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Subject How to Edit the Faculty Profile Pages 

This email is being sent to all Staff Assistants. 
A number of requests have come in recently asking about how to update faculty profile information.  The 
Faculty Profile Pages pull together from a variety of sources.  Some of the information you can update 
yourself; to update other information you need to contact the correct resource below:

FACULTY PROFILE PAGES

For further Information please contact Aileen Grunder, Assistant Director of Information Technology 
(5-1344).  

These profiles pull together information from a variety of sources including the KSG Directory, KSG 
Catalog, KSG Course Pages, a new Leading Experts database, and the KSG Research Report. They are 
generated automatically by ITS and most of the information on the profile page gets updated 
automatically. To view the faculty web pages, click on Faculty Profiles.

To Make Changes on a Faculty Profile Page:

Name (above the faculty profile). This information derives from the telephone directory database.  It may 
be updated by either the Appointments Coordinator in the Academic Dean’s Office (Laura Medeiros, 
5-1179), or by the faculty member or staff assistant by using the form  found on the KSG Intranet Options 
button at the top of the Intranet screen.  You can also edit your profile on that site.  Alternatively, some of 
the research center directors make these changes for their affiliated faculty.  NOTE:  You can now edit 
your faculty profile from the Intranet by clicking on the Options  button at the top of the Intranet screen.

Academic title.  This may be changed only  by the Appointments Coordinator in the Academic Dean’s 
Office (Laura Medeiros, 5-1179). 

Short biography.  The default biography on the Faculty Profile Page is the short bio that also appears in  
the hard copy Course Supplement , and also on the Catalog Page for the course. To edit your Faculty 
Profile logon to the KSG Intranet and select the Options button at the top of the page.  The faculty name 
will appear in the profile box. Click on the name to open the Edit screen. There are several editing options 
from the KSG Options button: 
         •  The personal tab allows you to upload a picture. Be sure you have permission to use the photo on 
the web and include the copyright tag (e.g., Copyright © 2004 Martha Stewart).
         •  Three links can be added to the profile page including a CV, an optional home page, and one 
additional link of your choice.
         •  The profile tab allows you to edit the short bio; links may be added. 
         •  The research tab allows you to submit new citations to the Research Report. You may also select 
the actual citations that you want to appear rather than using the default of one year 's citations. Contact 
the Research Office if you have any questions about the Research Report. 
         •  The security tab allows you to delegate rights to another faculty assistant..



Contact information (phone, fax, office location).   Faculty and staff may use the Directory Change 
Form available on the Intranet Options page.

Administrative titles.  Use the KSG Directory Form on the Intranet Options button.  Alternatively you 
may ask the administrator of the research center with which you are affiliated to make changes to your 
administrative title. 

Media Expertise.   The Leading Experts Database is maintained by the Communications  and Public 
Affairs Office (Doug Gavel, 5-8290). Contact that office if any categories are incorrect or if entries are in 
need of revision. 

Research.  Publications citations in this section come directly from the KSG online Research 
Report  (calendar year 2001 forward). New citations may be added at any time by contacting the 
Resource Coordinator and Webmaster in the Research Administration Office (Ann Frenning 
Kossuth, 5-5444). Faculty members and/or assistants may choose the citations for the Faculty 
Profile; use the "Research" tab to view the Research Report and highlight the citations to be 
included in the Profile.

Kathleen M. Fox
Assistant Dean for Teaching Support
617-495-8329



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


