
Biography

STEP ONE: 
When editing the ‘Biography’ page, click the red burrow labelled ‘Add a Biography’.

STEP TWO: 
You will then be presented with a text box where you can enter a biography. Please note, if you are copy and paste 
text from a word document, the formatting may not carry across into the text box. Text may need to be re-formatted 
by using the tools above the text box. Where possible, avoid dot-points and the retelling of information already 
displayed in an individual’s profile. Aim to tell a story by including information besides basic details.
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STEP THREE: 
When you have finished working, click the red button labelled ‘Save’ to complete your work. 


