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6 key steps for making the most of your PRD Community portal 
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Please click on the 6 key steps below or the linked questions to view the ‘top tips’

What is the PRD Community?
What are the benefits of being a member?

How do I become a member if I am not current
How do I become a member if I am in a PRD group?

How do I log into my organisations account?
How do I edit my organisations details?
How do I add users to my organisations account?
How do I change the account holder’s details?
How do I change groups/join an additional group?

How do I edit my group’s details?
How do I add or remove members of my group?
How do I create a new group?

How do I use the group search function?
How do I use the organisation search function?
How do I contact other groups?
How do I allow other groups to contact me?
How do I use the notice board?

What do I do if I forget my log in details and password?
Who do I contact if I am having 
1. Understand the PRD Community portal
1.1
What is the PRD Community portal?
The PRD Community portal is an online communication platform for providers involved in peer review and development activity. Providers are registered on the community by organisation and by group. Each organisation has an ‘account holder’ who is their nominated PRD contact. Each account holder can manage their organisation’s details as well as the details of the group to which they belong.  
The purpose of the portal is to promote communication and collaboration between organisations and groups involved in PRD activity; increasing the number of providers involved in PRD, the opportunities for networking and sharing of good practice and the potential for sector-led quality improvement.  
1.2
What are the benefits of being a member?
Members of the PRD Community portal can: 
· View all organisations and groups involved in PRD activity
· Filter for organisations and groups by sector and region
· Identify other groups involved in activities in which they have an interest
· Contact (and be contacted by) other groups and providers over a secure server
· Ask questions and share experiences via an interactive notice board
· Apply to join existing PRD groups and networks 
· Set up new groups and manage group details
In the future they will benefit from:
· Updates on the availability of new funding resources
· Alerts and access to brand new resources on the SfE web pages
· Invitations to take part in new research
· Notification and information regarding forthcoming events 
· Updates to the Practitioner Self-Assessment and Improvement Planning User Guide
2. Join the PRD Community portal
2.1
How do I become a member of the PRD Community portal if I am not currently in a PRD group?
There are three ways that you can become involved in PRD and register as a member of the PRD Community portal:
a) Apply to join an existing group
· Ensure you are registered as a user on the Excellence Gateway and that you are logged in to your account 
· Access the ‘group search’ pages of the PRD Community portal to view the different groups currently involved in PRD, their member organisations, sector, region and activities 
· Select a group whose profile suits the needs of your own organisation and apply to join by clicking the ‘apply to join’ button and completing and submitting the form 
· You will receive email notification of the group’s decision
b) Create your own group
· Access the ‘group search’ pages of the PRD Community portal and select the option ‘create group’
· Complete and submit the form with the required information about your group and your organisation, remembering to select activities, specify ‘other activities’ if the focus of your PRD activity is not listed, and populate the free text fields
· Accept other group members when they ‘apply to join’ your group (following the instructions above)
c) Post a notice on the notice board
· Ensure you are registered as a user on the Excellence Gateway and that you are logged in to your account
· Access the ‘notice board’ to look for notices from groups seeking new members or to post a notice requesting to become a member of an existing PRD group or to advertise for members who may wish to join you in a new PRD group
· Reply/receive replies to the notice and proceed with a) or b) above as appropriate
2.2
How do I access all the facilities of the PRD Community portal if I am already in a PRD group?
If you are already a member of a PRD group your organisation and group should be listed on the PRD Community portal. To activate your account you should follow the instructions in the joining email sent to you by LSIS. If you did not receive this email please contact us.
If your organisation is not listed within the PRD Community portal, for example, you may be a PRD group which has formed outside of the Support for Excellence programme, just follow the instructions under section 2.1 Create a Group.
3. Maintain your organisation’s information
It is important that each account holder maintains their organisations details, including contact details, organisation name and key PRD activities (giving details of additional activities not covered by the drop down menu), so that the PRD Community portal is as accurate and useful as possible. 
3.1
How do I log into my organisation’s account?
Log into the Excellence Gateway and access the ‘PRD Community portal’ pages. You will now be logged in under your organisations name. 
3.2
How do I edit my organisation’s details?
Log into the Excellence Gateway and access the ‘PRD Community portal’ pages. At the top of the ‘group search’ page select the ‘edit profile’ link to view and amend your organisations information. 
3.3
How do I add users to my organisation’s account?
Each organisation account is linked to one user account on the Excellence Gateway. This will be the account of the main PRD contact for that organisation. To have multiple users for any one organisation you will need to create an Excellence Gateway login and password that everyone in your organisation can potentially have access to. For example: 
user name - PRDgroup@examplecollege.com
password – PRDgroup.
There are two ways that you can do this: 
a) Create a new account
· Remove your organisations current account by accessing the ‘PRD Community portal’, finding your organisation and selecting ‘archive organisation’ (functionality only available post March 2010)
· Then use the ‘Apply to Join’ button on your group’s profile to complete a new registration for your organisation, registering the organisation using your new ‘corporate’ email address and password

· Upon approval from the other members of your group your organisation will be reinstated linked to the new account 
NB by doing this you will no longer receive Excellence Gateway notifications to your individual email address.
b) Give other users access to your EG log in and password 
3.4
How do I change the account holder’s details?
In the case of a change in nominated PRD contact within your organisation, the account details attached to the organisation can be changed by doing either of the options outlined in 3.3:
3.3a
Create a new account for the new user
3.3b
‘Give’ your Excellence Gateway account details to the new user
3.5
How do I join an additional group or change groups? 
It is possible for organisations to be members of more than one group or to move to different PRD groups 
a) Joining an additional group
· Access the ‘group search’ page. Search for the new group that you want to join and select the ‘apply to join’ option. Complete and submit the form 
· Upon approval from the other members of the group your organisation will appear under the new group
b) Changing groups
· Follow the steps under 3.5 a) above to join a group

· Upon acceptance into the new group archive your organisations current account by selecting ‘archive organisation’ (functionality only available post march 2010). This will remove your organisation from your current group so that it is only listed as a member of your new group
NB if it is a different area/site of your organisation with a different contact, not currently on the PRD Community, that wishes to join a different group then they should set up an account and apply to join by following the steps outlined in at 2 - Join the PRD Community section above.
4. Maintain your group’s information
4.1
How do I edit my group’s details?
It is possible for any organisation within a PRD group to edit that groups details.
Log into the Excellence Gateway and access the ‘group search’ page. Search for your group and select the ‘edit details’ link to view and amend your group’s information.
4.2
How do I add or remove members of my group?
It is possible for any organisation within a PRD group to remove or add members
a) Removing members
· Log into the Excellence Gateway and access the ‘group search’ page. Search for your group and archive the organisation you wish to remove by selecting the ‘archive organisation’ icon (functionality only available post march 2010)
b) Adding members
· Members can be added only if they apply to join a group (see section 2 Join the PRD Community portal for further guidance) 
· Once a member has applied to join all organisations within the group will receive an email application. The new member can be approved and accepted by any one organisation from within the group. 
4.3
How do I create a new group?
Please refer to create a group in section 2 Join the PRD Community Portal above.
5. Use the PRD Community portal to benefit your group
The PRD Community portal will only be as valuable as the information it holds. It is therefore of the utmost importance that organisations and groups populate their accounts with as much information as possible and keep it updated on a regular basis. 
5.1
How do I use the group search function?
Groups can be filtered by region, sector and activity.
· Access the ‘group search’ page
· Use the drop down filter menus to view the groups from a specified sector or region or who have a specific PRD activity focus
· Click on the group name to view the full profile for the group
5.2
How do I use the organisation search function?
Organisations can be filtered by region, sector and activity. Any additional information they have provided can be searched via the key word function.
· Access the ‘organisation search’ page
· Use the drop down filter menus to view the organisations from a specified sector or region or who have a specific PRD activity focus
· Use the key word function to search for additional activities and information the group may have entered about themselves
· Click on the organisations name to view the full profile for the organisation 
5.3
How do I contact other groups?
Once you have searched for groups and/or organisations you may wish to contact them to ask a question or share an experience. To contact a group/organisation you must be logged onto the Excellence Gateway and registered on the PRD Community portal. If you do not have a PRD Community account please refer to 2 - Join the PRD Community above.
· Log into the Excellence Gateway and access the PRD Community portal pages
· Identify the organisation/group you want to contact and select the ‘contact/contact LSIS’ icon
· Send an email via a secure server
NB if you have not specified that you can be contacted directly you will not be able to receive emails. To enable other providers to contact you and for you to be able to contact them directly please edit your organisation’s information and select this option.
5.4
How do I allow other groups to contact me?
If you have selected the option that allows other groups to contact you in your organisations profile other PRD Community portal members will be able to contact you directly over a secure server (your email address will not be visible but emails will be sent to your account. If you have not selected this option other PRD Community portal users will not be able to contact you directly. To update your settings please edit your organisations information and select this option.
5.5
How do I use the notice board?
The notice board can be used by any member of the Excellence Gateway for requesting and sharing information. If you are a member of the PRD Community portal, and have selected to do so in your organisations profile, you will receive email notification of new notices. The notice board allows you to view, create and reply to notices:
a) View and create notices:
· Log into your Excellence Gateway account and access the ‘notice board’ via the PRD Community portal
· Scroll down the page to view the notices; you will be able to see who they have been created by and the date they have been posted 
· To create your own notice select the ‘create notice’ icon and fill out the form, specifying a subject, message and expiry date
NB remember to look out for notices from LSIS communicating information regarding funding, events and resources
b) Replying to notices:
· Log into your Excellence Gateway account and access the ‘notice board’ on the PRD Community portal
· Select ‘reply’ from within the body of the notice and type your response in the form provided
· Replies will be sent directly to the individual who has created the message
· If you have posted a message any replies will be sent to your email account
6. Use the support available to you
6.1
What do I do if I forget my log in details and password?
If you forget your user name and password go to the Excellence Gateway log in page, enter your email address in the user name field and select ‘forgotten your password’. This will generate a reminder to be sent to your email account.
6.2 What are the common user issues and resolutions?
‘I cannot find my own/another organisation or group’
Use the filter options on the ‘group search’ or ‘organisation search’ pages to filter by region, sector or activity and/or enter the name of the organisation in the keyword search on the ‘organisation search’ page. Try filtering by just one of these to produce the biggest list; results will be displayed alphabetically. If any of your own organisation/group details are incorrect this may hamper the search, so make sure these are updated on a regular basis using the ‘edit profile’ or ‘edit details’ option as appropriate.

‘I cannot edit my organisation/group details’
Ensure that you are logged into your Excellence Gateway account before trying to edit your organisation/group details. Once you are logged in the ‘edit profile’ option will appear at the top of the group search page and the ‘edit details’ option will appear beside your group. These options will only appear if you are logged in. Upon selecting these options you will be able to edit your organisation/group name, region, sector, activity, town, email preferences and any additional information you may want to add.

‘I cannot contact any other groups’

To contact groups directly through the secure server you must be logged into your Excellence Gateway account and registered on the PRD Community Portal. For guidance on how to do this please refer to section 2 Join the PRD Community Portal.
‘I do not receive any emails from the PRD Community’

To be directly contactable by other members of the PRD Community portal you must have selected the option allowing your Excellence Gateway email address to be used. If you have not selected this option, you will not be able to receive emails from other members. This can be updated under the ‘edit profile’ option. For further guidance on updating your information and security settings please refer to section 3 Maintain your organisation’s details.


‘I cannot see any activities listed for organisations’

Activities will only be listed if they have been entered by the organisation/group. To ensure maximum benefit from the PRD Community portal please enter the PRD activities your organisation is involved in and update this on a regular basis. For further guidance on how to make these updates refer to section 3 Maintain your organisation’s details.
‘I cannot create or reply to notices’

To create or reply to a notice you must be logged into the Excellence Gateway. 
6.3
Who do I contact if I am having problems using the PRD Community?
If you are having persistent problems please email us for help and support at sfe@lsis.org.uk.
Support for Excellence programme
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