
Log into the portal using 

your username and 

password.

Scroll down to the page to see 

the information Age UK 

National hold about your 

organisation. 

Do you want to view 

and/or edit the 

location information?

Scroll back to the top of the page and press the 

link that says “My Portal”. 

The page will refresh and take you back to the My 

Portal menu page.  From here select either 

Location or Shops.

Yes

Scroll down to the grid displaying all of the 

records that have not been updated in the 

last six months.

Check the grids to see which records are 

the oldest and need to be updated/ 

reviewed. 

Select the home icon H then 

select My Portal >  Our 

Organisation Info to open 

your organisation record.  

No

To want to edit or view any of these older 

records, you will need exit the 

Organisation Info tile and navigate to 

either the shops or location tile.

Scroll down to the grids listing 

your location, and press either 

the number or arrows to move 

between the page lists. 

Process: Organisation Info Record



Do you need to amend or change 

information in the “Organisation 

Name” field or “Website Address” 

field?

Send an email to 

BSupportAdmin@ageuk.org.uk

Log into the portal using your username 

and password.

Select the home icon H then select My 

Portal >  Our Organisation Info to open 

your organisation record.  

Process: Organisation Name and Website 

Address



If you need to amend or 

change your registered/ head 

office address, follow either 

Process Option A or B

Click into the Postcode field, 

and type over the existing 

information with the new 

postcode. 

To select the relevant one, 

click on the search result line. 

The system will list 

matching addresses 

based on the 

information that sits 

on the Postcode 

Address File (PAF). 

Click into the 

Address box and 

edit each address 

line in the address 

form. 

Process 

Option B
Process 

Option A

When you finish, 

press the “Done” 

button. 

Log into the portal using your username 

and password.

Select the home icon H then select My 

Portal >  Our Organisation Info to open 

your organisation record.  

If you have finished updating the 

Organisation Info record, select Save at 

the bottom of the record to save all the 

changes.  

Process: Head Office Address

The changes will then be updated in 

the Local Directory and will appear on 

the Age UK website the following 

working day.



Scroll down the page until you see the 

Contact Telephone field.

If you need to amend or change the 

information, click into the field, and type 

over the existing information with the new 

telephone number. 

Log into the portal using your username 

and password.

Select the home icon H then select My 

Portal >  Our Organisation Info to open 

your organisation record.  

The changes will then be updated in 

the Local Directory and will appear on 

the Age UK website the following 

working day.

If you have finished updating the 

Organisation Info record, select Save at 

the bottom of the record to save all the 

changes.  

Process: Office Telephone Number



Scroll down the page until you see the 

Contact Email field.

If you need to amend or change the 

information, click into the field, and type 

over the existing information with the new 

email address. 

Log into the portal using your username 

and password.

Select the home icon H then select My 

Portal >  Our Organisation Info to open 

your organisation record.  

The changes will then be updated in the 

Local Directory and will appear on the 

Age UK website the following working 

day.

If you have finished updating the 

Organisation Info record, select Save at 

the bottom of the record to save all the 

changes.  

Process: Office Email Address



If you need to update 

your staff/ volunteer 

counts, click into the 

staff/ volunteer field. 

When you have finished updating the 

Organisation Info record, press the Save 

button to save all the changes.  

Type over the existing 

information with he new 

value. 

Yes

Within the Organisation Info 

record, scroll down to the staff 

details grid. 

Process: Volunteer Counts



Within the Organisation Info 

record, scroll down to the 

staff details grid. 

Check the name 

within the CEO 

field is correct.

Click on the magnifying glass 

to open the look up menu. 

Press the Cancel button
Can you find an existing 

record for the individual? 

Search for the required record either 

by scrolling through the records listed 

or typing the individuals name into the 

search box.

Click into the left column, to 

put a tick beside the record 

name, then press Select. 

Press the ‘Add Age UK 

Contact” button.  

Complete the form and then 

press submit. 
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No

Yes

No

Is the name showing 

correct?

Age UK’s business support team will review 

these changes. If they have any questions, they 

will place these changes on hold and contact 

your organisation for further information. 

When you have finished, scroll down to the 

bottom of the Organisation Info record, and  

press the Save button to save all the 

changes.  

Process: CEO Name



Within the Organisation Info 

record, scroll down to the 

staff details grid. 

You will need to 

create a new 

record for them.

If you have finished updating the 

Organisation Info record, select 

Save at the bottom of the record to 

save all the changes.  

Press the ‘Add 

Age UK Contact” 

button.  

Complete the form 

and then press 

submit. 

Click on the down 

arrow and select 

View Details. 

Review the 

information shown 

then press the X 

icon to close the 

record

Can you find the staff 

member’s name listed?

No Yes

Process: Adding 

New Staff Records



Find the staff member from the 

records listed (select the right 

and left arrows to move 

through the pages). 

In the confirmation 

box, select “Yes”. 

Within the Organisation Info 

record, scroll down to the staff 

details grid. 

Click on the down 

arrow and select 

Remove. 

If you have finished updating the 

Organisation Info record, select 

Save at the bottom of the record to 

save all the changes.  

Process: Removing  

Staff Records
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