
The Shetland Community Directory displays listings added to the ALISS
website (A Local Information System for Scotland) that are relevant to
Shetland.  To add a listing to the Shetland Community Directory, it

must be added to the ALISS website. 
If you have any other issues or questions outside of what is included

here, please get in contact via
shetlandcommunitydirectory@shetland.gov.uk.



How to register and add to ALISS

1. Search for www.aliss.org click on Login/Signup.
2.  Select Register as a new user



3. Register for your ALISS account as shown above. Please
make sure to remember your User Name and
Password.When adding contact details, we recommend
that you use a group email address that is associated with
your service rather than an email address containing your
name.
4. Click on the Terms and Conditions then, once happy,
select Register. If this information is all correct and you
haven’t created an account previously, you will be taken to
your Dashboard.



5.  To add an organisation, group, activity or service,  select Add
to ALISS. 

6.  Search for the name of the organisation, group etc.
7.   If the organisation is listed on ALISS, it will appear in the search

results and you shouldn’t try to add another listing.
8.   If the organisation isn’t there, select Add to ALISS again.

9. Select Start the form and add the organisation name and
details - you will also be able to claim your organisation on this

page, if you would like to.



10.Fill in the details
you would like to be

available to the public
then  select next

11. You will now need to add
the service’s information.
This will most likely be the

same as the information you
have input for the

organisation page so you can
select the option, Tick here if

this is the same as the
organisation on many of the

boxes.

Then  select next



12. Now select how the
service is accessed. This will

open an option to add an
address and a Region if

selecting In person.

13. Select Add New location.
You can either try putting

the address  into the search
option, which will offer

possible options or you can
enter the address manually.

It is important that a
postcode is added for your
service. This will be used to

categorise your listing by
area within Shetland. Once
you have input this, select
Add address. If you don’t
remember to do this, the  

address won’t save.
14. Now Select Regions and

input ‘Shetland’ into the search
bar. Shetland Islands (local

Authority) will appear. Select
this option. You can also select a

ward but this is not necessary
unless you don’t have an address
because the Shetland Directory

determines locality based on
postcode. Then select Next at

the bottom of the page.



15. You will now need to
select what your service
offers. You can do this

via the search bar or by
exploring the drop down
options. Below are some
options a community hall
might use. Once you are

happy with your
selection,  select Next.

16. This section asks who
your service is for. You can
add this information but it
won’t be displayed on the

Shetland Directory because it
isn’t set up to show this

information at the current
time. This is the same for

Accessibility. You can either
add this information or select

Skip at the top right of the
page.



18. You should now come to
the Summary. Please take

time to check this section and
make adjustments to anything
you notice is incorrect. Once
you have done this and are

happy with all details entered,
please click Submit For

Review. Once the organisation
and service have been

published by ALISS and are
live on ALISS/Shetland

Community Directory, you will
get an email letting you know.
This can take up to two weeks.

17. Please  Skip the
section on media.



How to Edit Your Service once published:
To edit your service, log in to ALISS, go to My Dashboard, select My
Services, a list will appear (only one listing will appear if this is all you
have added) select the service you want to edit. This will take you to
the services page. In the column titled ‘Actions’ on the right of the
page, select ‘Edit Service’ and this will allow you to edit your service
information. 

Error Pages:
The error page below will appear when information that has been
input can’t be processed or a service has been entered more than
once. If you are seeing this error page, you will need to check the
listing for issues that may be preventing it from from saving. If you
have input your information already and confirmed it, the service will
need to be verified by ALISS and will not appear on the site straight
away. Please don’t try to add a service multiple times. 

Additional Information and Support for Issues 



Organisation Names:
When adding the service and organisation, unless your service is the
only one attached to an organisation, it is best to use the services’
name for both. EG: It would be Scalloway Hall as both the
organisation and service. Using a general organisation name such
as ‘Sports groups’ will mean you own this name and prevents other
services from also using it. This can create inconsistency across
services.

Organisation Ownership:
If your organisation has many services you can allocate one person
to add all services under the one account, this may make it easier for
some organisations however, this person would have control of all
entries and would need to make sure that information is correct and
kept up to date, as shown below.

Addresses:
Services must use the address for where the service takes place if it is
a group or activity. Please do not use addresses for offices of the
organisation. This will enable us to make sure that the information is
appropriate for the user.



How to claim an organisation

When logged into your ALISS account:
1. Click Add to ALISS. 
2. Search for the name of an organisation, group etc.
3. Click the organisation name
4. Click the Claim this organisation button under Do you represent
this organisation? on the organisation page 
5. Fill in the form click Submit request, the ALISS team will review
and approve your request. Once approved ALISS will let you know.


