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How to Register to Edit

Select ‘Register to Edit’

Read the Terms and Conditions

Click on ‘Register’ button.

Select the relevant Directory

Choose a Category and Sub-Category
Select your organisation from the list.
Enter your contact detalls (private)

Wait for your request to be approved by
Councill.
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How to Register on Community Portal
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How to Register on Community Portal
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How to Register to Edit

What happens next?
1. Entry approved by a Council Officer

2. If approved, you will be sent a username
and password via emalil
(emall specified in private contact details).

3. Once approved, you can update your
listing, upload a photo, change your
username/password, or Build a Website.
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Updating Contact Details and Services

How do | update my details?

e Visit www.darebin.org

e Click on ‘Login’

« Enter your Username and Password

Forgotten Your Password?
Enter your email to be sent a reminder.
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Updating Contact Details and Services
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Updating Contact Details and Services

Select from one of the options displayed.:
o Edit Your Directory Listing

e Edit Your Contact Detalls

e Change Your Username and Password

e Build a Website

e Search the Directory
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Updating Contact Details and Services
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Updating Contact Details and Services

Edit Your Directory Listing

« Select Edit Your Directory Listing.

« Edit your organisation’s contact details.
e Click Submit.

« Wait to have your request approved by a
Directory Owner (allow 2-5 business days).

 You will receive an email once approved.

Note: Your listing will not be available until the
approval process has been completed.
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Updating Contact Details and Services

Edit Your Contact Detalls
e Select Edit Your Contact Detalls.
« Amend your personal contact details as needed.

e Ensure you included an email address to receive
a confirmation and future updates.

e Click Submit.

Note: Your contact detalls are not published to the
website. The detalls are only used to administer
your public listing.
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Updating Contact Details and Services

Change Your Username and Password
o Select Change your Username and Password
e Enter a new Username/Password
Confirm the new Password
Click Submit.

; Home
¢ About Communty Portal  Change Username and / or Password
| Help
: Arts Drectory Flease Enter 3 new Lisemame and Password
¢ Business Directory
Community Directory You will need to use these new delails nesd ime you log in.
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Questions & Assistance?

Further Information

Darebin Community Portal Administrator
Darebin City Councll

Phone: (03) 8470 8888

Email: communityportal@darebin.vic.gov.au
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