
School Guide for School Adviser 
 
The site is located at https://sbs.sfia.co.uk/SchoolAdviser/ .  We recommend you use recent 
versions of Internet Explorer, Firefox or Chrome to view the site. 
 
To amend your school's data, click on the School Login link in the header or the button in the 
left hand pane. 
 

 
 
Logon with the username and password given. 
 
You will be taken to your school's edit page.  It will look something like the following 
screenshot. 



 
 
 

 
 
The Edit page displays a staged copy of your school data.  You may change this data and 
save it.  Nothing will go live until you publish the site. 
 
Update  the form fields as appropriate.  Click on the save button to save your data.  This will 
not update the live data shown to parents.  Before you publish, you need to validate the data 
by clicking on the "Validate and Save" button.  The program will highlight any invalid or 
required missing fields. 



 
 

 
 
Graphics 
 
You may upload a coat of arms or school logo graphic and any image of the school.  The logo 
area is 86px by 86px, the school image area is 320px wide by 180px high, however you may 
upload any shape or size image, provided it is not bigger than 500 Kbytes.  If the image 
height to width ratio does not match the image area, its ratio will be maintained but the image 
is scaled to fit one of the dimensions. 
 
The program will accept files with the extension bmp, jpg, jpeg, gif, png. 
 

 



 
To upload a school logo or coat of arms, click on browse (as shown above).    Choose a file in 
the dialogue that appears and click on the upload button.  The image will be uploaded.  The 
image will not be used, however, until the school is saved (with either the "save" or "validate 
and Save" buttons). 
 
If you wish to revert to the previous image, click on the "undo" button.  This needs to be done 
before you save the school data. 
 
The school image may be selected in a similar manner. 
 

 
 
There are a few stock photos available to illustrate a school.  Repeatedly Click on "stock" to 
review the images available. 
 
You may preview what the saved "staged" version of the school will look like by clicking on 
the "Preview" button in the left hand pane, 
 
Sub-schools 
 
Where schools comprise distinct underlying sub-schools, it is useful to parents to show data 
for each sub-school.  Typically a sub-school may be a pre-prep, preparatory, senior or a sixth 
form college.  Another distinction may be that boy only and girls only schools exist for the 
same age range. 
 
To create a sub-school, click on the "duplicate" button in the left hand pane. 



 
 

 
 
A complete copy of the school data will be generated with "(copy)" appended to the school 
name.  Each sub-school will be listed independently in the school search page, but grouped 
together as shown in the details page.  To select a sub-school to edit, click on the "Select" 
button as shown above. If you have updated any data that you wish to keep, click on "Save" 
or "Validate and Save" before selecting another sub-school.   
 
You may delete a sub-school by clicking on the "delete" button in the left hand pane.  This will 
not delete the live version of the sub-school until you click on the "Publish All" button (see 
below). 
 
You are not permitted to delete all sub-schools, i.e. there is always at least one on display.  If 
you wish to be removed from the listing, please Email us. 
 
Publishing New Versions of your School Data 
 
You may publish a sub-school, i.e. make the searchable school the same as your staged 
version, by clicking on the "Publish Current" button in the left hand pane.  You may publish all 
sub-schools by clicking on the "Publish All" button. 
 
If a sub-school has been deleted in your staged version, it will be deleted from the live 
version. 
 
Contact Us 
 
If you have any questions, please call us on 0845 4583690 or email webmaster@sfia.co.uk. 


