The steps for managing your information that will be visible to all colleagues within the
Organisation will be outlined in this guide.
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1. Navigate to your 2. View your public 3. Make amendments
public information information to your public
information

Your public information contains less sensitive personal details that are visible to all employees across the
Organisation. To access your public information, navigate to the Me tab on the homepage and select the
Directory tile.
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| Your Public Info page will now be displayed.
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By using the scroll bar, you can scroll down the page to reveal the following sections:

Public Message A field for you to add a message to advise colleagues of any upcoming leave or
absences
Contact Info Details of your viewable contact information such as your email address, telephone

number and location.

About Me You can add some biographical information about yourself into this section
Note that only professional, work related information should be added to this section,
not personal details.

Managers and Directs This section identifies your line manager and any direct reports that you have. This
section is view only and is not editable.

Representatives If applicable, here you can view details of any identified contacts / representatives,
for example your HR representative.
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to add relevant information.

| If no information is present in a section, then selecting the Add button will open a window that will enable you

If asection already contains information, but you wish to amend it, you can select the Edit button to access
the editing window. From here you will be able to make the required changes.

Note that some sections are not editable.

In the example below, the user wants to update their Work Phone in the Contact Info section, so they select
the Edit button next to the Contact Info section.
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The edit screen for the Contact Info section is now displayed. To amend the work telephone number, select

e the Pencil Icon.
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| It is now possible to edit and update the details as appropriate. When all the required changes have been
made, select the Submit button.
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Important Note: You will not be able to update or amend your work email address in
this section. If an amendment does need to be made to your work email address, then
you will need to contact the Helpdesk to obtain support to do this.

In this next example we will see how to add a public message. From the public information page, select the
e Add button.
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In this example, we will see an out of office message being added to the user’s public info. Firstly, add a Start
Date for the message. An Expiration Date is added next. An expiration date isn’t mandatory, however in this
case the message is only required to be displayed for the period of absence, so one is added.

The message is added to the Notification field. Finally, the Save button is selected and the message will be
added to public info for the period selected.
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| You are may add a photograph to your public info. To do this, select the Actions button and choose Change

Photo from the drop-down list.
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Select the Choose File button. This will open a file explorer window. Select the image that you wish to use as

_I your profile picture and then select the Open button.
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File name: | Headshot
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After a few moments, the image will be added. Selecting the Update button will allow you to highlight the

_I part of the photograph that you wish to display. You can also crop the image by re-sizing the highlight window
if required. Once you are happy with the image, select the Save and Close button.
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You can now see that the photograph has been added.
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, There's nothing here so far
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That brings this quick reference guide to a close.
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