SPEAQ Website
User Info and Signup Procedures - Organisations

The 4 main categories of membership on the SPEAQ website are: 1. Individual; 2. Organisation;
3. Employee, and 4. Invited Participant. Each member type has a different level of access to
website functions, and procedures for activating your membership on the site and completing
your profile are slightly different.

Organisations

Function of Organisational Members on the website

When logged in as the contact person for your Organisation, your role is primarily an
administrative one. The main functions of Organisational members on the SPEAQ website are:

To create a vehicle for Employees to register as users on the site
To be included in the list of programs and services on the website

To maintain administrative control over service listing details (via your organisation’s
profile information).

To post Employment notices under your organisation’s name.

To assist the SPEAQ secretariat to maintain up to date details on the membership
database.

Note:

When you are logged in under your organisation’s username, you can view member-only
content on the website in the same way as other members. However you will not have the
ability to interact with other users, so you would generally only use this login for
administrative purposes —i.e. updating profile information, or posting Employment
notices. When you post an Employment notice, the website administrator is notified, the
notice is then approved, and an email can also be sent out to all members to advise that a
new notice has gone up.

If you are the SPEAQ website contact person for your organisation and you are also a
nominated participant of SPEAQ, you will have a separate username and login for yourself
as an Employee, to allow access to social networking functions, the discussion forum and
commenting.


https://www.speaq.org.au/mens-dfv-specialists/employment/

Username, Password and Logging in

To log in as your Organisation’s contact person for the first time:

1.

You will have received an email from SPEAQ advising your organisation’s username and
Initial password. You will need this to log in for the first time. Ensure that you have
notified SPEAQ Website Admin as to who is the SPEAQ website contact person for your
organisation / branch (you must provide name and email address).

Note: The username and account email address assigned to each organisation (or
branch) will remain the same regardless of who the contact person actually is. The
account email address is a proxy email address set up at speag.org.au e.g.
myorganisation@speaq.org.au, and all account-related emails are forwarded to the
contact person’s email address. You must notify SPEAQ Website Admin of any change of
contact person, so that emails can be redirected to the new contact person’s email
address. You can also specify more than one contact person/email address if you wish.

Log in at https://www.speag.org.au/login/ using the Username and Password provided.
Tick the “Remember Me” box to minimise the need to log in again in subsequent
sessions.

The initial password provided to you is a strong password and is automatically generated.
You might find it easiest to copy and paste from the email, being careful not to pick up a
space before or after. There is no need to change it, however, if you wish to change your
password, go to the Profile menu on the top right of the page, and select Settings. Please
ensure you use a strong password (at least 16 characters including upper and lower
case letters, numbers and symbols), as this username has the ability to post information
that will be viewed publicly under your organisation’s name.

If you have forgotten or lost your password, click on the Lost your password or want to
change it? link below the button. Once you have submitted your username, an
email will be sent to the nominated contact persons to allow password reset. Please
allow a minute or two for this to arrive in your Inbox, and make sure to check your
spam/junk folder in case it has been mis-classified as spam by your email system. If you
have a problem with this step, contact SPEAQ Website Admin for assistance.

When you are logged in, the website will show the following additional features which
give you access to member-only content and functionality:

a)  The main menu at top of page will now include the Members sub-menu.

b)  The top right hand side of the page shows your Username, and the Profile menu.


https://www.speaq.org.au/login/
https://speaq.org.au/wp-login.php?action=lostpassword
https://speaq.org.au/wp-login.php?action=lostpassword

Your Organisation’s Profile/s and what the information is used for

Completing the Organisation’s User Profile is essential to allow the features and functions
described above to work properly for your Organisation.

Employee registration

The organisation’s username includes a sponsor code (or ‘discount code’), which employees
must use to register as members on the website. You'll see this code when you are viewing or
editing the organisation’s user profile. Once you have completed setting up your profile, you
will need to send the code or registration link to all relevant employees to allow them to
“activate” their membership on the site. A separate Procedures document is available for
Employees with all the details.

Organisational info for the benefit of other members
Your full organisational profile is visible to other members to promote understanding of other
organisations and to facilitate contact and interaction.

Service/Program Information

e Services and programs information displayed on the SPEAQ website is drawn from selected
information stored under each organisation’s User Profile.

e The list of programs and services is located on the “Where to get help to change” page
https://www.speaqg.org.au/seeking-help/where-to-get-help/

e This page in turn links to individual Program Details pages for each organisation or branch.

Why has it been set up this way?

e Drawing information from user profiles gives the responsibility for and the power to each
service provider for managing their own information updates, rather than having to go
through the ‘middle man’ of SPEAQ Website Admin. You can still get support from SPEAQ if
you’re not sure how to proceed.


https://www.speaq.org.au/seeking-help/where-to-get-help/
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Fig 1. User Profile information for an Organisation
and how it relates to Employee registration and service listing

Multiple locations
If you operate in multiple locations, there are some additional details to be aware of.

1.

You will need to enter location and address info for all relevant sites (including a ‘head
office’ if there is one) - employees need to associate themselves with one of those sites
when they register as website members.

Consider what service information you wish to have displayed on the SPEAQ website. You
can provide info about multiple locations under a single profile if you wish, but be aware
of how this will be displayed in the list of services and your program details page. The two
main considerations are:

a) how easy it will be for website visitors to find their location in a list of all services
b)  how similar the program info is for each location

If you have programs operating at multiple locations, website visitors may find them
more easily if each location has a separate service listing.

If program information is significantly different between locations, it may be clearer to
have them listed separately.

Multiple service listings

If you wish to have more than one listing (e.g. if you have multiple branches or program
locations), you will need to advise SPEAQ Website Admin to have this set up. Each location (i.e.
each listing) will need a separate Username. This creates a separate Profile for each location,
allowing you to specify the program details for each location separately.



Whether you use the same contact person; email address and password for each
branch/location username, or different ones, is entirely up you. You can do whatever works
best for your organisation administratively.

Figs 2 and 3 illustrate how this could be used for organisations operating in multiple locations.
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Fig 2. User Profile information for an Organisation with one additional branch or
location, and how it relates to Employee registration and service listing.
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Fig 3. User Profile structure for an Organisation with a Head Office (which does not provide
direct client services), and multiple branches providing relevant services.



Completing/Updating your Organisation’s Profile

Editing your Organisation/Branch Profile
The procedure is the same, whether you are editing the main user profile, or a branch user
profile. The information you enter will be different. To edit your organisation’s profile:

1.  Once logged in, select Edit Profile from the Profile menu in the top right hand corner of
your browser window.

2.  There are comments under most fields to explain what they are used for. Some fields
have a slightly different purpose depending on the member type, in which case read the
comments pertaining to Organsations.

3. Ensure information under Basic Details is correct, and update where necessary. Be sure
to click on the Save Changes button at the bottom of the page when you are done.

4.  Click on the Service Details tab. Check and update where necessary. Be sure to click on
the Save Changes button at the bottom of the page when you are done.

5.  The “Social” tab is optional.

Profile fields used for Employee registration
Employees will register themselves on the site, however they will use the site locations you
specify to choose which site to associate themselves with.

The Employee Site Locations field is used to specify the list of site locations that Employees will
choose from to show where they work. Fig 4 shows where information relating to employee
registration is located.
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Flg 4. Profile information relating to Employee registrations on the website.



Profile Fields used for Service Listing

You can choose whether or not to have a public listing. In general, if you are providing
direct client services, we strongly encourage you to do so. Use the Public Profile Visibility
field under the Service Details tab to turn the listing off if required.

A selection of profile fields are used to create the Program Details page for your org. Any
field that you leave blank is not displayed. The fields that are used are:

> Under the Basic Details tab:

a) Contact Email address *See note below.
b)  Work Phone

c)  Website

d) Fax

> Under the Service Details tab:
e)  Organisation Name

f) Program Name

g)  Service Address

h)  Google map display

i) Opening Hours

i) Type of Services Offered

k) Program Description

>  Other:
) User profile photo (avatar) **See note below.

The visibility of your Service Address is completely under your control. Info shown in the
public Program Details page can be specified in the Public Profile Visibility field. Info visible
to other SPEAQ members can be changed in Settings / Profile Field Visibility.

* To avoid attracting spam, the Contact Email address is not displayed directly. Instead, a
Contact form appears below the map of your service location, through which site visitors
can send a message to the Contact Email address.

** To display your organisation’s Logo on the Program Details page, upload it as the Profile
Photo (also known as an avatar - the image used as your public ‘face’).

To check how your details appear on the website, go to
https://www.speaq.org.au/seeking-help/where-to-get-help/, find your
organisation/branch, and click on the organisation name to go to the Program Details page.
You might want to bookmark this page for later reference.

Other profile information

There are a couple of other profile fields which are not used for the Service Listing pages. If you

could please fill these out, as they assist the secretariat to maintain up to date information
about SPEAQ members.


https://www.speaq.org.au/seeking-help/where-to-get-help/

Examples

Check out the Profile and Program Details pages for Anglicare Southern Qld, as well as
Anglicare’s entry in the Where to get help to change page, to get an idea what needs to go in
the profile fields and how they are displayed.

The following images show how profile fields are related to info shown on the publicly
accessible Service Listing page and Program Details pages. These public pages draw information
from different parts of the profile, so the order of the profile fields doesn’t line up exactly with
the info on those pages.


https://www.speaq.org.au/member/members/anglicaresouthernqld/profile/
https://www.speaq.org.au/seeking-help/where-to-get-help/program-details/?action=view_member&member_id=14
https://www.speaq.org.au/seeking-help/where-to-get-help/program-details/?action=view_member&member_id=14
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Fig 5. Profile fields used for the service listing page “Where to get help to change”.

On the Service Listing page “Where to get help to change”, the organisation name links to the Program Details page (see following page):
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Fig 6. Info on the Program Details page is drawn from the following fields in the organisation’s Profile:
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