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1. Click the Login button located in the banner. 

2. Enter your Email Address and Password.

3. Click the Login button.

Navigation Bar Check Box

Tool 
Bar

Menu 
Bar

Login

Login to eCode

User Guide: THE BASICS

• �Hover over the Table of Contents to reveal a 
condensed view of your Code. Click on a chapter to 
go directly to that specific chapter of your Code.

• �Click the Home button  in the menu bar, or 
click Code  in the Navigation bar to get to the 
beginning of your Code.

• �Jump to a specific place in your Code. Click in the 
Search box. Type the Code Chapter name or number. 
Click the result that you would like to navigate to.

Navigating eCode

Help video
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User Guide: THE TOOL BAR

Function Button Use

Print
1. �Select the chapter(s) or section(s) that you would like to print by 

clicking the checkbox.

2. Click the Print button.

Email
1. �Select the chapter(s) or section(s) that you would like to include a link 

to in an email.

2. Click the Email button.

Download

1. �Select the chapter(s) or section(s) that you would like to download.

2. Click the Download button.

3. Choose between download to a PDF and download to Word.

Share

1. �Select the chapter or section that you would like to share a link to on 
social media.

2. Click the Share button.

3. �Choose between share on Twitter and share on Facebook, or paste the 
link to another social media app.

Get Updates

Be informed when there is a change to the Code.

1. �Select the part of the Code that you are interested in, or leave the 
checkboxes unchecked to receive updates on any part of the Code.

2. Click the Get Updates button.

3. Enter your email address.

Add Note

Annotate your Code.

1. Click the Add Note button.

2. �Enter a Title for the note and then type your Note in the large white box.

3. �Decide who can see your Note. You can keep it private for you, select 
the group of municipal users, or make it viewable by the public.

4. Click Save.
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User Guide: NEW & OLD

1. �Email your newly passed legislation to: ezsupp@generalcode.com.  
It will be viewable in the New Laws tab.

2. �Click the New Laws tab in the Navigation Bar.

New Laws

Click the bold link to 
view the new law

The affected chapter 
appears in this column

New Law Indicators

Appears in the Table of Contents

Notes with links have been added to the top of each chapter or article affected by the new law.

Help videos

Add information 
about any New Law
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User Guide: NEW & OLD

1. �Click the Archives button in the Navigation Bar. 

2. Click on the dated Archive that you want to review.

3. Click the (Return to current version) link to return to the current Code.

View Archives

Admin users can log in to control how New Laws appear in the online Code.

Manage New Laws

Enter text here to further 
describe the New Law.

Check here to  
edit the title

When your Code is supplemented, the New Laws will be codified, and the New Laws tab 
will be empty until new ordinances are sent to General Code.
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Search eCode

Entering a term in the search field will bring you to the Search Results page. 

1. Click in the Search box

2. Type the Search term

3. Press Enter

Advanced Search

Enter keywords or phrase on 
these lines

Restrict the search to only 
these types of content.

Click here to access 
Advanced Search options

User Guide: SEARCH
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User Guide: SEARCH

Search Results

Click here to view only 
the Content that you 
are interested in.

Print or email a link of 
your results

Narrow your Search 
Results by checking 
the boxes that are of 
interest.

Help videos
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User Guide: NOTES

1. �Annotate your Code by clicking on the  button. 
If you don’t check a box for a specific section of the Code, then the Note will get added to the top of your 
Code. If you do select a specific chapter or section, then the Note will appear at the start of that chapter or 
section.

2. �Enter a description in the Title field.

3. �Click in the large white field and type the contents of your note.  

4. �Use the visibility field to change who will be able to view the note. 
�If you leave it as it defaults, then you will be the only person to view the Note. You can change it so that all 
of your municipal employee eCode users can view it or change it to Public for the note to be visible to your 
residents.

5. �Click the Save button.

Adding Notes to Your eCode

1. �Navigate to the page that you want to link to.

2. �Copy the URL.

3. �Navigate to your Note; select the place where  
you want the link to go.

4. �Click the Hyperlink button.

5. �Paste the link into the Link Target field.

6. �Click the Add button.

7. �Click the Save button.

Add a Link to Your Note

Text formatting options

Who will be able to view the note?
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User Guide: MULTICODE

1. �Enter criteria here that produces a list of Codes that you want to Search

2. �Click the + to add Codes to the Search

3. �Inspect this list to confirm that this is the list of Codes that you want to Search on

4. Enter Search term or phrase

5. Click Search

Multicode

1
2

3

4
5

Help videos
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User Guide: PUBDOCS

Manage Public Document Types

Use the three dots to edit the 
names of existing types

Click here to add new Public 
Document types

Manage Categories

1. �Select the Public Document type that you want 
to create categories for.  i.e. Agendas

2. �Select the three dots opposite that type.

3. Select Add Category.

4. �Enter the Category Name in the Title box.

5. �Choose the preferred order of display for the 
documents.

2

4

5

3

View Document Upload Information

When the file was originally 
uploaded, and by whom.

The date 
the file was 
approved or 
created

When the file was last modified, 
and by whom.

1. �Click the + next to the document in question.

1
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User Guide: PUBDOCS

Move or Delete Documents

Upload Documents

1. �Select the type of document you would 
like to upload. i.e. Agendas

2. �Click the Add Document button.

3. Click the Upload Button.

4. �Select the file and click the Open button.

5. �Choose the Category. i.e. Planning 
Commission

6. �Click the Date field and select the date 
from the calendar

7. �Click OK.

8. Click Save.

3
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6
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2

1. �Select the documents that you 
want to move or delete.

2. Click the Actions button.

3. �Select Move or Delete.  If you 
choose Move, fill in the Type 
and Category lines where the 
documents are moving to; then 
click Move.

3
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User Guide: ADMIN FUNCTION

Using the Dashboard

View the most popular Search 
terms in the last month, as well 
as the past year.

Change the graph to view how often 
your eCode is accessed by Month, Day 
of the week, or Time of Day

Hover your mouse over the 
graph to view how often your 
eCode is accessed.
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User Guide: ADMIN FUNCTION

1. �Click the  button in the Menu bar.

• �To add a user, click in the username@example.com text box and type the  
user’s email address. Click the .

• �To remove a user, click the  adjacent to that user’s email address.

• �To change a user’s password, click the  adjacent to that user’s email address.

Manage eCode Logins

1. �Click the  button in the Menu bar.

2. �Click Titles in the Navigation bar.

3. �View how often your Code is updated under the Supplement Schedule column.

4. �View how many paper copies of your Code are on hand for your municipality.

View Account Information

1. �Click the  button in the Menu bar.

2. �Click Site Settings in the Navigation bar.

3. �Click Banner Background button.

4. �Choose a color or enter the RGB or Hex value for the color.

5. �Click outside of the color box to close it.

6. �Click Accent Color and/or Title Color buttons as desired to alter those colors. 

7. �Click Apply Color Changes.

8. �Click OK.

Color Customization
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User Guide: ADMIN FUNCTION

Translation

1. �Administrators enable translation by checking this box in Site Settings

2. �Users will be able to change the view of their eCode to the language of their choice.

App

Download the free eCode Search App from the App Store or Google Play.

Access your Code from your smart phone or tablet.

Banner Customization

1. �Check the “Use custom banner” box.

2. �Drag a .png or .jpg file to the banner image box.

3. �To link the eCode banner to your municipal website, enter the website url on the 
“Link to municipality website” line.

4. �Click Apply Banner Changes.
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