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About the Voluntary & Community Sector Directory (VCSD)
The VCSD home page describes the directory’s uses (see box below) and provides links to 

· the ‘list of Organisations’ – there’s no need to register or log in to see these
· getting registered – if you want to add organisations

· logging on – to maintain your entries 
To register on the directory you will need an email address.  If you don’t have one you can set up a free one with either Hotmail or Yahoo.  Links at the bottom of the directory home page give help with setting up either a Hotmail or Yahoo email account.
Here’s what’s on the home page of the directory:-
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Registering as a user on the directory

In order to register an organisation on the directory you will first need to register as a user.  Each user can register a number of organisations which they represent.

To register as a user on the VCSD you will need to think of a username that you will use to log into the directory.  If the username that you choose has already been taken by someone else, you will be alerted and you will need to think of another one.

As well as your username, you will have a display name. This is the name that will appear in the webpage greeting and any correspondence sent out by the directory’s administrators.

To register, click on ‘Register’ and the following screen will appear,
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After clicking register you will be sent an e-mail for your records.  You can now log in at any time by clicking on ‘log in’.

Options available throughout the site

When you are logged in the following options are available at the top of the screen throughout the directory:-
· My Profile

· [image: image11.png]Edit Organisation
Hello James Fletcher (Logout)

Search

My Prafile | List of Organisations | Register Organisation | List of Users | Email Contacts | Administration | About

* These fields must be filed in

Hame @ [Hillside Community Developme *
Address @ 7777 Hillside Road -
Ackworth

Toun/iey @ [Pontefract x
Postzods @ W7 2 x
Telsphone @ 01977 138126
P )
Mobile @ 07880 224277
Emai @ WM A @btinternet.com|
Wabsi: @ Ihttp:/fackworth.org

@ [Reidken ]~
Contact(), -
Modarator Reid Ken — &

opersing aresr @ [Localareaonly 5] *

Description of Current Activiies: @%

We are group of Ackworth residents working with the Ackworth Parish council and sports groups o improve
community facilities. We are currently working on a project to rebuild the only community sports changing rooms,

Date rormad: @ (8/21/2008 =
e H
othertype
I |

Charity o @
Company No: @
Annual (]
i, Wl o *
Stafl 9 [nja -
volunteers: @ [N/A -
Members: 9 [nja -

voxmembern @ [Yes <

vawp mambar @ [Yes <

having just about completed the business plan we are setting out an Application for Funding document to apply
for funding. Anyone wishing to help towards our current objective is welcome to our meetings

Deseription of Future Activities and Developments: @

Objectives: @

I™ General welfare advice

I Increasing access to financial services

I™ Gender issues

I Health Promotion

I Religion based

I Support/care to asylum seekers

I™ support/care to homeless people

I Support/care for people with mental il health
I™ Support/care to people with physical disabilities
I Support/care to people with learming disabilities
I™ Support/care to people with sensory impairment
I Support/care for HIV or AIDS

I™ Services to children and families

I Rural issues

I™ Rehabilitation of offenders

P Empowerment of communities

W Environmental

W Employment opporturities for excluded groups
W Training and developnment

I other

I~ Don't know

Sources of Income or Funding: @

W Council grants (unconditional)

P Council contract or commission

¥ SRB (Single Regeneration Budget)

P NRF (Neighbourhood Renewal Fund)

I Other grants

P Donations from the public and/or companies
 Lottery funds

I Comissioning income

I Trading income (sale of goods or services)
W Contributions and fees

P Fundraising activity

™ Investments etc.

I other

I~ Don't know

Update

Target Graups: @

W General Public

I™ Older peaple (over 65)

I children (upto 18 years)

P Young adults

¥ women

W Black and Minority Ethnic groups
P Unemployed

I Individuals with mental il health

I Individuals with physical disabilities
I Individuals with learning disabilities
I~ Individuals with sensory impairment
I™ Substance misusers

™ Businesses.

I other

I~ Don't know



List of Organisations 

· Register Organisation

· List of Users

· About

If you have just one organisation listed you will also see a link to My Organisation.
My Profile

This screen allows you to change your display name or your password.

When you have typed in the new details click [image: image1.png]Update



.

List of Organisations

The list of organisations screen is viewable by everyone – you do not need to be logged-on or registered to see it.
As a user you can register a new organisation (see separate section on how to do this).  Before a new listing appears in the directory an administrator will need to authorise the entry.

Organisation listings can be edited by the person entering the information or a site administrator.  However, a newly registered organisation’s entry will need to be authorised before you can make changes.
The following picture shows that the organisation “Procurement 4 All” can be edited as it was registered by the user currently logged on.  Every other organisation can only be viewed.
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If you want to change the details for an organisation just click the Edit link on that organisation’s line to display the screen shown and explained in the next section.

Register Organisation & Edit Organisation
Register Organisation and Edit Organisation use the same screen (see next page).
After you initially register an organisation, an administrator will need to authorise the entry before it’s viewable on the Directory.

Register Organisation allows you to create a profile for your organisation on the directory. You will need to input the following details to be able to register an organisation.  These are indicated on the screen with a red asterisk.  If left blank you will be able to submit your organisation profile  
Use this as a checklist before starting your entry:
· Organisation name and address, including Post Town and Post Code

· Type of organisation (a list is provided)

· Whether or not the organisation provides social care

· Number of Staff, Volunteers and Members (you can select N/A if any of these details are not applicable)

· An email address and primary contact person

Two sections follow that allow you to describe your current activities and your future activities and developments.  Finally there are three sections for Objectives; Target Groups and Sources of Income.

All three require answers in the form of tick boxes and you can select as many options as are appropriate.
Once you have input all of the above information and provided any additional information you wish, click on [image: image3.png]Register
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.  
Remember, your organisation will not be visible on the ‘list of organisations’ until it has been authorised by an administrator.  After that time, you can edit the profile using the Edit link.
List of Users

The list of users screen shows all users registered on the directory and their email address.  You can use this area to ‘edit’ your username and password.

About

This returns you to the ‘about’ text detailed at the beginning of this guidance.











Enter your password





Enter your email address





Enter your display name





Enter your chosen username








Basic address details





Other contact details and responsible people
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Once your changes have been made then click 
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This Directory is for any and all voluntary sector or community organisations, including social enterprises. It is a resource to provide relevant and easily updated information about all organisations operating in this sector across the Wakefield district.





To add an organisation to the directory you must first register yourself on the system.





What are the benefits of registering and maintaining your information?


It will help promote your organisation, and help citizens and other organisations find you.


If you provide services or goods, it may open up new opportunities for you.


It will reduce requests for information about your organisation – you can point to the site.


It will help you identify other voluntary sector organisations for possible partnership or collaborative work. 


You have control over your content and can update it any time.


Important:





Please note that any information provided will be published on a website and can be accessed by anybody. If there is information that you do not wish to be publicly available, please leave those sections blank. By registering with this site, you are agreeing that the information you provide can be accessed and used by the public and organisations.





The site administrator will review all entries prior to them being published on the site. This is to ensure that nothing inappropriate or offensive is placed on the site.





Need to publish more information?





If you want to publish more information about your organisation (for example, details of meetings, images, etc) or create a website free of charge, this facility is available on Wakefield District Community Online





Help:





If you need any help with this database, please contact: <<insert VCSD email address>>





There is also help if you need to know how to create a Hotmail email address for yourself or how to create a Yahoo! email address for yourself.








