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Home Page 
 
 

1. Main Control Panel Top Menu: This is the main 

control panel where you can access the home page, 

main map, FAQ Page and the Contact Page. It is also 

where you can login or create an account. This panel 

will always be in view no matter what page you are on 

when viewing the website. 

2. Categories Menu: There are eight categories for you 

to choose from to help refine your search. Once you 

select one, it will show you all the relevant 

resources/activities/items that are available within 

the Cairns region and where they are located. 

3. Explore the Map: Selecting this will take you to the 

main map which will display all the categories at once. 

The main map can also be accessed through the Top 

Menu.  

4. Bottom Banner: This is where you can find links to 

Council’s main website, FAQ’s, contact page, Terms 

and Conditions, other Council websites and Cultural 

Services Facebook, Twitter and Instagram pages.  
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Map Page 
 
  

 
 
 

1. Search Bar: This will help you to refine your search. 

You can look at a particular category, a particular 

address or do a search for keyword/s.  

2. Left-hand Sidebar: This sidebar will display a list of all 

relevant items within your search results. 

3. Map View: This shows the location of different items 

on the map. To move around the map simply left-click 

and drag in any direction, or if using a mobile device, 

use two fingers and slide in any direction.  

4. Map View/Satellite View: This will allow you to 

choose between a map view and a satellite view. 

Under ‘Map’ you are also able to view the terrain, and 

under ‘Satellite’ you have the option of removing 

labels such as street names.  

5. Item Marker: Selecting one of these will display 

information about that item on the right-hand 

sidebar. Each marker has a symbol identifying which 

category it belongs to.  

6. Cluster Point: These cluster points display the number 

of listings that are within close proximity to each 

other. This is to avoid overcrowding the map. 

Zooming in or clicking on a cluster point will decrease 

the number of cluster points until each individual 

marker is visible.  
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Map Page Continued 
  

1. Printing: Selecting this will allow you to print the 

entire list of items within your search and an image of 

the map view you are currently looking at.  

2. Right-hand Sidebar: This sidebar will display general 

information about an item that is selected whether 

from clicking on one of the listings in the left-hand 

sidebar or on one of the markers on the map.  

3. More Details: This link takes you to the items detailed 

listing page 

4. Arrows: These arrows allow you to hide or display the 

sidebars.  

5. Street View: Selecting and dragging the yellow figure 

shown here to a location on the map will allow you to 

see the view from the ground street. Simply left-click, 

hold and drag the figure to either a blue line along the 

streets, or to a blue circle to see a 360
0
 panorama 

image and release.  

6. Zoom: This will allow you to increase or minimise your 

view of the map. This can also be achieved by using 

the scroll button on a computer mouse while holding 

down the control (Ctrl) key.  
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Subcategories  

1. To further refine your search you can select a 

category from either the home page or the drop 

down menu on the main map page. 

2. Once you have selected a category you can then 

select all relevant subcategories, click ACCEPT and 

then select search. If this list does not display 

automatically when you select a category, select ‘All 

# Subcategories (click to change)’ located under 

‘Within a category’.  
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More Details  

1. Search History: This area shows the different levels 

you have searched within. You may select one of 

these to go back to that point if required. Otherwise, 

you can select the ‘back’ arrow in your browser which 

will take you back to the area you were previously 

viewing.  

2. Title of the listing/item 

3. Subtitle/Overview: This area offers a very brief 

overview of the listing (similar to a subheading). 

4. Description: This section contains the full description 

of the listing and may include hyperlinks to other 

sites. 

5. Images 

6. Address 

7. Contact Information 

8. Social Media Links 

9. Other Listings within this Category: This is a list of 

other subcategories that this listing/item falls under 

within the same main category. For example, under 

the Facilities and Spaces category, the Tanks Arts 

Centre is both an Art Gallery and a Performing Arts 

Facility. Selecting an item from this list will take you 

back to the map and show all the listings within that 

specific subcategory. However, this list does not 

include links to other categories this listing may fall 

under. For example, The Tanks is also a heritage site 

so will have a separate listing within the Historical 

Places category. 

10. My Other Listings: This is a link to the authors other 

listings within different categories.  

11. Report This Listing: If you believe that information on a listing is incorrect, you can report 

the listing by selecting this option. This will take you to our contact page with a reference to 

the listing included in the message box. You are required to provide your name, email  
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Images 
 
 
 

 
 

 
 

1. Number of Images for this listing 

2. Image 

3. Slideshow: Selecting this icon will display the images 

in a slideshow format. You may also slide through the 

images manually by using the arrow keys on a 

keyboard, left click, hold and drag with your mouse or 

if you have touchscreen capabilities by sliding your 

finger across the screen.  

4. Full Screen: This will expand the image to a full screen 

view. 

5. Thumbnail: Selecting this icon will open a side panel 

showcasing thumbnails of all the images within this 

listing. 

6. Close: Selecting this will take you out of the image 

view and back to ‘more details’. 

7. Caption: This may display basic information about the 

image such as what it is of, and/or who took the 

photograph.  
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Contributor Guide  
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Login/Register as a Contributor 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
  

1. Login: To login to your account select the login button 

at the top of the screen. Then type in the email 

address and password that you registered with. 

2. Forgot your Password: If you have forgotten your 

password, follow this link and type in your email 

address. A reset password link will then be sent to 

your email address where you can re-enter your new 

password.  

3. Register as a Contributor: If you do not have an 

account select ‘Register’ to be taken to the sign up 

page.  
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Sign Up Page 
 
 
  

1. Required Fields: The boxes with a red asterisk next to 

them are fields you are required to complete in order 

to register with the Cairns Arts and Culture Map. If 

you belong to an organisation and are creating an 

account for that organisation, then you may wish to 

include the name as well. However, this is an optional 

field. 

2. Address: Both your street and suburb are required in 

order to register. This can be either your residential 

address or the address of your relevant business. 

3. FAQ’s and Terms and Conditions: You are required to 

read both the FAQ’s and the Terms and Conditions of 

Service pages prior to registering as a Contributor so 

that you understand both the legal requirements and 

your rights. 

4. Register: Once you have filled out all the required 

fields and have read the FAQ’s and Terms and 

Conditions pages, select ‘register’. A verification email 

will be sent to you after you do this which you must 

access and select ‘verify’ to activate your account.  
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Dashboard and Profile 
 
 
 
 

  

1. Profile/Logout: Selecting this icon will allow you 

to log out of your account, edit your profile or 

take you back to the website’s home page in a 

new window. 

2. Your Listings: To view your listings select the 

‘View your listings’ button in the middle of the 

screen or select the listings icon on the left hand 

toolbar. In order to create, view or edit your 

listings you will need to select one of these 

buttons first.  

3. Back to Dashboard: To go back to this page (the 

Dashboard/your home page) you simply need to 

select this button from the left hand toolbar or at 

the top of your screen.  
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Your Listings  
 
 
  

This page displays all the listings you have created and what 

status they are at (i.e. draft, pending approval, and published).  

1. Add New: To create a new listing, select ‘Add New’. 

2. Search: You are able to search for a particular listing 

by using this search bar. Simply type in a word from 

the title or overview of the listing.  

3. View: Selecting this will open up a new window 

displaying what your listing looks like to the public. 

4. Edit: This will allow you to edit your listing. Please 

note that once you edit something in a listing you will 

have to resubmit it for approval. The approval process 

can take up to three working days, during which time 

your listing will not be visible to the public. 

5. Delete: This will allow you to delete the listing.  
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Creating a Listing (Part 1) 
 

 
 

5. Map: After you have typed in your address, you will need to move the GPS marker (point/flag) to 

correspond with the written address. This can be accomplished in three ways. You can manually move 

the GPS marker to the desired location by holding down left-click and then dragging. You can also use 

the ‘Locate from Address’ button below the map which will take the information provided in the written 

address and automatically move the marker to that point. Or you can input the specific GPS coordinates 

(decimal degrees) below the ‘Locate from Address’ button and press enter.  

6. GPS Marker: The GPS marker shows the location of where the flag for your listing will be displayed on 

the map. 

 

1. Listing Title: This is the main title of your listing. 

2. Listing Web Page Address: This function allows you to 

personalise the URL of your listing. In the box, write 

what you would like the extension/end of your URL 

for that listing to be (e.g. after .com.au/…….). For 

example, this could be the title of your listing. Any 

spaces you use will automatically be converted into 

hyphens after you save the listing. If another page has 

that URL address, then a number will automatically be 

added to the end as well.  

3. Listing Content: This is the area where you can 

describe your listing to the reader. This should ideally 

be relatively short (e.g. around 200 words), but can be 

as long as you like. It is also a good idea to use key 

words and phrases pertaining to your listing which 

people are likely to search for in the keyword search 

option on the map. You can also add hyperlinks into 

this body of text.  

4. Location Details: Type the street address of your 

listing into the boxes provided.  You are required to 

enter the suburb of your listing. If you work from 

home and do not wish for this information to be 

displayed, simply enter your suburb and move the 

GPS point/flag on the map below to the corner of 

your street and into the middle of the road or to the 

nearest main road. Please also note that your listing 

must be located within the Cairns local government 

area. 
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Creating a Listing (Part 2) 
  

1. Overview: This is what appears directly under your 

listings title in the final product and therefore acts as 

a very short catchy statement or subheading for your 

listing. This is a required field. 

2. Internal Notes: This section allows for you to write 

notes to yourself, colleagues using the same account 

or to the administrators of the website. What is 

written in this space will not be visible to the public.  

3. Listing Details: This is where you select which 

category and subcategory (or subcategories if it fits 

into more than one) for your listing. This is a required 

field as it is a very important tool for making your 

listing more searchable and easier to find. To select a 

category, use the dropdown arrow, and to select a 

subcategory, place your curser into the box and a 

dropdown menu will appear. Other details in this 

section such as contact name, phone number, email 

address and web address can also be filled out.  

4. Social Networks: You can insert links to other social 

media networks (i.e. Facebook, Instagram, Twitter, 

LinkedIn, Pinterest and Google Plus) that are related 

to your listing here by copy and pasting the web 

address.  
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Creating a Listing (Part 3)  

1. Listing Images: To add an image, simply click on the + 

symbol and select the image from the relevant file. 

Please limit the number of images you add to 

between six (6) and eight (8). Also note that there is a 

5MB limit on each image size.  

2. Opening Hours: Here you are able to input the 

opening hours for your organisation/business. This is 

accomplished by selecting the clock icon next to the 

start and finish times for each particular day, and 

scrolling through the numbers until you reach the 

correct time. For the days your organisation/business 

is not open, simply tick the ‘closed icon’. If you do not 

wish to list opening times on your listing, then you 

can leave this section blank and it will not be visible to 

the public. Furthermore, if your opening times are 

flexible and do not correspond to set times every 

week, then it may be better to explain your opening 

times in the listing content section. 

3. Save and Submit: Once you have filled out all the 

required information for your listing you can save it as 

a draft. Once you do this, you will be redirected back 

to your listings page. From there you can view your 

listings to see how it will look to the public. If you are 

happy with it, go back into edit mode and select ‘Save 

& Submit for Approval’. Once you do this, your listing 

will be sent to the administration team at Cairns 

Regional council for assessment. The assessment 

process can take up to three working days, at which 

time you will receive an email response.   

 

4. Unsaved Changes: If you make any changes to your listing and have yet to 

save those changes, then the warning ‘You have unsaved changes’ will appear 

at the bottom of the screen. To save your changes select either ‘Save Draft’ or 

‘Save & Submit for Approval’. You will then be taken out of the edit page and 

back to your listings page.  

 



 

Version 1.0 18 
   

 

Style and Format 
 
 
  

When submitting a listing to the Cairns Arts and Culture Map, there are some strict styles and formats that you must follow. 
These Include: 

 Listing Title: 
o Use capitals at the beginning of each word where appropriate (i.e. not for words such as ‘and’ ‘in’ etc.). 

However, do not make your entire listing title in capitals (e.g. ‘Style and Format’ not ‘STYLE AND FORMAT’) 
o Do not include descriptions in your title, only use your personal, business or organisation name and place the 

description in the Overview. 
o For within the Festivals category, put the name of the festival and the date/s it will be on (e.g. Festival Name – 

1 January 2018) 

 Description: 
o Text written in the description must be in ‘paragraph’ format (this is what it is set to automatically). You may 

use bold text as well as italics and underlines within the description 
o Hyperlinks you add need to open in a new window (this is the default) 

 Overview:  
o Within the Public Art category, the overview should be the artists’ name only (last name, first name) 

 Location: 
o The address of your location must be spelt out in full (e.g. ‘Street’ not ‘St’) 
o Suburb will need a capital at the beginning of the word/s but must not be in all capitals 
o The GPS marker (flag/point) should be moved to the front of the building so it is visible on street view. 

Alternatively, if you work from home and do not wish for your address to be made public, place the marker 
into the middle of the road at the corner of your street or on the nearest main road. The reason for this is to 
improve the mapping accuracy of where arts and cultural operation and production occurs while still 
maintaining your privacy as a Contributor 
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Contact Us 
WEB 

www.cairnsartsandculturemap.com.au 
EMAIL 

map@cairns.qld.gov.au 
STREET ADDRESS 

Tanks Arts Centre, 46 Collins Avenue, 
Edge Hill, Cairns, Queensland 

POSTAL ADDRESS 
Tanks Arts Centre, PO Box 359, Cairns, 

Queensland 4870 
PHONE:  +61 7 4032 6600 

FAX: +61 7 4032 2610 
HOURS 

Office: Mon-Fri 8:30 am - 4:00 pm 
 


