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Introduction
What is Provider Updates for?

The Provider Updates website allows service providers such as Childcare Providers, Children’s Centres, Extended Schools, Youth Clubs and other organisations to create and update records associated with their organisation and any services it may provide. 

These records can then be displayed on various websites and sent out on lists to parents and carers, so essentially it’s free advertising!! 

The websites we currently upload to are:

www.nottinghamshire.gov.uk/fis
www.parents.info/nottinghamshire
What is the Process?
Our Admin team within the Families Information Service will allocate records to your account. Typically, this will be records that relate to you or your organisation. 

You then have the opportunity to keep them up to date and looking good. 

· You can edit any records assigned to your account; add pictures, logos, timetables, dates, costs, and more. 

· You can create new records – perhaps a new event run by your organisation that you would like to advertise, such as a fun day.

The following pages will show you how to do both of these things.
Understanding the Websites

Before editing and creating records, it is useful to understand how your records might appear to members of the public and how they will search for them. 

Go to: www.nottinghamshire.gov.uk/fis and click on the link which will take you to the Family Service Directory. 
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Keyword Search
Most visitors will use the Search facility located down the left hand side of the screen or by clicking the large Childcare button. 
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Once you have entered the first half of your postcode and clicked


Search you can filter your results by using the options down the left 


side of the screen. 



When you have filtered your results and would like to see additional



details of a provider, click on their name and their record will open. 



Here you will be able to view contact details, opening hours, 



School pick up information, cost details, and information about 



additional needs provision. 

The principal is the same when searching for a Service. You will type in a keyword. For example “Football” and again, use the filters down the left side of the screen to narrow down your results. 

The www.parents.info/nottinghamshire website works in very much the same way. 

Feel free to have a browse around the site. Having an understanding of how the websites work will help you when you come to update and create your own records.

If you experience any problems feel free to contact us on 0800 781 2168   

Registering and Logging On

To gain access to the Provider Update Website, you will first need to Register. 

If the Admin team at the Families Information Service have already given you a username and password, then you can logon without registering. 

To Register

Type in the following into the address bar: https://providerupdate.evince-online.com
Click on the Register button. 
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Now fill in all the fields on the registration form – The Login Name can be anything you like. 
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Once you have filled in all the fields click the Register button at the bottom of the screen. 

Your account must be approved by the Families Information Service Admin team before it is ready to use. 

To Log on

Type the following into the address bar: https://providerupdate.evince-online.com
Naturally you won’t want to type this in every time, so add it to your Favourites, or create a shortcut on your desktop for it, as shown below: 
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Type in your Login Name etc as indicated below

Don’t forget to choose the correct Authority (Nottinghamshire)
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Forgotten Your Password?

 If you have forgotten your password, click the Forgotten Your Password? link as seen above. You will be asked to enter the email address you registered with.
A new, automatically generated password will then be sent to your registered email address. This new password will not be very easy to remember, so after using to initially login you will probably want to change it. 

Instructions on how to change your password are on the following page. 

To Change Your Password

Click the Change Password link at the top right of the screen. You can only do this once you are logged in. 

Complete the form shown below and then click Change Password
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You will now be able to use your new password to log in. 

Viewing and Editing Your Records

We recommend that to start with, you familiarise yourself with the data by viewing or editing records that have already been assigned to you. 

NB: If you do not have any records assigned to you please phone the Families Information Service on 0800 781 2168 

There are four possible Record Types which could be allocated to you:

Organisation, Service / Event, Registration and Carescheme. The latter two are only relevant for childcare providers. 

For example, if you were the manager of a Children’s Centre you might be allocated the Children’s Centre itself (an Organisation record), Baby Dance, Childminder’s Network Group, Stay and Play (all Service / Event records) and the Day Nursery run by the Children’s Centre (a Carescheme record).

To view or edit a record, just double click it. 

Editing records should be quite intuitive. For full details on each section of each record type please see page 12 onwards. 

If you want to submit changes to the Families Information Service for approval click Submit at the bottom of the screen. 

If all is well you will see a confirmation message: 
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To return to your records list without making any changes, click Back to List < at the top of the screen
If you have submitted changes the Families Information Service will need to approve your edits before the modified version goes live on any website. 
They can also modify or reject your edits, however, in practice they are likely to call or email you if there is a problem which prevents the record from going live. 

Important Points

There is nothing currently to show what status your record is. For example; Changes Submitted, Approved, Rejected etc. However, we do expect this feature to be available soon. 

The updates that you have made to a record will not show up until the record itself has been approved (either on a website or in the Provider Updates itself)

If you edit the record again before it has been approved you are effectively overriding the previous edit.

Creating New Records
You can either create a new Organisation or a new Service / Event.

Registrations and Careschemes are only ever created by the Families Information Service

The most common reason for you creating a new record will probably be to advertise a service or event that is being run in your organisation. 
In this instance you would create a new Service / Event record, and link it to an existing Organisation record. You can only link Service / Events to Organisations that have been assigned to your account. 

We ask you to think carefully before creating a new Organisation record. This is because the organisation may already exist in the Families Information Service’s database, but is simply not assigned to your account. To see if an Organisation already exists and to have it assigned to your account please contact the Families Information Service on 0800 781 2168
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From the top of your screen, choose to create a new Organisation or a new Service / Event as indicated above. 

Try to complete each section on the screen; this should be quite straightforward. For full details about each section of each record type, please see page 18 onwards. 

Once you have finished filling in the sections, click the Submit button at the bottom of the screen.

Note: If you have written a lot of text in the Description section (that is not stored elsewhere), it might be worth copying and pasting this into a Word document so that you have a backup in the unlikely event that something goes wrong.

If all is well, you should now see a “Submitted Successfully” message. 

The Families Information Service will need to approve your entry before it goes live on any website. 

They can also modify or reject your records; however, in practice they will call or email you if there is a problem which prevents the record from going live.  

Important Points

There is nothing currently to show what status your record is. For example; Changes Submitted, Approved, Rejected etc. However, we do expect this feature to be available soon. 

Your new record will not show up until the record has been approved (either on the websites or in the Provider Updates website)

You will not be able to edit your new record before it has been approved by the Families Information Service. 

Service / Event Records

For help when you are in the process of creating or editing a record, look out for the green screen-tips that pop up to the right of the field

Main Details and Event Details
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Venue Details Section

Don’t worry if the data here is not actually anything to do with a venue!

This is the place to really ‘sell’ your Service or Event – the Details field allows you to type as much as you like and to enhance the text with formatting, bullet points and pictures.
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The Details Box

The icons within the Details box are a lot like those in Microsoft Word. 

The Format drop-down list allows text to be formatted as Heading 1, Heading 2 etc, but you cannot choose specific sizes or fonts. This is for consistency on websites. Again, for consistency, the Styles drop-down list is not active. 

Pictures, the picture must be on a website somewhere (you can’t insert pictures stored on your computer). Websites like Flikr, Huddle and Photobucket often provide a free way to store pictures online. Please ensure you have the relevant permissions to publish the picture! 
To add pictures first obtain its ‘url’: right click the picture, choose Properties, then select and copy the whole Address (or URL). 

Click the [image: image2.png]


 Insert / Edit Image icon
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Click the Insert or Update button (above). 
The picture should then appear in the Details box. Some pictures will not show if they are specially copyrighted – in which case they should not be used anyway.
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To change anything about the picture, select it, then click the [image: image3.png]


 again

NB: The Image Description (see Goggles above) does not appear against the actual picture

Adding Hyperlinks to Other Websites & Documents

If you type a website address in the Details box, it should automatically be recognised as a Hyperlink (it will become blue and underlined). 

Therefore, if a viewer of the website clicks on the link, they will be taken directly to the site indicated. 
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Alternatively, you might want some alternative text to provide this link:
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To do this, first open up the web page you wish to create a link to. This can even be a pdf or a Word document provided it has been opened from a live website (as in the case of an Ofsted report)

Copy the URL for that page (the contents of the address bar, it will probably start with ‘http:’, but you only need the bit after that e.g. www.bbc.co.uk/weather).
Back in the Descriptions box:

Type the text you wish to form the link i.e. become blue and underlined; select this text

Click the [image: image6.jpg]


 and paste the copied URL into the Link URL field shown below. Also set the Target and the Title for the Link
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Click Insert to finish.

You can edit a hyperlink by selecting the blue, underlined text and clicking [image: image7.jpg]



To break a hyperlink, select the blue, underlined text and then click [image: image8.jpg]



The text will now revert to normal formatting. 
Contact Details Section

The Contact Details section contains information which members of the public will use to make contact with your organisation or service. 
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Accessibility Details Section

A tick in any of the boxes here indicated ‘Yes’, un-ticked (even if left un-ticked accidentally indicated a ‘No’). If a box is un-ticked, we recommend you type a reason for the answer being no. 
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Related Organisation Section

If you are adding an event or service which is run by an Organisation which has been allocated to you, it is a good idea to complete the Related Organisation field. This will enable the Families Information Service Directory website to show a hyperlink which will allow the viewer to jump from an Organisation to the Events or Services it runs. 

You cannot link to an Organisation which has not been allocated to you, but your Families Information Service can link it for you if necessary. 
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Organisation Records
For help when you are in the process of creating or editing a record, look out for the green screen-tips that pop up to the right of the field.

Main Details Section
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Organisation Details Section

Please see the Venue Details section for Services on page 13; it’s exactly the same as this section. 

Contact Detail and Accessibility Details Sections

Please see the Contact Detail and Accessibility Details sections for Services which starts on page 16, they are exactly the same.

Registration & Carescheme Records

Every childcare provider held on the Families Information Service database consists of one Registration record and at least one Carescheme record. 

Registrations:
Contain Ofsted data – this comes directly from Ofsted and you are not able to see or edit this. It also contains a general description and alternative contact details, which you can edit. 

Careschemes:

Contains things like staff, training and qualifications which you cannot see or edit and is not made public. It also contains things like opening hours and costs which you can edit. 
More Carescheme fields are likely to become available for you later on in 2011.

A Childminder would have one Registration and one Carescheme; a childcare provider which runs both a Day Nursery and an After School Club would have one Registration and two Carescheme records. 

If you are not a childcare provider you will not be allocated these types of record. If you are a childcare provider you might be assigned both types of record or possibly just the Carescheme(s).

Registration – Main Details Section
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Registration – Registration Details Section
The text box here is where you can really sell your childcare setting and explain what you do – this text is generally quite prominent on websites. 


Registration – Contact Details

Add / edit your preferred contact details.

Carescheme – Main Details & Carescheme Details


Carescheme – Vacancy Details


Carescheme – Accessibility Details

Please see explanation for Accessibility Details on page 17 (it’s the same for Careschemes as it is for Services). 

If you experience any problems in adding or updating your details please telephone the Families Information Service on 0800 781 2168 or email fis@nottscc.gov.uk

FIDy or Family Information Directory is a directory which feeds websites. We suggest you tick this box.





A tick indicates “Yes” you have a policy. Not everyone is CRB checked.





Dates can be left blank – e.g. an ongoing Service might not have a start or an end date.





FIDy or Family Information Directory is a directory which feeds websites. We suggest you tick this box.





FIDy or Family Information Directory is a directory which feeds websites. We suggest you tick this box.





This field cannot be changed as it is an Ofsted field





This is your maximum number of vacancies, either part time or full time





You can give more information on your vacancies here, e.g. ages, times, full-time / part time.
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