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Edit existing Bio/Profile
In order to preserve as much information as possible, the Bios have been updated to
include new fields to display as a Profile.

1 Navigate to https://www.uakron.edu/c Sign in with your UA Credentials

https://uakron-prod.dotcms.cloud/dotAdmin/#/c/workflow
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2 Click "Content"

3 In the Search Field, type "bio" or use the drop down to select.
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4 Select Bio

5 To locate an existing Bio, type in the last name in the search box.
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6 Click the name of the individual's bio.

7 Click "Lock for Editing" to begin editing.
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8 Some new fields have been added - like Office Hours.

9 A new category for Organization has been created - based on the departments in
Workday. Click "Click here to select Categories"
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10 Use this search box to select your Organization.

11 Once located, click the name of the Organization to add it to the list. Multiple
Organizations can be added if needed.
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12 When finished, click "Cancel" (the "x" in upper right corner).

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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13 Click through the tabs to add more information. On the "Biography" tab, note the
Staff Association used in the prior version of the Bios - leave this as is for now. In
the new Area of Expertise...

14 ...you can use the "type ahead" feature to select one or more areas.
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15 Just type until you find the area, then select from the list.

16 Some fields from the prior version of the Bio are being phased out. For now, these
are found under the "Deprecated" tab. You can leave this section as-is for the time
being.
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17 When you are done editing, click "Save / Publish" to make your changes live as an
existing Bio - and leave this ready for as a new Profile.

18 Click the "x" in upper right hand corner to exit to the list of Bios/Profiles.


