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Welcome to Sitecore  

Welcome to the How to Use the Locations Module Sitecore Training Manual. In this document we will 

cover how to use your Locations Module within Sitecore.  

Let’s jump right in! 

 

1. First things first, you are going to need to log into your Sitecore site.  

 
 

2. As soon as you are logged in, you are taken to the main Sitecore dashboard for you site. You will 

notice on the left hand side of your screen is what we call your site tree, as it lists everything 

that is on your site.  
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3. Begin by expanding the Home node and navigating to your Locations Directory page. Once 

expanded, you will see a list of all the current locations within your site’s Locations Module. 

 
 

4. To insert a new location, right click on the Locations folder and choose Insert and then Location. 

Enter the location name into the popup window using initial caps and spaces to separate words. 
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5. In the Page Data section, fill in the headline field (this is auto populated with the Item Name but 

can be edited if it should appear differently), the Introduction field (optional, this is used only in 

sitesearch results), and the Content Copy field.

 
 

6. Next, fill out the Tagging section by choosing the desired terms from the box on the left side of 

the field and using the blue arrows to move them over to the right, selected side of the field. 

Depending on how your site is set up, you may choose to use one, multiple, or none of these 

fields. If your site uses the Services Module, you will want to tag each location with its applicable 

services, as these will display on the front end of the location. 
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7. Fill in the fields within the Location Data section, including Location Name (this is auto 

populated with the Item Name, but can be edited), Address 1 (this is where the street address 

should go), Address 2 (if applicable, this is where extra address information, such as suite 

number, building name, etc. should go), City, State, and Zip. You may also use the Browse link to 

upload an image to the media library or to navigate to an image that has already been uploaded 

to the media library to use on the page (note: images within the media library must be 

published within the media library before they will be visible on the front end of the live 

website). 

 
 

8. Fill in the Main Phone field. You may also choose to fill in the fields for Alternate Phone, Main 

Fax, Appointment Phone, Website, Email Address, and Office Hours. You may also choose to 

check the Accepting New Patients box if the location is accepting new patients. If there is 

information within these fields, it will show on the front end of the site. If these fields are left 

blank, they will not display. 
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9. If applicable, fill in the fields for Department or Location Type by choosing the desired terms 

from the box on the left side of the field and using the blue arrows to move them over to the 

right, selected side of the field. 

 
 

10. If you do not want the location to appear within the Locations Module, uncheck the Show in 

Location Listings box. 

 
 

11. Edit the Navigation Display section, including the Navigation Title field (this field is auto 

populated with the item name but may be edited). The location item is set up to automatically 

show the location within the breadcrumb but not show it on the sitemap or in proximity 

navigation, but you may override the default by checking or unchecking the associated boxes for 

these settings. 
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12. Fill in the Search Engine Optimization Settings section, including the Browser Title field (this field 

is auto populated with the item name but it can be edited), Meta Keywords field, and Meta 

Description field. If you do not want the location to be assessable via external search engines 

(for example, Google), check the boxes for Meta Robots NOINDEX and Meta Robots NOFOLLOW. 

 
 

13. Finally, edit the Site Search Settings section. The location item is set up to automatically show in 

Site Search Results, but you can uncheck the Show in Site Search Results box if you don’t want 

the location to be assessable via your site search. 

 
 

14. When you’re finished editing the location and are ready for it to be visible within the front end 

of the website, Save it and then Submit it into the workflow for Approval. 

 


