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Staff Profiles 
Profiles for staff members may be created in your software and published to the Parent 

Portal. 

 

- A sample of a Staff Profile published to the Parent Portal. 

To create a Staff Profile, click on the ‘Settings’ cog and open ‘Site Settings’: 

 

Open the ‘Staff Profiles’ tab: 

 

Click the  button: 
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This will open the ‘Create Service Profile’ window. You will now need to enter the staff 

member’s information for the each of the fields.  

Please note that the fields containing a red * are mandatory. 

 

Once you have saved the record it will display in the list in the status of ‘Draft’: 
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The  button will allow you to view/edit, delete or publish the record: 

 

To publish the record, select ‘Publish’. Click the  button when the validation message 

appears: 

 

The status of the record will change to ‘Published’.  

 

Once published, you will have the option to unpublish the record if required: 

 


