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1. What is Your Circle?
It is a website that gives you access to information, advice and support to help you,
and anyone you know or care for, stay independent, safe and well. It will help you to
find out what’s available in your local community and what you can do for yourself.
Visitors to the site will find information about local groups, societies, clubs, and
services in Gloucestershire. The aim is to enable you to find information that will help
them connect with people, places and activities in your communities, as well as
navigate health and care options.
Your Circle can also help individuals and organisations to promote activities, events
and support services.
Your Circle can be used on a range of devices, for example smartphones, tablets,
laptops and other PCs.
The Your Circle website is run by Gloucestershire County Council. Information is
added by the service providers and maintained by the Your Circle administrative
team.
The User Guide
This guide outlines how to adjust the website to meet your accessibility
requirements, including large text and high contrast. It shows you how to move
around it and search for information. It shows you how to use the map function, how
to set up shortlists that you can save or email to others and how to give feedback
and make suggestions for new content.
Each line in the contents page is a hyperlink, click on it and it will take you to that
part of the guide.
This user guide will be updated regularly as new features are added to ’Your Circle’
and in response to feedback we receive.
We want your help
When you come across something on ‘Your Circle’ others could benefit from that’s
missing, or you know is wrong, let us know and we will follow it up.
Email feedback or suggestions you may have, positive or negative, about improving
‘Your Circle’ to yourcircle@gloucestershire.gov.uk
Thank you!
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2. Setting the website to meet your needs – how to set
your accessibility and language options
If you want to change the size or colour of the text on your screen, you can change
the accessibility options. If English is not your preferred language, you can choose
from a range of alternatives. If you are visually impaired, the website is also
designed to be compatible with screen reader systems.

2.1 Changing accessibility options

Changing the word size or background colour can make the website easier to
read. To do this, use the accessibility buttons in the top right-hand corner of
every page.
To change the size of the words on the website, click on the different sized
“A’s”.
To change the background colour and make the words easier to read, click on
differently coloured “C’s”.

If you want to return to the standard settings, click the first “A” and “C” on the left of
the three options provided.

2.2 Change the language

If English is not your preferred language, you can change the language that the
site appears in. Click on the “Select Language” button in the top right-hand
corner of any page and choose a language from the options available.
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3. Finding your way around – how to navigate the Your
Circle website
3.1 The Home Page
On the homepage you will find 10 different categories, from ‘Travel and Transport’ to
‘Health’, each covering a different subject. By clicking on the circle above each
category, you can find out more information about that subject.

3.2 Quick links, News and Videos
Towards the bottom of the homepage you will see three boxes labelled “Quick links”,
“News” and “Video”.
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The “Quick links” box contains links to other websites that may be useful to you.
Clicking on one of these links will open the website of that organisation in a new
window on your browser.
The “News” box contains links to information about current topics that may be useful
to you. Clicking on one of the titles will show you information on that topic.
The “Video” box contains links to videos about topics that may be useful to you.
Clicking on one of the titles will take you to a page where you can view the video.

3.3 Exploring a Category
Clicking on a circle for one of the 10 categories will take you to a separate page for
that category (see the example for “Home and Housing” shown below). Here you will
find a button in the middle of the page labelled “View all services in…”, click on this
button to see a list of all the services and support available for that category.

Click on one of the further sub
category buttons to narrow down
your search and find out more
information about that area.

Click on the “View all service in…”
button to see a list of all the services
and support for that category.

The sub categories are specific topics of interest and help you to narrow down your
search.
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If you click on one of these buttons, you will see a similar screen for that category.
Again, you can click on the “View all services in…” button in the middle of the screen
to see a list of all the services and support available for that category.

Click on the “View all services in…” button to see a list of all the services and
support for that category.

3.4 Returning to the homepage

If you are searching the website and want to go back to the beginning, there is a
button to do so on every page. Click on the picture of the house next to the word
“home” in the top left-hand corner to return to the homepage.

3.5 Returning to a previous page

If you want to go back to a previous page, every page has a list of the pages that
you have visited previously below the search bar on the left-hand side. Click on the
title of the page that you want to return to.
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3.6 Returning to previous search results

If you are viewing a service record and want to go back to your search results
then you can use the “Back to search results” button in the bottom left-hand
corner of every page.

3.7 Changing Category

As well as choosing a category on the homepage, it is also possible to choose a
category area by clicking on the “Category” button, found in the menu options at
the top of every page. Clicking the button shows the same list and choosing one
will take you to the main page for that category.

Version 3

Page 9 of 20

25/10/2017

4. Finding information – how to search the website
There are a number of different ways that you can use to find the information you
need from the website. You can use these methods either on their own or in
combination to narrow down your results.
Ways of using the Your Circle website to find information are:
 Searching by keyword(s)
 Searching by postcode/area
 Searching alphabetically

4.1 Searching by keyword

Typing a few words into the search box and then pressing the “Go” button will
show you all entries that relate to at least one of the words you have entered.
For example, entering the words “sports clubs” would return all services that
have either “sports” or “clubs” in their name, description or anywhere else in the
information we hold about them.
The way that services are returned when searching by keyword is an area that
has developed in the improved Your Circle. Services are now promoted where
they contain more detailed and up to date information, and the website will also
show you services that are similar to the search you have entered. For
example, entering the word “clubs” might also show you other groups or
societies that provide activities that may be of interest.

4.2 Searching by postcode/area
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Search by postcode (e.g. GL1 2TG)
Entering a full postcode in the box marked “postcode/area”' will bring back
results starting with those nearest to that postcode. This is useful for finding
services located close to your home, or to places that you visit regularly.
Search by part postcode (e.g. GL2)
Entering the first part of a postcode (such as GL2) in the box marked
'postcode/area' will bring back a list of services and activities located in your
postcode area.
Search by area (e.g. Gloucester)
Entering the name of a city or town will return services from that area.

Refining your postcode/area search

Once you have made a search by postcode/area, you can then narrow down the
distance from that location that services must be in to appear in your search
results. To do this, enter a figure into the middle box between the search and
location boxes in the searching bar.
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4.3 Searching alphabetically
Clicking on a letter shows a list of services in Your Circle that begin with that letter.
You can then find and choose what you are looking for from that list. The list will be
in alphabetical order for each letter.

If you know the name of a service, club, organisation or any other group, you
can use the alphabetical search to find it straight away. At the bottom of every
page you can find an alphabet; click on the first letter of the organisation or
service that you are searching for.
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5. Using the map function – find out what is available
close to you

Once you have made a search, you will be directed to the “search results”
page. From here, you can view all the things that are relevant to the category
you have selected or the keyword, postcode or area you have entered. You
can also view all of your search results on a map.
Each red marker denotes the location of a service from your results. You can
click on the marker to see details about the service at that location.
Please note that the locations of services shown on the map only include the
results on the page that you are currently looking at, which may not be the
closest to you. If your search has returned multiple pages of results, you may
want to narrow it down using either the filters on the left-hand side or by
adding a “postcode/area” if you are searching using the searching bar.
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6. Personalising Your Circle – how to create an account
and save your favourite results
You can personalise the Your Circle website to meet your needs. This means that
you can store information that is useful to you and view it all in one place or save it to
look at later.

6.1 Create a shortlist
A shortlist groups together the information or records that you are interested in. You
can add any service, club, group or organisation’s information page to your shortlist,
as well as any of the information and advice pages.

To add something from your search results to your shortlist, click on the “Add to
shortlist” button on the right-hand side of record that you would like to add.
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You can also add something to your shortlist when you see “Add to Shortlist” on
the left-hand side of the screen, shown here. This option is available when viewing
the details
page
for of a service or an information and advice page.
Viewing
your
shortlist

After you have created a shortlist, you can view it by clicking on the “View my
shortlist” button in the top right-hand corner of any page.

Whilst viewing a shortlist, there are options to remove records that you no
longer find useful. You can also click on the “Remove all from Shortlist” button
to empty it and start again.
There are also options to see more detail about the records in your shortlist or
to show their locations on a map.
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6.2 Emailing and printing your shortlist

Once you have created your shortlist, you can email it to any email address
that you choose, or print a paper copy. Whilst viewing your shortlist, click on
the Email and Print buttons to do this.
Clicking on the Email button will open an email in your email client that
contains a link to your shortlist that whoever is receiving it can open in their
web browser. You will then need to add the email address of the person you
would like to send the shortlist to and you can also add a message for them,
as you would normally.
Clicking on the Print button will connect to your computers printer for printing.
To change features like printing your shortlist in colour and scaling, use the
settings on your printer.
Remember that updates made to any services will not be contained in any
shortlists that have already been printed and shortlists kept in this way may
become out of date. It is recommended that you keep your shortlist saved on
your account as this will be updated automatically.

6.3 Saving your shortlist and accessing your account
If you are leaving the Your Circle website and want to save your shortlist to use later,
you can do this by creating an account. By creating an account you will be able to
login on your next visit and your shortlist will be ready to use.
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To create or login to an account, click on the “Log in” button in the top right-hand
corner of any page.

Once on the “Log in” page, if you have already created an account you can
enter your User name and password to log in.
If you want to create an account, click on the “Register” button on the right-hand
side of the screen and follow the instructions to setup your account.
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7. How to give feedback
If you find some information on a record that is incorrect, please let us know. It is
very important to us to receive feedback so that we can continue to improve the Your
Circle website.

To give feedback on a specific record, click on the “Leave Feedback” button on
the right-hand side of the service record page. This will create a drop-down box
in which to give feedback.
Feedback sent by this method
yourcircle@gloucestershire.gov.uk.
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8. Request or suggest information and advice that can be
added to the website
Please let us know if you cannot find what you are looking for or if you want to make
a suggestion for new information that could be added to the site.

To suggest a new service, click on the “Suggest a Service” button in the “Contact
Your Circle” menu. Clicking on this will take you to a page with instructions and a
form where you will be able to submit your suggestions to the Your Circle Team.
You can also make suggestions by emailing the Your Circle team at:
yourcircle@gloucestershire.gov.uk.

If you would like more information about any of the services you have seen on the
website, you can contact them directly by using the contact information provided on
their page.
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9. Contacting someone if you have any further questions
If you have any questions about how to use the Your Circle website or anything in
this guide, you can contact the Your Circle team at:
yourcircle@gloucestershire.gov.uk.

Alternatively, you can click on the “Contact Your Circle” button at the top of
every page. Clicking on this will take you to a page with instructions and a form
where you can include a message to the Your Circle team.
Messages sent via this option will go to the Your Circle team at
yourcircle@gloucestershire.gov.uk. If you would like more information about any
of the services you have seen on the website, you can contact them directly by
using the contact information provided on their page.

Your questions and feedback are important to us and we will do our best to respond
to you as quickly as possible.

The Your Circle email address should not be used in an
emergency.
Use the following contact information to speak to the Adult Social Care Helpdesk:
Email: socialcare.enq@gloucestershire.gov.uk,
Telephone: 01452 426868
Address: Gloucestershire County Council
Shire Hall
Westgate Street
Gloucester
GL1 2TG
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