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Getting exposure on esd-suppliers

This FAQ assumes you are from a subscribing organisation. If your company is registered some of these
functions may not be available to you.

Setting up your company profile is one of the most important aspects of generating interest in your products
and services through the esd-toolkit.

There are 4 parts to your supplier profile:

o Supplier information

. About your company

. Products

. Local authority involvement

You can further enhance your exposure on esd-toolkit by:

. Listing projects your company has been involved in

. Linking your products to services in the LGSL

. Making ‘special offers’ available to esd-toolkit subscribing authorities

. Uploading and sharing documents with esd-toolkit users

o Syndicating news articles from your website onto the esd-toolkit and esd-supplier home pages
) Registering your self as a user of esd-standards controlled lists

. Updating your ‘supplier information’ and ‘about’ tabs

Tools ~ | News and events

Select ‘My company profile’ from the ‘Tools’ menu of esd-suppliers.

Supplier register

Local authorities

This will display your company’s profile.

My company profile
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Then click the ‘Update’ button in the bottom left hand corner.
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company contact information.
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display at the top of your profile.
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. Updating your products

Click “My company profile” from the “Tools” menu, then click the ‘Products and services’ tab click
the “add products and services” button to bring up the add products screen.
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‘ Updating your products
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Type the name of the product and then click the tree
picker next to ‘Type’ to link it to a product type.

Click the tree picker next to ‘IPSV terms’ to link the
product to terms in the IPSV. This will list the product
against relevant terms in the list.

If your product has been used in relation to a project
held in esd-toolkit you can select it from the list. This
will add it to the products section of the project details
page in esd-toolkit.

Select the tree picker next to ‘Services’ to select items
from the LGSL. This will list the product against services
in authority’s “local tree”.

You can type a brief case study or description about this
product.

The contact drop down list will show all people who are
registered for your company. They will be shown as the
primary contact for this product.

You can also include a page on your website that
describes this product in more detail.

Click ‘Add products and services’ to add another
product, or click ‘Save supplier information’ at the
bottom of the page to save your changes.
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. Entering supplier offers
— Supplier offers
& Headline * |
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Supplier offers will display on the esd-toolkit ‘Subscriber
offers’ page.

Click the ‘add supplier offers’ button on the ‘supplier
offers’ tab.

Enter a headline and description for the offer. You can
also enter a page on your website that describes this
offer in more detail.

. Recording local authority involvement

— Local Authority Involvernent

Local Authority

& Contact email address ™ |
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& Status Pending

Enter an email contact address for authorities to contact
in regard to this offer.

Optionally, you can enter an expiry date. The offer will
no longer be shown after this date.

Click ‘add local authority involvement’ on the ‘Local
authority involvement’ tab of your supplier profile.

Simply type a description of the involvement and an email
address at the local authority who can validate your
involvement.

The status will remain ‘pending’ and will not show on the
site until it has been validated by the contact at the
email address specified.



. Uploading & Sharing Documents

®

& Document type * # I

¥ Title * |

& Notes ;I

Authority type

Owmner esd limited
& Type of service # O External service
@ LGSL service

& Service I

& Services impacted I

& Channels I

®@ ® ® @

&' Interactions I

& Version number |

. Syndicating news features
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. Register as a list user

Fegistering as a user of a standard list will allow you to receive automatic notifications of any updates.,

In addition, your organisation’s name will appar as a Hst user in the Hst usage page of the esd-standards site.
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Click ‘Tools’ then ‘Documents / Links’ and finally ‘Add
document / link’ to bring up the add document screen.

This will bring up the add document screen. There are
two types of document: those you physically upload to
E esd-suppliers, or hyperlinks to documents located on
your website.

Click document types to bring up a document type
picker, select any relevant terms.

You must enter at least a title and description.
Optionally you can link it to services in the LGSL,
channels in the LGChL and Interactions in the LGIL and

Efficiency areas (formerly Gershon).

If linked to services, this document will appear in
authority’s “Local Tree”.

You can automatically syndicate news using RSS
feeds from your company’s website by updating
the RSS feed URL field in the ‘supplier
information’ tab of your company’s profile.

In addition you can also key news to appear on
the esd-toolkit front page and in user’s “My
toolkit” page in esd-toolkit.

Click the ‘Add news’ button which you can find
on the ‘News List’ page, under the ‘Tools’
menu.

If you register as a user of a controlled list you
will receive automatic email notifications when
the list changes. In addition, your name will be
listed on the esd-standards list users page for
the list in question.

To register as a list user, click the ‘My Profile’
link from the top right after logging in, then

click the ‘Standards usage’ tab. Simply select
which lists you use and press the save button.



