
City of Ballarat 
Online Community Directory User Guide 

The City of Ballarat Online Community Directory provides easy-to-find information and 
assists residents and visitors in engaging with the many local community groups, clubs, 
services, associations and facilities based in the Ballarat community and those who 
service our community. 

This user guide gives you a step by step instructions on how to create an account on the My 
Community Directory website, so that you can create and manage your Online Community 
Directory listing.  

Benefits of creating a listing include:  

• Increase your club or organisations visibility and attract new members.  
• A great way to engage new volunteers.  
• Free exposure to advertising your upcoming and annual events and regular 

programs. 
• Give new residents and visitors insight into what’s happening in your community.  

Before you begin, please make sure you have read the eligibility requirements and 
disclaimer. (appendix 1) 
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Ballarat Community Directory 

Accessing and Viewing the Online Community Directory 
Step 1 

Visit https://www.mycommunitydirectory.com.au/Victoria/Ballarat 

Step 2 

To view directory listings, you do not need to create an account 

• Type in a keyword eg. Hall for hire 
• Choose the appropriate category, tag word or service listed. 
• Add a town by using the drop down tab 
• Then select search 

 

 

  

https://www.mycommunitydirectory.com.au/Victoria/Ballarat


Creating a log in for the Online Community Directory 
To create an online Community Directory Listing, you will need to create a log-in, if you do 
not already have one.  

It’s a good idea to have more than one person in your organisation register and connect to 
your listing, therefore there is help at hand to keep your listing updated and relevant.  

Be sure to use a general organisational email account and not your personal email 
address. Contact your council contact officer for support around the establishment of an 
independent email account. Contact 5320 5500 or email info@ballarat.vic.gov.au. 

 

 

Step 1 

Visit https://www.mycommunitydirectory.com.au/Victoria/Ballarat 

Step 2 

The best way to check if you already have an account is to: 

• Click the log in button at the top of the screen 

 

mailto:info@ballarat.vic.gov.au
https://www.mycommunitydirectory.com.au/Victoria/Ballarat


 

 

 

 

•  Then click “forgot your log in details”   

 

  



• Then enter your email address to reset your password if you already have an 
account 

 

  



Step 3 

If your email is not recognised then:  

• Select register 
 

 

  



• Sign up with email-  

 
• Be sure to use your organisation email address and contact details 

Remember 

Remember the details you include on the directory will be out in the public domain, so you 
may want to think carefully about email, phone and other contact details you include. 

 

• Items with a red asterix* must be completed to progress the listing 



 

• Be sure to remember your email and password for future use 

 

 

  



 

• Head to your email account and click on the message to confirm your registration.  
• Click confirm email to completed registration.  

 

 

 

 

 



• Once verified click the continue button as shown 

 

Step 4 

• Connect your account to your organisation if listed or create a new one 

 

 

 

 

 

 



• Find your organisation by searching for it on the following page 

 

• If your organisation is not listed, press the back button and add a new organisation 

 Listing a New Organisation 
Complete the fields as listed  

Log in to your account (see Creating a log in for the Online Community Directory)   

Section 1 is already entered for you. Start with Section 2.  

• If you do not have an ABN click the green button to change to No 
• List the best contact details for the organisation eg. Main contact number and email 

address.  
• You can leave the website blank if you don’t have a website for your service 
• Select the ‘next’ button 



 

• Select the main service you provide- you can add secondary services later 
• Select which category your organisation fits best 
• Then provide a brief description of your organisation see examples provided in the 

green box 



 

 

 

 

 



• Once submitted, website hosts Community Information Exchange will review the 
information provided to validate and approve.  
You will be informed when the listing has been approved.  
 

Step 5 

Once your listing has been approved you will receive an email with a 7 digit code to finalise 
your listing.  

Enter it into the link provided 

 

  



Complete your listing 
Step 1 

Complete each item as listed below based on your organisation 

 

Continue to complete the fields 

 



  



Email Domain 

If your organisation has its own email address eg. Info@ballaratclub.org.au enter the text 
following the @ symbol.  

Branding and Social Media 

• If you have a webpage enter the full address under “website” 
• Click on the logo box. You will be asked to upload your logo from your personal 

computer files (hint- if you have a logo, make sure you have this file ready before 
you start) Then, select your organisations logo from your document files 

• Enter your Facebook address as shown in the box- you do not need to include 
www.facebook.com/ - complete the text following this.  

• Complete your “X” (formally twitter) screen name as described above 

Key office holders 

Enter public information details as required 

Click on the ‘next’ button when your organisational details are completed 

 

  

mailto:Info@ballaratclub.com.au
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Edit Location 

 

• Confirm if details listed are correct. If you are a private support agency with 
sensitive services eg. Domestic violence and do not want to publish your location 
you can select ”suburb only” in the map selection list.  

Or, if you are an online only service, select ‘no address’  

• Be sure to select ‘yes’ if you are looking for volunteers and enter details accordingly.  

Scroll down and continue to input data as you see fit 



 

Once completed, be sure to click the save button at the top of the page, then click the 
‘next’ button at the bottom of the page 

  



Service Details 

 

Organisation 

This section will provide the ability to detail the services your organisation provides.  

• If your organisation falls into more than one category, select additional categories 
• Tags- Add any keywords that will help community find your service eg. Football, 

food relief, homelessness. 
• Cohort- Select what cohort of community your services targets eg. Youth, Older 

People 
• Complete the description boxes as stated 



 

Complete any further details as required.  

  



Location 

 

Be sure to list the various locations in which your organisation operates from and complete 
the details 

 

Once you are happy with all details entered, be sure to click the red publish button at 
the top of the page.  



  

Appendix 1 

Eligibility requirements and disclaimer 
Platform Terms and Conditions for My Community Directory v24.pdf 

 

https://mcdcdn.blob.core.windows.net/files/Platform%20Terms%20and%20Conditions%20for%20My%20Community%20Directory%20v24.pdf
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