
GETTING STARTED WITH 
HELPSEEKER

V E R I F Y I N G ,  A D D I N G ,  A N D  E D I T I N G  A N E W  L I S T I N G  C R E AT I O N



JOIN AS A 
SERVICE PROVIDER
Visit helpseeker.org and click on “Join Us”:

Enter your contact details, and click "Start Your FREE Account Now"

Note: The email and telephone number you provide on the sign-up 
form will not be visible to the public.

Once we receive your details, we will be in touch via email to set up your account. 

Sign up if you are part of an agency and would like to make updates to your listing on HelpSeeker.



AGENCY 
Sign-in
Visit helpseeker.org & click “Sign In” located at the top right corner of your 
screen. Log in using the info that you were sent by HelpSeeker.

VERIFY LISTINGS:
It is important to verify all listings when an account is assigned to ensure 
information is accurate and up to date. On the initial sign in one or more listings 
will likely already be assigned to the account.

MENU OPTIONS:

Home: Displays a map with pins of the listings the account manages

Listings: This will give access to view, edit, archive and restore your agency programs and locations. 

Archive: Listings are stored and can be restored again.

Note: Great for programs that are offered seasonally or are recurring throughout the year, edit to update the 

information and restore your listing. Eg. Christmas hampers, summer camps.

Add new: Used to add additional programs and locations

Sorting Listings: The list of all created listings are displayed at the top of the "All listings" page. Your search

can be modified by filters.
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Initial log in: 
Verify the current Location(s) and Program(s) information available be sure all 
information is correct and links are working

To view assigned listings select Listings from the right-hand menu use 

the drop-down menu select All listings

To verify a specific listing, click the “edit” button associated with that 

listing.

To edit in preferred language enable “language version” 

Double-check:

• That the listing name is correct 

   (Do not include INC or LTD in the listing name)

• Verify and update any capacity information, if applicable

• Check for the correct contact & address information, and verify the       

   wording of the description.

To apply changes click SAVE on the bottom of your screen



ADD 
New Listing
Adding a new Listing (location/program) includes completing all sections 
including Main Information, Contact Information, Description and Additional 
information as well as attaching any additional programs and services. 
Ensure all red asterisks/required fields are entered.

Under “Listings” 
select +Add new

Choose either a 
Program or a Location

A “Location” is the physical location, the bricks and 
mortar of an organization. “Programs” are the services 
that are run out of the location. 

Helpful tip: 

Before clicking Create listing be sure the correct Listing type is 

selected as after creating a listing it cannot be edited to an 

alternative listing type it must be archived and re-entered.

MAIN INFORMATION

Listing Name: Can contain every type of symbol, such as letters, numbers and punctuation. 

Eligibility: Can be used for agencies that offer services to a specific area, income bracket, population focus etc.

Wheelchair Accessible: Here is where wheelchair accessibility can be selected.

Occupancy Type: The type of service tenancy an agency offers: beds, suites, rooms, caseloads or spaces when

applicable.

Total Spaces: The amount of total occupancy available

Spaces Available: The amount that is available at that time



CONTACT INFORMATION

Contact Phone: Number of the agency for the public to contact

Email: Email of the agency for the public to contact

Website: The website is available to the public to view additional information about the agency.

Full address: Enter the address on the bottom line (the one right above the map) without a suite/apt number or 

cardinal directions (NESW). As the address is entered, a drop-down menu will begin to auto-populate, continue 

typing to refine the suggestions and select the address that applies. 

The address is correctly added when a red pin appears in on the map below.

Hide listing on map: Toggle if the agency’s exact location is private for safety reasons ie. DV shelter OR if the agency 

doesn’t have a physical location. When using the toggle, type in the name of the city, or town on the bottom line 

above the map.

Cover image: The image viewed alongside your listing.

Photos: Can include up to 10 images associated with the listing.

How would you define your Organization? Indigenous, Public, Private, Charity, Not-for-profit, Volunteer-driven, 

Religious, Other.

Hours of operation: Text can contain letters, numbers and punctuation. Add up to 60 characters. If the limit is

exceeded, a validation message appears.

Description: This field contains the description of the location, program or service. Input text can contain every type 

of symbol, such as letters, numbers and punctuation. Add up to 1000 characters. If the limit is exceeded, the 

validation message appears.

CREATE LISTING: By clicking “create listing” additional fields will open where you can “tag” your listing for optimal 

search-ability.

Enter the address in the field directly above the 

map:  the"find address by the map" space. This 

will auto generate the location and will pop up a 

list of possible addresses - click on the correct 

one, and the address will then populate the line 

above. 

See example for how to enter 123 Main St, Toronto.



ADDITIONAL INFORMATION

Ability to rate and comment: By default this option is checked. Agencies have the option to turn off commenting.

Categories (Tags): Every listing must be attached to at least one category (tag). Select all relevant tags to help 

end-users find the most relevant programs for their need. 

Attached location/program: Here is an option to connect programs to their location, or a location to their programs 

creating a very organized view for easy navigation.

FUNDING SOURCES

If applicable, list funding sources for the listing. Note this is collected for systems planning and research purposes

and is not visible to clients though it may be published in community reports. Please be specific ie. Government of

Canada (government level), Employment & Social Development Canada (ministry/department), Reaching Home

(funding stream).

To apply changes click SAVE on the bottom of your screen

ADD COVER OR PHOTO IMAGE:

Click UPLOAD IMAGE of corresponding image choice, this will open up your browser’s file select dialogue. 

Select an image to use as a logo. 

(The agency’s logo a photo of the agency or

program are good choices.)

Once the image is uploaded, it will appear on the 

page with a cropping tool to help make the image 

square to fit parameters correctly.

Click the “APPLY” button to upload the image.

NOTE: Before leaving the screen, scroll to the very bottom of the page to click 

the SAVE to save your changes.



EDIT 
Listing
After a listing is added agencies can edit their listings to update any changes. 

Alternative languages can be selected to edit a listing. At the top of 

the page under Language Versions listings have an option to be 

edited in 23 languages available.

Under the “Listings” drop-down 

menu select “All Listings”.

To edit select the “EDIT” button 

under the corresponding listing 

title.

DO YOU NEED HELP 
OR HAVE QUESTIONS?

For technical support, please contact Danielle at email: info@helpseeker.org

To apply changes click SAVE on the bottom of your screen

In addition to making updates to all fields, listings can be edited in 23 
languages. 


