" link on the editing page.
Updates to the AOfficersSection" are not automatically entered once you have begun
editing your page. This is to maintain the integrity of your changes. Please remember
to send in your required "Report of Officer Installation" once you have completed your
updates so that the records at National Headquarters can be as accurate as possible.

A Note on Default Information and Searches
Since the previous Webmaster never turned over the database for the previous locator,
this locator does not have any information that was entered by your previous Web
Sergeant. That shouldn't be an issue 6 years later. There has been enough
information sent out and published about the new Locator system in that time.
Please note that when searching for Divisions, Departments and Detachments, there
are some that will not show up unless you use the Browse feature. The reason for this
is that some have missing information in the Zip Code, or State Code, etc. for the
Meeting place. Your Web Sergeant will be able to fIX those once he/she has been
assigned to edit the page. For security reasons, editing your page on the site does not
affect data in the National Headquarters database.
Remember, the only two people who should ever see this letter are the person to whom
it is addressed (this should be the Commandant) and the Web Sergeant the
Commandant chooses.
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NOTE (Required):
IF YOU HAVE RECEIVED THIS IN ERROR OR YOU ARE NO LONGER THE
COMMANDANT, PLEASE FORWARD IT IMMEDIA TELY TO YOUR SUCCESSOR OR
RETURN IT TO NA TlONAL HEADQUARTERS AND INCLUDE THE ORIGINAL
ADDRESS LABEL.
NOTE(1): The most common issue is that some Web Sergeants may find the Edit
Button unavailable after they have received the emaiJ specifying that they have
the Edit rights to the page they applied for.
This happens when particular browser settings are changed from their default.
The fix is simple.
1) Delete all Temporary Internet Files and Cookies.
2) Reboot
3) Log in through the MAIN PAGEfirst
4) Then go to your page and you should see the Edit button.
NOTE(2):
If you are the Web Sergeant for multiple Detachments, Departments or Divisions,
or any combination you can use the same usemame (that you have registered on
the MCL-NHQ website) for each, but you must send the correct code word for
each (attached below). This,will help alleviate the above issue.
NOTE(3)
When uploading photos/images remember that the maximum file size is 4Ok. The
server will 'reject images larger than 40k in file size and simply ignore the request
for upload. This is because there are few times a photo/image should be more
than 40k on a web page. Please remember there are still a lot of people who use
phone line modems. Also consider that a computer will only ever display an
image in 72 DPI,and most cameras take photos at 180to 300 DPI,so the extra DPI
information is lost in translation,
when viewed on a computer and is
unnecessary, as it only slows down the download for the user and does not show
them anything more than a 72 DPI version would. Based on feedback from other
Web Sergeants, the most popular FREE program to shrink file size of a
photo/image, is Picassa, which is provided by Google on their website.
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