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Introduction 

SWN provides an initial interface between Enquirers and Agencies where serious Enquirers 
can easily investigate a wide range of mission opportunities.  SWN is a mission “one stop shop” 
where people who are serious about mission but uncertain about a destination or ministry 
opportunities can use the website for research because they understand that information from 
many diverse agencies is available in one place to help them make decisions.   
 

The website incorporates: 

 A web link to your site with a brief description of your agency and contact details. 

 

 A “Top Needs” facility where you can enter details of up to 5 opportunities suitable for SW 
people - on-line for regular update and management. 

 
This manual has been designed to help you: 
 Login for the first time and enter your agency contact details 
 Update the information thereafter  
 Enter your Top 5 Needs for personnel 
 
If you have any questions, please contact the Second Wind office on (07) 38436610, or Email 
admin@secondwind.net.au, or Skype  second_wind_network.  If you need help in entering your 
data we are able to walk you through the process live on Skype, or phone. 
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1. Getting Ready 
 
As an Associate Partner of SWN, your agency has been allocated a Username and Password 
which will allow you to access the software program for the first time to enter your agency’s contact 
information.  You will be able to change these to suit yourself once you have logged into the 
program.  At present your agency is in the system but inactive. 
 
Before you attempt to login to the system, you will need to have certain information ready 
for data entry, and your agency activated.  Once your agency has been activated in the SWN 
database, it is important that your data is all entered as soon as possible; otherwise Enquirers will 
not be able to obtain any meaningful information about your organisation, and from our 
perspective, it is not helpful to have an agency listed with no supporting information. Therefore we 
advise the following process: 
 
1. Collect the necessary data on the blank worksheet supplied in the appendix. 
2. Set aside 10 mins to enter the data. 
3. Contact SWN to activate your agency your username & password, up to 24 hrs before you 

intend to enter this data.  You will not be able to log in until your agency is activated. 
 
A blank worksheet is attached at the end of this document for collecting this information. 
 
The Top Needs section can be completed separately, once your Contact Details are entered into 
the database.  Once your agency is entered, it is in your interests to also list your top needs, if 
appropriate. 
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2. Getting Started 

Go to Second Wind website homepage – www.secondwind.net.au 

Press the Partners Login button located in the sidebar.  The Agency Login page will display. 

 

 

 

Enter your Username & Password. 

 

The Agency Main menu for your organisation will then display 

 

 

 

Associate Partners only have access to their Contact Details and the Top Needs sections.  The 
Profile Matching Service (Introduction Agency) & Search functions are only available to Full and 
Limited Partners. 

 

Select the menu item required (either Enter/Edit Top Needs or Enter/Edit Contact Details) 
 
The relevant Entry/Edit page will then be displayed.  
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3. Enter/Edit Contact Information 

Once you are activated as an Associate Partner, you will need to initially enter your agency 
contact information and thereafter edit it from time to time to keep it updated.  
 

3.1. Enter Contact Details 

Starting from the Associate Agencies Data Entry page –  
 
 Select Enter/Edit Contact Details ,  
 Log in using your Username and Password,  
 and the Contact Details Entry/Edit page will display. 
 
Complete the full contact details for your agency.  The first time you log on you will see the 
Username and Password allocated by SWN.  You may now change these if you desire. 
 

 
 

Notes: 
 
Key Contact Name and Email:- 
As it should appear for all contact purposes on the website, so that any phone or email enquiries 
are directed to the appropriate person. 
 
Web addresses – There is provision for three web addresses.  The first is mandatory for your 
organisation’s website.  The other two are optional, and can be used as desired. Eg a direct link to 
your Opportunities/Employment page, or an organisation closely related to your main organisation 
 
Description:- This should be brief, succinct and compelling, and provide sufficient information to 
encourage viewers to want to access your website for more.  This description will appear in on the 
Partner Agencies page where all partner agencies are listed - Opportunities/Partner Agencies  
Recommended length is 200 words maximum. 
 

 

When completed, press the Submit button at bottom of screen. 
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An Advisory screen will be displayed confirming that the information has been received.  This 
appears every time you click the Submit button. 

 
 
Then select the link to take you back to the Main menu page. 
 
 
3.2. View your Agency Entry 
 
You should now check the entry as it appears in the List of Partners, by selecting the Partner 
Agencies link from the Opportunities and Partners drop-down menus in the main SWN home 
page, which will still be available on another tab. 
 
Check the entry, to ensure it provides a correct description of your agency and make any 
corrections.  You may edit it at any time from your Data Entry Page.   

 

3.3. Edit your Contact Details 

To edit your information subsequently, follow the same procedure as Section 3.1 

 
 
 
4. Top Needs Section 
 
Partner agencies can enter up to 5 Top Needs for personnel or opportunities, either as generic 
positions or specific positions. 
 
 
Select Enter/Edit Top Needs, and the Top Needs entry page will display.  If you have any Top 
Needs already entered they will be displayed in a List, otherwise this section will be blank.(next 
page).  
 
Either select an existing Top Need to edit or delete.  If no selection is made, a blank entry screen 
will appear for you to enter a new Top Need. 
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The Contact Information is pre-filled from your profile, but can be edited in the next screen for each 
position if desired.  Each position is displayed for 6 months, after which it will automatically expire.  
Check this list regularly, and if you want to renew a position, just open it in the edit screen and 
save it again.  If a position has expired, the Exp* column data will be in red print to alert you. 
 
 

 
 
After entering the information, a review screen will be displayed for you to check your entry before 
finally accepting it. 
 

The labels “Regions of 
the World” & “General 
Category” are links to 
HELP pages which 
describe in more detail 
what countries or job 
types these relate to. 
 
 
Ensure that the Brief 
Description is succinct 
but compelling so that, 
together with the other 
fields, it will provide 
sufficient information for 
an Enquirer. 
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A Confirmatory message will then be displayed –  
 

 
 
Click on View the Top Needs Output page to see how the list of Opportunities is initially 
displayed.  All web viewers can access this section, without first entering a profile.  They can then 
send you an Enquiry email, relating to the specific position advertised. 
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Enter/Edit Another Top Need or Return to Main Menu. 
 
 
5. Other Information 
 
If too much time elapses after login without any activity, the session may time out, and you will 
have to log back on again before performing any other functions. 
 
Each partner agency is set to be active until 30 June the following year.  This expiry date will be 
reset administratively by SWN upon renewal of partnership for a new year. 
 
Please give us feedback.  We welcome all feedback both on contents and on processes.  We are 
particularly interested to know if there are any other Ministry Opportunities, Languages, Time Periods or 
World Regions, and are planning to adjust it according to agency feedback. 
 
Contact Details  
Email: admin@secondwind.net.au 
Phone: (07) 38436610 or 0409 498 449 
Skype: second_wind_network 
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Data Entry Worksheet 
 
The table below lists the main information required to set up your Agency Information in the SWN 
database.  This information can all be edited as needed. 
 
Contact Information 
The Contact Information is ALL required immediately, so that Enquirers may contact you, and view 
your website.  Organisation name, Username & Password are already supplied by SWN to open 
the agency entry in the database. 
 

Key Contact Name: (see below)  

Contact Email (for Enquirers):    

Alternate Contact (Person):  

Alternate Email:  

Postal Address:  

City or Town:  

State:  

Post code:  

Country:  

Agency Phone:  

Contact Phone (for Enquirers)  

Agency Fax:  

Main Web Address: Include http://  

Second Web Address: Include http://  

Third web address  

Agency Description:  
 (Max 200 words, see below) 

 

 
Key Contact Name and Email:- 
As it should appear for all contact purposes on the website, so that any enquiries are directed to 
the appropriate person. 
 
Description:- This should be brief, succinct and compelling, and provide sufficient information to 
encourage viewers to want to access your website for more.  This description will appear in your 
Agency Profile, and also on the Partner Agencies page where all partner agencies are listed - 
Opportunities/Partner Agencies  Recommended length is 200 words 
 
 


