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Argyll & Bute Community Directory Self Service 
 

Welcome to the Argyll & Bute Community Directory Self Service portal.  This document will help 
guide you through the management of both your organisation and service information. 

One important factor is to understand the relationship between your 
organisation information and the services it offers. 

The Services are effectively “children” of the parent organisation.  In 
many cases, there will be one parent organisation and one service, however, 
for some organisations there may be many different services they offer. 

It is possible to “claim” an existing organisation and it’s associated services, or 
you can create a new organisation. 

Before doing this, you must register on the site. 

 
Registering 
 

To start the registration process, click Register at the top right of the 
screen. 

Now, complete the form that is shown. 

 

You will receive an email confirming registration and will be logged into your account area. 
 

  

Organisation 

Service 1 

Service 2 
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Claiming an Existing Listing 
 

Upon logging in you are presented with the welcome screen.  At the bottom of the screen is the 
Claim button.  Click this to start the process. 

 

Once you have clicked the button, you can start to type the name of the organisation you want to 
claim.  As you type, a list of matching organisations will be shown.  Choose your organisation from 
the list. 

 

Once you’ve found your organisations, enter in your association with the organisation.  This will 
enable the admin team to approve your claim at a faster rate. 

Once entered, click “Claim”. 

 

The Admin team will be informed and they will review your claim. Once approved, you will be able 
to manage the organisation and service data. 
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Editing Organisation 
 

To start editing an organisation, click the My Organisation option in the lefthand menu.  Your 
organisation(s) will be shown. To start editing the org or it’s services, click the Edit option in the blue 
panel. 

 

The organisation along with it’s associated services will be shown.  To edit the organisation data, 
click the edit button in the blue panel again.  Note that this data is NOT shown on the site, with the 
exception of the image and organisation name. 

You can now go through each of the 4 sections and update the appropriate fields. 

Section 1 is the organisation name and type.  You can also opt to upload a logo.  This logo will appear 
on ALL the services that this organisation is linked to.  The logo must be of good quality and not 
distorted. 
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Click Next to move onto Section 2 which deal with the contact details for the organisation. 

Section 3 includes a description of the organisation, plus additional information. 

 

Section 4 deals with your 
communication preferences.  
Tick the mailers you would like 
to receive from the TSI. 

Once complete the changes 
will be sent to the Admin team 
for approval. 
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Editing Services 
 

To edit the associated services for this organisation, click 
the Edit link in the relevant white service box.  

 

Section 1 : This section is very important.   

 

The Service Name is what will appear in the directory to describe the service you are offering.  This 
could be the name of the organisation, as it describes the service nicely, for example, Kintyre 
Foodbank.  Alternatively, let’s say that your organisation is a community centre and several services 
run from the building.  The service name would then describe what the different services are, for 
example. Knitting & Natter Club or Mums & Toddlers Group.  If 5 clubs offered different services 
running from the centre, then you would load 5 separate services. 

The Main Aim is how the service will be categorised in general on the site.  There are 11 options; 
choose the most appropriate. 

The Service Category is the more detail description of the type of service being offer.  Choose the 
most appropriate. 

Section 2 deals with contact information for the service, including all the Social links.  Complete all as 
appropriate. 
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Section 3 deals with the address of service.  Please enter as accurately as possible. 

In some instances you may not want to publicise the actual address of the service.  It may be that 
you offer the service online or via telephone support only.  Or perhaps due to the sensitive nature of 
the service, it would be dangerous to publicise the location, for example a woman’s refuge. 

In these instances, simply tick the “Do you want to hide the service address”.  This will result in the 
address NOT showing on the website. 

Section 4 deals with the location of your service on the map.  To do this, we use exact latitude and 
longitude.   

 

To find the lat/long of your service, open https://www.google.com/maps and find the location of 
your service on the map. 

Once located, RIGHT CLICK your mouse at the location and a menu will appear.  The numbers at the 
top of the menu are the latitude and longitude.  Click the numbers and they will be automatically 
copied.  You can now paste these into Section 4.  You may need to split them apart when pasting. 

This function can be used to create “pseudo” services.  Let’s say that you have a main office based in 
Helensburgh, but your service is Telephone based counselling and you can offer this service across 
the whole of Argyll & Bute.  In this instance you could duplicate the first service, changing the town 
in the address to Oban and hiding the address and changing the latitude and longitude to be 
somewhere in Oban.  It doesn’t even need to be in a building. You could repeat this for 
Campbeltown, Dunoon, Lochgilphead etc.   

If someone now searches to counselling in these locations, they would find your service. 
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Section 5 is where you describe your service.  You may what to think about certain phrases that 
people may search for that you could include in your description. 

We suggest being concise in your description and suggest people link through to your website or 
social feed for more information.  Also, it’s good practice not to include “perishable” information.  
For example, “Sessions run every Week until 1st November and cost £2.50 a person”.   

What happens after 1st November?  What it the cost changes?  If you leave this type of information 
out, then it’s unlikely to go out of date. 

What you can do is show days that your service operates.  Simply tick the boxes that apply. 

 

Finally, section 6 details where your service operates.  If you offer an 
online service, tick the relevant box and then tick the areas that your 
service covers. 

Once complete, press the Submit button. 

The service changes will be sent to the TSI Administrator for approval.  
Once approved, your changes will be live. 

 
 

 

Adding New Organisations/Services 
 

To add a brand new Organisation or Service (against your existing organisations) use the menu 
options at the side.  The process is exactly the same as editing. 

The one difference is that when loading a new service, you have to choose the organisation it is 
linked to. 

 


