January 2010

Engage Training Exercise

Session helpers are available to offer you assistance during the exercise – please just ask if you have any questions.
Section 1: Accessing the Engage Database

Go to: www.engageglasgow.org
The home page provides you with links to information about Engage and its role in community planning.

To log on:

· On the left menu click on “Engage Reporting – Log on”

· At the log on screen, enter your username and password.
· If you have logged in successfully you will be taken to the search screen.
	Don’t have your logon details?

We can provide you with a temporary logon for the duration of the training session. These temporary logons will not be valid after the session, so please ensure you ask to register as a new user of Engage or request to be re-advised of an existing logon.


Section 2: Using Engage to Identify Organisations
Engage offers three search options.

By default you are taken to the Criteria Search. On the left hand menu there are also links to a Keyword Search and Alphabetical Search.

The Criteria Search is the most powerful tool, however the other options are good for locating individual organisations and browsing.

	Type of Search
	Best for
	Format of returned records

	Criteria Search
	· Lists of organisations that meet a detailed set of criteria e.g. area of activity or geographical location.

· Producing output that can be exported.
	On screen list of organisation name, postcode, phone number and email address -
click on individual records to see full details.

Output to Excel with additional field options.

	Keyword Search
	· Looking up individual organisations.
· Searching using keywords not available via the Criteria Search.
	List of organisation names – click to view full details.

	Alphabetical Search
	· Looking up individual organisations.
· Browsing organisations within a specified area of activity or geographical location.
	List of organisation names – click to view full details.


To help you understand these different options we have provided a short set of exercises.

Each exercise provides a database challenge to get you comfortable with using Engage and give you an idea of the sort of things you can achieve with the dataset.

See if you can find the answers to the questions.
Instructions are provided to get you started on the right track, but to find the answers you will need to try navigating your way around the menus that appear.
In case you get stuck you will find some helpful tips at the end of each question box…or ask a helper!

Exercise 1: Finding the details of a known group

You may wish to find contact details and other information about a group you know exists.
Challenge A:
You need to find out about the DRC Addiction Forum but they don’t appear to have a website.

· Select Alphabetical Search from the left menu.
· At 2) click the first letter of the organisation’s name - ‘D’

· Browse the list until you find “DRC Addiction Forum” and click the record.

· Navigate the menu of record details on the left to answer the questions below.

	Questions
	Your Answer

	1. When was the group established?
	

	2. Does it have paid staff?
	

	3. Would it be able to help a young person of 17 years in the area with addiction problems?
	


Challenge Tips
· ‘Main Details’ will tell you if the organisation has paid staff.

· ‘Legal Status’ will tell you when it was established.

· ‘Activities’ gives information on target groups – scroll down to ‘additional main target groups’ - does it work with young people?

(Now go to page 4…)

Challenge B:
You need to track down an organisation based in Govan that you know provides help for people in debt, but you can’t remember its name.
· Leave the record you were viewing in Challenge A by clicking ‘Back to Search’ at the top or bottom of the record.
· At 1) use the dropdown menu and choose to browse by ‘Area of Activity’ rather than ‘Alphabetically’ and click ‘Go’.

· At 2) a dropdown menu of activities will appear - select ‘Poverty’.
· As you are looking for an organisation in Govan, limit the records further by area by clicking ‘Advanced Activity Browse’.

· Select your ‘Geographical Boundary type’, in this case you will find Govan as a ‘Electoral Ward’
· Then from the ‘Geographical Area’ dropdown choose ‘Govan’
· Finally, Click ‘Show Organisations’
The results will show all organisations with their main address in Govan that work in the area of poverty.

	Questions
	Your Answer

	4. What is the name of the organisation providing debt advice?
	


Challenge Tips
· The name will give it away, but you could check some of the record details to make sure you have the right one!
(Now go to page 5…)
Exercise 2: Finding an organisation that meets your specification
You may not know if an organisation exists that can provide you with a particular service.
Challenge: 

You have a client with mental health problems who has expressed an interest in woodwork – you want to find out if there are any groups in Glasgow that could allow him to pursue this.

The criteria provided by the menus don’t provide ‘woodwork’ options, but you don’t want to have to trawl through every organisation in the field of ‘Arts and Culture’. The best thing to do is to use the ‘Keyword Search’.

· If you are still viewing a record click ‘Back to Search’
· From the left hand menu select ‘Search for an Organisation’
· In Search 1 type in ‘woodwork’

· Are there any other keywords that might be relevant? In Search 2 type in  ‘carpentry’

· Select ‘Search for any word in list (or)’ to return all records containing ‘woodwork’ OR ‘carpentry’.
	Questions
	Your Answer

	5. How many of the resulting organisations might be relevant to a client with mental health problems who is interested in woodwork?
	


Challenge Tips
· Take a look through the ‘activities’ in the records for returned organisations – do they mention mental health as an area of activity and/or target group?
· After looking at one record clicking ‘Back to Search’ will take you back to your search results.
(Now go to page 6…)

Exercise 3 Part A: Obtaining the details for a set of groups that meet certain criteria
The real power of Engage lies in its ability to provide you with lists of organisations that meet criteria you specify. You may want to consult with groups operating in your area that work in a specific field, or perhaps you want to offer them relevant services and so on.
· Leave the records you were viewing in the last challenge and use the left hand menu to choose the ‘Criteria Search’
· You will see a much wider range of options than before, but by clicking the question mark button at each option you can get more information about what these options mean.

Any refining criteria you use will only query the set of records that have provided this information. Keep an eye on the number of ‘organisations providing a response to each of your selected criteria’ as given at the top of all returned record sets.

If you don’t get enough results use less selection criteria, if you get too many, try adding more.

Please note: a selection criteria will only be used if the appropriate box is ticked e.g. organisations will not be returned on the basis of their legal status unless the ‘Legal status’ tick box is ticked.

	Questions
	Your Answer

	6. How many organisations are listed if you do not specify any criteria?
	


Challenge Tips
· Scroll to the bottom of the selection criteria options to find the answer.
Challenge:
Imagine you might be able to access to funding to help groups that provide advice services to people with disabilities. You want to consult with groups that provide such services in your area, East CHCP, and intend to start this process by sending out a letter to all eligible groups.

· Select the relevant criteria using criteria in: ‘the area in which organisation operates’, Area of Activity and Target Group.
· Click Search and scroll past the criteria to view your results – i.e. the organisations that meet your criteria.
· Look down the full list of your results.
	Questions
	Your Answer

	7. How many groups meet your criteria?
	

	8. How many of these groups no longer exist?
	


Challenge Tips

· You want all groups operating in East CHCP (this is not the same as organisations based in East CHCP) so use the ‘Area in which organisation operates’ criteria selection. Tick CHCP to reveal the options and select ‘East CHCP’.
· You are looking for advice services, so in ‘Additional search criteria’ tick ‘Area of Activity’ to reveal a dropdown menu that will let you select ‘Advice/Information’ from the top of the list.

· You are looking for organisations that provide advice to people with disabilities, so you can refine you search by Target Group – tick this and then select ‘Disabled people’ from the dropdown menu.
· Groups that no longer exist remain on the database because this can be useful information – they will appear at the bottom of any list as they are labelled z[no longer exists] at the start of the organisation name.
Exercise 3 Part B: Exporting your results to MS Excel

If you have used a geographical area in your search you can export core details about the records in your results to Microsoft Excel. There are also options to add extra information to your records as required.
In the previous example, exporting your results will allow you to view all records in more detail simultaneously and will, of course, allow you to use Mail Merge to create that all important letter!
· At the bottom of the criteria search options (just above your results list) you should see a button that says ‘Export to Excel’ – click this.

· You will be asked to enter details about yourself and the reasons for using the information. In the box ‘What will this information be used for?’ Please type in “Used for an Engage training session”.

· Remember to tick the box agreeing to the conditions.

· Now you can add additional information to your spreadsheet using the ‘data output category’ checkboxes. Why not try taking a closer look at Service Users by checking this box?
· Now click ‘Export to Excel’ and follow instructions to finish the download. Take a look at your results.
When you view your data in Excel:



NA means Not Applicable



NS means Not Specified (no answer was provided)
Section 3: Other Services
You may have noticed that when you look at a record you are provided with the option to ‘Edit Details’. If you spot an error or would like to update a record you can choose this option. It will not change the record on the database but will alert the Engage team to the required changes.
Engage is a restricted access site, but it may be helpful for you to know that the same dataset also drives a public access site called Infobase. Infobase allows users to look up organisations’ details individually and provides essential details about organisations and their activities.
Anyone can access Infobase at www.infobaseglasgow.org
Section 4: Answers to Exercise Questions
1. 
2006

2. 
Yes

3. 
Yes - young people(15-24) selected as a main target group

4. 
Money Matters

5. 
3 - Common Wheel, Glasgow North Training and Galgael Trust all mention people with Mental Health issues as target groups.

6. 
1691
7. 
18

8. 
2

(Not quite right? The database is constantly being updated and new organisations are added, the answers were correct at 18/01/10 but will change over time!)
Section 5: Contact the Engage Team

If you would like to contact us for help or information please get in touch with:

Samira Adris
GCVS,11 Queen’s Crescent, Glasgow, G4 9AS
Telephone: 0141 332 2444     
Email: engage@gcvs.org.uk
If the information you require needs to be more specific you can request for a more in-depth report on the area you want covered.  Email: reports.infobase@gcvs.org.uk 

Thank you for taking part in this training exercise. Please let us know what you thought by filling in a feedback form.
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