Suffolk MarketPlace - The new Directory for CQC regulated Adult Care services across Suffolk

How To Add a New Service

Once you have created your account and logged in you will see your dashboard.

Here you can see Notifications, News, and Manage your Organisation or Service Listings.

To Add a new Service Click ‘Manage Services’
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Click ‘submit a New Service’




Complete the boxes marked with an asterisk, Then ‘Save this new Service’
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You can then add details to your service listing using the tabs to add information in different fields.

Save the changes to each tab before moving to the next




When you have added everything you want to, Click on ‘Submit your Changes’,

When the alert box appears Click ‘Submit your changes’

NB There is no limit on the number of changes you can make, but once you
have submitted your changes, you will need to wait for LA to approve these
changes before you can make subsequent changes



A notification will then be sent to the LA Admin.
NB Admin work Mon —Fri 9am —=5pm

There will be a delay to submissions made outside
of these hours

When your Submission is accepted you will receive an
email from Suffolk Marketplace Admin. You can click on
the link in this email to go back to your service.

We reserve the right to ask you to make corrections or
suggest alternative wording from time to time before the

submission is accepted. O



The link will take you back to your service, where
you can click on ‘View public page’ to see how your
listing will appear on the live site



