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Faculty Information 
 
This module will 
cover how to 
complete the page 
called Staff 
Information.  
 
Note: The original 
name is Staff 
Information, even 
though it is possible to 
change the name on 
the navigation button. 
In the Control Panel 
it will always appear 
as Staff Information.  
 
This page is very 
important because it 
contains the 
instructor’s contact 
information.  

 

 
Click on Control 
Panel 
 
The Staff 
Information page can 
be completed from the 
Control Panel.  

 
 
From Course Tools 
click on the Staff 
Information link. 
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Adding a Profile 
 
The Staff 
Information page 
opens. 
 
The example shows a 
Profile of the 
instructor. Profiles can 
be modified or 
removed by 
instructors.  
 
Instructors may add 
several profiles inside 
a Folder.  
 

 

 
Click on Profile 
 
Profiles look like the 
example shown.  

 
 
The Add Profile page 
opens. 
 
This template allows 
instructors to 
complete the 
information and create 
an organized page for 
students. Complete 
the appropriate 
information for your 
audience.  
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Profile Information 
 
Complete as much 
contact information as 
possible. If your class 
is online, you may 
have online office 
hours using the chat or 
virtual class.  
 
In the textbox called 
Notes, instructors may 
add a personal 
biography to share 
with the students.  
 
Note: Separate 
profiles can be 
uploaded for courses 
with more than one 
professor, as well as 
teaching assistants.  
 

      

 
Options: 
By default the profile 
is available. To make 
it unavailable click 
No.  
 
Image: 
For online courses 
uploading a 
photograph is 
recommended. You 
need to have a photo 
already stored in your 
local computer files 
(i.e. My Pictures). The 
image should be small 
(150 x 150 pixels). 
 
Personal Link: 
Add the complete 
URL address to a 
personal Web site if 
you have one. 
Click Submit to 
finish.   
 

 



 
Uploading a picture 
 
Click on Browse, and 
select the picture 
 
Click Open 

   
 
A Receipt is given if 
the information was 
successfully uploaded.  
 
Note: The picture in 
the example is 
150x150 pixels, the 
recommended size. 
Use a Photo editor to 
resize your picture. 
 
Click OK to finish.  

 
 
After finishing the 
profile, instructors can 
make changes. 
 
Click on Modify 
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The Modify Profile 
page opens.  
 
It contains the 
previous information. 
Instructors may make 
text changes, remove 
the picture and browse 
for a new picture.  
 
After making changes, 
click Submit.  
 
A Receipt will be 
given if changes are 
successfully updated.  

      
 
Click on Remove to 
delete the profile 

        
 
Removing a Profile is 
final. Click OK to 
continue or Cancel to 
Quit.  
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Adding a Folder 
 
To add more 
information or 
organize it differently, 
instructors may use 
the Add Folder 
button. 
 
Click on Folder  

 
 
The Add Folder page 
opens. 
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Folder Information 
 
Name: Instructors 
may select a name for 
the folder from the 
combo menu or type a 
new name selecting 
Add Text Below 
 
Folders are useful in 
courses with several 
Teaching Assistants or 
Guest Lecturers.  

       
 
Select the Name for 
the folder 
 
Choose a Color for 
the Name 
 
Add a description 
inside the textbox if 
needed. 
 
 
By default the folder 
is visible. Instructors 
may hide the folder 
until needed by 
selecting No in 
options.  
 
Click Submit to 
finish.  
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A Receipt is given.  
 
Click OK to finish 

       
 
The Folder appears 
below the instructor’s 
profile.  
 
Folders allow 
instructors to organize 
the content. Click on 
the Folder link to add 
information.  
 

        
 
Inside each folder 
instructors may add 
several profiles. 
 
The profile page 
works exactly the 
same as explained 
above.  
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