
I4PL Member
Updating Your Profile

How-to Guide
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Step 1. Sign In to your 
account on the I4PL site

Step 2. Click on “Manage 
Profile” on the right menu 
under “MY PROFILE”

Step 3. Click on the “Edit 
Bio” under Information & 
Settings
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Step 4. Confirm which sections you’d like to update (Personal, 
Professional and Additional) and click “edit” on the right side of 
the teal line. You’ll also see when you last updated your profile 
at the top above your name.
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Step 5. Hover over any 
areas with information you’d 
like to check the visibility of. 
You’ll see a person icon on 
the left side which will 
indicate who this information 
is visible to. To change, 
simply click it and choose 
your preferred visibility 
setting.
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Step 6. Scroll to the bottom of the 
page and click “save”.

But wait! Have you also uploaded a 
photo of yourself? 

If not, we’ll show you how….
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1. Go to the “My Profile” 
page and hover over your 
photo icon. A mini window 
with a green arrow will 
appear in the top left corner.

2. Click on it and you’ll be 
able to upload any photo 
you choose!
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