How to Complete and Update Your Profile on ACPConnect

[bookmark: _GoBack]This is one of several instruction documents meant to go along with videos that are being prepared by the ACP BrainTrust Committee to help you navigate ACPConnect. We recommend that you review your Profile on a regular basis to make sure that is set the way you want it.

To access your account from the ACPConnect home page:
1. Go to the top right corner of the screen.
2. Click on the arrow next to your picture.
3. Click on the Profile button.

Review your privacy settings to ensure you come up in searches. There is a general setting that must be on so that your profile shows up when someone does a search. There is another setting that is for each individual field in your profile.

General Setting
1. Click on the arrow next to your picture.
2. Click on Profile.
3. Under your name, click on the My Account tab.
4. A drop-down menu will appear. Click Privacy Settings.
5. On the Privacy Settings page, there will be a field at the very top that says “I would like to be included in the member directory and community rosters.” Make sure that the word “yes” is in the blue box to the left of this field.

Individual Field Settings
Every field in your profile has four options for privacy settings that limit who can see each field. 
· My Contacts means that only people you have added as your contacts can see the field.
· Members Only means this field will only show up in private Members Only Find a Member searches on ACPConnect. 
· Public means that this field will show up in a public website search for Find an Advisor on acplanners.org and Members Only.
· Only Me will only show the field to you.

In order to get back to your profile to edit and update your fields, just click on the My Profile tab under your name. 

Updating Fields
In order to show up correctly in the public Find an Advisor search, these fields must be completed:
· Serving Clients Living In
· Offers Remote Appointments
· Professional Credentials/Designations
· Areas of Expertise
· Engagements Offered

These fields should also be completed:
· Contact Details
· Photo
· Bio
· Education
· Accepting New Clients
· Other Professional Associations
· Social Links

In order to update any of these fields, just click on the small pencil icon next to the field you want to change, or click the green Add button below the field. This takes you to the back end of your profile where you can make changes. Once the changes are made, be sure to click Save at the bottom of the page. 

Please note it may take a few minutes for that the changes to show up. 
