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1 Accessing Webpage 
1.1 Whether you are using either of the usual browsers (ie. IE, Edge, 

Firefox, Opera, etc.), the URL to access the LTCV webpage is the 
same:  https://LTCV.org. 

1.2 The webpage is best viewed by a tablet or laptop/desktop computer.  
Due to resolution of the tablet/computer display, the webpage will 
be easier to manage and very logical to traverse. 

1.3 If you are viewing the webpage via smart phone, the webpage 
adjusts its size and menu structure to match that of the phone's 
display resolution.  The menu at the top of the page may no longer be 
there and if not, can be access from the icon of 3 lines in upper right 
corner of the display.  Secondly, it will be best to view the webpage 
via phone in landscape mode, where the phone is rotated to make 
the width larger than the height of the phone display. 

https://ltcv.org/
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2 Webpage Menu Navigation 
2.1 The webpage menu is the main way users can navigate the 

multiple webpages in LTCV.org.  A description of each menu is 
listed below. 

2.2 Home - By clicking this menu item, the user is returned to the 
home webpage.  It is the same webpage users are taken to when 
going to https://LTCV.org. 

2.3 History - This menu item takes the user to a page that shows the 
history of the LTCV organization.  It explains how the organization 
was created and when the first pickup transpired. 

2.4 Accomplishments - This page shows the various 
accomplishments of LTCV over the years.  These 
accomplishments are described by how much trash was picked 
up and how many volunteers were used over the seasons, starting 
back to 2021, the initial pickup team. 

2.5 Events - The events page emulate a calendar with all the events 
listed.  Events could be meetings, pickup dates, etc.  You can click 
on an event to show all the details of that event.  Those details could 
include a brief description of the event, where the event is 
happening, and potentially a Google map of the event location.  To 
view previous events, click the "< Previous Events" link at the bottom 
of the page. 

2.6 Photos - The photos page shows pictures taken at the various 
events of the organization.  Each group of photos has a title of the 
event and the date.  User can scroll down and see many of the 
photos taken throughout the history of the organization. 

https://ltcv.org/
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2.7 Blog - The organization maintains a log of activities associated with 
LTCV organization.  It is a way to keep the members informed of 
activities of the organization, upcoming ideas of pickups, recognizing 
various sponsors, and vital news to share with those interested in 
the LTCV organization.   

2.8 Documents - This page contains a list of various documents that 
can be accessed by members to assist in keeping abreast of the 
upcoming pickup dates, allowing the members to become more 
informed of best practices on pickup events, and various other 
documents.   

2.9 Contact - This page is for the public to inquire for more information 
about LTCV organization by using this form to contact 
administrators.  

2.10 Admin - The last menu item will be the most used by the members 
of the LTCV organization.  This menu is password protected so that 
only accepted members of LTCV can access various pages.   

2.11 Details of each of these menu items are explained in detail below in 
their own topic/chapter. 



 7 

 

3 Home Page Menu 
3.1 The Home page menu selection takes you to the main home page of 

the LTCV.org website.  Sample of this page is shown below... 
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3.2 This is the page that provides a user with a synopsis of what LTCV is 
about, latest news, and upcoming events.  It provides quick links to 
various pages in the webpage including the mission of LTCV, the 
history of LTCV, the upcoming events, and the latest entries in the 
LTCV blog.  User simply clicks each of these to find out more details 
about LTCV. 
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4 History Page Menu 
4.1 The History page shares how the organization began.  Who the 

founders were and how they dreamed up this idea.  Who 
participated in the initial policies and procedures are included in this 
page.  And a description of how the first pickup came to be with 
photos of that inaugural event. 
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5 Accomplishments Page Menu 
5.1 In the Accomplishments page you can review the progress of the 

trash pickup process during the year.  Statistics of how much trash 
was picked up and the number of volunteers are shown via tables 
and graphs.  Currently, data all the way back to 2021 is shown. 

 

 



 11 

 

6 Events Page Menu 
6.1 The Events page menu shows the upcoming events. The view of the 

calendar of events can be changed to List, Month, or Day by clicking 
the respectively links in the upper right corner of the page.  If viewing 
as a List, the upcoming events are listed in order.  If by Month, a 
month calendar shows the current month and events shown on their 
respective dates.  If by Week, it is the same as Month, except only a 
week is displayed.   

6.2 Regardless which way the user desires to view the events, you can 
click on an event to show all the details of that event.  Those details 
could include a brief description of the event, where the event is 
happening, and potentially a Google map of the event location.  To 
view previous events before the current date, click the "< Previous 
Events" link at the bottom of the page. 
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7 Photos Page Menu 
7.1 To view various photos of past events, the Photo page menu is where 

a user goes.  During meetings and pickups, photos are captured of 
the event to allow other users to view what expired during the event.  
Photos taken back to April 2021 are shown on this page. 
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8 Blog Page Menu 
8.1 The LTCV Blog page contains articles posted to communicate with 

its members and those outside of LTCV.   

8.2 The blog shares upcoming events, honoring our sponsors and 
providing free advertising, and articles showcasing our senior 
members. 

8.3 Each blog post is labeled a certain category.  The category identifies 
the type of post it represents.  This allows users to filter the blog 
posts by a specific "category" (ie. show only "pickups" by selecting 
the category of "Pickups").  The current various categories are...  
Meetings, Member Profiles, Pickups, and Sponsors. 

8.4 Comments are always welcome by users;  however, they are 
reviewed by admins prior to being published on the blog for the 
public to see. 

8.5 To view the entire blog post, simply click on the post to see all the 
details of the post.   

 



 14 

 



 15 

 

9 Documents Page Menu 
9.1 Members of the LTCV organization sometimes need some help in 

getting around the website, getting to know the policies and 
procedures of LTCV, getting to know LTCV and what it is all about, 
and various other needs that require documentation to help 
communicate these needs. 

9.2 The Documents page contains various help documents that are 
available for download for those visiting the website.  Some of the 
documents are Event Signup Procedure, Pickup Schedule, LTCV: 
Who We Are, Membership Application, Membership Release of 
Liability, Practices and Procedures of LTCV, Organizational Meeting 
Presentation, and others. 

9.3 Each document has a link to a MS Word (.doc) version and a link to a 
Adobe Acrobat (.pdf) version.  Users can click the link that applies to 
their software installation.   
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10 Contact Page Menu 
10.1 This page is used for users outside of the membership to contact 

administrators and request information or data from LTCV.  The user 
fills in their name, email and their message and the adminstrator 
gets a message in their email. 

10.2 A response to this request is usually within 24 hours of receiving it. 
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11 Admin Page Menu 
11.1 The website allows members, that have been accepted and 

approved by administrators, to easily chose the events they wish to 
participate in.  This process is easy and simple to do using the admin 
website.   

11.2 Once user goes to the Admin menu, the user enters a private part of 
the LTCV.org webpage.  In order to keep it privatge, a password is 
required to enter the admin portion of the webpage.  The password 
will be provided by administrators of the organization.  The password 
entry page looks like this... 
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12 Admin Page Menu - Signing Up for Events 
12.1 Once the password is correctly entered, the following tabbed 

webpage is displayed showing all the different functions of the 
admin webpage.  Each tab will show a specific page to allow the 
user to view various administrative processes.  The tabs are...  
Member Signup, Member List, Member Participation, Emergency 
Contacts, and Manage.  This page is shown below... 
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12.2 The default tab shown is Member Sign-up.  This is where members 
can sign-up for events they wish to participate in.  The link... "Click to 
Sign Up for Pickup Event..." will take the user to the process of 
signing up.  On this tab, there is also document shortcuts that can be 
clicked to see the step-by-step details of the sign-up process.  A 
user can view a Microsoft Word (.doc) document or an Adobe 
Acrobat (.pdf) document.  Once user clicks the link to sign-up, this 
page is displayed... 
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12.3 The sign-up process has 2 steps.  First, the user views the list of 
event dates and determines which date they wish to participate on.  
Once determined, the user clicks on the circle by the date.  The 
circle will be filled.  Only 1 date can be selected on the first step.  
The user must then click on the "Submit" button to go to Step 2.  
Below is what the user sees at Step 2... 

 



 21 

12.4 Sign up Step 2 shows the Event Date selected in Step 1 (with 
details of that event), and the list of LTCV members that potentially 
could participate.  If a user has selected to participate, the checkbox 
next to their name will be filled in.  If not, the user does not wish to 
participate.  To select a new participant, click on the open checkbox 
next to the name.  To deselect a participant that is currently sign-up, 
click the checked checkbox next to their name.  On this step, 
multiple checks and un-checks can be made before submitting.  
When ready to submit, be sure to click the Submit button to update 
the database with your changes.  The page that follows submission 
looks like this... 

 

 

12.5 At this point, you can return to the date selection (Step 1) to sign up 
for another event, or you can return to the Admin Home page.  To 
return to date selection, click the link at the bottom of this page.  To 
return to the Admin Home page, click the link in the upper right of the 
page. 
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13 Admin Page Menu - Member Listing 
13.1 The second admin tab is called Member List.  Click on that tab to 

show a listing of all the members along with contact information and 
various details of each member.  Sample of page below... 

13.2 To view the application and liability release forms filed by a member 
when he/she joined, can be viewed by simply clicking on their name 
in the member list. 

13.3 There are also hotlinks for phone number and email address if your 
browser allows auto-dialing and auto-emailing. 

13.4 If a picture has been provided by the member, it can be viewed by 
clicking the "Pic" link. 

13.5 When a member applies, they state whether they wish to 
communicate via email or phone.  That preference is listed alongside 
each member.  And how often they wish to participate and the role 
they are playing in the LTCV organization. 
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14 Admin Page Menu - Member Participation 
14.1 The Member Participation tab shows a graphical listing of all 

participants and what events they attended.  It allows administrators 
to review the participant frequency and bounce it against what each 
member desires. 

14.2 In addition, it allows administrators to recognize where 
participation is waning and maybe a contact needs to be made to 
determine if there are issues with future participation. 

14.3 And it provides a picture of how often participants are attending.  It 
is the administrators role to make sure all members have 
opportunity to participate as often as they desire. 
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15 Admin Page Menu - Emergency Contacts 
15.1 When a member participates in a pickup event, a sign-up roster 

sheet is required for everyone to sign and provide an emergency 
contact in case it is needed during the pickup event.  Administrators 
try to keep track of these contacts and update this page with revised 
emergency contacts. 

16 Admin Page Menu - Manage 
16.1 This tab allows administrators to maintain details of pickups and 

volunteers.  When new pickups are scheduled, this is the tool to set 
these events up and the details associated with the event.  The other 
tool on this tab is managing volunteer details.  When new volunteers 
are approved to participate in LTCV, this is where their details is 
updated in the database. 
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16.2 When updating events through this tool, administrators can assign 
dates, times, additional details of where to meet, to eat, etc.  In 
addition, the maximum number of volunteers can be specified and 
after the pickup is over, the approximate weight of the trash that was 
picked up can be updated.  Lastly, the event Active setting allows the 
administrator to control what events show up on the admin menu. 
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16.3 The details this tool can maintain for each volunteer member 
include their name, address, phone, email, communication 
preferences, suggested pickup frequency, and their active status.  
When a member can no longer participate due to illness or 
relocation, they can be set to inactive, but continue to see the history 
of their pickups. 

 
 
 

 


