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New Website Overview!



This tutorial will take you through an overview and step-by-step guide to 
reporting your annual vineyard activities to LIVE.

First, let’s look at the homepage of the new www.liveinc.org
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The following slides will show you where some of the navigation features of the 
homepage are located.  The main navigation is at the top of the screen, and will 
remain there throughout your visit to the site.

Upon becoming a member of LIVE you will receive a username and password that 
you can enter into the login interface on the left-hand-side of the homepage.  
Once you enter this, you will be taken to a management screen.  More on this in 
a bit.  

First, let’s look at the features of the homepage.  This is the page that load when 
you type in www.liveinc.org into your browser.  Some popular browsers are 
Internet Explorer, Mozilla Firefox, and Safari for Mac users.  This site is optimized 
for Firefox use.
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Now, let’s see what happens when you click the “About LIVE” link.  You will be 
given some information about our organization, including a Frequently Asked 
Questions page, Program Statistics, Images and Logos, Contact Info, etc. 
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Next, we will click on the “Organizational” link.  This section contains a list of 
upcoming events, including trainings, board meetings, etc.  Also included here 
are meeting minutes,  newsletters, and any other organizational information you 
might need.
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You also can click on the other links at the top of the screen to get to LIVE News 
articles, and a list of Certified Members, including vineyards, wineries, and wines.

Now we will look at what happens when you log in, using your username and 
password on the homepage.  If you do not have a username and password, 
please contact admin@liveinc.org to obtain one.

Once you log in, you will come to the “My Properties” screen.  This will show you 
any vineyard or winery you have enrolled in LIVE.  On this screen you can enroll a 
new property, or certify a wine, or change your profile information (your name, 
address, password, etc).
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Now you will click on your vineyard name to manage that property.  Once you do 
this, you will be taken to a screen dedicated to that vineyard/winery.  You will be 
able to change the contact information, as well as find links to manage your 
Inspections, Checklist, and Required Documents.  These will be archived as the 
years pass, so you can look back on your progress.
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If you click on a year for Vineyard Inspections, you will be taken to a screen that 
will tell you when your inspection is to take place, who will be inspecting you, and 
afterwards, what your determination was (Pass/No Pass).
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If you click on a year for the LIVE Checklist, you will be taken to the main page for 
your LIVE Checklist reporting.  To begin reporting you will do the following:

1. Click on a Chapter to reveal the Control Points for that Chapter
2. Click on a Control Point to reveal the Items for that Control Point
3. Use the drop down box to report Yes/No/Not Applicable for each item
4. Click “Save Answers” at the bottom of the Item list
5. Repeat this process for the entire LIVE Checklist

You will also notice at the bottom of the Chapter list that there are links to Print 
the Checklist, read the Instructions, or Return to Vineyard Overview. 
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As you are completing the LIVE Checklist, you will notice that you can click on the 
little blue pencil next to each item to get the following information:

1. Further explanation of the item
2. How to comply with each item (what the inspector will look for)
3. Documents that will aid in your compliance
4. External links to any resources that might help you
5. A section for you to enter notes for any particular reason
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You can complete the LIVE Checklist at your leisure as you have time throughout 
the season.  We simply ask that you have as much complete as possible before 
your inspection and that you complete all your reporting in full by December 
10th.  No late reporting will be accepted and the current year will be locked as of 
January 1 of the next year.
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Next we will click on the Annual Required Documents.  Currently we require the 
following documents to be reported to LIVE on an annual basis:

• Pesticide Reporting
• Fertilizer Reporting
• Irrigation Reporting
• Salmon-Safe Addendum

This new website allows you to both download the templates and upload the 
completed documents.  There is no need to email these or print them out for the 
inspector.  Everything can be managed from one spot.
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The first thing you will want to do is compile all of your reporting in a place that is 
convenient for you on your computer.  This can be a folder on your desktop or 
somewhere easy to locate in your hard drive, such as a folder labeled “LIVE 
Reporting.”

The next step will be to click the “Edit” tab on your Annual Required Documents 
screen.  This will take you to the screen where you will upload your files.  
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To upload your files, first click “Browse.”  This is a common feature of most new 
interactive web-sites to upload files such as photos and movies.  We are using 
this functionality for your LIVE files.  Once you click “Browse” the computer will 
open up an explorer program to find your documents.  Look for the document 
you wish to upload (this will be in the folder you saved it in).  Once you find it, 
click on it and then click “Upload.”  You can then name this file and MAKE SURE 
TO CLICK SAVE.  The uploaded document will then appear on your Annual 
Required Documents page, and will then be available for download by you or 
your inspector.  If at any point during the season you need to change something, 
you can do so on your computer and then remove/re-upload the file when in the 
Edit tab.
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If you have used a file different than the ones LIVE provides, you can upload 
these as well, as long as they are in a common format (PDF, MS Word, Excel).  If 
you keep records by hand, you can scan them, save them as a PDF, then upload 
this file.  There are many ways to skin a cat with this website, with the aim being 
a centrally located archive of your reporting, as well as a paperless office.
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Once you have uploaded all your files, and completed the LIVE Checklist, you will 
see the (incomplete) change to (complete) to indicate you are finished with your 
annual reporting.  The inspector will verify this information by logging in to their 
management screen and obtaining access to only those vineyards that have been 
assigned to them.  
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RECENTLY ADDED (Not seen in previous screenshots within this document)!!!

You will also notice at the top of the website, there are links for Forms and 
Standards, Resources (external), and a direct link to the Contact page.  These 
provide further information for members and are organized into categories.
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IMPORTANT

We want you to have a successful effort of LIVE reporting for this 
growing season.  We realize these changes are substantial and are 
willing to train one-on-one for any member.  Please contact 
admin@liveinc.org or info@liveinc.org for more information.
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