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If you need help . ..

To provide input or suggestions for this guide and for the Online Directory:

University IT
585-275-2000
UnivITHelp@rochester.edu
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Online Directory Listings

The University’s Online Directory provides faculty, staff, and student* business information. University IT
manages the servers, databases, and web applications used by Telephone Department Coordinators (TDCs) to
update and correct business information for department faculty and staff. The [Phone/Email] link on the
University’s homepage (www.rochester.edu) uses the information from the system.

Faculty and staff information for directory listings comes from two sources:

The Human Resource Management System (HRMS)

First, middle, and last name; suffix (Jr, Sr, etc.), and medical titles of licensure originate from HRMS.
Department name, business title, and business mail address also come from HRMS. Nightly feeds from HRMS
update faculty and staff information in the Online Directory.

Telephone Department Coordinators (TDCs)

Department representatives have the responsibility of maintaining physical location, telephone numbers
(primary and secondary) and e-mail addresses (required for an @rochester.edu email address). Access is
approved by a department head or chair.

TDCs can change a displayed first name and/or middle name or suppress an individual’s suffix, such as Sr. and
Jr.

TDCs should update faculty and staff information regularly. This allows real-time updates for online listings.

What do I need to access and update the on line directory?
Any computer running the latest versions of Chrome, Firefox, Internet Explorer, or Safari.

Who updates the directory information?

It is the responsibility of the department to update and maintain directory information. TDCs have access to
the “Update Panel” described in this training manual. To change or add TDCs for your department, go to
www.rochester.edu/it/forms. Scroll to the Networking and Communications heading to find the Directory
Administrator Authorization form.

Term used in this training guide:
CSV: Comma Separated Values File — File that uses commas to denote different columns.
It can be opened with Excel and other Microsoft Office applications.

* University Registrar and ResLife offices maintain student information within the ISIS system. Nightly feeds
update ISIS information in the Online Directory.
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Start your web browser and go to http://tech.rochester.edu/updating-online-directory-

information/.

Select
[Department
Administrator
Login]. This will
take you to the
Department
Administrator
Login page.

Updating Online Directory Information

Students

Changes should be requested in person at the Registrar's Office, 312 Lattimore Hall.

Faculty and Staff

Resources Ma nagement S}"SZEH‘ .

Updates to other directory information, including work phone numbers and email addresses, are
processed by Telephone Depariment Coordinators. To find out the name of your Telephone
Department Coordinator or to nofify University IT of any errant listing, contact the IT Help Desk at (585)
275-2000.

Telephone Department Coordinators

Telephone Department Coordinators (TDCs) are responsible for updating online directory information
for employees within their department.

\ Department Administrator Login

» Online Directory Editing Guide

» Directory Administrator Access Authorization Form

Updating Online Directory Information Page
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Enter your NetID and
password in the appropriate
boxes and click [Login].
This will take you to the
Administrator Menu page.

T
.

Tip: Bookmark this page to
directly access the

Department Administrator Login Page

Department Administrator
Login page in the future.

My Department(s) - Drop-down box selects
the Division/Department you wish to update.
Click on the drop-down box arrow [« ]. If you
are authorized to access multiple division/
department(s), they will be displayed in
numerical order. Choose the
Division/Department you would like to update.
If a department is missing from this list or if
your scope of responsibility has changed, see
page 2 of this guide for contacts.

1. Edit My Group - Provides Faculty/Staff
listings for the selected Division/Department
for updating.

2. Print All My Faculty & Staff — Provides a
report of ALL individuals in your
Division/Department(s).

3. Print My Department Listings as
Displayed Online - Prints an alphabetized
list of your department(s) Faculty/Staff
Directory listings. This report is available so
that you can verify the displayed information
of both the internal and external directories.

4. Print My Error Report - Displays
individuals who may have errors in their

information.

5. Download My Department to Excel -
Creates a comma delimited file (.csv) that can

be opened with Excel or other Microsoft Office
applications.

My Department(s)

100110 |v|

Edit My Gr
@] v Group :
100311

O Print All My Faculty & 100084
100080

O Print My Department [ 100087 lsplaved Online
v Dep ] play
300062

O Print My Error Report

(O Download My Department to Excel

Administrator Menu Page
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Information on the individual screen items:

1. Edit My Group — This option allows a TDC to access individual listings from the Division/Department
selected on the Administrator Menu page. Once this option has been selected and submitted, the following

Edit Employee Detail Screen will appear:

DEBORA BEEGEMN

WILLLAK b BEMNTLEY
DOUGLAS R BEMTLEY
WIRGINA A BOLTOMN

Wl AN NE BOWDIEMN

BARRY BUCHIERE
KIMBERLY E BUTLER
TIMOTHY CASTLE
DEBORAH AMNMN COVWERS
KATHRYT™ A CROWYLEY h

Select From Above Ta Begin

Individual Employee Detail Page

= | 2] nttpsfis-web s rachester. eduidrectony/GroupEdtFrame. htm 9 3 |[*][%] [cocae

(- @D

[@unwersuty of Rochester Directary Search: By Faculby/... ]

MARC SEIGFRED v

Directory T Managed By Human

To request changes to the information in the box below, submit a Personnel Action Change Fomm to the ER Service Center at Box 278833,
. N SegEed /
Department: University IT / NC
‘Title: Information
Work Address: PO Box 278353
Department M. d Tnf:
Note: The internal privacy settings must be egual to or greater than the external privacy settings. If this is not the case, your
settings will automatically change to make the prior statement frue
Internal Directory Information External Directory Information On-Line
O Futt O Fut
O Partial O Partial
O Hide O Hide
Directory Display Name: [MARC R SEIGFRED |
Preferred Nickname: MARC R
Prnas T T
- o
e 727 ELMWOOD AVE |

Use 2nd Line for offsite location: |RM 115 J
Department Email Address: [ mseigied@urrochester.edu /
University Email Address: marc.seigired @rochester.edu
Individual Employee Detail Page —
Department Managed Information

6

Edit Employee Detail - The drop-down
list box includes all individuals currently
active in the Human Resources system for
the Division/Department. You cannot add
or delete an individual. If you do not see
all individuals that you should see, please
contact University IT (see pg 2).

Find the staff member you wish to update
and click [Search].

Directory Information Managed By
Human Resources appears in the first
set of gray boxes. To change this
information, use the Personnel Data
Update PAF Staff Online.

University Email Address:

When applicable, this is the
@rochester.edu address (also an alias).
This email address will appear as the e-
mail address in the Online Directory.

If you have questions about this email
address, contact University IT (see pg 2).
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Full, Partial, and Hide listing choices for faculty and staff — Telephone Department Coordinators (TDCs)
choose to show all, part, or none of the information for their faculty and staff. These choices can be toggled
independently for internal (authenticated with NetID login) and public searches.

Internal Directory Information External Directory Information On-Lite
® Ful ® Full
O Partial O Partial
O Hide O Hide

Directory Information Display Options

> Full: Displays all information populated by HRMS and the TDC, including Full Name, Nickname, Title,
Department, Intramural Address, Office Location, Primary Telephone, Secondary Telephone, and
Preferred Email.

Department Preferred Email Telephone

EIEIIEEZRED }.ﬂéermty IT Lﬁglzrgftmn marc.seigfred@rochester.edu | 585-275-3228

) o . Name: MARC SEIGFRED
Users searching for an individual with TN

a Full listing will be able to click on ) _
the user’s name in the search results —> Title: Information Analyst
list to see the full listing. Department: University IT f NG
Intramural Address: PO Box 278353
Office Location: 727 ELMWOOD AVE BRM 115
Primary Telephone: 525-275-3388
Secondary Telephone:
Preferred Email: marc.seigfred@rochester.edu

Full Listing Display

> Partial: Displays the following information: Name, Department, Title, Preferred Email, and Primary

Telephone.
PSUVRRPNOHVR Bl .cric  Dcpartment Title |preferred Emoil | Telephone
Email Address and Primary EI?I%%RED ?Higersity I Lr:;‘aulr;rrgtatiun marc.seigfred@rochester.edu |585-276-3888
Telephone fields, these fields will 1
appear blank in the search results.

Partial Listing Display

> Hide: Search results will not include the faculty/staff listing.
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It is important to note that the Internal Directory Information settings must match or show more
information than the External Directory Information setting . If this is not the case, the Internal
Directory Information settings will automatically be set equal to the External Directory Information setting.

Internal Directory Information: \ In(;zr;;]:)i:ectory Information Eé;er;ua]iDi.rectary Information On-Line
This information will be displayed to O Partial O Partial

users who have logged in to the Online O Fide © Fde

Directory using their NetID and Directory Display Name: IARC SEIGFRED

passwo rd - Preferred Nickname, MARC

[JTTY |585 276 3333

econdary Phone: Ty
External Directory Information Physical Lecation: 727 ELMWOOD AVE
On-Line: ThIS |nformat|on Wl” be Use 2nd Line for offsite location: RM 115
displayed publicly to users who have _ :
. . . Department Email Address: mseigired@ur.rochesteredu
not logged in to the Online Directory.
University Email Address: marc_seigfred@rochester.edu

Internal/External Display
Options

Keep In Mind:

> Please DO NOT use periods, commas, asterisks or multiple spaces in any field.

» All entries other than e-mail address should be in UPPER case.

» Postal abbreviations and typical misspellings are corrected programmatically wherever possible.
» There are defined “rules” (defaults) for new directory listings as they enter the Online Directory:

¢ New listings are set to Partial for both Internal and External Directory Information.

e Job codes that are automatically set to “no display” status correspond with the University’s
Bargaining units, TSP positions, Security officers, co-op students working in hon-exempt
positions and nurses.

» You can change display settings, as needed, to include or exclude individuals in the Online Directory.

Important!
Review your edits for the individual listing.
Click [Save Changes].

The screen will refresh with the information that you have entered.

In order to retain your edits you must click [Save Changes].




Online Directory Editing Guide

Directory Display Name:

The Preferred Nickname: field allows a
person to list their “common” or “nick name” in
the online and printed directories. If you wish
to change the first name or middle name of an
individual, enter the preferred name in the
Preferred Nickname field. Any name entered
into this field will replace the HRMS first name
and middle name/initial in the Online Directory.
If you have entered a nickname, the Directory
Display Name will display the name as it will
appear online. If you have removed a
nickname, the directory display name will not
change until you[SAVE CHANGES].

Internal Directory Information

External Directory Information On-Line
O Futt

O Partial

O Hide
Directory Display Name: ALLEN POWER MD
Suffix: Jr Do not include Suffix
Preferred Nickname: ALLEM
Primary Phone: []TTY 585 27N 1680
Secondary Phone: Ty

Physical Location: 150 HIGHLAND AVE ST JOHN'S HOME ROCHESTEF

Use 2nd Line for offsite location:

Department Email Address:

University Email Address:

Save Changes

Directory Display Name Options

EXAMPLES OF PREFERRED NAME CHANGES

NAME PREFERRED NICKNAME | DIRECTORY DISPLAY NAME
(from HRMS) (TDC MANAGED FIELD) (RESULT OF UPDATE)

Arthur Charles Latulip Art Art Latulip

Sara L Johnson Sara Lynne Sara Lynne Johnson

Suffix:

Suffixes come from HRMS. If a suffix is
missing, your Department’s HRMS Administrator
should submit a Personnel Action Change Form
to Human Resources to add the information.
You can suppress a suffix so that it does not
appear in the Online Directory. Turn the suffix
off using the check (toggle) box.

The check box only appears if a suffix is
present.

Important!
Review your edits for the individual
listing.
Click [Save Changes].

Internal Directory Information External Directory Information On-Line
O Futt
O Partial

O Hide
ALLEN POWER MD

Jr Do not include Suffix

Preferred Nickname: ALLEM
Primary Phone: []TTY 585 27N 1680
Secondary Phone: Ty

Physical Location: 150 HIGHLAND AVE ST JOHN'S HOME ROCHESTEF

Use 2nd Line for offsite location:

Department Email Address:

University Email Address:

Save Changes

Suffix Options
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Primary Phone:

This field requires a telephone number that can
be dialed from outside the university (7xxxx
extensions cannot be used). Include the area
code. Do not enter dashes. You will be alerted
if an error is detected.

Check the TTY (Teletypewriter) box if
applicable.

Internal Directory Information

Preferred Nickname:

Primary Phone:

Secondary Phone:

This optional field is used for an additional
telephone number or a second point of contact
for an individual and is edited with the same
method as the Primary Phone.

Physical Location (Office):

If desired, indicate the physical location of an
individual. You can be as specific or generic as
desired by the department.

Use hyphens (i.e. 1-1234) or a blank space (i.e.
1 1234) when entering room numbers.

v Phone:

Department Email Address:

University Email Address:

External Directory Information On-Line
O Futt
O Partial
O Hide
ALLENPOWER MD
Ir Do not include Suffix

ALLEN

[]TTY |585 271 1680
OTry

150 HIGHLAND AVE ST JOHN'S HOME ROCHESTEF

Save Changes

Primary/Secondary Phone Options

Internal Directory Information
O Full

O Partial

O Hide

ctory Display Name:

Department Email Address:

This is the address of the email box that
receives electronic mail for a faculty or staff
member.

Do not use email aliases or an @rochester.edu
address (also an alias) in this field.

If you have questions about the email box
address, please consult your department’s
network administrator.

Online directory email addresses are limited to
72 characters. When calculating the length of
the email address, count all characters.

Physical Location:

Line for offsite location:

Department Email Address:

University Email Address:

External Directory Information On-Line
O Futt

O Partial

O Hide

MARC SEIGFRED

MARC
276

[]TTY 585 3888

Oy

727 ELMWOOD AVE
RM 115

mseigired@ur rochester.edu

marc.seigfred@rochester.edu

Save Changes

Physical/Email Address Options

Important!

Review your edits for the individual

Click

listing.
[Save Changes].

10
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psiffits-web.its.rochester .edufdirectaryfGraupEditFranme. htm

Editing the next listing?

You can continue editing, by choosing another NORMAN ACUNIS
employee from the drop-down box. T T
DOUGLAS R BENTLEY
ILLIAK M BEMTLEY
OR FREDERICK LBLOSS
JOANMNE BOULAS
WiATYNE BOWDEMN
RUTH E BRECKENRIDGE
You can [Logout]. BARRY BUCHIERE
KIMBERLY E BUTLER
TIMOTHY CASTLE
LULU THE CAT
OR MICHAEL J COMNKLIN
DOMIMICF COPPOLA,
STEPHEN B COYMNE
i FATHRYMN A CROWLEY
You can retur_n to the [Admin Menu] and select KATHRVN A CROWLEY
another function. ____[pavDpDoanE

MARY E DOMBKOWSK]
ROBERT EVANGELISTA

REBECCA L GAURA
KEWIN A GENTILE
AMNDREW b GEMNUNG
CARLOS GIRDUD
LARRY GLANYILLE
DARREMN K GUTBERLET

Individual Employee Detail

2. Print All My Faculty & Staff
> This report provides directory information for all faculty and staff in the selected Division/Department
regardless of whether individual listings are designated to display.
> Fields included in the report are name, title, department, primary and secondary phone numbers, physical
location, intramural address, and preferred email address.
» To access this report, click the drop down box [+ ] under My Departments and select the department
you would like to view. Then select the circle next to [Print All My Faculty & Staff] and [Submit].

weh.iks.rochester. edu/directoryMasterListingSelect, asp

Download:

Select the radio button next
to [Download] and
[Submit].

Display:

Select the radio button next
to [Display] and You will be able to open the
[Submit]. file with Microsoft Excel.

Nrrent Departtnent: 100110
You can then use your web O Display O Download Any changes you make to

browser toolbar and chose ol i

the printer icon to print this your dow oaded_copy w
not affect the online
version.

Print Page

To return to the Administrator Menu page use your web browser’s [Back] on the back button. There is also a
[Back]_link at the beginning and end of the report.

11
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3. Print My Department Listings as Displayed Online
» Provides a listing of the individuals and their business information that you have identified for the Online
Directory. Check this report carefully when preparing your listings.
> To view or print this report, begin at the Administrator menu. Select the department you would like from
the drop down box [+ ] under My Departments, select [Print My Department Listings as Displayed
Online] and [Submit].
» To return to the Administrator Menu page, use your web browser’s [Back] on the back button.

DIRECTORY LISTING
ALPHA PROOF
100110 RUN DATE: 7/16/2014
DISPLAYING INTERNALLY DISPLAYING PUBLICLY
ASPROMONTL JASON J 273-3091 ASPROMONTL JASONJ 273-3091
LEAD TELECOMMUNICATIONS ENGINEER LEAD TELECOMMUNICATIONS ENGINEER
UNIVERSITY IT/NC UNIVERSITY IT/NC
BRIGHTON BUS CTR 2615 W HENRIETTA RD RM 147 BRIGHTON BUS CTR 2615 W HENRIETTA RD RM 147
PO BOX 278937 PO BOX 278937
jason. aspromonti@rochester. edn jason. aspromonti@rochester.edn
BEEGEN, DEBORA 275-7474 BEEGEN, DEBORA 275-7474
ASST DIRECTOR ASST DIRECTOR.
UNIVERSITY IT / NC UNIVERSITY IT / NC
BRIGHTON BUS CTR 2615 W HENRIETTARD RM 115 BRIGHTON BUS CTR 2615 W HENRIETTA RDRM 115
PO BOX 278937 PO BOX 278937
deb beegen@rochester edu deb beegen@rachester edu
BENTLEY, DOUGLAS R 275-6550 BENTLEY, DOUGLASR 275-6550
ASST DIRECTOR ASST DIRECTOR
UNIVERSITY IT / NC UNIVERSITY IT /NC
BRIGHTON BUS CTR 2615 WEST HENRIETTA RD RM 147 BRIGHTON BUS CTR 2615 WEST HENRIETTA RD RM 147
PO BOX 278937 PO BOX 278937
douglas bentley@rochester.edu douglas benfley@rochester.edu

4. Print My Error Report
» When you have completed your edits for the Online Directory, check to see if there may be errors reported
by the automated data review and data checking programs.
> If there are no errors, the report will come back “clean.”
> If there are potential errors, the report will include the following data:

——————————————

RUN DATE: 7/16/2014

OArOT STED —

A ROCHESTER.EDU ADDRESS -

Total

» Print the report, and correct the errors as soon as possible so that the online listings are correct.

> Non-University email addresses will ONLY display to internal, authenticated users. Email
addresses ending in something other than *.rochester.edu (such as @gmail, @hotmail, or @yahoo) will
not display to public, unauthenticated users.

» Use your web browser ([BACK] on the toolbar) to return to the Admin Menu.

12
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5. Download My Department to Excel
» Chose this option to create a downloadable version of the individuals in the selected

Division/Department.

File Download - Security Warning @

Do you want to save thiz file?

Name: 100110,dat
Type: Unknown File Type, 13.1 KB
From: its-weh.its rochester. edu

/

Save Cancel

‘whhile files from the Internet can be useful, this file type can
patentially ham pour computer. If you da nat trust the source, do nat
zave this software. What's the risk?

9

/

You are attempting to open a File of type 'DAT File' {.dat)

These files are used by the operating system and by various
programs. Editing or madifying them could damage your system.

IF you still want ko open the file, click Open with, otherwise, di
Cancel.

Windows @E]
__Ll Windows cannot open this file:
- File:  100110.dat

Ta apen this file, Windows needs to know what program created it. Win
can go online to look it up automatically, or you can manually select
Programs on yaur computer.

‘What do you wankt ko do?
() Use the Weh service to find the appr)
(%) Select the program From a list

] Choose the program you want to use ko open this file:
4

/
@ Microsoft Office InfoPath

|i__'..ﬂ Microsoft Office Picture Manager
L‘ﬂ Microsaft Office PowerPoink

o P SN W

File:  100110,dat

Programs

I Recommended Programs:
4 Internet Explarer
I other Programs:
= Adobe Acrobat 3.0
ﬂ Adobe Reader 5.0

He Ifariview
I_"EI Microsoft Office Access
L)E Microsoft OFfice Excel

[ ahways use the selected program to open this kind of file

If the pragram wou want is not in the lisk or on your computer, wou can look
for the appropriate program on the Web,

6. Logout

Save:

Save the file to your computer. By default, it will be
saved as the Division/Department number of the
department you selected to download. Remember to
specify the folder you wish to save the file to.

Open the File:
Go to the folder where you saved the .dat file and
double-click the icon. Choose [Open With...].

Select the Program:
Select this option if your computer has the Excel
program and select Excel from the list of programs.

If your computer does not have Excel, contact your
network administrator to select the most appropriate
program.

Microsoft Office Excel:
This will open your selected Division/Department into
an Excel file.

You may sort, alter and save this file as you wish.

» This closes all web pages and databases properly.

> You will receive a prompt if errors remain in your listings. You can return to the Administrator Menu and

print the error report before logging off by selecting [Yes] or logout by selecting [No].
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