Liverpool Youth Service
Data Base User Guide
Welcome to the Liverpool Youth Service Data Base for young people.

This guide is here to assist you in filling up your organisations database online form.

Please read our User Guidelines as you fill in your organisation and activity details. Hover your mouse over the ‘?’ beside any item to read information on this item. Fill in your organisation details and tick any box(s) on the form that apply.

Please give as much information about your organisation / activity as you can. This will be of great benefit to young people when they are considering an activity that you have listed. The more information you give, will mean less young people and parents contacting you for information.

It is very important to note that ‘your organisation name’ and your ‘organisation e-mail’, once saved into the data base can not be changed. Please choose carefully and double check these two entries. 


 an * beside any entry point on the online form means – ‘must fill’
You will not be able to proceed until you fill all required sections.












1. Enter your Organisations Details

1. Organisation Name – Type in your organisation name. Remember that this will be your log in name to your organisations account. You can not change your organisation name once saved in the data base.

* This is a must fill field


2. Organisation Address – Type in your organisations address. Use the enter, or return key at the end of each line as you enter your address in this box.

* This is a must fill field


3. Postcode – Type in the full post code for your organisation.

* This is a must fill field


4. Telephone Number – Type in your organisations contact telephone number. Remember to include the area code ie., 0151 for Liverpool . . . (remember this phone number will be the phone number for young people to contact your organisation). This phone number will be made available to all who search the data base.

* This is a must fill field


5. Mobile Number – Enter a mobile telephone number for your organisation, (this is not your own personal mobile number, remember this information will be available to all who search the data base).


6. Contact Name – Enter the contact name of the person filling up this online form for your organisation. This information will not be made public on the data base.

* This is a must fill field



7. e-mail address – Type in your organisation e-mail address.
Remember that young people, if they require further information can contact this e-mail address.

It is important to note that this e-mail address is part of your security in regard to the data base and once chosen can not be changed. Please choose an e-mail for your organisation that you do not intend to change. (ever!)

* This is a must fill field


8. FAX number – Type in your organisations FAX number, if you have one.


9. Password – choose a password for your organisation. This will allow your organisation to update, change and add activities. The password must be seven or more characters and numbers in length, (spaces, dots or commas are not permitted). Try to include at least two numbers in your password for security reasons.

* This is a must fill field

If you forget your password, you can ask for a copy to be sent by e-mail, this will only be e-mailed to the organisation e-mail address entered above. The password sent to you will not be the original password. Type in this new password and once you access your data base account you can change this automated password to a more memorable version of your own.


10. Confirm Password – re-type your password to confirm that it is correct.

* This is a must fill field


11. Organisation Type – Choose from the drop down menu an option that matches your organisation. If none available then choose ‘none’, tick ‘other’ and enter your organisation type in the box provided.


12. Organisation Web Site Address (URL)
If your organisation has a web site then please enter the web address here. 


13. Accreditations held by your organisation:
Please tick all that your organisation hold.

Press mouse pointer on any choice to ‘tick’ or ‘un-tick’ it.

Choose ‘select all’ to select all in this category or choose ‘clear all’ to clear all selections.


14. Wards: Please tick all that apply to you. If you are an organisation that provides services on a City wide basis then please choose the ‘Select All’ button. If you tick a ward by mistake then just choose it again to cancel the choice. Or choose ‘Clear all’ and start again.
15. Policy and Procedures:
Please tick all that apply to your organisation.

Press mouse pointer on any choice to ‘tick’ or ‘un-tick’ it.

Choose ‘select all’ to select all in this category or choose ‘clear all’ to clear all selections.



16. Terms and Conditions:
If you have not done so, press on the link provided to read our ‘Terms and Conditions’. If you agree with them then please tick the box provided.

You will not be able to save your organisation details until you tick the box saying that you have read and agree to our terms and conditions.

* You must tick this box to be able to continue


17. Save and Update: If you are happy with your entry and re-checked it for any changes then press the ‘save’ button. You will be able, at any time to make changes to the data entered on your organisation once your account is created, (apart from your ‘organisation name’ and ‘e-mail address’).
18. Cancel:  If you wish to ‘Cancel’ having your organisation entered into our database then choose the ‘cancel’ button.


Pressing Save will take you to the next screen confirming that the data you entered is now pending verification for entry to our database for young people. This will normally be done within seven working days and you will initially receive an e-mail to confirm that your application is ‘Pending’. Once approved you will receive an e-mail letting you know that your organisation has been ‘Approved’.

If there is any issue with your entry we will contact either you on your organisations e-mail or phone number.

Create Activity: You can now press ‘create activity’ to create an activity.
You can return at any time, 24 hours a day to update your organisations information or to add or edit an activity on your entry in our young people’s database.






















2. Create Activity

Activity – What:


 19. Activity Name – Type in a name for this activity.
Please choose carefully as once you have entered an activity name and saved it to the data base, you can not change it.

* This is a must fill field


20. Description of activity:
Give a brief description of this activity. Give as much information as you can. This will save young people having to contact your organisation for details of an activity.

* This is a must fill field


21. What do I need to bring?:
Please give any information (if any), of what a young person has to bring with them to the above activity.

If they are to bring nothing, then type ‘nothing’ or ‘nothing to bring’ in this box.

* This is a must fill field


What is the activity focus:

22. Environment and Green Issues:
Please tick all that apply to this activity.

Press mouse pointer on any choice to ‘tick’ or ‘un-tick’ it.

Choose ‘select all’ to select all in this category or choose ‘clear all’ to clear all selections.


23. Equality Matters:
Please tick all that apply to this activity.

Press mouse pointer on any choice to ‘tick’ or ‘un-tick’ it.

Choose ‘select all’ to select all in this category or choose ‘clear all’ to clear all selections.



24. Keeping and looking after yourself:
Please tick all that apply to this activity.

Press mouse pointer on any choice to ‘tick’ or ‘un-tick’ it.

Choose ‘select all’ to select all in this category or choose ‘clear all’ to clear all selections.


25. Target Group(s):
Please tick all that apply to this activity.

Press mouse pointer on any choice to ‘tick’ or ‘un-tick’ it.

Choose ‘select all’ to select all in this category or choose ‘clear all’ to clear all selections.


26. Sports and Activities:
Please tick all that apply to this activity.

Press mouse pointer on any choice to ‘tick’ or ‘un-tick’ it.

Choose ‘select all’ to select all in this category or choose ‘clear all’ to clear all selections.


27. Accredited Activities:
Please tick all that apply to this activity.

Press mouse pointer on any choice to ‘tick’ or ‘un-tick’ it.

Choose ‘select all’ to select all in this category or choose ‘clear all’ to clear all selections.


28. Participation of young people:
Please tick all that apply to this activity.

Press mouse pointer on any choice to ‘tick’ or ‘un-tick’ it.

Choose ‘select all’ to select all in this category or choose ‘clear all’ to clear all selections.


29. Developing Independence:
Please tick all that apply to this activity.

Press mouse pointer on any choice to ‘tick’ or ‘un-tick’ it.

Choose ‘select all’ to select all in this category or choose ‘clear all’ to clear all selections.



30. Age Range:
Please tick all ages that apply to this activity.

If however your age range for a particular activity is for example ’14 – 16’, then please tick ’13 – 19’, then, ‘other’ and type in the age range, ‘14 – 16’. Please highlight any age differences in your description of an activity.

Press mouse pointer on any choice to ‘tick’ or ‘un-tick’ it.

Choose ‘select all’ to select all in this category or choose ‘clear all’ to clear all selections.


























3. Activity – When:

31. Day for this activity:
Choose the day for this activity from the drop down menu.

* This is a must fill field


32. Start Time:
From the drop down menu, choose the hour and the minutes to start, (the time format is for a 24 hour clock).

* This is a must fill field


33. End Time:
From the drop down menu, choose the hour and minutes to finish,
(the time format is for a 24 hour clock).

* This is a must fill field


34. Start Date:
Press on the calendar / date icon and choose the date to start this activity. Today’s date will be highlighted in RED. Use the drop down menus to change the month or the year.

* This is a must fill field


35. End Date:
Press on the calendar / date icon and choose the date to end this activity. Today’s date will be highlighted in RED. Use the drop down menus to change the month or the year.

If your activity is for 10 weeks on a Monday night, then choose the final Monday date for this activity.

* This is a must fill field


36. Additional Information:
This is for any last minute updates or changes for this activity. This information will be specific to an activity on a particular date and time. If there is no further information needed, then type ‘none’.

This is additional information to the activity description that you typed in earlier.


37. Add an Activity Button:
Press the add button to add this activity to the data base. The information entered will be shown under the heading ‘when does your project operate’. 

Confirmation e-mail: Once you have entered your activity you will receive and e-mail confirming that your activity is waiting to be authorised. After it is authorised it will be listed in our young people’s data base.


38. When does your project operate?
After pressing the ‘Add’ button above, your activity details will be shown here. You have the opportunity to ‘remove’ an item from the activity list.


39. Do you need to be a member?
Choose ‘Yes’ or ‘No’.

* This is a must fill field


40. Do I need a membership card?
Enter Yes or No


41. Where can I obtain a membership card?
Give brief details of where a young person can obtain a membership card.


42. What is the cost for this activity?
Type in the cost for this activity.


43. Save and Update
Press Save to save and update this Activity in the Data Base

An e-mail will be sent to let you know that this activity is waiting to be verified before listing on the young people’s data base.

A further e-mail will be sent when your activity is either accepted or rejected. Please follow any instructions in the e-mail.







































4. Activity - Where:

44. Activity Address:
The address of your organisation will be pre-filled in this box.

If however the activity is at a different address please enter this address here.

* This is a must fill field


45. Activity Post Code:
The post code for your organisation will be pre-filled in this box. Please enter the post code, where this activity will be held, if different from the pre-filled post code shown.

* This is a must fill field


46. Bus Routes:
Enter bus routes to the place of this activity.
Separate each bus route with a comma then a space.

* This is a must fill field


47. Train Routes:
Enter train routes to the place of this activity.
Separate each train route with a comma then a space.

* This is a must fill field


48. What languages does your organisation support?
Enter the languages here, use a coma to separate.
Separate each language with a comma then a space.




49. Accessibility:
Please tick all that apply to your organisation or the place of this activity.

50. Save and Update:
Press the save button to save this data.

An e-mail will be sent to let you know that this activity is waiting to be verified before listing on the young people’s data base.

A further e-mail will be sent when your activity is either accepted or rejected. Please follow any instructions in the e-mail.

