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This guide includes:

« How to create an account
e How to add a service
« How to add a location
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Intro to Connected Bexley

Connected Bexley is a new directory of services that lets you manage your own service
information, so you can be sure it’s always up to date.

Its purpose is to list all voluntary services, activities, groups, and clubs across the London
Borough of Bexley, enabling residents to find the support they need.

It is service-driven. Your organisation won't appear until at least one service has been added.
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All update requests will be sent for approval to the team at BVSC.

Let’s get you started with an account!
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Creating an account

Please go to https://connectedbexley.co.uk/

Click on ‘Get Involved'’ in the top right

Home Events About Get involved My favourites

Click on the word ‘here’ in the last sentence

Please regist create an account, add your organisation and services.
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https://connectedbexley.co.uk/

Creating an account

You will be taken to step 1 of the registration
process, which asks if your organisation is already
listed.

Type the name of your organisation into the
organisation name box.

If your organisation appears, select it and click ‘Next'.
If your organisation does not appear, please click here.
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Registration - step 1

1 Back to dashboard

Is your Organisation already listed?

Before you register an account on Connected Bexley, we need to check if
your organisation is already registered in our database.

Type the name of your organisation below to check if it is already registered.

Organisation name

BVSC

@ BVSC

Select your organisation and click "next"

Can't find your organisation? Register new organisation
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Creating an account

Registering an account will enable you to
update your organization and service details
(hours, contact info, location, etc.) to help
residents find accurate, relevant information.

Click ‘Next’ to continue registration.
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Registration-step 2 0of 3

41 Back

Important information

Once your organisation is listed on Connected Bexley, it is really important
that you keep your organisation and service information up-to-date. For
example:

e openingtimes

+ contact details

+ location

+ access information
* images and videos

Keeping these details up-to-date will help make the platform as relevant as
possible to local residents.

We'll help by emailing you every so often to remind you to check in on your
listings.
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Creating an account

Registration-step 30of 3

. Creat t

Fill out the form to create your account. reqtean accotn
Please enter your details below to create an account.
You,” use y0ur emall and password tO IOg In. By signing up you agree to our T&Cs and Privacy Policy

First name

Please note that your mobile number is required for two-factor authentication.
It won't appear publicly anywhere on the site.

Last name

Email

Enter your mobile number without spaces.

Mobile Phone

Password

The password must be at least eight characters long, contain one uppercase
letter, one lowercase letter, one number and one special character (1#%%#&
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Creating an account

And that’s it! You will then be able to sign into your account linked to your organization

and start to add services, once it has been approved by the team at BVSC.

Registration complete

Thank you for registering on Connected Bexley.

Your details will be verified by our team within the next 5 working days.
Once your account approved, you will be able:

¢ toaccess and edit your organisation page
e create new service pages

¢ edit existing service pages

If you haven't heard back from us within 5 working days please email the team
at connectedbexley@bvsc.co.uk
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Logging in to your account

Members area

Please go to https://connectedbexley.co.uk/ Login

Scroll to the bottom of the page and click ‘Login’. OBVSC
Use your email address and the password you created to log in to your account.

You'll be taken to your dashboard, the admin portal for managing your services.
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The Dashboard

Welcome to the Connected
Bexley admin portal
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From here, you can add and edit your pages on Connected
Bexley, as well as manage referrals into your service. For any

FrOm the dashboard’ you’” be able to add neW support, contact connectedbexley@bvsc.co.uk

services and manage existing ones, along with Services Locations

Add or edit your pages on Connected Bexley. View and edit service locations in the area

managing locations, referrals, and adding or editing

Go to services > Go to locations >

additional users from your organisation.

Referrals Organisations
View and respond to referrals to your service(s). Add or edit organisations on Connected Bexley.

Gotoreferrals > Go to organisations >

Events Users
Add or edit events on Connected Bexley. View, add and edit users in your organisation.

Go to events > Go tousers >
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Adding a service

Each service you offer needs to be listed separately.
This is what local residents will see when they search the directory,
so it’s important to include as much relevant information as possible.

 From the dashboard, click ‘Go to services’ Services
4 SeleCt ‘Add SerVice’ Add or edit your pages on Connected Bexley.
* Click ‘Continue’ to begin entering your service details - ———
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Adding a service

The form is split into sections, shown as tabs across the top.
You can move through them by clicking the ‘Next’ button or selecting a tab directly.

WEe'll go through each one next.

Add service

Details Additional info Good to know Eligibility Description Referral

Please add each service separately as this ensures the best search results
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Details tab

Add service Upload your service logo

Fill out the service details:
* Service name and description

» Select which organisation is hosting it

 Optional: Upload service-specific 080 | wemmenes. o o

* Optional: Add photos to showcase DD || MM || YYYYY

Whatisit?

Need help with your logo?

If your service doesn't have a logo, the site will use the

Service details organisation logo if there is one uploaded.

General details about the service. (We use service in Choose file | No file chosen

° This option changes how your page is described on )
the Se rVICe Connected Bexley Gallery Items
ItisaService M Upload images of the service to the service's gallery.

. -
What is the name of your service? Add gallery item

Click Next to continue to the next tab

Organisation

Which organisation hosts this service?

Tags

Please select v
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Complete the fields that apply.

For the ‘Is the service free?’ question, if you click ‘No’,
additional boxes will appear for you to fill in the

details of cost.

Contact details are required, and phone nhumbers must

not contain any spaces
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Additional Info tab

Add service

Details Additionalinfo Good to know Eligibility

Additional service information

This section allews you to add mere information to
your service page. The more detail that can be
provided, the better.

Usual wait time (if applicable)

Provide an indication of how long someons may have
to wait to access your service after initial contact has
been made, You can amend this in future as and when
circumstances change.

If this is not relevant to your service, please skip this
question,

Met applicable for this service w

Is the service free?

Indicates whether your service is completely free, orif

some elements of the service must be paid for, Users

can filter their searches based on the answer you

provide,

If he cos mfr service v » you may want to split
nto diffe serv'cel'-stinqs.

@ Yes - The service Is free
ONuthe o elaments of this service that

must be paid for

CQC Location |D number

Please provide the ce's Care Quality Commission
Lec nlDn b f th s one. This will be used to
dusgla:.' |"|f|:>rrnah1:|n about the CQC rating on the
service page.

Description

Referra

L
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Good to know tab

Add service

B

|

Dratails Additional info Good to know Eligibility Deseription

This tab lets you add practical information about your service.

Good to know

What do people want to know about your service.

Pick a title from the drop down:
Farking

* Choose a topic from the dropdown (like Parking, What to bring, etc.)

Description

 Write a brief description with the specific details

 Add multiple topics using "Add another"

There's lots of parking in the Car Park to the
right of the bullding

> LD SO
4

Next >
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Eligibility tab

Gender
Use this section to show who your service is for. Accesstothesenics L
anging access To allwill remove CUrrent seleciions
and custom values
« By default, each category is set to ‘Access for all’, meaning your service is (O Aevesstorall
open to everyone and no restrictions will be shown on your listing. (@) #ecessforsame
Female
* If your service is aimed at a specific group, change the setting to ‘Access for Male
some’. This will open a list of options for that category. Non-binary
Transgender
» Select the relevant options, and that information will appear publicly with Transgender man
your service listing, helping people see if the service is right for them. Transgender woman
* You can add your own using the ‘Custom value’ box if the options don't fit. e ey e et e e e i
taxonomies, enter a custom value here
'
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Description tab

Use this tab to provide key information about your service: _
Community Sp—

Connect o
 Your service, an overview Service

A brief summary that appears on the search result tile. (Max 300 characters) \ Free
 What you offer S

Community Connect is an established

service supporting local people to

Bullet points highlighting key features or benefits. Displays below the long description. improve their health and wellbeing by

connecting them with activities, support

°® Long description and services in the community.

A detailed explanation of the service, including its goals and what it provides.
aBvsc  BVSC
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Referrals tab

This cannot be changed by organisations, and the default is set to ‘No’.
Although it will not be a ‘referral’ as such, it is more of a connection.

It will send the person’s details to the organisation, and the organisation can reach Your service can be set up to accept referrals through
out to them directly_ Connected Bexley. These referrals directly connect

your service to residents.

Referral

Options are: . L
. . ' - : ! If you are interested in turning on referrals for your
* Yes - through Connected Bexley - a ‘connection’ email will be sent via the organisation, please contact the admin team.
directory
* Yes - Through an external form - if the organisation has a form, we can add a .
1 i X ) eferral method
Ilnk/bUtton to the service information Does this service receive referrals, and if so, how?
° ° ,
No - this service doesn't accept referrals No - This service doesn’t accept referrals v

If you would like this switched on, please contact connectedbexley@bvsc.co.uk

Click ‘Create’, the service will be created, you will be able to add
V'S a location to the service once it has been approved.
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Adding a location

Once your service is approved, you'll be prompted to add a location.

A map will be shown on your service page based on the address and postcode.

Click ‘Add location’ to begin.

Add alocationto
your service

Nl B TRy
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Mow that you've created your service, you can add
locations where you service operates at.

Continue to service | Add location ’
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Adding a location

You can either:

* Create a new location by entering the address and postcode, or

» Select an existing one if your organisation has already added
locations used by other services.

‘Opening hours’ and ‘Holiday times’ in this section refer to the service, not
the location itself.

You can also upload a photo of the location (e.g. the building or entrance) —

this is optional but can be helpful for service users.

Click ‘Create’, and the location will be saved and linked to the service.

You can return to the ‘Location’ tab within the service editor to view,
update, or remove locations later.

Connected
" Bexley
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Service locations

Add service location

Mame of location

Select location

You can select an existing location or create a new

Opening hours

Add day | Add weekdays

Holiday times

Add holiday times

Service location image

No file chosen

one,
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Registering a new organisation

If your organization is not already listed, click on ‘Register new organisation’.

Organisation name

intel

Select your organisation and click "next"

Can’t find your organisatiof? Eegister new organisation
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Registering a new organisation

You will be asked whether your organization is right for
Connected Bexley, and you will need to tick the most
appropriate answers. Multiple options can be selected.

Click ‘Next’ and then click ‘Next’ again on the important
iInformation screen.

Registration-step 2 of 5

4 Back

Is your organisation right for
Connected Bexley?

We have some criteria for organisations that are listed on the site.

The organisation that you want to be listed on Connected Bexley is:
Tick allthat apply.

Charity, voluntary or community group, faith group or social
enterprise

A Council or other statutory service, e.q. services delivered by the
NHS or local CCG)

A commercial provider offering services to local residents that
support health, wellbeing and/or community for free or areasonable
charge

A commercial service that is contracted or spot purchased under a
commissioning arrangement with the local Council, intended to
improve the health, wellbeing orindependence of local residents
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Registering a new organisation

Registration-step 4 of 5
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Fill out the form to create your account. Create an account
YOu)II use your email and password tO IOg in. Please enter your details below to create an account.

By signing up you agree to our I&Cs and Privacy Policy

Please note that your mobile number is required for two-factor .
authentication. It won't appear publicly anywhere on the site.
Enter your mobile number without spaces.

Password

The password must be at least eight characters long, contain one uppercase
letter, one lowercase letter, one number and one special character (1#5%%&

O*-y==>2@[1" " {[})

Show Password
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Registering a new organisation

Registration-step 5of5
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Register your organization by filling out the form. Register new Organisation

Ty /

Ifyou are a smaller group or activity that isn't directly run by an crganisation,
you can enter details about your service/group below.

2
%

T

Organisation name

The name of your crganisation must be unigue. The URL of your page will be:

If your Organization doesn’t have a WebSite, https:fadmin.connectedbexley co ukforganisations/
you can use a Facebook page or the Connected Bexley website.

-

Please provide a one-line summary of erganisation

This should be a short line or two that summarizes wheo the organisation is

and will appear below the Organisation name on it's page.
You must include at least one contact method: B I 2 H = E &

- Either a phone number (please enter the number without spaces)
- Or an email address (preferably something like info@ or enquiries@)

"

0r3000
Organisation website address

This must start with 'hitp:/"' or "hitps .

Public phone
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Registering a new organisation

And that’s it! You will then be able to sign into your account linked to your organization

and start to add services, once it has been approved by the team at BVSC.

Registration complete

Thank you for registering on Connected Bexley.

Your details will be verified by our team within the next 5 working days.
Once your account approved, you will be able:

¢ to access and edit your organisation page
e create new service pages

¢ edit existing service pages

If you haven't heard back from us within 5 working days please email the team
at connectedbexley(@bvsc.co.uk
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And that’s it!

We hope this guide was useful and easy to follow.
If you have any queries, please get in touch.
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Email: connectedbexley@bvsc.co.uk
Phone: 01322 524 682
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