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Introduction 

The Profile Manager is an easy to use web based application that creates and maintains a single 
repository of faculty profile data. The data can be formatted and combined with web pages using 
smart presentation templates. For more information on presentation templates and the key role they 
play displaying your profile, see “Appendix B – Introduction to Presentation Templates”. 
 
 
Before Getting Started 

There are no major hardware or software requirements that need to be met in order to use the Profile 
Manager. Any system running a modern web browser will be able to access the Profile Manager from 
on or off campus.  
 
 
Getting to the Profile Manager 

The Profile Manger can be found by opening a web browser and typing the following URL into the 
address bar: 
 
 

 

http://www.bryant.edu/profile 

 
 
Logging In 

Once the login page is loaded begin by 
entering in your Username and Password 
into the appropriate inputs. Your login 
information is the same user identification and 
password that you use to log in to the network 
and to retrieve email. 
 
 
 
 
 
 
 
  

 Figure 1 – Login Page 

  

http://www.bryant.edu/profile�
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Your Profile Page 

After successfully logging in, your profile page is displayed. The profile page (see Figure 2) contains 
three functional areas – (1) the top navigation, (2) the profile workspace, and (3) the right sidebar. The 
top navigation provides links for returning to your profile and logging out. Department chairs will have 
an additional link, "Profile List", which allows them the view and approve profile updates for their 
department (see "Reviewing and Approving Profiles" for more details.) The profile workspace is 
divided into the following nine sections: 

 
 
 
 
 
 
 

Each section provides links for adding, editing, and deleting items. The right sidebar contains status 
information, links for publishing and viewing your profile, and a link to this user guide. 
 

 
 

Figure 2 – Profile Page Functional Areas 
(1) Top Navigation, (2) Profile Workspace, (3) Right Sidebar 

• Personal Information 
• Biography 
• Education 
• Areas of Interest 
• Courses 

• Academic and Professional Experience 
• Intellectual Contributions 
• Awards, Honors, Fellowships, and Grants 
• Professional Memberships 
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Updating Your Profile (the profile workspace) 

The Profile Workspace is the area where all of the additions, deletions and updates are made to your 
profile. The Workspace is divided in to nine sections each with its own input editor(s) for adding and 
editing items. This section of the guide describes the information collected by each input editor. 
 
Personal Information Section 

The personal information section (see Figure 3) is where you enter the following: 
 

• Name  (first*, middle, last*) 
• Academic Suffix  (Ph.D.,  D.B.A.) 
• Primary Title*  (additional titles are allowed) 
• Department Name* 
• Office Location (suite and/or room) 

• Email Address (set by Profile Manager) 
• Telephone 
• Fax 
• Website Link 

        
* First Name, Last Name, Primary Title and Department are required. 
 

 

Approved primary titles from Academic Affairs as of 3/3/11: Instructor, Lecturer, 
Assistant Professor, Associate Professor, Professor, Executive-in-Residence, 
Trustee Professor of Entrepreneurship, Trustee Professor of Management 

 

 

 
To update your personal information click the “Edit Personal Information” link at the top of this section 
(see Figure 3 – #1) to load the personal information input editor (see Figure 4).  
 

 
 

Figure 3 – Personal Information Section – (1) Edit personal information 
 

 

 

Immediately after you update the "Personal Information" section your profile 
will be visible on the website. However, your profile will consist of only your 
personal Information. The remainder of your profile will not be visible until it's 
published and approved by your chair and dean. Therefore, we recommend that you 
complete the personal information section first so that your contact information will 
appear on the website while you wait for your profile to complete the review process. 
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Figure 4 – Personal Information Input Editor 
 
 
Adding Titles 

You are required to enter your primary title (e.g. Assistant Professor) and optionally, you can enter 
additional titles in the “Additional Titles” input box. If you have more than one additional title, place 
each one on a separate line. To delete a title, simply clear the text from the input and submit the form. 
Additional titles are not currently displayed. 
 
Adding a Photo 

Contact University Relations to get your photo added to your profile. All photos must be approved by 
University Relations.  
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Biography Section 

To add your biography click the “Add Biography” link at the top of this section to load the biography 
input editor (see Figure 5). Two text editors are provided on the input editor page – one for your main 
biography and the other for a summary. The summary (one or two paragraphs) is intended for display 
in pages where your profile is shortened or in summary pages that link to your full biography. You may 
choose to add a summary, a full biography, or both. The biography is optional and is not currently 
displayed. 
 
You can delete a biography by using the “Edit Biography” link at the top of this section to load the 
input editor. After the editor loads clear the summary, full biography or both and submit the form. 
 

 
 

Figure 5 – Biography Input Editor  
 
 
For a description of the text editor buttons see “Appendix A – Text Editor Button Descriptions”. 
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Education Section 

To add an education item click the “Add Education” link at the top of this section to load the education 
input editor (see Figure 6). Each education item requires the following: 
 

• Degree 
• Distinction 
• School 
• Year 

 
Optionally, you can add your “Field of Study”. 
 

 
 

Figure 6 – Education Input Editor 
 
 
After adding an item it will be listed in the education section chronologically, starting with the most 
recent (see Figure 7). Each item in the list is preceded by two clickable icons. The first is the edit icon 
(  ) and the second is the delete icon (  ). To edit or delete an item click the appropriate icon 
preceding it in the list. 
 
 

 
  

 Figure 7 – Education Section 
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Areas of Interest Section 

To add an interest item click the “Add Interest” link at the top of this section to load the interest input 
editor (see Figure 8). Enter your professional interests in the “Interests” input box. If you have multiple 
interests place each one on a separate line. Avoid verbose descriptions in favor of summing up your 
interest in a few words or less (i.e. use keywords). Examples include Actuarial Mathematics, Business 
Law, Investments, etc. 
 
Optionally, you can select interests from the top 10 lists which list the most popular interest areas in 
your department and in the University. The number of faculty linked to each interest is noted in 
parentheses. You can choose any number of these in addition to any interests you specified in the 
“Interests” input box. 
 
 

 
 

Figure 8 – Interest Input Editor 
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After adding an interest it will be listed in the “Areas of Interest” section alphabetically (see Figure 9). 
Each interest in the list is preceded by a clickable delete icon (  ). To delete an interest click the 
delete icon preceding the interest you want to delete. 
 
 

 
 

Figure 9 – Areas of Interests 
 
 

 

Editing an interest is not allowed. To make a change, delete the interest from your 
profile and add it again. 

 
 
Courses Section 

To add a course to your profile click the “Add Course” link at the top of this section to load the course 
input editor (see Figure 10). You can add up to five courses at one time. For each course select a 
subject and then a course within the selected subject area. 
 
 

 
 

Figure 10 – Course Input Editor 
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After adding a course it will be listed in the “Courses” section alphabetically (see Figure 11). Each 
item in the list is preceded by a delete icon (  ). To delete a course click the delete icon preceding 
the course you want to delete. 
 
 

 
 

Figure 11 – Courses Section 
 
 
Academic and Professional Experience Section 

To add your academic and professional experience click the “Add Experience” link at the top of this 
section to load the experience input editor (see Figure 12). Enter the following required information: 
 

• Position 
• Organization 

 
Optionally, you can add a location, description, start date, and end date to your entry. 

 
 

 

If the experience took place in a single year, choose that year for both the start 
and end dates. If you do not enter dates, this experience will be listed after all of 
your entries with the dates specified. 
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Figure 12 – Experience Input Editor 
 
 
After adding an experience it will be listed in the experience section chronologically, starting with the 
most recent (see Figure 13). Each experience in the list is preceded by two clickable icons. The first is 
the edit icon (  ) and the second is the delete icon (  ). To edit or delete an experience click the 
appropriate icon preceding it in the list. 
 
 

 
 

Figure 13 – Academic and Professional Experience Section 
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Intellectual Contributions Section 

To add an intellectual contribution click the “Add Contribution” link at the top of this section to load the 
contribution input editor (see Figure 14). Enter the following required information: 
 
 

• Contribution Type   (select one of the 20 types to categorize your contribution) 
 
o Refereed Journal Articles 
o Non-Refereed Journals and Articles 
o Monographs and Books other than Textbooks 
o Textbooks 
o Scholarly Books 
o Edited Books 
o Book Chapters 
o Cases Published 
o Non-Refereed Publications and Presentations 
o Book Reviews 

o Proceedings 
o Presentations at Professional Conferences 
o Grant of Contract Proposals 
o Instructional Materials 
o Artistic Productions 
o Working Papers 
o Electronic Papers 
o Conference Roles 
o Articles in Books 
o Other Intellectual Contributions 

 
• Contribution Details 
• Year (used for sorting purposes only. It will not be displayed.) 

 
 

 
 

Figure 14 – Intellectual Contribution Input Editor 
 
 
For a description of the “Contribution Details” text editor buttons see “Appendix A – Text Editor Button 
Descriptions”. 
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The format used for information entered in the “Contribution details” input should be 
set by your department chair or Academic Affairs and is not a function of this 
software. 

 
 
After adding a contribution it will be listed in the intellectual contribution section chronologically, 
starting with the most recent (see Figure 15). Each contribution in the list is preceded by two clickable 
icons. The first is the edit icon (  ) and the second is the delete icon (  ). To edit or delete a 
contribution click the appropriate icon preceding it in the list. 
 
 

 
 

Figure 15 – Intellectual Contributions Section 
 
 
Only one contribution category is displayed at a time. This was necessary to shorten the length of the 
intellectual contributions section and reduce the amount of scrolling required during editing. When you 
add contributions to two or more categories a selector (drop-down list - see Figure 16) will appear 
near the top of the section. The selector can be used to change the displayed category. 
 
 

 
 

Figure 16 – Intellectual Contributions Section – use selector to switch categories 
 
 



Bryant University ▪ Faculty Profile Manager ▪ User Guide ▪ Revision 1.09 

Last Updated: 03/03/2011 15 

Awards, Honors, Fellowships, and Grants Section 

To add an award click the “Add Award” link at the top of this section to load the award input editor 
(see Figure 17). Enter the name for the award and optionally, who bestowed the award and the year it 
was received. 
 
 

 
 

Figure 17 – Award Input Editor 
 
 
After adding an award it will be listed in the award section chronologically, starting with the most 
recent (see Figure 18). Each award in the list is preceded by two clickable icons. The first is the edit 
icon (  ) and the second is the delete icon (  ). To edit or delete an award click the appropriate 
icon preceding it in the list.  
 
 

 
 

Figure 18 – Awards, Honors, Fellowships, and Grants Section 
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Professional Memberships Section 

To add a membership click the “Add Membership” link at the top of this section to load the 
membership input editor (see Figure 19). Enter the organization and optionally, the year you joined. 
 
 

 
 

Figure 19 – Membership Input Editor 
 
 
After adding a membership it will be listed in the membership section chronologically, starting with the 
most recent (see Figure 20). Each membership in the list is preceded by two clickable icons. The first 
is the edit icon (  ) and the second is the delete icon (  ). To edit or delete a membership click the 
appropriate icon preceding it in the list.  
 

 
 

Figure 20 – Professional Membership Section 
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Viewing and Publishing Your Profile (the right sidebar) 

The right sidebar is where you will find links and buttons that 
perform actions on your profile like publishing and viewing. It also 
contains status information like the last time your profile was 
published or modified. There’s even a button that will allow you to 
revert your profile back to the published version discarding all 
changes made since you last published. 
 
This portion of the user guide will break the sidebar into the 
following four sections: 
 

• Publishing your profile 
• Viewing your profile 
• Status of your profile 
• Manager Settings 
• Starting over (revert profile) 
• User Guide Link (link to this document) 

 
 
Each section will be covered in the order that they appear 
starting at the top of the sidebar. 
 
 
Publishing Your Profile 

The first section in the sidebar is where you go to publish your 
profile. One of three messages below will be displayed in this 
section. The messages will guide you through the publishing cycle 
(edit ► submit for review ► review ► profile is published) starting 
with editing your profile and ending with your profile published.  
  
 
 
 

Message #1 
This message indicates that you have modified 
your profile and that it needs to be published. To 
start the review process click the publish button 
to submit your profile. Message #2 will now 
appear 
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Message #2 
This message appears after you submit your 
profile for review (see Message #1). This 
message will continue to be displayed until your 
profile is approved. At that time message #3 
appears. 
 
If any of the following happen: 
 
• Changes are made to the profile before it is 

approved 
 
• The profile is rejected by the department 

chair or the dean 
 

• The “Withdraw” button is clicked 
 
Publishing of your profile is canceled and 
message #1 is displayed. You will need to 
resubmit your profile for review after completing 
your updates. 

 

 
 
 

 
 
 
Message #3 
This message appears when your profile is 
published which only happens after your profile 
is approved by your department chair and dean. 
This message will continue to be displayed until 
you make a change to your profile. Once your 
profile is changed message #1 will appear and 
the whole process starts again. 

 
 
 

 
 
 
For details on the review process, see “Appendix C – The Review Process”. 
 
 
Viewing Your Profile 

This section provides links for viewing your profile. 
Since there can be two versions of your profile there 
are two links. One for viewing the draft (the version 
you are editing) and the other for viewing the already 
published profile. 
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• The “View Published Profile” link will not appear until your profile is approved and 
published to the website. 
 

• Your published profile can be located in the Bryant website by visiting 
http://www.bryant.edu/faculty. 

 
 
Status of Your Profile 

This section displays the date and time that your 
profile was published and when you made your last 
modification. If the published and last modified 
timestamps match then your profile has not been 
modified since it was published. If the last modified 
timestamp is newer than the published timestamp 
you have modified your profile since it was last 
published. You will need to submit your updated 
profile for review by clicking the publish button. 
 
 
Manager Settings 

This section gives you the ability to turn on and off 
the confirmation message that is displayed every 
time you delete a profile entry. If you uncheck 
(disable) "confirm deletions" your entries will be 
immediately deleted when you click the delete icon. 
The only way to recover deleted entries is to revert 
your profile (see "Starting Over" for more details). 
 
 
Starting Over (revert profile) 

The last section in the right sidebar provides a way 
for you to discard all updates made since your 
profile was last published. Please use this function 
with care. Once you click the revert button you will 
not be able to recover the changes that are 
discarded. 
 
 

  

http://www.bryant.edu/faculty�
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Reviewing and Approving Profiles (chairs only) 

This section describes how to review, approve and reject profiles for your department.  
Each profile must be checked and approved by you and the dean before it is published, i.e., viewable 
on the website. See “Appendix C – The Review Process” for more details. Each profile should be 
checked for completeness and adherence to department and college guidelines. 
 
Launching the Review Module 

The review module is the component within the Profile Manager that provides all of the functionality 
needed to view and then approve or reject the publish request. There are two ways to launch the 
review module: 
 

1) Using the link provided in the email notification you receive when a member of your 
department publishes their profile. Using the link is a quick method of going directly to the 
review module without the need to log in. (see "Using the Email Notification" section below for 
more details) 
 

2) From the profile list by clicking the green clock icon (  ). If you misplace the email 
notification you can use the profile list to locate and launch the review module for any profile 
awaiting your approval. The profile list also provides status information that will allow you to 
determine when each profile was last modified, last published, and if it is awaiting dean 
approval. (see "Using the Profile List" section for more details) 

 
 
Using the Email Notification 

You will automatically receive an email notification as soon as you need to take action. The 
message body will contain a link (see #1, Figure 21) that can be used to launch the Faculty Profile 
Review Module (see "The Review Module" section for more details). 

 

 

 

Figure 21 – Email Notification: Profile Review Requested 
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If you have already approved or rejected an update request, or the profile was 
withdrawn from review, one of the following status messages will appear when you 
click the link: 
 
• Withdrawn 

This profile was withdrawn from the review process 
 

• Published 
This profile was published on the website on September 21, 2009 at 3:23 PM. 
 

• Rejected 
This profile was rejected by the dean on September 21, 2009 at 4:01 PM 

 
If you're not sure if you reviewed the update, click the link to determine its status. 
You can click the link multiple times without causing any problems. 

 
 
Using the Profile List 

To access the profile list log in and click the “Profile List” link (see Figure 22 - #1) in the top navigation 
on your profile page. 
 
 

 
 

Figure 22 – "Profile List" Link in top navigation of your profile page 
 
 
The profile list (see Figure 23) will appear. The list contains a profile entry for each faculty member in 
your department. As you move your mouse cursor over the entries the current row will be highlighted. 
The profile list provides the ability to sort the profile entries. A yellow arrow next to the column heading 
indicates the active sort column and the order of the profiles, (  ) ascending or(  ) descending. Left-
clicking on a column heading will make it the active sort column. The “Name” column is the default 
active sort column and the profiles are sorted in ascending order. 
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Figure 23 – Profile List 
 
 
Each profile entry contains the following information: 
 

Column Description 

Name Faculty member who owns the profile. 

Last Modified The date & time the profile was last modified. 

Last Published The date & time the profile was last published. You can click on date & time 
(timestamp) to view the published version of the profile. A dash (—) is 
displayed in this column if the profile has never been published. 

Review Profile entries with an icon are in the review process (the faculty member has 
published their profile). They are either "Awaiting Your Review" (  ) or 
approved by you and "Awaiting Dean Review" (  ). Clicking on the green 
clock (  ) icon launches the review module for the highlighted entry. See 
"The Review Module" for more details. 
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Viewing a Published Profile 

To view a published profile move your mouse cursor until the desired profile entry is highlighted and 
then click the timestamp (date & time) in the "Last Published" column. A new window will open 
displaying the complete published profile for the highlighted entry. 
 
Reviewing a Profile 

To review a profile move your mouse cursor until the desired profile entry is highlighted and then click 
the green clock icon   ("Awaiting Your Review") in the review column. The Review Module will 
launch. The Review Module is where you can view the updates and then approve or reject them. 
 
 
The Review Module 

The review module allows you to approve or reject profile updates published by faculty members. 
Their contact information (see #1, Figure 24) and the entries that were changed or added to the profile 
(see #2, Figure 24) are initially displayed. You can use the "Show Full Profile" button (see #3, Figure 
24) to toggle between viewing only the updates (new and changed items) and their full profile. 
 
 

 

The "Show Full Profile" button (see #3, Figure 24) will not be visible when the 
faculty member is publishing their profile for the first time.  

 
 

 
 

Figure 24 – Faculty Profile Review Module 
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• The faculty member's contact information (See #1, Figure 24) will always 
appear even if there are no changes in this section. This was done to help you 
identify the faculty member as well as provide you with easy access to their 
email address and telephone number. 
 

• The current release of the Profile Manager does not highlight the changes 
made in the contact information section. This issue will be addressed In a 
future release.  

 
 
There  are two buttons provide at the top of the page (see #4, Figure 24) which can be used to 
"Approve", which forwards the update request to the Dean for review, and "Reject", which informs the 
owner of the profile that their update was rejected. 
 
When you approve a profile update, it will be forwarded to the Dean for review. When the Dean 
approves the update the profile is immediately published to the website and an email notification is 
sent to the profile owner. 
 
If you select the Reject button (see #1, Figure 25) a text box will appear. If you wish to include a 
message to the owner of the profile enter it in the text box (see #2, Figure 25) and click the "Submit 
with Comments" button. If you do not want to add a message click on the "No thanks, just reject this" 
link (see #3, Figure 25) and the updates will be rejected without any comments. 
 
 
 

 
 

Figure 25 – Adding a Message When Rejecting Profile Updates 
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Appendix A – Text Editor Button Descriptions 

Below is a short description about each editor button.  

 Bold text style (Ctrl+B) 

 Italic text style (Ctrl+I) 

 Undo the last operation (Ctrl+Z) 

 Redo the last operation (Ctrl+Y) 

 Insert/edit link, read more about this function below 

 Unlinks the current selection/removes all selected links 

 Performs a spell check 
 
 
How to Insert/Edit a Link 

To insert a link to another page, either on the Bryant website or anywhere else on the web, highlight 
the text you wish to make in to a link and then click the “Insert/edit Link” button (  ) and the dialog 
box shown below will appear. 
 

 
 
Next enter the URL (the address for website or page) in the "Link URL" text box. The best way to find 
out the URL you require is to open another instance of your browser, navigate to the page in question 
and then highlight and copy the URL onto the clipboard. Now you can return to this screen and paste 
the URL into the "Link URL" text box. 
 
Now choose whether to open the link in the same or a new window. The Title is what you see when 
you hover your mouse pointer over the link. Click the insert button to close the dialog box and turn the 
highlighted text in to a link. 
 
To update a link you need to click the link to select it and then click the “Insert/edit Link” button 
(  ). When the dialog appears make your changes and click the "Update" button to save your 
changes. 
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Appendix B – Introduction to Presentation Templates 

Presentation templates provide formatted views of profile data. Each template can include data from 
one or more profiles formatted as lists, summaries, full profiles or just about any other layout needed 
(see Figure B-1). 
 

 
 

Figure B-1   Sample output from presentation templates 
 
 
Presentation templates are sometimes referred to as smart templates because they can be 
programmed to make formatting decisions like merging profile sections, limiting the number of items 
displayed, and showing only the courses for the current term. This functionally gives templates the 
power and flexibility that we require to present your information. 
 
Output from a presentation template can be combined with a web page by inserting placeholders in 
the page. The placeholder is used to indicate where in the web page you want to insert the formatted 
profile data. It also contains information like which profile or profiles to include and which presentation 
template to apply. When the web page is viewed by a web browser the placeholder sends this 
information to the profile manager. The profile manager fetches the required profile data and then 
calls the specified presentation template which formats it accordingly (see Figure B-2). 
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Figure B-2   Process used to insert profile data in to a web page 
 
 

 

When you view your profile in the Bryant website it may not display all of the 
information that is in your profile. The presentation template (layout) used for the 
main Bryant website uses a subset of your profile information. 
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Appendix C – The Review Process 

 
 
The review process is a two stage process. This means that a profile will need to be reviewed and 
approved by two people, your department chair and dean, before it is published (viewable on the 
website.) 
 
The review process is started when you click the “Publish” button in the right sidebar. The department 
chair will be notified by email that your profile is waiting for review. If the chair approves your profile an 
email will be sent to dean asking them to review the profile. If it is rejected by either party you will be 
notified by email (includes comments from the reviewer.) When the dean approves your profile the 
updates will be immediately published. You will receive an email notification when your profile updates 
are published. 
 
 

 

The "Personal Information" section of your profile will be visible from the website 
immediately after you complete it. The remainder of your profile must go through the 
review process described above before it will be visible on the website. 
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