How to add or edit a user profile on Transformations website
Go to www.transformationsllc.net
[bookmark: _GoBack]Login as ****** with password *******
On the top left of the screen in the black tool bar hover over the word Transformations
[image: ]
A black menu will drop down, select and click on Dashboard.
You are now inside the website and can make changes to the appearance of the site.  Please be careful as changes are permanent and cannot be undone.
Once you have clicked on Dashboard you will see a black tool bar on the left side of the screen.  Scroll down and click on User.
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Then look at the top left corner and click on add new user.
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Here is an example of to add information to the screen.  
Use the person’s first initial and last name as the username
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Click on show password and enter the password.  I recommend using the same password for the email system, MCP and the website.
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Then click add new user.
Scroll down to the Extra Fields.
Edit the check marks to indicate the correct service fields.  All of them will be checked if you do not do this.  
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Next you want to take the information on the Website Form filled out by the provider when they contracted with the agency.  
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Certifications refer to licenses such as a Licensed Marriage and Family Therapy Associate or a Clinical Social Worker.  Do not use LPCA or LMFTA designations as they are not permitted by their licensing boards.  Look at other listings currently on the website and use similar language style and font for uniformity and neatness.  Leave Languages blank and do not type English unless the provider speaks another language like Spanish or American Sign Language.  Type these in.   Add location the provider prefers.  Specialties may be left blank if the provider does not have a specialty.  Again look at the website for uniformity with other entries.
Other (client comments) can stay blank until later when we receive survey feedback on the provider.
To add a head shot of the provider, click on choose a file.  You should have already prepared a photo for uploading.  The provider should send you a professional photo or they can upload it themselves.  If they upload it you will need to monitor it for appropriateness.
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Current Status is an important box.  Check yes only if you are ready to post this provider profile to the website as ready and available to accept clients.  Leave it blank if the profile is missing information or not ready to provide the services.
[image: ]
Fill in the providers phone and fax number.  The fax maybe left blank.  These numbers are available to the staff only once they sign into our website.  They are not posted on the public page.
Insurance accepted must be filled into save this form.   If the provider is under clinical supervision, open up the supervisor’s profile and copy and paste the insurance companies the supervisor is approved to provider.  The provider is eligible to bill for the insurance companies of their supervisor.
CAQH number is needed for licensed providers.  Leave it blank if the provider does not have a CAQH number.
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Skip down to User Update and click on the button.  This will save the profile and post it to the website as indicated.  
[image: ]
To check your work and spelling, hover the curser over the word Transformations in the black tool bar across the top of the page.  Then click on Visit Site.  You are now back at a public view.

You can edit this profile with these same instructions.  This profile should be receiving new fields soon as our web developer is working on the site.  



image5.png
‘Show password




image6.png
Extra Fields

Accepting Referrals

Home Based Therapy

Therapeutic Child Support
Specialist

Service Coordinator

Group Therapist

Behavioral Health
Evaluation

V' Check if you currently taking referrals

Check if you offer Home Based Therapy

Check if you are a Therapeutic Child Support Specialist

v Check if you are a Service Coordinator

Check if you are a Group Therapist:

Check if you offer Behavioral Health Evaluation




image7.png
Education

Certification

Languages

Location

Specialties

B.S. in Criminal Justice, University of Louisville

Please enter your Education

Please enter your Certification

Please enter your Languages.

Jefferson and Oldham Counties

Please enter the location you serve





image8.png
icture

Delete the picture

Update the picture

Choose File | No file chosen

Pictures will be resized to 60px x 60Dx.

Please select 3 picture for yourself. All pictures should be uploaded in square dimensions (Ex: 100px x 100px, 150px x 150p%, 200p x 200p%, etc.).




image9.png
Current Status v Check if currently active




image10.png
Phone 502-345-9852

Fax 502-749-2046

Insurance Accepted
(required)

cAQH




image11.png




image1.png
@ @ transformationsLic 7 customize B8 11+ New





image2.png
B % b » ¥

Appedidiice
Plugins
Users
Tools

Settings





image3.png
Users  addNew

Al (83) | Administrator (1) | Provider (82) |
Bulk Actions ¥ Apply. Change role

Username Nar




image4.png
Toolbar

Name

Username

Last Name

Nickname (required)

Display name publicly as

Contact Info

‘Show Toolbar when viewing site

aalexander

Amanda

Alexander

aalexander

aalexander M

aalexander@transformationslic.net

Usernames




