Cardiff Family Information Service

Directory of Services in Cardiff

Online Update User Guide

This user guide provides you with a step by step process to submitting or
updating your service details.

If you experience any problems using the online udpate forms, please contact
the Family Information Service on:

e Tel: (029) 2035 1700
e E-mail: fis@cardiff.qgov.uk

Please note, in this user guide, the narrative precedes the corresponding
screenshot.

Updating / editing your services details

When you click on the link to go to the service directory you will be taken to
the page below. To start the process of inputting your details click on the
“Update Request” link.
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Welcome to the Support Organisation’s Online Directory

To help you find up to date and accurate information about support services for you and your family. Cardiff Family Information Service
works with a wide range of support services to bring you this directory of services of what they can do to help you

Forinformation about Childcare Providers and Activities in Cardiff please click on the directory name above or visit our website at
http: Bwww.cardiff-fis.info.

Ifyou would like to update your entry or request a new entry, please see the Update Request page. For updates, you will need your
contact email address and Entry ID which can be found at the bottomn of the page when you view your entry
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To update an existing entry, select the “Existing Entry” radio button option on
the screen below and complete the details requested.

As a service with an existing record you will be asked to provide your “Record
ID”. This can be found in the bottom left hand corner of your online record as
shown in the red box on the screenshot at the top of the next page.
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Please complete the form below to either update an existing entry or request a new entry. We will send you a link via email which will be valid for 72 hours

Update Type & Existing Entry ¢ New Entry Request

Contact Email Address | ]

Confirm Contact Email | |

Recordd ||

Sam Control Code | | Please enter W@ into the spam control field {not case sensitie, letters only)
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City of Cardiff Council
Service Name & Address Contact Details
Service Name Family Information Senice 02920351700
Address Cardiff County Council &
The Pembroke Suite 1 fis@cardift.gov.uk
The Conference Centre e
East Moors Road @ nttp:vwww.cardiff-fis.info
Splott
Cardiff
CF24 5RR
Service Description Additional Details
The Family Information Service (FIS) is a free impartial information and advice Areas Covered City Wide

senvice for ALL parents/carers of children and young people and the
professionals who work with them. We can provide information, assistance and
advice to help you find and choose: Ages Catered For Any Age
« Registered Childcare

« Unregistered Childcare

« Children and young people’s activities

« Family Support Organisations

We can also provide information on:

« Help with the costs of childcare

= Careers in childcare

« Childcare training

The FIS is your ideal starting point if you have any questions regarding support

for your family. We will be able to provide you with information tailored to your

peuiduslosad gaGall us first.

Main Category Information, Advocacy & Advice

Record ID: 357 Last Updated: 15-Jun-2015

When the page below appears, select the “View Entry” option if you would like
to review your details or “Edit Entry” if you would like to go straight in to
amending your existing details.



Upon clicking submit, an automated e-mail as shown below will be sent to
your contact e-mail address

Note the four digit pin number in the e-mail

Click on the “Administration Page Link”
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Subject:  |FW: Family Information Servics - Directory Link Request
From: noreply@cardiff.gov.k [mailt noreply@cardif gov.uk]

Sent: 27 May 2015 12:35
To: Townsend, Jason
Subject: Family Information Service - Directory Link Request

Dear Jason Townsend,

A tequest has been made to the Cardif Council Family Information Service web site, 1o either edit ar submit a new directory entry.
Pleass use the Administration Page Link, which is valid for 3 days.

You will require the following pin number to log i~ XXXX

Kind Regards,

The Family Information Senice Support Team
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Enter the four digit pin number that was provided in the e-mail above

Click where it says “Sign in”
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Welcome To The Support Directory Update Pages

Please enter the Pin Number received with your email
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Once signed in, there will be an additional guide on the edit process.



