
The first thing you need to do is create the user accounts for the administrators to the system. This can be done by 
selecting ‘user accounts’. This will bring you to the list of users associated with your Profiles system. You can add a 
new user by selecting new user from the menu (as below). You can also edit the user details from this menu.

The following is a set of instructions for Prospects Profiles. Prospects Profiles can be populated by you on behalf of 
others, or you can set up those providing profiles with an account to complete themselves. Those completing a profile 
can do it at their own pace saving regularly. It does not have to be completed in one sitting.

The image below shows the main administration functions.

To add an account fill in all of the 
relevant details and select whether the 
account is for Alumni (user account for 
adding a case study) or for Staff (full 
administration account) 
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Each section of the profile can be 
added and saved individually so that 
the user can complete the profile at 
their own pace. Compulsory sections of 
the profile are marked with a red 
asterisk. The tabs along the top of the 
profile can be used to jump between 
sections

To add or edit a case study select ‘Add a case study’ or ‘Edit case study’ from the menu

Once complete the Profile is submitted 
providing the person providing the 
profile agrees to the Terms and 
Conditions. Once the profile has been 
marked as complete it will be moved to 
the ‘Unreleased Case Studies’ section 
where you can proof it and release it to 
the public.

You can also add a photo to a profile you can do so by selecting ‘Add photo’



You can view the profile by clicking on the name of the user.

In the released and unreleased case studies list a variety of information is 
displayed. Including the status of the case study, when the case study was 
created and when it was last modified. It is also possible for the admin user to 
perform a number of admin functions from this screen. These include:
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Other administration functions:

Released Case Studies: This shows you a complete list of profiles that have been released to the public
Unreleased Case Studies: This shows a complete list of profiles that have been started by users and the status of 
that profile 

Admin View: Allows you to view the case study in full 
Edit CS: Allows you to edit the profile
Add additional info: Allows you to add additional information to the profile
Web Links: Allows you to add useful URLs to different sections of the profile
Add Photo: Allows you to add a photo to the case study
Delete: Allows you to delete the profile
Download pdf: Allows you to download a pdf of the profile

All Case Studies: This shows you to view a complete list of all of the case studies associated with your Profiles system 
regardless of the status
Admin Search: This allows you to search on the name, email address, keyword or staff member associated with a 
profile
Public Search: Allows you to search on the public facing information (this is the search that visitors to your site will see

MIS: Shows you the MIS (Management Information 
Statistics) available on the Profiles system. These include 
statistics on: Total Number of Case Studies, Total Case 
Studies Added by Date, Case Studies Added by Date,  
Total Access by week, month and year,  Most popular 
Case Study by week, month and year,  Top 10 Case 
Studies,  Individual Case Study Accesses, Case Studies 
with Pseudonyms
User Agreement: Shows you the current user agreement 
that users must agree to when submitting their profiles  
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Below is an example of the student facing pages of the Profiles System

The user visiting your site can view the complete list of profiles, search the case studies or register in order to login to 
create their own profile. Note that Profiles will not be live on your website until they have been vetted by a member of 
you admin staff.

The profile can be viewed by clicking on the Name of the individual who provided it. A number of other pieces of 
information can be seen in the list of profiles.


