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Manage Adults 

On the left hand side select ‘Manage adults’, within this section you can search 
adults within your centre by entering their details as listed above. 



Adult Overview 

Select ‘Adult 
overview’, use the 
location drop down 
boxes and this will 
list all adults linked 
to groups.  
You can filter this 
down by group to 
ensure the correct 
adult is against the 
right group. 

These can then be 
downloaded to an 
excel sheet as 
shown. 



Creating Adults 

To create an adult select the ‘Create new adult’ and enter the details of the 
adult you want to create.  



Creating Adults 

Please ensure that the 
safeguarding requirements 
for the centre have been 
met before clicking the 
safeguarding option. 
 
The system will generate a 
username for the adult. 
 
Enter the email address of 
the adult to be created and 
set a temporary password. 
 
Once submitted they will 
receive an email to access 
their new account. 



eDofE permissions 

Once created the 
system will ask you to 
select the 
permissions for the 
adult. Please select 
‘Allow’ or ‘Deny’ and 
then click ‘Confirm.’ 

PLEASE ENSURE YOU SELECT THE CORRECT PERMISSIONS. 



Move Adults 

You can move adults 
from other Licensed 
organisations or 
within your centre. 
Under ‘Manage 
adults’ click ‘Move 
adults’. Enter the 
eDofE number for the 
account to be 
transferred, click on 
their name when they 
appear in the drop 
down box and click 
‘Next’ 



Move Adults 

Select where the adult 
should be transferred 
to using the drop 
down boxes and 
press ‘Next’ 



Move Adults 

Select the 
permissions for the 
adult being moved 
and click ‘Next’ 



Move Adults 

Click the 
safeguarding option 
to ensure the adult 
meets the 
safeguarding policy 
for your centre and 
click ‘Complete’. The 
adult will then show 
in your adult overview 
list. 
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