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User Guide
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May 30, 2007
To access the property admin website type the following url into the address bar of internet explorer:  https://propertyadmin.sc.egov.usda.gov .  The user will be directed to the eAuthentication portal where they will enter their level two eAuthentication ID.  
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Once the user has successfully logged into the website the user will be required to register with their particular agency.
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When the user has selected their agency they will click the <Update> button.  This will tie their eAuthentication ID to their agency within the Property Admin website.  The next time they log in they will be taken directly to the list of properties for you agency.
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When the user has successfully tied to the agency within the web application they will see a list of all the properties currently in the application.  From this screen the user can delete, edit or add additional properties.
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To edit an existing property the user clicks the box next to the particular item and then clicks the <Edit> button.  This will take them to the details screen of the property.  Here the user can change any of the meta data relating to the property.  Once the changes have been made the user clicks the <Update> button to save the changes and return to the property list.  The user can also click the <Cancel> button to return to the properties listing or <Reset> to regain the original meta data values.
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To add additional properties to the portal the user clicks the <Add> button on the property list.  From this screen the user inputs all of the necessary meta data as well as the url for where the property details are in the respective agency website.  It is recommended that the user pastes the url into the “Detail Link” from the address bar of the agencies website to ensure consistency.  Once all of the meta data has been entered the user clicks the <Update> button to save the changes. The user is then sent back to the property list.  The user can also click the <Cancel> button to return with no update or the <Reset> button to clear all of the fields. 
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To ensure that the correct url was entered the user can click on the address of the property to view the property details of the newly added property.  If the url is incorrect the user can “Edit” to fix or “Delete” and add the property again.
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To delete a property from the property list the user click the box next to the particular property and then clicks the <Delete> button.  This will delete the property and update the property list accordingly.  
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