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Local Offer

Please find below the local suppert that is available for children and young people with special educational needs or disabilities
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1. Click Sign Up and you
will be presented with A-Z
this screen.

2. Select Provider HOME > DASHBOARD
Updates

Provider Updates My Details

Create and update records for Update your user account details
your service, organisation or
event.



3. View existing records already associated
with the your email address (as an existing
provider) or Create a New Directory Record for
new record entry.
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Your Directory Record(s)

In this section you can create and edit your directory records.
Changes to existing and new records are submitted for approval before being added to the directory.
The current status of your record is displayed alongside your available record actions.

Record Title Status Actions

Bury Tandem Club for Blind and Partially
Sighted People

+ CREATE A NEW DIRECTORY RECORD

Public CHOOSE YOUR ACTION .




4. To create a new record, complete the ) MY ACCOUNT -
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Create a new record
Listing Details

Please provide your listing with a short title that will be meaningful to members of the public. Don't
use the same title for multiple listings. Also provide a short description using plain English to describe

what your listing is about.
Title (required)

My service or event
Description (required)
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Contact Details

Please give the details of who people should contact to find out more. You must provide at least a
telephone number or email address. These contact details will be displayed on the website.

5. Continue to complete the details in
the fields on screen with as much
detail as necessary and save

Contact Name
Contact Position

Contact Telephone

ADD ANOTHER CONTACT TELEPHONE

Contact Email

Please note that web addresses (URL)
must be entered with the full https://

name@emall.com

. URL Label
or http:// and not simply www.
httpefwannnw yoursite.com My service's webslte
Motes
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Venue Details

. . Please provide a full address and postcode for your venue. It is particularly important that you
6. Enter the venue detalls ensuring the provide the correct postcode as this will be used by the site in locating your venue for users
post code is completed.

Venue Name

House name / number
Street

Village

Town / City

County

Venue Postcode

AATTAA

Please write any additional details about the venue
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Cost Information

Amount Cost Type Remove
7. Enter any costs info, dates and times e Please choose.. Il > |
and any other relevant information. If
your service requires a referral from Please enter any details about your costs
another service please ensure this is
specified. -
Date & Time

Please provide a brief sentence on when your service/activity takes place or is open, such as; 'Open
Monday to Friday from Pam until épm’' or "Tuesday evenings from 7pm -%pm’ or "Wednesday, 11th
April 2012

Date Time

Time of Day  NONE SELECTED -

Session Information

ADD EXTRA SESSION INFORMATION

Other Details
Please provide brief details in all of the applicable boxes. If there is nothing to say, then just leave
that box blank.

Referral required? PLEASE CHOOSE... -

Referral and availability notes
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8. Enter any additional relevant
information, upload a logo and any
associated images.

Click to SAVE the record.

(If greyed out, please ensure that any
web addresses include the full address
i.e. http://www)

Additional Infermation

Please provide additional information in support of your service listing. This can include: whether you
are able to coter for additional needs, if you cater for a specific audience, or cover specific locations.

Please provide any additional information
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Logo

Upload a logo

UPLOAD LOGO

Additional images

UPLOAD IMAGE

Documents

ADD A NEW DOCUMENT
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SAVE RECORD CANCEL CHANGES



5. Choose Update record to amend existing
records
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Your Directory Record(s)

In this section you can create and edit your directory records.
Changes to existing and new records are submitted for approval before being added to the directory.
The current status of your record is displayed alongside your available record actions.

Record Title Status Actions

Bury Tandem Club for Blind and Partially

Public CHOOSE YOUR ACTION .
Sighted People [

Update record
View record

[ share record

+ CREATE A NEW DIRECTORY RECORD

A Delete record



4. To update a record, change the
appropriate details in the fields on
screen and save

Please note that web addresses must
be entered with the full https:// or
http:// and not simply www.
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Edit your record

Listing Details

Please provide your listing with a short title that will be meaningful to members of the public. Don't
use the same title for multiple listings. Also provide a short description using plain English to describe

what your listing is about.

Title (required)

| Bury Tandem Club for Blind and Partlally Sighted Pecple

Description (required)
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Contact Details

Please give the details of who people should contact to find out more. You must provide ot least a
telephone number or email address. These contact details will be displayed on the website.

Contact Name

Ben Colman

Contact Position

Secretary

Contact Telephone

OF73 254 744
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