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Introduction 
This guide provides you with a step-by-step guide to logging on to the PTS Member 
Directory so you can make updates to your own Member Profile. You can make 
amendments to contact details, add pictures and details about any news or offers you 
currently have. 
 
Logging on 
Go to: https://www.thepts.net/memberlogin#myaccount 
 
Or navigate to the Member Logon section under Find a Member: 
 

 

 

Sign in using the email address you provided as the main email address for the PTS to 
contact you on. 

 

 

  

https://www.thepts.net/memberlogin#myaccount
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Forgotten Password 
If you have forgotten your password you can click on “Request Password”, enter the 
email address you provided as the main one for the PTS to contact you on. A password 
reset email will be sent to this email address. 
 

 

 
If you can’t remember what email address you provided, please contact the office on 
office@thepts.net and we will be able to confirm this for you. 
 
 
About 
Once you have logged in the first section you will see is the “About” section. 
 

 

mailto:office@thepts.net
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Making Amendments 
You can make changes to your profile once you have logged in. You can add information 
to empty fields, you can change the information in any field, and you can delete 
information from a field to make it blank. 
 
It’s important to keep your Member Profile up to date as the PTS and the general public 
use the information provided to contact you. 
 
Once you have made a change/s, press ‘Save & Continue’, this will then take you to the 
next section. You will need to press save in each section that you make an amendment. 
If you do not want to make any changes to the section you are in, press ‘Skip’ and you 
will be taken to the next section. 
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Profile 
You will now be guided through to the three profile sections. This is where you make 
amendments to the important and eye-catching sections of your Member Profile. 
 
Business Card 
To make the most from your profile you can add details and a picture to your “Business 
card” this is the first thing anyone viewing your profile will see. 
 
Click on or drop a picture into the first box and add a short description into the second 
box, this has a maximum of 80 characters. 
 

 
 
 
This is how the section looks on the PTS Directory without any description or pictures: 
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This is how the section looks on the PTS Directory when a description and pictures have 
been added: 
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Profile Description & Profile Gallery 
 
Profile Description 
You can add a more detailed description under the “Profile Description” section. This is 
the place to share information about your business, how and when you started, what 
you specialise in and anything else you would or think may be useful for others to know. 
 
 
Profile Gallery 
This is where you can add more pictures to help jazz up your profile. 
 

 
 
This is what a profile looks like without any description or gallery pictures: 
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This is what a profile looks like with a description and gallery pictures: 
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Tags 
In the ‘Profile’ section, you can select the tags that best fit your business. These tags are 
used for the ‘Category’ search on the Member Directory. 
 
Please note that these tags are subject to rationalisation and standardisation as part of 
the second phase of this project so by choosing tags, you are helping us work out which 
ones to keep. 
 

 
 
 
Privacy 
If you would like your street address to be hidden on your Member Profile, for instance if 
you work from your residence, you can click the following box 
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Social Media & Additional Links 
This is where you add the links to your social media pages, any additional webpages, 
your eBay store and also the link for others to sign up to your Newsletter. Please ensure 
you add the hyperlinks. 
 
To add a new link click on the “Add Link” box, add a title and the hyperlink. 
 

 
 
This is how your social media and additional links will show on your profile: 
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Other Associations, Company Registration Information & UK VAT Number if 
applicable 
These sections are where you will add any other associations you may be a part of, the 
company registration number and company UK VAT Number if applicable. 
 
Special Offers 
If you have any special offers that you would like to advertise on your Member Profile 
this is where you would add them. You can upload pictures, add a title and description. 
 
You can also add a barcode or QR code to this offer in the bottom box. 
 
Once you have added all the details, please ensure you click on “Create”. 
 
You can only add one special offer box, but you can enter details of more than one offer 
in the description box. 
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Special offers will show on your profile as follows: 
 

 
 
 
Saving Changes 
Once you have completed your updates, scroll to the bottom of the page, press ‘Save & 
Continue’. You need to press Save & Continue in each section you make an amendment 
in. 
 
If you do not want to make any changes to the section you are in, press ‘Skip’. 
 

 
 
When all amendments have been made and saved please scroll back to the top of the 
page and click Sign Out. 
 

 
 
Contacts 
If you have any questions about your Member Profile, please contact the office on 
office@thepts.net 
 

mailto:office@thepts.net

