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Create an account

The account you create will be used to e S ~ K- —
administer the hub.
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1. Visit joinmyjourney.org.uk and fill out the _]oinmyjourney
Create an account form. o

2. Once you have submitted the form you
will need to verify your email address. You
should receive a link in your mailbox. Make
sure to check your junk folder.

If you do not receive the verification email Password min 8 charocten)
and it is not in your junk folder then it is
possible that your organisation’s firewall
is preventing emails being delivered from I8 1ogre o th oo e o rivcy oy
joinmyjourney.org.uk. Please contact your
organisation’s IT security team, asking them
to safe-list the joinmyjourney domain.

Confirm password



http://joinmyjourney.org.uk
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Creating a hub

1. Once you have clicked the email verification et

« the Eutzn o thinks yos thould have besn veriied, pleans consoc

link you should be taken to the following o g e et
screen (see right), click on Create hub.
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2. Fill out the Create a hub form (see right): 58 B oo "t ,
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a. This will send a hub approval request to
super admins.

Hub imzge Used o reprasent the bub o the app

b. Once approved, a super admin will
contact you to confirm this.
e
.Descfll:m:n Tell us about your hub (D
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Administering a hub

Once your hub is approved, you will be able to change its settings. You will need to visit the Hubs
section and find the hub that you’ve just created.

Below is a screenshot of the Hubs menu.
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1. Click Hubs

2. Then click on the hub you wish to administer

Hubs you manage

South Gloucestershire Hub b

Bristol City Council Hub >

Create a new hub



3. You will be taken to a page that looks like the below, here you can change the settings of the hub.
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Manage hub

Hub Dretails Hub Settings Join Requests Users Connected Hubs
Shareable hub link
Share this with users you wish to invite.
hitps/{jeinmyjevrney.erg.ukijein/aécid570-2f4e-Tled- P02k -cali8%aetbs
Hub Privacy
Set hub status. ®

Private O Public

Safe-listed email domains
Users with these email domains will be autematically assigned to this hub.
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Hub settings

Set up your hub as you wish, each panel within the hub administration area is explained below.

Shareable hub link

You can share this URL with your users and they will be able to join immediately after visiting this
link and signing up / logging in.

Hub privacy

When a hub is set to private no one can find the hub when they search and only invited people
can gain access. If set to public, anyone can search and request to join the hub. Those with a safe
listed domain will be added automatically when they join the platform.

Safe-listed email domains

Specify any email domains where users that sign up with those email domains will be
automatically assigned to that hub.

Users

Here you can carry out basic user administration after users have signed up to the hub.

Connected hubs

You can join different businesses together using connected hubs. This will allow staff to find and
share with staff of connected companies or in the same area, but individual hub admins will not be
able to see data of staff from connected organisations.
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