
 Bottom of Menu → My profile →
Complete all fields → Save profile

My Profile



Menu → Settings → Staff Members 

Single Central
Record Staff

Settings
Select Staff Member for SCR ADMIN
role → Edit → Swipe SINGLE CENTRAL
RECORD ADMIN to YES  → UPDATE

Select Staff Member → Edit →
Update Address, role, Start date
details → UPDATE



 Menu → Management → Single
Central Record 

Single Central
Record

Dashboard



 Menu → Management → Single
Central Record → Staff List

Single Central
Record Staff List

Click on heading title to reorder list



 Menu → Management → Single
Central Record → Staff List → Click
on Staff Name

Single Central
Record Individual

Staff Profile



 Menu → Management → Single
Central Record → Staff List → Click
on Staff Name

Single Central
Record Individual

Staff Profile:
Completing

 Fill in: date of check → Status (checked/not yet
recorded/not required) → Renewal Dates →
Digital signature → Notes if required  → File link to
evidence



 Menu → Management → Single
Central Record → Manage Section
Items → Click on a subheading

Single Central
Record Settings

 Fill in heading name  → Fill in how many reminder
days if required → Add → Swipe if want seen on
dashboard → Click name and move up or down
list to re order 


	My Profile

