Updating your WHOI Directory Profile

Updating your Profile on the WHOI Directory

The link to edit your profile information is found on the internal home page (https://whoi.edu/internal) by
logging into MyWHOI and then clicking on ‘edit personal info’.
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Login to your directory profile page using your WHOI email username and password using our Single

Sign-On (SSO) application.

Your Profile editing screen will open. This is where you can update information and check the

information that comes from HR.

Part | — Name and Website
URLs

1. Professional Name: Sometimes

your professional name is

different than your ‘legal’ name.

Use these fields to set your
Professional Name

2. If you have a WHOI staff
website, enter its URL here.

3. Biographical Info is a catch-all
for other miscellaneous items
that don’t fall into other

categories. It is not required, and

most people will leave it blank.

4. Photo: You may upload a photo

of yourself to display on your
public profile page.
NOTE: If there already is a
photo uploaded, you'll need to
delete it and then upload your
newer photo.

5. If yourlab or group has a
website, enter its URL here.
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Updating your WHOI Directory Profile

Part Il — Professional Info

1. You may upload a CV (.pdf) file.

2. Sometimes people have a different title
than their HR position title. Use the
Working Title field to display this on your

profile. .
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The next 3 boxes are all optional.
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3. Education

4. Research Statement
5. Other Info — When data were converted PlssesssgERS
from ConnectWHOI (MyWHOlI), o
Research Interests and other sections
were combined into the Other Info field.
TB I EE &% = = = £ = xXE

Research Interests e

Relational databases; systems analysis; Web-database interfaces; computer-based training

Part Il — HR Info

HR Info - View Only - Contact HR (hris@whoi.edu) for changes

1. The WHOI Directory receives updated HR Employes ID
information nightly. This information is not
updateable in the directory. It is read-only (not HR Fist Name o HELEN
editable). If you see incorrect information, please
contact HR. HR Last Mame GORDON
Building Clark
Office 1458

2. When you are done editing your profile, make sure
you click ‘Update Profile’ to save your work! B oy 4%

Office Phone +1 G0B 283 2812

Part IV — Save Your Work, View Your Profile

HR Job Title Information Systems Specislist
Click ‘Update Profile’ to Save Your Work! b Information Services

Department Code
Update Profile
@

https://directory.whoi.edu/profile/your-user-name

The URL to view your profile is:

The username in our example is hgordon. So the URL to view the profile for hgordon is:

https://directory.whoi.edu/profile/hgordon
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