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West Berkshire Directory – Provider Guide 
 
 

Register as a Provider 
 

1. Go to West Berkshire Directory, then click Log In at the top of the page. 
 
 
 
 
 
 

 
 
 
2. If you haven’t already created a provider account, click Create Your Account. 
 
 
 
 
 
 
 
 
 

 
3. Enter your details in the form, then click Finish to submit it. 

 
4. If your organisation has an existing listing on the directory that you would like access 

to edit, please add the name of the listing(s) to the form: 
 
 
 
 
 
 
 
 

 
 

https://directory.westberks.gov.uk/
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5. Your details will then be sent to PPL Innovate (our directory provider) to create your 
account. Your details will be sent within 2 working days. 
 

Managing your listings 
 

1. Click Log in at the top of the page, then click on the Provider Dashboard. 
 

2.  
 
 
2. All your listings will display in the My Listings section, including their status and last 

updated date.  
 

 
 
 
 
 
 
 
 
 
 

3. To view a listing, click on the listing name.  
 

4. To edit a listing, click the pencil icon next to it. Make your changes, then click 
Submit to send them to the West Berkshire Directory team for review and approval. 
 

5. To request removal of a listing, click the X icon next to it. This will send the removal 
request to the West Berkshire Directory team to review and delete accordingly. 

 
 

Adding a new listing  
 
1. Click Log in at the top of the page, then click on the Provider Dashboard. 
 
 

 
 

2. To create a listing, select the Add a Listing button. 
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3. On the landing page, click the tile for the listing category that best fits your service to 
open the relevant form. 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 

 
4. Complete the fields by either: 
 
 Typing directly into the text boxes, or 

 

 Copying and pasting plain text from another source, such as your organisation's 
website. 

 
5. If you have a logo, we recommend using it for your listing. In the Logo section, click 

Browse to upload an image from your device. If you don't have a logo, please 
upload another suitable image instead, if possible. 

 
6. Towards the bottom of the form, you'll find the Attributes section. Select the 

relevant attributes for your listing, as these are used to filter results in the directory. 
Click the arrow to expand the options, then tick the appropriate checkboxes. 
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7. Once you have completed the form, click Submit at the bottom of the page. The 
Directory team will review your submission within five working days and notify you 
when your listing has been published. 

 
 

Best Practice 
 
Save Your Work Regularly 
 

To avoid losing your progress: 
 
 Save your listing every 15 minutes, or 

 

 Draft your content in Microsoft Word and copy it into the form when you're ready. 
 

You can return to edit your listing at any time through the Provider Dashboard. 
 
 

Paste Content as Plain Text 
 

To avoid formatting issues, paste content from another source (such as your 
organisation's website or a PDF document) as plain text.  
 
To do this, after highlighting and copying your text, either: 
 
 Press Ctrl + Shift + V (if using Windows) or Command + Shift + V (using Mac, 

where supported), or 
 

 Paste the text into Notepad (Windows) or TextEdit (Mac), then copy it again and 
paste it into your listing. 

 




