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Short Break NING Website tutorial
Homepage

When you first log in you should be taken to the home page which, similar to sites such as Facebook, is the hub of all activity. Please take a few seconds to read the “About the short breaks Network” box as this tells you about the site including confidentiality. Your personal messages and alerts can be found on the right hand side of the page, and on the left you will see the latest activity happening on the site. 
Your page 

This is your page where you can make friends, add photos and upload your information. Again, please bear in mind confidentiality of others when uploading photos and videos and make sure you have permission to upload them. You can edit your information by clicking on “settings” which is in the box on the right hand side of your page. Here you can upload your picture, change your privacy settings and manage your email alerts. 
Changing the appearance of your page

You can jazzy up your page with a theme. To do this simply click on “Customize” on the last hand side of your page, browse and select your theme then scroll down and click the pink “save” button. If you would like to go back to the Short Breaks Network default theme simply click the “Apply Short Breaks Network’s theme” and then click save. 
People can also comment on your page and say hello! Please remember when commenting on pages anyone visiting your page can see it. If you don’t want your conversation to be public you can “send a message” which is private. 
For more information on interacting with other members see Communications instructions below. 
You can see who is a member by looking at the members pages on the 4th tab along, or invite other short break carers/workers on the invite tab. Don’t be afraid to befriend other members or start chatting to them, that’s what the Network is for – to meet new friends!! 
Don’t forget to add Trudi Holden as a friend, she will be logged in throughout the day and will be available for any questions regarding the website or the Network in general. 

Photo and film 
Have a browse through our photos and films. All our short films from our previous DVD’s are there, as well as Jo Brand’s interview on Loose Women talking about the Network! These films are great for showing your friends and family about the work you do and may even encourage them to do the same! 
Communications 

One of the main priorities of the Short Break Network is to get all short break carers and workers connected, to share advice and good practice tips, as well as providing the chance to feel part of a wider community. Therefore communication between members of the Network is very important to us. So with the new website there are several ways you can communicate with other members:
Blog
Primarily the blog will be where we post information and discussions regarding Short Breaks. There is a comment box so you can add feedback to anything we say. You can also start your own blogs on your page. If you are interested in writing a blog for us then get in touch. 
Forum
If you need suggestions, advice or a question answered, or perhaps you have something helpful you would like to share then the forum is for you! Maybe you want to discuss a certain issue or simply ask the Network for some tips on best practice – forums create an open discussion environment perfect for those questions you’ve always wanted answered! When you arrive at the forum you will find a selection of categories to choose from including:
* Training and Consultancy issues
* Safe Caring 

* Communication 
* Play

* Behaviour 

* In the workplace

* In the news

* Miscellaneous 

DON’T FORGET: If you are looking for something in particular you can type key words into the search bar on the forum page to find a relevant discussion.  You can also keep updated with new blogs and forums but clicking “follow” on the bottom of the forum or blog page and you will be emailed when I new thread is posted. 
Chat
Similar to Facebook chat and MSN messenger, chat is a private instant messaging facility where you can talk with anyone who is your friend. On the right hand side box of chat you can see who is online, then all you need to do is pick who you would like to chat to, click private chat and start typing. Or you can just type straight into the chat box and instant chat opening with whoever is online. 
Profile comments 
See your page to read about profile comments. 
Private messages 
See your page to read about profile comments. 
Comments
Throughout the site, particularly under resources you can also add your comments and feedback. For example, pages like top tips has a comment box so that you can add your own tips. 

The Network will only become bigger and better with your involvement. Don’t be afraid to start a conversation or get involved in an existing one!

Events 
What’s happening in your area? Tell us about events happening in your area. It could be a family fun day, an art and crafts afternoon or a disability exhibition. Just click “add” and fill in as many details about the event as possible. You can also browse through existing events to see if anything is happening near you by typing in your town or region into the search bar.
Your stories 

We would really love to hear about your experiences and motivations for working with disabled children. That’s why we have a Your stories tab, where you can add your story, no matter how big or small! You could tell us how you started working in Short Breaks, why you love it or what you have learned in the process. 

News 
Or perhaps you just want to update us with what’s going on in your area? Maybe a new play area is opening, or services in your area are changing? Tell us about it! Click on News to read news we are collecting, or hover over news and click on the Your news pages. 
There is also a page here for you to upload newsletters that may be of Interest to other short break workers. 

Resources 
We have uploaded some helpful resources for members of the Network, including:
* All issues of Share 
* Information on our postal toy and book library 
* Book and toy reviews 
* Surveys
* helpful booklets and links
* top tips 
* play ideas 

Click on the Resources and Top tips tabs or hover over them to see the sub menus. There are also comments boxes on some resources so you can add to the knowledge! 

Places to go 
Within this tab you will find pages for regions across England and Wales where you can upload your favorite places to go with your children. Please share anywhere you have found great value for money, easy accessibility, helpful staff or more importantly is the most fun! Remember to include the name of the town and city as a title to make it easier for others to browse. 
If you can, please also add a picture to your post. You can do this by clicking the image button on the comment box, uploading your picture and choosing where in the post you would like it positioned then save. This may take a couple of minutes depending on the size of the image. If it comes out quite large you can adjust the size by clicking and dragging on the squares on the outer rim of the image. 
Quick Adds

You can start a discussion, add a photo or add an event at any time wherever to are on the site by selecting “Quick add” at the bottom of the box on the right hand side of your page.  

This Box also gives you direct access to your personal messages, friend and settings. 
