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LOCATIONS

Within the “My Portal” area of the application, details about the offices and
venues your organisation uses to provide events are held within the “Our

Locations” work area.




LOCATIONS R—

“ageux
. . . Love later life
To access this area of the portal, first click on
the “My Portal” tile, followed by Our

Locations. My Portal

Home > My Portal

g L
“ageux

Love loter life

Our Organisation Info Our Locations Our Shops

.
Bulk Orders Vi wanw

Portal summary, main office contact and address Sub offices and venues where our services and Add or modify your Shop details here
details, staff information events take place

NOTE: My Portal and Bulk Orders are still in development

Our Events & Activities

Services We Deliver Our Community Signposts
Need help? ty Signp
We will soon be creating a page on The Loop and also on the BP Digital Hub

Livting Prdy Tevme and cascdbirn Peaacy potly Putécatons Cotems Delsguattey Abtud s Senap Conti Us

Support we offer by appointment or request basis. Helptul local services run by third parties. E.g. A
ADH UK, Taws Modte 18 Taviptock Square, London WY SNA. Repeieed (ol numter 1128397 Camguryy nunbr 9225700 © Age UK Gooup st 22 hadona Fartaens (Agw W, A E,g. 18A, h:mdyman services Council service, an NHS prowder

Cymwut 2000 A fights Reverved

Events/activities that occur at a set time and place ~
run by us or third parties. E.g. Lunch clubs

The page will refresh, listing the location records currently held in our systems.



From this page you
will be able to create
a new location
record, view existing
location records and

edit these if required.

:= Active Locations~

Active Locations S

Inactive Locations

Home > My Portal > Our Locations

Our Locations

Please note: This list represents offices and not shops.

CREATE A NEW LOCATION

Organisation Name 4

Age UK Test - Head Office - St Helens Office

Age UK Test - Head Office - Vineyard Centre

Modified On
05/08/2020 1:11 PM

05/08/2020 1:13 PM

Modified By
SYSTEM
SYSTEM

= Active Locations~

O View details

If you have any questions about information on this page, please get in contact at partnership@ageuk.org.uk ] & Edit

=
v

[

By default, you will see a list of active records (live records that are visible
in search results and can be edited).
However if needed, you can change the view to see all of the inactive
records associated with your organisation (these are records that have been
' hidden from any active search list and cannot be edited).




CREATING A NEW LOCATION

79 #& | Q | EmmacChin3 -~

To create a new location age UK
record, you will need to ove Sbar i
click the “Create A New
Location” button.

Home > My Portal > Our Locations
Our Locations

Please note: This list represents offices and not shops.

CREATE A NEW LOCATION —
:= Active Locations~

Organisation Name 4 Modified On Modified By

1. Test 15/01/2020 10:58 AM SYSTEM [v]

A blank form will appear on your screen for you to complete.



The “Name of Location” field is pre-populated with the name of your organisation.

Create a new Location

Name of location

> Age UK Suffolk - Head Office -

The reason for this is to ensure that the
naming format is consistent throughout for You will only need to add the

all Location records. branch name to the end.

Note: The text in the “Name of Location”
field must NOT be deleted or modified.




There are a number of other fields that you can fill in
with information about this location. Any marked with a

red asterisk “*” is considered a mandatory field and
must be completed before you can move onto the /

next page.
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At any point, if you wish to cancel and discard the
changes, just press the “Our Locations” link at the

top of the form.

4
4

L]

Q Ermnma Chind -

-

——

Create a new Location

Name of location

Postcode *

Address

Contoct email oddress *
ORI I R

Branch office {Internal Use Only) *

Site accessibility

Wheelchair occess romp

Toilets
No » Y

Opening times *

Organisation type

! yout v any quodtians abaut informathon on ths §

Contact telephone number

Website address

Step-Free Access

Local Age UK

Site visibility (Internal Use Only) *




An address must be added to the record for this location as our local directory uses the postcode to calculate

the proximity of a enquirers address to this office or venue. Within the portal, you have two ways in which you
can add an address:

1. Using the Postcode field.

a) Click into the Postcode field, and type in the details you have.

Postcode
Type the ZIP Code or postal code for the primary address.

IP10 0OAH

Foxhall Court Foxhall, Ipswich, IP10 DAH

Heath Cottage

b) The system will list addresses that match it based on the information that sits on the Postcode Address
File (PAF). To select the relevant one, click on the search result line.

The system will then apply the fully address information in the Main Address box once you save the
record.


https://www.poweredbypaf.com/product/paf/

Main address

Using the Main Address box.

Unit 14 Hillview Business Park Old Ipswich Road
IPSWICH IP6 0AJ

An alternative process is to click

) . Image URL N Address line 1
into the Main Address box. I !

Unit 14

Address line 2

Hillview Business Park

Doing so will display the address
form, where you can manually type

the details into each address line. | Address line 3

Old Ipswich Road

City

A 4

IPSWICH

State/Province

ZIP/Postal code

P& 0AJ

When you have finished,

| Country/Region press Done.

“4

10



Contact telephone number * Within the telephone field, type in the main phone
Please enter a telephone number: + number that you want the public to use to contact this
office/ venue.

01234567890 X

Website address

www.ageuksuffolkiest org 5

Within this field, add the website address that - <
you want to have listed on this location page in | Website address /
the Age UK Local Directory. http:/fwww.ageuksuffolktest.org

Once you have typed in the full address, the system will apply the http prefix.

Contact email address * Within the Contact email address field, type in
info@ageuksuffolktest org.uk the main email address that you want the public
to use to contact this office/ venue.

11



In the portal, location records serve a dual purpose so you can use the Branch Office section to
indicate whether the record is for:

» one of your branch offices (then select Yes)

« another type of location you use such as a venue where you host a regular event (then select
NoO).

Branch office (Internal Use Only) *
®Yes © No

Site visibility (Internal Use Only) *

Please select the classification(s) that are applicable to this location. This will determine how it's grouped on the Local
Directory:

® Public walk-in © Private office © Appointment only

Site visibility indicates whether this location can be accessed by the public or if it is a private office.

It's important that you select an option here, as this controls whether we display the address details on
our Local Directory pages.

If you are happy for address information to be If you would prefer to keep the address

displayed on our local directory pages, then information hidden and to only be used

select Public Walk. internally, then select either Private Office or
Appointment.

12



Within this section, indicate what accessibility options are available to the public if they visit this
office/ venue.

If there are any other options that you wish to add, send an email to BSupportAdmin@ageuk.org.uk

Site accessibility

Wheelchair access ramp Step-Free Access
@No OYes @ No O Yes
Toilets

@ No O Yes

13


mailto:BSupportAdmin@ageuk.org.uk

Finally, type in the opening times associated with this location. You can use either the 12 or 24
hour clock format, as long as it is consistent across all records you add to the portal.

Dpening times *

9am - 1pm

Organisation type

Location

Local Age UK

Age UK Suffolk - Head Office

Once you have completed the form, click “Next” to move onto the next page.

14



If the location you are adding is associated with any

of the services you deliver, then you will need to add | -o9“? e )
a Service Category. Doing so will ensure the - a
location record appears in the search results, if .
] ] Subcategory 4 Category
anyone types a keyword in the Local Directory. S Comotere o e
. . . v A ing th {i t C ters/ph /tablets
See appendix 1 for further information. i i e
| Adjustable beds Helpful equipment
7% e UK : Advocacy Information, advice and advocacy
g,m,m : Age UK Structure & Work Administration
Home > My Portal > Our Locations > Create a new Location > Seleci Categories |
L 2 3 4 5 6 7 8 >
Select Categories : a

pelected records
v

By calegory we mean your sefvice calegory

| ADD A SERVICE CATEGORY

Subcategory + Category

wrase selecl as many as are required

Classes® 1:1 support® Accessing the internet %

There are no records to display.

Scroll through the list, and click on the left column to select

“ the categories you want. You can select more than one at a
time, and all selected records will appear within the selected
records grid.

Once you’ve selected all of the required records, press Add. 5



When you have finished adding these records, press the Save button.

Home > My Portal > Our Locations > Create a new Location > Sedect Categories

Select Categories

By category we mean your service category. Please select as many as are required

.
T— e If the record has saved successfully, the page will
11 suppor Computersiphonesfablets refresh to show a green banner with the word
Accessing the intermst Computers/phones/tablets Saved .

o S gl Home > My Portal > OurLocati‘c(Jns > Create a new Location > Select Categories

N
AN

“ 3 Select Categories

N
. \ .
By category we mean your service category. Pleasg\select as many as are required.

An confirmation window will appear, and if you s 5
are happy with the changes made, then press
Ok in the confirmation window.

Submit ) To navigate out of this page, press the Our Locations link
at the top.

Are you sure you would like to save these changes?

16



VIEWING AND EDITING
EXISTING LOCATION RECORDS

There are two ways you can view an existing location record:

79 # | Q | EmmaChin3 -
ageuk
Love later life
Home > My Portal > Our Locations
Our Locations
Fi rStIy you can Please note: This list represents offices and not shops
ick o | - Or you can
click on the : i o
organisatior . clck on the
: = Active Locations~ d ro p_dOWn
name to view — : ?
. Organisation Name 4 Modified On Modified By arrow and
the location | o
record (1) 001. Test Location 17/01/2020 11:44 AM SYSTEM IZI Se|eCt V| ew
| ' 1. Test 15/01/2020 10:59 AM SYSTEM | ; :‘;:”"9'3"5 Details” (2)

17



Using either of the aforementioned methods to open
an existing record will present you with a ‘Read Only’
version of the form.

© View details If you need to edit an existing record, click on the
drop-down arrow to the right of the location name,
and select “Edit”.

Name of location

Age UK Anytown - Camngton Cottage
Postcode Contact telephone number *
) ® | Q | EmmaChin3 -
TW10 584 01239874550 7
ageuk
Address Website address e

Home > My Portal > Our Locations
1 Oid Forge Cottages Carmngton Road

Richmond TW10 SAA
United Kingdom Our Locations

Please note: Thes list represents ofices and not shops

Contact email address

inffo@ageukanytown.org CREATE A NEW LOCATION
= Active Locations-

Branch office (Intern‘,l Use Organisation Name 1 Modified On Modified By
-
Only) 001. Test Location 17/01/2020 11:44 AM SYSTEM ]
Yes ~ No 1. Test 1510172020 10:59 AM SYSTEM | O Vinwidatnie

@

Site visibility (Internal Use Only) *
Public walk-in  Private office = Appointment only

Site accessibility

18



On the ‘Edit’ form, the fields will be unlocked so you can modify the information associated with that location.

@ Edit There are two ways in which you can amend the
address information:
| _—Using the Postcode Field
« Click into the postcode field and delete
Postcode * Contact tel the text in there.
gzsﬂgsj;ebicljjﬁss, search for the mz:gegzr;gra telephone number: ° Type in the new pOStCOde.

« As you do so, the system will list
addresses associated with the postcode.

Name of location

Age UK Anytown - Carrington Cottage

TW10 5AA

Address Website address ) )
Address will be populated once * C“Ck on the reqU|red one.
saved.  When you save the form, the address box

1 Old Forge Cottages Carrington Road .

Richmond TW10 5AA will be Updated.

United Kingdom
Contact emailadk Using the Address box.

info@ageukanytown.org — ® CIICk IntO the addreSS bOX

» All the address fields will be visible, so you

Branch office (Internal Use i ) ) :
Only) * can click into each address line and edit
Oves © No them manually.
Citn sricihilibe % " * Once you have finished, press the “Done”

button.
19



& Edit

Site accessibility

Wheelchair access ramp Step-Free Access . . .

@No © Yes @No o Yes Further down you will be able to edit the site

o accessibility options, as well as the opening times of
@No ©Yes the location.

If you want to add additional Site
Accessibility options, please email
partnership@ageuk.org.uk

Opening times Local Age UK

9-5 Age UK Camden - Head Office

You can also amend the service categories

tagged to this record, either by :

1) Pressing Add a Service Category button to
add a new one.

(2) Pressing the down arrow beside the existing

Organisation type

Location

ADD A SERVICE CATEGORY

Subcategory 4 Category )
. _ _ one and selecting “Remove”.
Bowling Exercise/physical v]

When you have finished updating the form, press the Save button (at the bottom the page).
» |If you want to cancel the changes you’'ve made, just press the ‘X’ at the top right hand corner
of the form. 20



Whilst in edit mode, you can “close” a location record by pressing the ‘Mark as Inactive’ button.

MARK AS INACTIVE

) Emma Chin3 ~ . .
| = This will remove the

record from any active
search lists, both in the
portal and on the Age UK
website.

P
“ageuk

Love later life

Home > My Portal > Our Locations

Our Locations
You will still be able to
view these records (if
required) by pressing the
down arrow beside the
word Active Locations.
From the dropdown list,
select the Inactive
Locations view.

Please note: This list represents offices and not shops.

CREATE A NEW LOCATION

Organisation Name 4 Modified On Modified By

i= Active Locations~

Active Locations

Inactive Locations

001. Test Location 17/01/2020 11:44 AM SYSTEM

21



SHOPS

Within the “My Portal” area of the application, all the shops managed by

your organisation will be listed within the “Our Shops” section.




SHOPS

If you manage any shops, you can find and
manage the records for these by clicking the
“My Portal” tile, followed by Our Shops.

Emma (|

e A Q
“ageux

Love loter life

=

Bulk Orders View All Cases

NOTE: My Portal and Bulk Orders are still in development

Need help?
We will soon be craating a page on The Loop and also on the BP Digital Hub
Listing Fady Tevme and canddbirn Peuacy potly Putécatens Cotems Delsguatttey Abtud s SHeniap Contia U
AOS UK, Taws Modte 1.8 Taviptock Square, London WO I SNA. Repeieed oty numter 1133397 Cammparny nundr S225700 © Age LUK Gooup ansda 22 Madonal Fartaees (Ape N, Ape Scatand s Ag

Cymwut 2000 A fights Reverved

L
“ageuk

Love later life

Home > My Portal

My Portal

Our Oraanisation Tnfa

Portal summary, main office contact and address
details, staff information

Services We Deliver

Support we offer by appointment or request basis
E.g. I8A, handyman services

#A | Q | EmmaChin3 -

wur Locations Our Shops

Sub offices and venues where our services and Add or modify your Shop detailis here

events take place

Our Community Signposts Our Events & Activities

Events/activities that occur at a set time and place ~
run by us or third parties. E.g. Lunch clubs

Helpful local services run by third parties. Eg. A
Council service, an NHS provider

23



By default, you will see a list of active shop records (live records
that are visible in search results and can be edited).

79 #& | Q | EmmaChin -
ageuk
Love later life

Home > My Portal > Our Shops

Our Shops
CREATE NEW SHOP __ Active Shops
= Active Shops-~
Organisation Name 4 Modified On Ll e g Active Shops |

Inactive Shops

However if needed, you can change
the view to see all of the inactive
records associated with your
organisation (records that have
been hidden from any active search
list and cannot be edited).

Age UK Suffolk - Head Office - Test Shop 12/02/2020 5:12 PM SYSTEM

24



CREATING A NEW SHOP

79 # | Q | EmmaChin3 -
“ageux

Love later life

To create a new Shop Home > My Portal > Our Shops

record, click the “Create

New Shop” button. Our Shops

CREATE NEW SHOP _ :
= Active Shops~

Organisation Name 4 Modified On Modified By

Age UK Ashford shop - High Street 16/12/2019 3:02 PM SYSTEM [v]

A blank form will appear on your screen for you to complete.

25



There are a number of fields on
the form that you can fill in with
information about the shop.

Any marked with a red asterisk
“*” |s considered a mandatory
field and must be completed
before you can move onto the
next page.

Create a new Shop
Nome of shop

Postcode *

pdate address. search for the postcode bels

Address
Address will be populated once saved

Shop description

Accepts furniture? (Internal Use Only)
eNo oY
Accepts shoes/clothes? (Internal Use Only)

Accepts electricals? (Internal Use Only)
» Ni Y

Site accessibility

Wheelchaoir occess ramp
eNo oY

Toilets

* Nc Y

Opening times *
Organisation type

Local Age UK

& classification(s) that are applicabie 1o this

Contact telephone number *
F 3% 2 B3 ol f numba

Contact email address

Describe your shop in o few sentences *

Step-free occess

Image URL

Image URL Mobile

When you have finished
updating the form, press the
Save button (at the bottom of
the page).

If you want to cancel the
changes you’'ve made, just
press the ‘X’ at the top right
hand corner of the form.

26



VIEWING AND EDITING EXISTING SHOPS

Firstly, you can click
on the

organisation name
to open the record

o

There are two ways a user can view an existing shop record.

e L
“Yageux

Love later life

Home > My Portal > Our Shops

Our Shops
:
:= Active Shops~
Organisation Name 4 Modified On Modified By
. Age UK Ashford shop - High Street 16/12/2019 3:02 PM SYSTEM
Age UK . Cockfosters Avenue 16/12/2019 4:46 PM SYSTEM O View detatls

& Edit

Alternatively,
you can click on
the drop-down
arrow and
select “View
Details” (2).

27



Using either of the methods will present you with a ‘Read Only’ version.

O view details

Name of shop

2210 Shop

Postcode

WC2A 1AF

Address

Flat 1 68 Chancery Lane
London WC2A 1AF
United Kingdom

Shop description

Accepts furniture? (Internal
Use Only)
No © Yes

Accepts shoes/clothes?
(Internal Use Only)
No © Yes

Accepts electricals? (Internal

Contact telephone humber *

02075886001

Contact email address

contactemail@test.com

Describe your shop in a few
sentences *

Globally foster accurate methodologies whereas
resource-leveling methodologies. Conveniently
impact multifunctional benefits after client-based
information. Dramatically evisculate cost effective
web-readiness vis-a-vis excellent benefits.
Monotonectally synergize inexpensive growth
strategies.

O view details

Site accessibility

Wheelchair access ramp

No - Yes
Toilets
No = Yes

If you want to add additional Site
Accessibility options, please email
partnership@ageuk.org.uk

Opening times

9-5

Organisation type

Shop

Local Age UK

Age UK Camden - Head Office

Step-free access
No - Yes

Image URL
https://www.dentistry.co.uk/wp-

content/uploads/2019/05/Timer_766847608-

e1558510702728-600x400.jpg

Image URL Mobile
https://www.dentistry.co.uk/wp-

content/uploads/2019/05/Timer_766847608-

€1558510702728-600x400.jpg

Top Page

Bottom Page

28




If you need to edit an existing record, click on the drop-down
arrow to the right of the shop name, then select “Edit”.

L

- Q A Q Emma Chirl! .
“ageuk
Love later life

Home > My Portal > Our Shops

Our Shops
CREATE NEW SHOP i
i= Active Shopg-
Organisation Name ¢+ Modified On Modified By 1
2210 Shop 17112020 1:00 PM D365NPDSVRSETUP - a
Dynamics Sarvar Satup © View detalls
Age UK Anylown - Denton Shop 24/1172020 2:00 PM D365NPODSVRSETUP - _‘GE“
Dynamics Server Satup

Within the edit version of the form, the fields will be unlocked
so you can modify the information associated with that shop.

& Edit

Name of shop

2210 Shop

Postcode *
To update address, search for the
postcode below

WC2ZA 1AF

Address
Address will be populated once
saved.

Flat 1 68 Chancery Lane
Longon WC2A 1AF
United Kingdom

Shop description

Please select the classification(s)
that are applicable to this shop
Accepts furniture? (Internal

Use Only)
No # Yes

Contact telephone number *

Please enter a telephone number

02075886001

Contact email address

gotaclemasidies] com

Describe your shop in a few
sentences *

Glabally fos accurate methodologies

el metho

onvernently impact muttifunchonal benebls

e rhent-hased infnrmation  Dramateally

29




You will also be able to amend the service categories
tagged to the shop, either by :
——(1) Pressing the Add a Service Category button to

@ Edit add a new one.

Sub Heading 4 (2) Pressing the down arrow beside the existing one
and selecting Remove.

Body Text &

Objectively monetize cross functional alignments whereas pandemic best practices. Appropriately

disseminate leading-edge results for standardized products. Rapidiously simplify long-term high-

impact opportunities before glabal ROI. Phosfluorescently harness intermandated. ADD A SERVICE CATEGORY

Key Link & Subcategory 1 Category |

Advocacy Information, advice

and advo  geyove 4-'
< Benefits and monev Information. advice [v]

Subcategory 4 Category
Advocacy Information, advice . .y
and advocacy When you have finished editing, press the save

button at the bottom of the page.

SAVE

30



Whilst in edit mode, you can “close” a shop record by pressing the ‘Mark as

Inactive’ button.

This will remove the record from any active search lists both in the portal and on

the Age UK website.

L
“ageux
Love later life

Home > My Portal > Our Shops

Our Shops

CREATE NEW SHOP

Organisation Name 4

Age UK Ashford shop - High Street

Modified On

16/12/2019 3:02 PM

#A | Q | EmmacChin3 -

Modified By

SYSTEM

i= Active Shops-~

Active Shops

Inactive Shops

MARK AS INACTIVE

You will still be able to
view these records (if
required) by pressing the
down arrow beside the
word Active Shops.

From the dropdown list,
select the Inactive Shops

view.

31



APPENDICES




APPENDIX 1 : CATEGORY AND SUBCATEGORY LIST

One of the new features in the local directory will
give visitors to the site the option to filter their
searches based on the type of service they are
looking for.

To achieve this, we've added a standardised list of
service categories to the both the local directory and
the portal.

When adding a new location/shop/service/signpost
record, if you tag them with one or more service
categories, then this will ensure they are included in
any filtered searches.

The full list of current service categories can be found
on the Partner Digital Hub, https://bp-digital-
hub.ageuk.org.uk/brand-partner-portal-guides/

Lookup records

Search

v Subcategory 4
1:1 support
Accessing the internet
Adjustable beds

Advocacy

Arts and crafts

Category
Computers/phones/tablets
Computers/phones/tablets
Helpful equipment

Information, advice and
advocacy

Socialising and activities

/7 8 >

-



https://bp-digital-hub.ageuk.org.uk/brand-partner-portal-guides/

Dynamics 365 Portals User Guide

FURTHER SUPPORT

For more information about the Brand Partner Portal, please visit https://bp-digital-
hub.ageuk.org.uk/partner-portal/ 75

ageuk

If you need any additional help or come across any other problems, please send an
Love later life

email to BSupportAdmin@ageuk.org.uk.



https://bp-digital-hub.ageuk.org.uk/partner-portal/
mailto:BSupportAdmin@ageuk.org.uk

