Stockton Information Directory
www.stocktoninformationdirectory.org

Contents

1. Registering/Creating an Account

2. Creating a new Service (including Activities and Events)

3. Practitioners Area – requesting access

4. Using the Practitioners Area

5. Forgotten Password

Registering/Creating an Account

1. To register on the Stockton Information Directory, visit
http://stocktoninformationdirectory.org and click on the ‘Register’ tab.

2. ‘Create account’ – complete ‘First name’, ‘Surname’, ‘Email address’,
‘Password’ fields.
*password must be eight characters or more and include at least one number.

You can also read the ‘terms and conditions’ for the directory by clicking on
the ‘terms and conditions’ link.

3. To activate your account you will need to go to your email inbox where you
will find your account activation code. *check your spam/junk folder if you
cannot see the email in your inbox.
You will have been sent an email as example below.

4. Enter your activation code into the box titled ‘Enter activate code’ then click on
‘Activate Account’.

5. After you have activated your account you will receive a confirmation email as
example below.

6. You will now be able to sign in with your email and password.

Creating a new Service
1. Once you have registered you should now see the following dashboard when
you are signed in.

2. To create a new service, click on ‘manage your directory listings’. The
following screen will then appear. Click on ‘Create a new service’

3. Enter the details about your organisation or service. Complete all relevant
fields in ‘Create a new record’
To make sure your information appears in the correct section of the directory
select the ‘Channel’ that you want it to appear in.
For example is the service/organisation you provide for ‘adults’, ‘children,
young people and families’ or ‘SEND Local Offer’.

4. Upon completion of your ‘Create a new record’ click on ‘Save Record’ to save
the information you have entered.

5. You can now view all of the records that you own. You can create as many
as you need. If you view the ‘Service Status’ column, the status of your
record will be displayed, which will be ‘Queued’ until it is validated by the
Stockton Information Directory Team.

6. When your record has been ‘Accepted’ or ‘Rejected’ you will see that the
‘Status’ has changed in the ‘Service Status’ column.
If you see ‘Live’ next to your record this means that it has been accepted.
You will also see the ‘Actions’ box next to it, from here you can choose to
‘Update’, ‘View’ or ‘Delete’ your record. If you can’t see your record this
means that it has been ‘Rejected’.

Practitioners Area – requesting access
If you are a professional working with children, young people & families, please register to
access the Practitioners Area of the directory which contains useful information and advice
as well as procedures, processes and guidance documents.

1. Once you have registered and created an account you will be able to see the
following dashboard when you are signed in. You need to click on the button
which says ‘Are you a Practitioner’.

2. You then need to click on ‘click here to register’.

3. When you click on ‘click here to register’ the following message will appear:

Once your access request has been processed you will be sent an email from
the Stockton Information Directory team SIDfamilies@stockton.gov.uk to
confirm that you have access to the Practitioners Area.

Using the Practitioners Area

1. You can sign into the Practitioners area by either clicking on the directory
dropdown list or by clicking on the ‘Practitioners’ category button.

2. Sign in using your email address and password

3. Once you are signed in you will see the Practitioners area which is divided
into four sections ‘Document Library’, ‘Advice & Guidance’, ‘Professional
News’ and ‘Safeguarding’.

4. To see all documents listed in the Document Library, click on ‘View all
documents’.

5. On the next screen you can use the filters on the left to narrow your search,
and use the ‘keyword(s)’ search box to help find what you are looking for.
You can use words such as ‘Early Years’, ‘Funding’, ‘Task’ to help you filter to
find the document you are looking for.

6. The Advice & Guidance, Professional News and Safeguarding sections work
in a similar way to the Document Library. Click on the ‘View all’ grey boxes to
see what is listed in each section

Forgotten password

1. If you have forgotten your password and can’t log on, click the ‘forgotten your
password?’ link.

2. You will be prompted to enter the email address that you have signed up with.
A 6 digit code will be emailed to you to help you get signed in again. You can
then set a new password in ‘My Account’ by selecting ‘Update Account’.
If you require any help or have any questions please send an email to
SIDFamilies@stockton.gov.uk

