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1. The Department and Staff Profile system 
This document explains how to edit departmental information in the profile 
system. The majority of information related to individual staff members can 
be edited by those staff members, although a departmental administrator 
can also edit this information. 

This document is intended for departmental administrators in the profile 
system. It should be read with Guide 181 which explains how to edit a staff 
profile. 

As the departmental administrator you may wish to recommend or impose 
a departmental style or conventions for staff profiles (for example, how 
many publications a staff member’s profile displays, or what phrasing is 
used for research interests), but you are not obliged to. Guide 181 gives 
information about areas where conventions may be helpful. 

To get to the administration system, go to 
http://cms.dur.ac.uk/CMSADMIN/data/profiles/ 

 

Navigation between different data editing functions is performed with the 
links on the left. 

If you are a departmental administrator, you should see something like the 
above. If you only get the “My profile” link on the left, you are not a 
departmental administrator and Guide 181 will be more useful to you. If you 
should be a departmental administrator, then an existing departmental 
administrator will be able to give you permission – a list of administrators is 
at http://www.dur.ac.uk/cis/telecom/directory/coord/  

You may also find, below the “My profile” links, links to directly edit one or 
more research groups or research projects that you are the administrator 
for. Sections 5.2 (research groups) and 5.4 (research projects) contain 
instructions for editing these; the rest of this Guide is useful for 
departmental administrators only. 

Several of the editing conventions described in Guide 181 still apply. In 
particular, you should read Section 12 of that Guide, which describes how 
to add formatting and special characters. 

2. Editing staff 
You can edit any member of staff within departments you have permissions 
for (referred to in this guide as “your department” or “your departments” 
though you do not necessarily have to be in a department to edit its 
information). You can use the ‘My profile’ link to edit your record. To edit 
another staff member’s record, use the ‘Select person’ link. 

http://cms.dur.ac.uk/CMSADMIN/data/profiles/
http://www.dur.ac.uk/cis/telecom/directory/coord/
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You can select a staff member either using their Durham email address or 
their ITS username. If you are uncertain of the email address, you can look 
it up using http://www.dur.ac.uk/directory/ 

If the staff member is in your department, then you will be taken to an 
editing page identical to the staff profile editor described in Guide 181, 
except that you are editing that staff member rather than yourself. You will 
also be able to edit the staff member’s name and title. 

If the staff member is not in your department you will get this error. 

 

This may be because you have simply mistyped the email address or 
username, or it may be because the staff member is not yet assigned to 
your department. 

2.1. Locking staff records 

If you need to prevent a member of staff from editing their own profile, an 
extra option is available to administrators in Basic Details (see Guide 181 
for more general information on Basic Details). 

 

If this option is set, only administrators will be able to edit the profile. 

If you set this option on your own profile, only other administrators will be 
able to edit your profile. 

2.2. Additional control when adding co-author information 

When adding co-author information to publications authored by staff in your 
department, an additional “Make publication visible on co-author’s profile” 
checkbox will appear. Using this when needed can save some time when 
adding publications. 

 

http://www.dur.ac.uk/directory/
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3. Editing your department 
To start editing your department, use the ‘Select department’ link and 
choose the department (there may only be one) from the drop-down list. 
You can get back to this list by using the ‘Department menu’ link. 

 

Using the ‘Back to list of options’ link will take you back to the initial page to 
switch to editing staff. The ‘View department summary’ link functions in the 
same way as the ‘View department’ link on the first page and takes you to a 
display of your department profile as it might appear on the web (although 
the display in this system also displays internal information that would not 
appear on the web). 

You can also set department-wide options for integration with the University 
Directory (http://www.dur.ac.uk/directory/) by entering aliases for searches on 
the form. For example, the Information Technology Service might use ITS 
as an alias. Aliases that are part of the full name of your section need not 
be entered – for example, the Department of Physics would not need to 
enter Physics as an alias. 

Additionally, for integration of this data with the Content Management 
System, you can enter a URL for your department (which should generally 
be the department’s home page) and for the primary profile page. This 
page will be linked to for the display of profiles by the telephone Directory 
and by some other content on the University website, and so should 
contain a page with a Profile Display content item suitable for displaying 
profiles of all members of your department. If you do not have any pages 
like this on your department’s website, then leave this field blank. 

http://www.dur.ac.uk/directory/
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3.1. Delegating administration rights 

To control who has access to edit departmental information, use the 
“Assign administrators” link in the “Administration” section. 

 

You can add new administrators by entering their username or email 
address into the “Add to department” box, and remove existing ones by 
selecting the checkbox by their name and using “Remove administrators”. 

3.2. Specifying associated departments 

When a staff profile is displayed on the web, by default all job titles and 
contact details for all departments will be displayed. The administrator 
setting up the profile display can choose to only display profiles for a 
specific named department instead, however. 

This functionality, under “Set associated departments”, allows you to 
choose particular departments as being “associated” with your own. If this 
is the case, job titles for those departments will always be displayed, as if 
they came from your department. 

This may be useful to associate research centres with their departments, or 
administrative sections with their divisions. 

Association is one-way; if for department A you associate department B, 
this will display B’s job titles on A’s profile displays for any staff they have in 
common. B’s profile displays will not display A’s job titles, however, unless 
the association is also set up from the other side. 

4. Staff assignments 

4.1. Assigning staff to the department 

To manage the list of staff and update their contact details, use the ‘Assign 
staff’. 

4.1.1. Adding staff 

If you need to add a staff member, enter their Durham email address or ITS 
username into the form and use the ‘Add to department’ button. 



Guide 182: Web profile system: department administrator’s guide 5 

 

If you mistype the email address or username, then you will get this error 
message: 

 

If you are sure that the email address or username is typed correctly, 
please contact cms@durham.ac.uk and we will investigate. 

4.1.2. Editing staff 

You can edit various pieces of information about a staff member’s 
association with your department. 

To edit the information for a staff member, select their name from the “Edit 
and remove people” list. 

This will take you to a form where you can edit the staff information. 

 

It also contains a direct link to edit their staff profile, and instructions on 
contacting your departmental directory maintainer. 

Once you have made the changes you want, use the ‘Edit Staff Information’ 
button. 

The ‘Link visible’ setting controls whether the person’s association with the 
department is visible on their staff profile and should normally be turned on. 
One use for turning it off is where someone not in the department is asked 

mailto:cms@durham.ac.uk
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to update the department’s information – they need to be added to the 
department in the profile system to be able to administrate it, but should not 
be a member on the staff profile. 

‘On stafflist’ determines whether the person appears on CMS-generated 
staff lists for the department (see Guide 180). In older versions of the profile 
system, this was the “Visible” setting on the staff profile. 

‘Category’ is the category of the staff member. Categories are defined by 
the department (see below) except for one central category for 
uncategorised new records. You should properly categorise any 
uncategorised records as soon as possible, as uncategorised staff will not 
appear on any staff lists. 

‘Position In Category’ allows staff to be moved around within a category on 
a staff list (for example to put heads of section at the top). The default 
position is 1000. Staff with the same position are sorted alphabetically. 

‘Link Join Text’ controls what text is displayed on staff profiles to connect a 
job title to a department. For example, in “Lecturer in the Department of 
Physics”, the ‘Link Join Text’ is “in the”. Normally, you will be able to use 
this on ‘Use Default’ which will select appropriate text for your department 
title, but you may need to set it differently for some job titles. 

4.1.3. Removing staff 

To remove a member of staff, select the checkbox by their name and use 
the ‘Remove from department’ button. 

Important: For academic departments, where the person leaving is also 
leaving the university, you should not remove them, as their record may be 
needed later for research assessment (REF) purposes. 
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4.1.4. Deleted section 

This section described interactions between the university directory and the 
Profile System that no longer take place. 

4.1.5. Categories 

The “Staff Categories” link allows the creation and editing of departmental 
staff categories (roles and telephone/fax extensions – see below – are also 
placed in these categories) 

 

Standard categories have been phased out and any staff previously in them 
have been assigned to a department-specific category with the same name 
and sort order. All categories are now configured by the department 

4.2. Assigning staff to teaching or research groups 

Assigning staff to these groups is carried out in an identical way for both. 
Use the appropriate link (“Research group members” or “Teaching group 
members”). The pictures in the examples below are for a research group. 
You can also assign staff to research groups by editing the research group 
itself (see section 5.2) 

4.2.1. Assigning staff 

 

Select the group from the drop-down list, and enter the email address or 
ITS username in the appropriate box. Use the ‘Assign’ button to assign the 
staff member. 
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4.2.2. Removing staff 

 

To remove staff from a research or teaching group, select the checkbox by 
the staff member and research group link you wish to remove, and use the 
‘Update’ button. 

4.3. Departmental visitors 

If there are people associated with your department who do not have ITS 
accounts, then you can still create a record for them. However, it is 
generally more useful to apply for an ITS visitor account for these people, 
as this will let them update their own staff profile, access department-
restricted pages in a password or local directory, etc. 

If you do not wish to give a departmental visitor an ITS account, use the 
‘Visitor entries’ link. 

4.3.1. Adding a visitor 

Enter the email address of the visitor into the box provided. If the visitor 
does not have an email address, you should construct a fake one of the 
form their.name@department.invalid – for example 
john.smith@chemistry.invalid  

Due to the nature of the profile system’s data sources, the visitor entry will 
only be usable to assign to the department (using the email address you 
entered) after an overnight processing of the request. 

 

4.3.2. Removing a visitor 

Select the box by their email address and use the ‘Remove from 
department’ button. 

mailto:their.name@department.invalid
mailto:john.smith@chemistry.invalid
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If you do this on the same day you made the request, you need take no 
further action. 

If you do this at a later date, you will probably also need to remove the 
visitor’s association with your department and any research/teaching 
groups, etc. as described elsewhere in this guide. 

4.4. Supervisions 

The profile system can record supervision information (for example for 
research associates). Use the ‘Supervision information’ link. 

As of January 2008, you do not need to enter (though it does no harm) 
supervision arrangements for PhD and research masters students on this 
list, as these will automatically be drawn from Banner provided that both the 
supervisor and the student have a record within the profile system. 

4.4.1. Adding a supervision 

 

To add supervision information, enter the email addresses of the supervisor 
and supervisee into the appropriate boxes. The supervisor must be a 
member of your department. 

4.4.2. Removing a supervision 

To remove supervision information, select the box by the supervision and 
use the ‘Remove supervision’ button. 

4.5. Recording staff who have left the University 

This functionality is now automated, and no action needs to be taken to 
process this. 

4.6. Departmental Roles 

The profile system can store details of departmental roles, such as “Head 
of Department” or “Health and Safety officer” that are not necessarily a 
person’s primary job title, or are a role that may be passed between staff 
members but have a fixed contact address. 

Use the ‘Departmental roles’ link to start editing. 
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To add staff to an existing role, select the role and enter the email address 
or username of the staff member, and then use the ‘Assign to role’ button. 
To remove staff, select the checkbox by their name and use the ‘Remove 
from roles’ button. You can assign a staff member to any number of roles, 
and a role may be held jointly by any number of staff members. 

To edit the roles available to the department, select the role you wish to edit 
(or ‘New entry’ for a new role) from the drop-down box, and use the 
‘Continue’ button. 

 

Enter the name of the role in the “Role Name”, and if the role has an 
associated email address, enter this into the “Role Email” box. Entering an 
email address is optional, but allows the role to be displayed on staff lists. 
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Roles are assigned to categories in the same way as staff. This allows a 
staff member to appear in the staff list multiple times if necessary. 

Roles can optionally be given telephone numbers and room numbers. If the 
telephone number or room number is left blank, then the telephone 
numbers or room numbers of the role holder(s) will be used on staff lists. 

Roles can be marked as having a “preferred email” address. This will be 
used on the Directory instead of the personal email address of the role 
holder, where appropriate. Additionally, some systems will use the role 
email address rather than the personal email address for role holders if this 
is checked (for example, to send emails to department heads’ non-personal 
accounts). Not every system currently supports this, but more will be added 
over time. 

The ‘Role Visible’ checkbox controls whether the role appears on staff lists. 
This is most useful for hiding from display Standard Roles that you are only 
using for the effects that they have elsewhere. 

4.6.1. Standard Roles 

To make role information more consistent across departments, a set of 
standard roles have been created. Some of these roles may have effects to 
grant permission to their holders in other systems, which are described at 
the ‘effects’ link. 

 

Select the standard role you wish to use from the list, and use the ‘Create 
Standard Role’ button to make the role and go the editing page for that role. 

Standard Roles being used in your department will disappear from the list 
above. 

Once you have created a Standard Role you can choose whether or not it 
is visible on your staff lists. Roles created for their effects in other systems 
are often better left invisible. 

4.7. Telephone and Fax extensions 

The “General phone and fax numbers” link allows you to list numbers 
associated with your department but not associated with a particular 
individual. Receptions, support numbers such as the CIS Service Desk, 
and classrooms are all examples of this. 
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The email address may be entered if the extension is associated with an 
email address (for example, the IT Service Desk would be 41515, 
Telephone, IT Service Desk, itservicedesk@durham.ac.uk) 

5. Department structures 
There are several structures within the department that can be edited. 
Editing these structures may be necessary to carry out some of the tasks in 
section 4 (for example, you can’t assign staff to a research group that 
hasn’t been created!) 

5.1. Departmental facilities 

Use the ‘Facilities’ link to start editing the facilities list. 

A more detailed facilities database allowing more information to be 
recorded for facilities for both internal and public uses is currently being 
introduced. This is likely to replace this functionality over time. 

5.1.1. Adding facilities 

To add a facility, enter a short description and use the ‘Add to department’ 
button. 

 

mailto:itservicedesk@durham.ac.uk
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5.1.2. Removing facilities 

To remove a facility, select it from the list of facilities and use the ‘Remove 
from department’ button. 

5.2. Research groups 

Research groups in the department can have a description and a short text 
explaining their expertise. If the department has expertise that isn’t 
associated with a research group, it can be added to a research group 
called ‘General Departmental Research’. This group can have expertise 
added to it but will not show up on public lists of the department’s research 
groups. Research group details are edited using the “Research Groups” 
link. 

5.2.1. Adding research groups 

 

To add a research group, enter its name and use the ‘Add to department’ 
button. 

5.2.2. Editing a research group 

To edit a research group, follow the link of its name to get to the editing 
forms. 
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Changing name and description 

 

Type the name and description into the boxes, and select a group category 
if appropriate, and use the Edit Research Group Details button. See 
Section 5.5 for more information about research group categories. 

You can also optionally enter the URL of the Research Group’s web page, 
if it has one. 

Adding Staff to the research group 

To add staff to a research group, enter their username or email address 
into the staff member box, and use the ‘add staff member’ button. 

 

Removing Staff from the research group 

To remove staff from a research group, select the checkbox by their name 
and use the ‘Remove from research group’ button. 
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Adding Research specialities 

Enter the name of the research group in the appropriate box and use the 
‘Add to expertise’ button. 

Removing Research specialities 

Select the research speciality from the list and use the ‘Remove from 
expertise area’ link. 

Adding related links 

Enter the link URL and link text and use the ‘Add related link’ button. 
Remember that link text needs to work out of context – avoid phrases such 
as ‘click here’. 

Removing related links 

Select the related link from the list of related links and use the ‘Remove 
from expertise area’ button. 

Associating publications 

Publications by members of staff in a research group can be marked as 
particularly relevant to that research group. You must assign the member of 
staff first. 

You can then select the publication from the drop-down list and use the 
‘Associate publication’ button. Most common browsers will allow you to 
select multiple publications at once by holding the ‘Ctrl’ key while clicking 
on the publication. 

Publications can also be associated by the staff member as described in 
Guide 181. 

Removing publications 

To remove a publication, select it from the list and use the ‘Remove from 
expertise area’ button. 

Additional information 

Other information about the research group that does not fit easily into the 
categories that can be added above can be added as free text. Use the 
“Edit additional information text for this research group” link to go to the 
editing page. 

You can edit the information here, with each block of information having a 
heading, body text, and a display order (the lowest display order will appear 
first) 
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Delegating Editing rights 

The group owner can edit the details of the research group, even if they are 
not a departmental administrator. There is no requirement for the group 
owner to also be a member of the group, but usually this will be 
appropriate. 

 

To change the owner, enter their email address or username into the box 
and use the ‘Change Owner’ button. You will be able to see the current 
owner above, or a message that there is no current owner. 

Leaving the new owner box empty and using the ‘Change Owner’ button 
will remove the existing owner from the research group. 

5.2.3. Removing a research group 

Select the group you wish to remove from the list of research groups and 
use the ‘Remove from department’ button. 

5.3. Teaching groups 

Teaching groups are edited in the same way as research groups, except 
that related links, related publications, and research specialities are not 
available for teaching groups. Use the ‘Edit departmental teaching groups’ 
link to start editing. 

5.4. Research projects 

The profile system provides space for information on research projects’ 
aims, progress, and conclusions, as well as allowing the assignment of 
staff, display of related links, and reference of publications produced by the 
project. Use the “Research projects” link to begin editing 
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5.4.1.  Adding a research project 

To add a research project, enter the name of the research project into the 
box and use the ‘Add to department’ button. 

 

5.4.2. Removing a research project 

To remove a research project, select the box by its name and use the 
‘Remove from department’ button 

5.4.3. Editing research projects 

To edit a research project, use the linked name to get to the editor for that 
project. 

The majority of the project details are in a form on this page. To change this 
information, edit the fields in the form and use the ‘Edit Research Project’ 
button. A quick explanation of the fields follows. 
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Title 

The title of the research project 

Category 

The category of the research project. See section 5.5 for instructions on 
setting up categories. 

Keywords 

Keywords associated with the research project. These keywords will not be 
displayed directly, but will assist searching for the project. 

Funder 

The funder for the project, if this information is applicable and publicly 
available. 

Background, aims, methods, findings 

Space is provided for paragraphs on each of these sections of information 
relevant to the project. 

Start date 

The date the project was started (use ‘No date’ if the project has not yet 
started) 
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End date 

The date the project was completed (use ‘No date’ if the project is still in 
progress) 

Website URL 

A URL with more information about the project (optional) 

5.4.4. Additional information about research projects 

The research project editing page also contains a set of links to add 
additional information about the research project. 

 

The alter project description link returns you to the main project form. 

Alter project staff 

This lets you change which staff are assigned to the project. 

To add staff to the project, enter their Durham email address or ITS 
username into the box and use the ‘Assign’ button. To remove staff from 
the project, select the box by their name and use the ‘Update’ button. 

Alter project output list 

Any publication by a project member may be listed as a project output. 
Select the publication from the drop-down list and use the ‘Add published 
output’ button. Most common browsers will allow you to select multiple 
publications at once by holding the ‘Ctrl’ key while clicking on the 
publication. 

To remove assigned publications, use the checkbox by them and press the 
‘Update’ button. 

Alter project grants 

This option allows you to display grants associated with members of the 
project as associated with the project. Grants associated in this way – 
provided that the staff member owning the grant or their departmental 
administrator has made the grant visible (see Guide 181) – will be 
displayed on the web as part of the research project description. 

Alter project links 

This lets you set the related links list for the project. 
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To add a related link, enter the link text and URL into the boxes and use the 
‘Add link’ button. To remove a related link, select the checkbox by it and 
use the ‘Update’ button. 

Assign project editor 

The project editor can edit the details of the research project, even if they 
are not a departmental administrator. There is no requirement for the 
project editor to also be a member of the project, but often this will be 
appropriate. 

Assign project leader 

The project leader will appear as the contact for people looking for further 
information about the project. There is no requirement for the project leader 
to also be a member of the project, but usually this will be appropriate. 

To change the leader, enter their email address or username into the box 
and use the ‘Change Editor’ button. You will be able to see the current 
leader above, or a message that there is no current leader. 

Leaving the new editor box empty and using the ‘Change Leader’ button 
will remove the existing editor from the research project. 

5.5. Categorising Research Groups or Research Projects 

Research groups and research projects can be placed in department-
defined categories. The categories for groups and for projects are separate, 
but the procedure for adding a category is the same for both. There is no 
requirement to use categories for either groups or projects. 

Go to “Research Projects” or “Research Groups” as appropriate. The 
example given is for research projects, but the procedure for research 
groups is very similar. 

 

At the bottom of that page are options to add or remove project categories. 
To add a category, enter its name and use the “Add to department” button. 
To remove a category, select the checkbox and use the “Remove from 
department” button. 
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To categorise a project into an existing category, simply edit it and set the 
category field as desired. 

5.6. Linking research groups and research projects 

Use the "Research groups/projects links" link, select the research group 
and project from the drop-down list, and use the "Make link" button to link 
them. 

 

Unwanted links between groups and projects can be removed by selecting 
their checkbox and using the "Remove Links" button. 

6. Managing departmental publications 
In addition to editing publications of individual staff, as described in Section 
2 and Guide 181, it is possible to import and export publications for several 
members of staff at once. 

 

These links work in a similar way to the publication import and export links. 
However, additional information is needed to link the records to the 
appropriate staff members. 

If you have a large number of publications to import, or are exporting 
publications for a large department, this process may take some time. 
Please be patient and do not reload the page – it will finish eventually. 

When importing, you will be able to select whether imported publications 
will appear on the web by default or not. Obviously you will be able to 
change any exceptions yourself once the import has finished. 
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6.1. Additional information in EndNote 

The ‘Custom 1’ field of each publication must contain the ITS username or 
Durham email address of the staff member responsible for that publication.  

6.2. Additional information in BibTeX 

Each publication entry must contain a user value, which contains either the 
ITS username or Durham email address of the staff member responsible 
for that publication. 

On export to BibTeX, this field will be filled in automatically by the profile 
system. 

 

6.3. Multiple Authors 

To import a publication with multiple internal authors, place all their email 
addresses or usernames into the appropriate BibTeX or EndNote field, 
separated with spaces. 

a.n.other@durham.ac.uk j.a.bloggs@durham.ac.uk 

6.4. Duplicate Checking 

The import routines will check if a publication already exists in the database 
by checking the title, author and year information for a publication. If it 
already exists it will not be imported again. 

7. Basic reporting tools 
These reports can be accessed from the links in the ‘Reporting’ section of the 

departmental menu 

 

7.1. Basic publications report 

The “Basic publications report” link will allow you to view all publications 
entered into the Profile System between two specified dates. 
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Enter a start and end date (any unambiguous English or numeric date 
description should be accepted) and use the “Report” button. You will get a 
report showing the publications originally entered for your department 
between those two dates (regardless of whether they have been updated 
since). 

Reporting on dates before 29 April 2010 is somewhat inaccurate as 
publication record creation dates were only recorded from that day 
onwards. An estimation method is used for publications entered before that 
date, of variable accuracy. A warning will be displayed for reports before 
that date. 

7.2. Profile update report 

This report tells you when each staff profile within your department was last 
updated. 

 

Because of the way in which dates are calculated, dates before the 26 May 
2011 version release which made this report available for use are 
inaccurate – the profile may have been edited at any time between the date 
reported and 26 May 2011. Inaccurate dates are indicated with a ?. 


