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Completing your profile on the COSRT website to appear on Find a Therapist
Find a therapist is a feature on the COSRT website that will provide search results based on those nearest to

the search’s location. Therapists who are Registered Members, Accredited Members or Senior Accredited
Members are all eligible to have a profile that will appear on these listings.

For the search to work properly, members in these categories will need to complete their profile and include
at least ONE Google location, or the search will not work properly for your listing.

This is a guide to help you complete your profile.

Logging on to the COSRT website
Visit our website at cosrt.org.uk

cosrt

College or sexual and Relationship Therspists Standards — Training — Knowledge — Policy

ABOUT NEWS ABOUTTHERAPY SEARCHMEMBERS MEMBERSHIP TRAININGANDEVENTS RESOURCES CONTACT 'OGIN

From the above menu, click on MORE then MEMBER LOGIN. (Please note graphic needs updating but

location is the same.)

Here you will need to enter your username or email address. Your username would have been set up when
you first became a COSRT member. The format is usually FirstName-LastName eg Kate-Crane. Alternatively,

you can use the email address that we had on record when we added you as a member.

You would have been given a password when you were joined as a member, although you may have
changed it. If you do not know your password, please click on the “Lost your password?” link. This should
help you generate a new password to login. It will ask you to enter your username or email address. If you do

not know one of these, please contact COSRT for further assistance.

Click the Login button when you have entered your username and password.
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Locating the Edit Profile option

@ @ cost # customise W6 + New (2 EditPage Live Editor  all Insights Hi, kate Crane [ll Q

cosrt

Standards — Training — Knowledge — Policy

College of Sexual and Relationship Therapists

ABOUT NEWS ABOUTTHERAPY SEARCHMEMBERS MEMBERSHIP TRAININGANDEVENTS RESOURCES CONTACT LOGIN

You will now see that top right, it says, “Hi” and your name. Move your mouse pointer to hover over this and

a black menu will appear.

[raining Edit My Profile
Log Out

Switch Off

Profile
Events

sexual an e

t centre on developing and maintaining high

sexual and relationship therapists to provide

Move your mouse pointer to the word “Profile”

The menu will extend itself.
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Kate Crane

lards — Training Edit My Profile

JURCES CONTACT Switch Off

View
Edit 4 Events
Change Profile Photo 4 Settings

Change Cover Image

eloping and maintaining high

all to enable sexual and relationship therapists to provide

Move your mouse pointer over the word Edit:

Kate Crane

dards — Training Edit My Profile

JURCES CONTACT Switch Off

4 Bvents

[NQ Change Profile Photo 4 Settings

Change Cover Image

eloping and maintaining high

all to enable sexual and relationship therapists to provide

The word Edit turns blue, click on this.

This will then load your profile.
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Editing your profile part 1

Editing 'Basic Data' Profile Group

Basic Data Therapists Profile
Name (required)
Kate Crane
Your name as you want to see it displayed on the site eg Forename followed by Surname

This field can be seen by: Everyone

Registered (required)
Registered
Only Registered members will appear in the Therapists Listing, non-registered members (all the other options) do not but do get access to the members area.

This field can be seen by:Everyone Change

Registered Membership Level
Select...
Registered Membership Level (relevant only for Registered Members)

This field can be seen by:Everyone Change

Registration Number (required)

You are taken straight into editing your Basic Data.

As a member, you should not be able to amend the first few fields in the above screenshot. If any of the

information within it is incorrect, please contact us and ask for it to be corrected.

Town/City

Town or City in which you are based - Change to one only. This will not be part of the search.
This field can be seen by: Everyone
County/Area

County or Area Covered eg North London or Hertfordshire and Bedfordshire - Change to one only. This will not be part of the search.
This field can be seen by: Everyone

Location
Start typing, then select a locatior

Primary Work Location - this is a geolocation field to allow "near me” searches. Type the postcode or part of the address and the field will automatically provide you with locations. BE SPECIFIC, general locations like a Town
are not going to work well on the "near me” searches. Entering anything other than a known location also will mean your entry is ignored by the search.

This field can be seen by: Everyone| Change

The town/city field is optional, and will not feature or display in the Find a Therapist search. However, it is

good practice to enter this as this will enable your profile to show up in Google searches for terms such as

“relationship therapists in <town name>".

Please enter ONE town or city here.
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The county/area field works in the same way was town/city and will again assist with Google searches. Please

also enter ONE county or area.

Beneath these fields is the first of 3 location fields. Please enter at least ONE location in the first field. The
fields marked Location 2 and Location 3 are optional, but you may choose to enter them if you have

practices in multiple locations.

Location should be your primary or work location. As noted on screen — BE SPECIFIC. Town or city locations
will not work well, so ideally narrow it down to street level if you can but if you live in a location like a small

village, you could use the village as your location.

Location
23 Coldhar] °
23 Coldharbour Lane 1locations. BE SPECIFIC, general locations like a Town
23 Coldharbour Lane
23 Coldharbour Read
23 Coldharbour Lane

23 Coldharbour Road

B I TG, BETIETEI OG0T TIKE @ TOWIT 31E TIOT BUTTE L0 WOT KCWEIT U7 Ue IS8T e SEaT OIS, ENLETITE aryUiTE DUeT Wi @ KowIT I0CEUorT @ise Wi iean your enuy s

This field can be seen by: Everyone Change

Start typing in the location field, and Google will start to suggest locations. If your location has a common
street name like High Street, keep typing information. Here | have started typing “23 Coldharbour Lane, and

the list of options includes the location | want in London. Click on your item in the list to enter it in that field.

Location

23 Coldharbour Lane, London, UK °Q

Pri

are not going

automatically provide you with locations. BE SPECIFIC, general locations like a Town

the search.

This field can be seen by: Everyone | Change

This has now stored that specific location in that field.

Repeat the same in Location 2 and Location 3 if you wish but ONLY if you have more than one location where

you carry out your practice.
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Country
England v
This field can be seen by: Everyone
Telephone
Your main telephone number to be displayed

This field can be seen by:Everyone| Change

Email
Email address to be displayed. Note there is master email address field which is the one used to register you to the system and used for password recovery purposes. If you want to change the master email address you can -
this is under "settings".

This field can be seen by: Everyone
Website

Your website address

This field can be seen by: Everyone

Save Changes

The country field is optional, much like the town and county fields above. This is however a drop-down list. If
your country is not showing, please contact us for assistance.

The telephone field requires a valid telephone number only. This will create a clickable link that will be
displayed to allow people searching on a mobile phone to make calls directly from your profile. If you add
text, this will not work.

The email field must contain a valid email address, so it looks to see that there is an @ sign in the middle of

the text.

The website field must contain a website address.

Telephone, email and website fields can be left blank, but it is recommended that you provide at least one
contact method otherwise people will not be able to get in touch with you.

At the bottom of the page, there is a Save changes button. You MUST click on this before you leave this
page, or your changes will be lost. If you don’t save, you will probably get a warning pop up reminding you

that changes may not be saved so pay careful attention if this does pop up.

Editing your profile part 2

Changes saved.

Editing 'Basic Data' Profile Group

Basic Data Thera 3'%5 Profile
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Scroll back up the screen, you will see the “Changes saved” message in green. You now need to click on the

Therapists Profile button.

Basic Data Therapists Profile

Languages Spoken

Languages other than English that you can provide therapy in
This field can be seen by: Everyone

Psychosexual Therapy Qualifications

List your relevant psychosexual therapy qualifications
This field can be seen by: Everyone

Biography

The first couple of lines of this Bio will be displayed on the search results list - so make them relevant to the searcher. The full Bio will appear on your individual page.

This section of your profile is down to you! All of the fields on this page are optional, and all except one are
free text so you can enter what you like in them, so use them to sell your services to people viewing your

profile.

In your biography field, the first few lines will be displayed in search results, so it’s important to put as much
information in here as possible to attract attention. If a person then clicks onto your profile, they will then

see your full biography.
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Types of Therapy Used

Briefly list types of therapy you use
This field can be seen by: Everyone
Issues Dealt With

Briefly list issues you deal with
This field can be seen by: Everyone

Type of Client

Briefly list the types of clients you deal with

This field can be seen by: Everyone| Change

Rates and Discounts

Briefly lists your rates and discounts

This field can be seen by: Everyone| Change

All this information is optional but completed fields will give a more accurate picture to those who look at

your full profile.

Supervisor
No
Are you a supervisor or a cosrt accredited supervisor

This field can be seen by: Everyone

Save Changes

The supervisor field is a drop-down list.

When you have finished entering all the information that you want to include, click on the Save Changes

button before you leave the page, or your changes will be lost.

Optional step — adding a profile photo

If you would like to add a profile photo that is displayed in search results and your full profile, please follow
these steps.

This assumes you're already logged into the COSRT website.
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lards — Training

JURCES CONTACT Switch Off

View
Edit 4 Events
Change Profile Photo 4 Settings

Change Cover Image

eloping and maintaining high

all to enable sexual and relationship therapisis to provide

Move your mouse pointer as before to reveal the menu, and then move it to Profile to reveal the submenu.

41 BEvents

4 Settings

Change Cover Image

Move your mouse to hover over “Change Profile Photo” until it turns blue then click on it.
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Change Profile Photo

your computer.

Upload | Take Photo

or

Selectyour File

Drop your file here

Your profile photo will be used on your profile and throughout the site. If there is a Gravatar associated with your account email we will use that. or you can upload an image from

/

Here, we are assuming you already have a photo that you simply wish to upload. You can drag this file from

wherever it is located, or you can select your file by clicking here.

@ Open
4N I® : Kate Crane » Dropbox + Camera Uploads w &
Organize - Mew folder
- Marme Date modified

% CQuick access I5] cmGos2s 30/08/2011 12:45
B Desktop 5] cMGos32 30/08/2011 12:47
; Downloads o c'.i] CIMGD541 30/08/2011 13:12
E] Documents o ;i] CIMG0542 30/08/2011 13:21
= Pictures + c'}-j coatscollage 23/07/2013 23:58
2019 c'i] cropdoutlock 14/09/2017 15:06

c'_i] cropoutlook 04/07/2017 12:59

Accountancy i
desktop 21/10/2019 13:26

Forms 5] IMAG0004 30/01/2011 12:51
Receipts c'j_‘] IMAGDD3E 20/06/2011 193:42

22 Dropbox c'{_‘] IMAGDD3G 20/06/2011 19:42
3| IMAGDDAT 08/02/2011 1218

Jdropbox.cache bl S .
v <
File narme: | ~

Search Camera Uploads

== ¥

Type
IPG File
JPG File
JPG File
JPG File
IPG File
JPG File
JPG File
Configuration sett...
IPG File
JPG File
JPG File
JPG File

All Files

Open

Size

Cancel

L]

This will then display a dialog box for you to locate your file, so you will need to navigate to wherever it is

stored on your hard drive or on cloud storage. Click on the file you want to upload, then click open.

It will take a few seconds to upload the file and then the picture will be displayed. We recommend this is a

head and shoulders photo.
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Upload @ Take Photo

Crop Image

It will then take you to a screen where you can adjust the amount of the photo that you want to be
displayed. The dotted lines can all be moved, although the shape will remain a square. If you hover your
mouse pointer over the middle, you can click and move the square up and down. The image on the right is

how you will appear. When you are happy with how your image appears, click on the right-hand box.

After a few seconds, you will see this -

Upload | Take Photo Delete

Your new profile photo was uploaded successfully.
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You should follow the same steps to change your cover image, selecting the “change your cover image”
option instead on the submenu. Please note the cover image needs to be at least 1250px wide by 250px tall.

This just provides a background to the top of your profile.
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