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1. To edit your profile, click on Your Name. 

3. Email display: You 
have three choices about 
displaying your email 
address – use the drop-
down box to look at the 
options and click on the 
one that is right for you. 

4. Email activated:  
 

This email address is enabled 
means that you will receive an 
email when postings are made 
on the area.   
 

If you do not wish to receive 
these emails, choose This 

email address is disabled. 

2. Click on 
Edit profile. 
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5. Description: In 
the text box, 
provide a brief 
description of 
yourself as a 
specialist in the 
subject area.  You 
will be providing 
more details in 
your specialism 
profile. 

6. Tip: This is the 
Enlarge Editor icon – if 
you click on this a new 
window opens. 
 

The Enlarge Editor tool 
can be used if you find 
the text boxes too small 
and wish to have a 
larger view of the text 
you are entering. 
 

To close Enlarge 
Editor, click again on 
the icon and you will 
return to normal view. 

7. Upload a picture: A picture is very important in an online community as it makes interaction more 
personalised. You can change your picture at any time by using the Delete tool – don’t worry about deleting 
anything by accident – the system will always ask you if you are sure you wish to delete an item. Use the Browse 
tool to browse your files for a digital image. When you have found the picture you want, double click on it and it will 
appear in the New picture box. Provide a title in the Picture description box – this can just be your name. 

8. Professional 
interests: Provide a list 
of your professional 
interests, separated by 
commas.  These will 
appear as Tags on the 
system.  
 

A Tag is a tool that can 
be used to search for 
someone who has the 
same interests, with a 
view to communicating 
and sharing those 
interests with others. 9. When you are happy with your 

entries, click Update profile. 

10. Your profile will appear like this.  
You can edit your profile at any time. 


