Create a New Bio/Profile

New fields have been added to the existing Bio item to make it ready to use as a
Profile.

1 Navigate to https://www.uakron.edu/c Log in with your UA credentials.

Title Status. Language Step Assignee
Assigned To:
Test - Intergalactic Diplomacy ®a 5 (en_US) Unpublished Anthony Serpette
Anthony Serpette (U~
All @ Me Associate General Counsel [ ] & (en_US) Unpublished Anthony Serpette
iona = ) p
Older than (days) Akron Regional Science Olympiad [ ] & (en_US) Unpublished Anthony Serpette
- Choose Ohio First STEM Scholarship ® &5 (en_US) Unpublished  Anthony Serpette
Shas Reporting structure ® 5 (en_US) Unpublished Anthony Serpette
x Law School Holiday event link ] & (en_US) Unpublished Antheny Serpette
Step: Profile Testimage ® us) Unpublished Anthony Serpette
X Person one [ ] &= (en_US) Unpublished Anthony Serpette
Show: Testimonial photo 2 5 (en_US) Unpublished  Anthony Serpette
0 Task:
e This is a Testimonial L] i (en_US) Unpublished  Anthony Serpette
Resolved Tasks
Why choose Akron? @ &= (en_US) Unpublished Anthony Serpette
Reset
Check out what's next [ &H (en_US) Unpublished Anthony Serpette
Differentiators widget (feature) ® 5 (en_US) Unpublished  Anthony Serpette
What makes us Special L] 5 (en_US) Unpublished Anthony Serpette
What te do next L ] & (en_US) Unpublished Anthony Serpette

Here's a photo for the Differentiators ®

Unpublished Anthony Serpette

This is a promo @ == (en_US) Unpublished Anthony Serpette
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https://uakron-prod.dotcms.cloud/dotAdmin/#/c/workflow

2  Click "Content", then "Search"

BOase
BOs60
Name Menu Status
8 r Daap
[about_ua 3 indexdot ] en_US)  VES Redesign Overview
Contai
siaale B0 academics_majors ) " "
E:] important-archive @ =5 (en_US) Important Page
Templates B academics_majors2
e 00 accepted @ important ] "New" Important page
inl
Daccess o4
5 ocs
s B0 admissions
Publishing Queue [ adults @ general-page-with-left-nav General Page with Left Nav
D advising
3 general-page-full-width en US)  General Page - Full Width
O affordableleaming
Bafme @ landing-page Landing Page
Da
e [ images
EOahec
B0 akron-magazine
D akronarts
E D akrenmodel
Content Types
Dalert

BOallied-health
B alumni-friends

CMS Admin

D amazon-career-choice
D anthropology

D application

E D applications
EOaprc

Daptc

BEDapts

RN arrhanmale

3 Click in the Type field and enter "Bio" - or use the drop down.

Content
www
Search
y ‘ = [l showingla0of2s2657
Website M |
Title Type Step
Website Browser o el
I EditExistingBioProfile.pdf B [BFile Asset Published
Content
Clear
Search B
Director, Web Services & Published
Advanced
Content Edit Permissions s
webteam yes Use the Worksheet as a guide, add in —
Forms &Polls a e e Wit witl o coient [ ] & [EWeb Page Content Published
5 B i
Looisrtiypes I CreateNewProgramDetail pdf B [HFileAsset Published
CMS Admin
@ Test - Intergalactic Diplomacy 8 ENUAblue_programritem Unpublished
a webteam yes other guides for dotCMS 5] Web Page Content Published
E webteam yes redesign overview [ ] @ EDWebPage Content Published
Board Materials Dec 9-10 2025.pdf B [ File Asset Published
i 1UAblue_plugin_program-detail.vtl & [ File Asset Published
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4  Select Bio

Content
www
Search
Type: B showing1-400f 282657
Website |~E° i |
® g Title Type Step
Website Browser - Bio
3%, Bio Dol Page I EditExistingBioProfile pdf &  [H File Asset Published
Content
iear
Search . ’
Director, Web Services [E] Published
Content Edit Permissions Adianced
webteam yes Use the Worksheet as a guide, add in ] :
Forms & Polls E e e U it ot cotes & [E2Web Page Content Published
b @ i
Looiertiypes I CreateNewProgramDetail pdf B [BFileAsset Published
CMS Admin
@ Test - Intergalactic Diplomacy & [E1Ukblue programritem Unpublished
E webteam yes other guides for dotCMS B [EIWeb Page Content Published
E webteam yes redesign overview ® B [EIWeb Page Content Published
Board Materials Dec 9-10 2025 pdf & [3File Asset Published
ﬁ 1UAblue_plugin_program-detail.vtl B [# File Asset Published

5 You'll see existing and recently updated Bio/Profiles. Click the blue circle with teh
plus sign, then click Add New Content.

www.uakron.edu v [~|] £

= M showing140of2rsz °

UAnetid Only Add New Content
Display Name (ot the full Title Email Website Phone Ee
Search email address) ImportSgntent

Export B.

Clear =i R
n Anthony Wade Director, Web @ T : & vy M
ﬁ Serpette [ ] B aws aws@uakron.edu http:/fthunderofwade.com/ 972

ch

Services Communications Tl

Advaniced L and Marketing U
Al
2 Director of 330-
JuliaMeyers 3 jmmaes Academic a72- School of Law
Success 4646
3 Associate 330-
Ross Miltner O & rmiltner General rmiltner@uakron.edu 972- General Counsel
Counsel 4960
Web Team -
. 330- University of
Richard T Back End Web s E
# 5 - wsome@ ‘ e .
m e 2] B  mewsome Do mewsome@uakronedu htt wnewsomegraphix.com 972 Akron
8268 Communication &
Marketing
Gift and Estate
w . e
Megan Doughty = mdoughty P mdoughty@uakron.edu a972-
A = 4644
Coordinator
E:s Stephanie R Director of B0
= phanie irector of =
- laGiinndia B  stephal Development stephal@uakron.edu ?;é}
School of Speech-
4 Waseem MlMatar . =1 - = Assistant AR : Language
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6 Begin to fill in the fields across the tabs. You'll need to complete all the required
fields - marked with * - before you can save.

Bio
CONTENT BIOGRAPHY ADDITIONAL INFORMATION DEPRECATED RELATIONSHIPS PERMISSIONS HISTORY Lang
2 Eng
Display Name *
( Saw
Saw
Organization
Click here to select Categories Work
Conte
Work
O Display Type* Step:
Assig
HNormal -
£ UAnetld Only (not the full email address) *

Last Name *

Title®

Image

To add in the Organization (based on Workday departments), click on "Click here
to select Categories"

Bio
CONTENT BIOGRAPHY ADDITIONAL INFORMATION DEPRECATED RELATIONSHIPS PERMISSIONS HISTORY Lang
= Eng
Display Name *
Test Person S
& Saw
Organizatiin
Click herd to select Categofles Work
Conte
Work
£ Display Type* Step:
Assig
Normal =
¢2 UAnetld Only (not the full email address) *

Last Name "
Title*

Image
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8 Use the search box to locate your Organization.

Bio
CONTENT ADDITIONAL INFORMATION
Categories
Top Level
Name

& Acad Achievement Programs

@ Academic Achievement Education Talent

Search

& Academic Achievement Programs

@ Academic Achievement Programs, STEP

Program

& Academic Achievement Upward Bound

Science

Academic Achievement Upward Bound Math &

—

Search Clear
L

Key

AcadAchievementPro
grams
AcademicAchieveme
ntEducationTalentSe
arch
AcademicAchieveme
ntPrograms

AcademicAchieveme
ntProgramsSTEPProg
ram
AcademicAchieveme
ntUpwardBound
AcademicAchieveme

ntUpwardBoundMath
Science

»

Variable Added

acadachievementpro
grams

academicachievemer
teducationtalentsean

academicachievemer
tprograms
academicachievemer
tprogramsstepprogra
m
academicachievemer
tupwardbound
academicachievemer

tupwardboundmaths
cience

Once located, click the Organization to add it to the list. You can add multiple
9 Oraanizati o . \
rganizations to an individual Bio/Profile.

CONTENT

ADDITIONAL INFORMATION

Categories

Top Level

web

Wame

@ Web Services
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REL
—
Search Clear
-
Key
WebServices
10 | All

Variable Added

webservices

1



10 When finished, click "Cancel" (the "x" in the upper right corner) to return to the
Bio/Profile.

ADDITIONAL INFORMATION DEPRECATED

Categories

Top Level

web

Name

RELATIONSHIPS

0

Key

B | Web Services

i WebServices

1-10f1item

10 | All

Variable Added

webservices [l Web Services

A Special Note: The Display Type has two modes - Normal and Override. By default,
the Normal mode will pull in Workday data (like title, phone, email, etc.) and
display this when the Profile is viewed. If switched to Override, the Profile data will
show the manually added infomation. This "should" be the same information, but

there may be exceptions.
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11  Continue adding in fields - including the UAnet ID.

CONTENT BIOGRAPHY ADDITIONAL INFORMATION DEPRECATED RELATIONSHIPS PERMISSIONS HISTORY Lang

Eng

Display Name *

Test Person Saw
Sav.
Organization
Click here to select Categories Work
Koweb services Conte
Work
© Display Type* Step
Assig
Normal >

¢ UAnetld Only (not the full email gfidress) *

Last Name*
Title*
Image
Email

To add a photo to the Bio/Profile, click the Browse button and navigate to the
12 .
folder where the image has been uploaded.

Saw
Test Person

Saw
Organization

Click here to select Categories Work
Kot services Conte
Work
© Display Type* Step:
Assig

Normal >

¢ UAnetld Only (not the full email address) *

tpL

Last Name*

Person

Title*

| Captain of Testing

Image

| Browse

Email

Website
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13 Click the folder where the image is located to see the contents, then click the
image to select it.

Blo

CONTENT BIOGRAPHY ADDITIONAL INFORMATION DEPRECATED RELATIONSHIPS

- i el [ R

Say-Yes-Banner L.jpy luablue_ubo_background-4.jpg Testimonial.jpg Promo.jpg

m

ProfileContact jp; Hero.jp Differentiators.jpg Checkerboard jpg

Select a file

4] [ fourx

4l [ guide

(2] [ images
[2 & includes
3] [ test
3 B3 tutorials
[s] 3 uatools
El E yes

[& B3 docs

Differentiators Checkerh

[l £ images

(3] B week-of-welcome
(# [ wellness
<] [ williamshonorsco

&l & wilson

[+ [ workday

Cards
[+l &5 wrsd

o B3 ws

[ [ zipassist Cards.jpg

+| & zipcard

14 Continue with Email, Phone number, Office location, etc.

mage

Profile Contact Work
Conte

Work
Step:
Assig

profileContact.jpg @ Remove

Email

Website

Pheone

Office/Department
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15 Click this text field.
TAM to 4 PM, M-F Saw

Work
Conte
Work
Step

Assig

© CV Upload

Browse...

Office Locatiog

16 Click through the tabs to add additional information. On the "Biography" tab is a
section for Staff Association. Refer to an existing Bio in the same department to
determine the categories to select.

Bio
CONTENT BIOGRAPEY ADDITIONAL INFORMATION DEPRECATED RELATIONSHIPS PERMISSIONS HISTORY Lang
- = Eng
Display Name *
Test Persan S
Saw
Organization
Click here to select Categories Work
oweb services i
Work
{3 Display Type * Sten:
Assig
Normal =

© Uhnetld Only (not the full email address) *

tpl

Last Name *

Person

Title*

Captain of Testing

Image

Made with Scribe - https://scribehow.com



17  Click the Bio category to add it to the list. Add multiple categories as needed.

CONTENT BIOGRAPHY

ADDITIONAL INFORMATION

Categories

Top Level = IT

“ame

Bl Webteam

11%11 of 11 e

DEPRECATED

RELATIONSHIPS

—
Search | Clear

Key

Variable Added

cbe79729-ef81-4cf5-

94f8-d2a047b1f544
10 | All

webteam

w412 E

18  When finished, click "Cancel" (the "x" in the upper right hand corner).

ADDITIONAL INFORMATION DEPRECATED

RELATIONSHIPS

Categories
Top Level >IT
L
Name Key Variable Added
$ i cbc79729-ef81-4cf5- f
H H i Webts
) | oafadzaoazblisas  eOteAm B Wehicem
11 - 11 of 11 items 10 | Al Moe 12 +
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19 Area of expertise uses a "type-ahead" function to select areas.

Bio
CONTENT BIOGRAPHY ADDITIONAL INFORMATION DEPRECATED RELATIONSHIPS PERMISSIONS HISTORY Lang
= Eng
Staff Association Internal Or External
Click here to select Categories TP - Saw
Kowebteam Saw
Education
Areas of Expertise Work
Conte
Work
Step:
Biography
Eraphy Assig
Edit- View- Insert- Format- Table- Tools
Paragraph 12pt T B U 7 A & X % 0 6 E B =0 oy
— @m0 Lle v 8o
20 Typein the box and select the area(s).
Click here to select Categories TR o Saw
Kowebteam Saw
Education
Areas of Expertise Work
'webl Conte
L Work
% accounting web Step:
% akron covid 19 match website i
% chiefjames p. weber
W cobweb glue I A- & X x ( &6 E E == o,
% dgrweb
% donna webb

% giant spiders webs

% http://scholarships.fastweb.com/e-russian-students
information technology computer web labs service
maggie weber

master’s in accounting degrees website dr. thomas calderon

L

L

L

% mergent webreports
% orb spider web glue
W ray weber

% spiderweb research
L

spider wahs

% univglsity of akion sphomores maggie weber and hailey vieltorf

¥ web 0 WORDS POWES

¥ webcha

Made with Scribe - https://scribehow.com



21

Some fields are being phased out for the Profile, but still may be relevant for Bios.

Click the "Deprecated" tab to see these fields and add information as needed.

Bio

CONTENT BIOGRAPHY ADDITIONAL INFORMATION

Display Name *

Test Person

Organization

Click here to select Categories

Koweh services

$O Display Type "

Normal =

© Uhnetld Only (not the full email address) *

tpl

Last Name*

Person

Title*

Captain of Testing

Image

DEPRECATED

RELATIONSHIPS

PERMISSIONS

HISTORY

22 When you are done editing the Bio/Profile, click "Save".

Lang

Eng

Work
Conte
Work
Step:
Assig

ADDITIONAL INFORMATION DEPRECATED RELATIONSHIPS

Format - Table - Tools
12pt T B Y T A. & X x Q 6
R © L ® | ¢ B O
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PERMISSIONS

HISTORY

lid
il

[+

0 WORDS POWERED BY TINY _

X
Language
Ewslish (US) .
Save =]
Save MFublish
Workflow
Content Type Bio
Workflow: System Workflow
Step Published
Assignee; Nobody

12



23  or "Save/Publish".

ADDITIONAL INFORMATION DEPRECATED RELATIONSHIPS PERMISSIONS HISTORY Language

English (US)

Relaase Lock
Save

Save / Publizn

Workflow
Content Type:
Workflow:
Step

Assignee;

Locked:

liA

Bio

System Workflow
Unpublished
Anthony Serpette
Anthony Serpette :

24  Click the "x" in the upper right corner to close the Bio/Profile and return to the list.

ADDITIONAL INFORMATION DEPRECATED RELATIONSHIPS PERMISSIONS HISTORY Language

English (US)

Lock for Editing
Format - Table - Tools

12pt T B Y 5 A S X x Q 6

A EE=EEE-E-EE & Workflow
2w I & | ¢ B o Content Type:
Workflow:
Step
Assignee

0 WORDS POW
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Bio

System Workflow
Unpublished
Anthony Serpette

13



