Updating your Childcare Listing on Notts Help Yourself go to www.nottshelpyourself.org.uk

To update your childcare listing on Notts Help Yourself you need to have an account on the website. If you already have an account then

go to Page 2. If you don’t have an account then follow these steps first to register

1. From the Homepage click on Sign In/Register
on the top right hand corner of the home page. \
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support for adults.

3. Enter your details, email address and a password of your
choice. Please note: The password must have a minimum of 8
characters and besides letters, include at least a number or
symbol (I@#$%"*-_+=) then click the Create Account button.
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2. Click on Create an account towards the

bottom of the page.
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4. You will now have been sent an
Activation code, check your email
inbox/Spam to find the activation
code and then enter it on the
website. Then click Activate
account.

Activate account

We have sent you an email

Do not close this window. You will need it to enter your fictivation code.

Wehavesentanemailto  ** Your email address **
activation code.

ich contains your

Enter activation code (Required)
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Activate account
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Can'tfind your activation code?

Ifyou can't find your activation code, try..

+ Checkingyour junk or spam email folders in case it has been put there.
+ Resend it.toyour email address (caitlincoulson@hotmail.co.uk)

Ifyou still havea problem then please ¢

5. Once you have clicked Activate
account you will be taken to the ‘sign
in page where you can then sign in to
start updating your details
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Signln

Account activated

Your account has been activated. Please sign in with your email addfess and

password
Email address (Required)

Your email address

Password




1. To update your listing ‘sign in’. From the home pa
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Search: | What are you looking for today?
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ies with children and
wvolnz nennle aged 0-19

Special Educational
Needs and
Disabilities (SEND)
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Support for children and
young people with
special educational needs
and disabilities aged 0-

Local Offer for Care
Leavers

Support for care leavers
moving into adulthood
and independent living
aged 16-25.

Adults and
Communities

Community activities,
volunteering and worl,
health and wellbeing
support for adults.

3. Once signed in you will see the Dashboard, from here you can click
on Your Directory Listings.
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2. Sign in using the email address and
password you used to register with.
y

SignIn

Email address (Required)

Password [Required)

Forgotten your password?

We respect your privacy and will nat share your details,

For maore information please view our Privacy Policy or Corglct us

New user? Create an account

Please note: Follow /
the Forgotten Your
Password link to
request a password
reset.

4. You will see your service listed, click on update.
Note: If this is the first time you have tried to update your listing you may need to
select Accept Record Ownership first before you can update it.

Your Directory Listings

Title Status

Example Record

Changes to existing and new listings are submitted for approval before being added to the directory.

Yisible on the Directory

Last updated

02/11/2021 [ Dalg




5. From here you can see all the different details of your listing. You may see different sections
depending on your type of listing. You can now go through each section by clicking on the title and
updating your details. Once you are happy with a section click the Next button and it will move
onto the next section or you can click Previous to go back .

\

Example Record

Listing Details
Contact Details
Wenue Details
Cost Informatien
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Other Detafls
Logo
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6. Please tell us what your childcare charges are;
you can choose for these not to be displayed on the
website but this is important information for us to
know because we report locally and nationally on
the costs of childcare in Nottinghamshire.

I confirm that this \’m{swrand up to date
| Cancel ‘

Example Record

Step Lof ¢

Listing Details

Flease provide your listing with a short title that will be meaningful te members of the public. Den't use the same title for multiple listings. Alse provide a short
description using plain English te describe what your listing is about.

Title (required)
Example Record
Deseription (required)

Edt = Insert = View =  Format v Table -

Cost Information

Please Indicate how much you chargs per haur, per day, per week, per session, one off costs, holiday clubs, breakfast Club, After School Club ete?

Please complete this section because:
details nat ta appear publicly an the website

Wonmation is used to report locally and naticnally on the costs of childcare in Nottinghamshire - you can opt for these:

Amount CostType Remove

o Hour s | x

8. Finally you will then be taken back to the listings page where a message will now be showing

Alert!

Your record has been saved,

Changes to existing and new listings are submitted for approval before being added 1o the directory.

% Listings

You can now sign out.

7. When you have finished making changes, or if

you just wish to confirm that all the details are up to

date, then tick the confirm box and click the Save

and Send button to submit your update.
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| | confirm that this information is correct and up to date

‘ Cancel ‘ s




