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How to register  
on 
infoengine.wales

This guide shows you how to:

*Create an account 

*Create an Organisation profile
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TO REGISTER FOR AN ACCOUNT
On the Infoengine front page click Register now



Create an 
account

Select the correct account

Complete mandatory fields
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A Shortlist 
account does not 
allow you to 
create an 
organisation or 
service. This is 
for creating, 
saving and 
sharing shortlists 
only.



About your 
organisation

The ability to complete in Welsh will 
follow after initial info is saved

If you complete long description it 
will auto fill the short description

Where there is a red warning 
triangle this denotes a mandatory 
field. 
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Please note: The terms and conditions are available 
on the front page of the website, bottom right hand 
corner (see below) 

Make sure you select 
the County

Click to agree the terms 
and conditions.

Then click CREATE 
ACCOUNT
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Complete the 
Captcha box



From this screen please click EDIT to continue 
entering your organisational details. 
Info will NOT be published until the next 
sections are complete.

Information will NOT be shared with Dewis until 
your profile is completed. You will then be asked 
about sharing your info with Dewis.Cymru
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CREATING AN ORGANISATION PROFILE



You will see these tabs to the left of the screen. 
As you complete each section the tab will move 
down. You MUST complete the tabs with the 
mandatory fields (warning triangle) 

Now complete the description section.

If you put information in the long 
description it will copy first few lines 
into the short description.

Then add your Keywords.
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Remember to include any acronyms or alias’s 
your organisation may use:

eg PAVO – Powys Association of Voluntary 
Organisations

Now select the categories you wish to register 
your organisation under. You can select up to 
three categories from the drop down list.

Once you have confirmed that you are a third 
sector organisation you can then confirm if you 
wish for your information to be shared with 
Dewis.
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REMEMBER……
When complete CLICK Save & 
Continue or Save Draft if you wish to 
leave and return to complete at a 
later date.



Well done – you have saved your 
Organisation overview.

ADD OVERVIEW INFORMATION IN 
WELSH

You will now see the Overview 
information in Welsh – please where 
possible add the organisation 
information in Welsh. (this is NOT 
mandatory so if you do not have this 
info please continue as below)

When complete CLICK Save & 
Continue or Save Draft if you wish to 
leave and return to complete at a later 
date.
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You will now need to enter your contact details.

Click PRIVATE if you DO NOT wish for the details to show on the public side on the 
site

You MUST enter a contact name, email address and telephone number

Please include as much information as possible as it will make your public page 
more informative

REMEMBER……
When complete CLICK Save & 
Continue or Save Draft if you wish to 
leave and return to complete at a 
later date.
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ADD YOUR CONTACT INFORMATION
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You can now enter information on your interest in tendering opportunities and 
additional information about your organisation. Please note – this WILL NOT be 
shared on the public side of the website. 

The ONLY information from this section that will be shared on the public side of the 
site will be your Company Number and Registered Charity Number (if you have one 
and record it)

REMEMBER……
When complete CLICK Save & 
Continue or Save Draft if you wish to 
leave and return to complete at a 
later date.

ENTER ADDITIONAL INFORMATION
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Accreditations – if your organisation 
has an accreditation eg Investors in 
People you can now enter it at this 
section.

Click on ADD ACCREDITATION and a 
drop down list will appear.  If your 
accreditation is not listed please 
contact PAVO and they will be able to 
add this for you.

REMEMBER……
When complete CLICK Save & 
Continue or Save Draft if you wish to 
leave and return to complete at a 
later date.

ADD YOUR ACCREDITATIONS
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ALMOST THERE…… UPLOADING A LOGO 

You can now upload your Organisations logo and 
an image for the header – these will show on the 
public page. While not required, it is strongly 
advised you provide a logo, as doing so raises the 
chances of your organisation being recognised 
quickly.

Check out the formats that are 
accepted. 
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You can now repeat the process to ADD A COVER PHOTO ADDING/UPLOADING A LEAFLET

REMEMBER……
When complete CLICK Save & 
Continue or Save Draft if you wish to 
leave and return to complete at a 
later date.
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PUBLISHING YOUR ORGANISTION 

Once you have followed these steps and SAVED 
your information please scroll to the top of the 
page where you will see this warning if you have 
not completed the MANDATORY fields.

The warning triangle will also draw your attention 
to the field that need completing.

If all fields are completed correctly you will see this 
information at the top of your page….

NOW click on Not Published and this will change 
to green and state Published – your info will now 
be live once approved by the Infoengine admin 
team – Congratulations!



infoengine.cymru
infoengine.wales

For further information or support please contact us on:

Tel: 01597 822191

Email: Infoengine@pavo.org.uk

Twitter: @infoengine1
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