
EDITING YOUR EDLINE 

PROFILE  



Edline Staff Directory 

Faculty and staff with an Edline account are included in 

Edline’s alphabetical staff directory 

 

You can access your school’s Staff Directory from the 

Edline Tool Bar or from the “Contact Us” tab  



Edline Staff Directory 

 



Completing your Staff Profile 

All teachers are required to complete their  

title, email address and phone number  

 

• After you have signed in, go to the Staff Directory, 

which you can find in the Tools menu 

 

• Locate your profile in the alphabetical listing 

• Click on your name and select “Full Profile” 

• Click on “Edit Profile” 



Completing your Staff Profile 

Guidelines for adding your title: 
 

• Elementary Teachers: 

• Grade-level teacher (e.g. 5th Grade Teacher) 

• Special Subject (e.g. Art Teacher or Orchestra Director) 
 

• Middle School Teachers: 

• List by Team department (if applicable) 

• Followed by department (e.g. Science) 

(Team 1 Math or Art Teacher) 
 

Add your email address 
 

Add your phone number and an extension (when applicable) 



Optional Profile Information 

• Add a professional-style photo (headshot or engaged in a 

teaching related activity) 

 

• “About Me” Content Guidelines: 

• Educational background 

• Certifications 

• Experience 

• Teaching philosophy 

• A list of clubs or sports that you advise/coach 

• Remember to check for correct spelling and grammar. 

•  Keep personal information to a minimum 

 



Edline Help 

Edline Training Videos 

 

Edline Documentation  

If you cannot find what you need from 

Edline Help, see your building SysOp 

http://eec2.edline.com/products/edline/training-videos/
http://eec2.edline.com/products/edline/documentation/welcome-to-edline/

