
Checklist for Faculty Profiles 
The BSD lists faculty on the main BSD (https://biologicalsciences.uchicago.edu/faculty/) and 

departmental websites. These lists are automatically populated. A faculty member needs to be set up in 

Workday with certain criteria to be included in the BSD faculty profiles data feed. 

Content in each individual faculty profile is automatically brought in from various data sources, including 

Workday and ProfilesRNS.  

Please follow this checklist to make sure faculty profiles are set up properly: 

❑ Meet criteria for profile to display: To make sure the faculty profile displays, check the 

following is true on Workday for the new faculty. Update their profile as needed: 

o Track Type is one of the following: “Faculty”, “Faculty-SOM”, “Clinical Scholar” 

o At least one appointment where the appointment is both “Primary” and “Current”* 

o Appointment End Date is either null (empty) or a future date 

o If a person meets the above criteria, we include all of their “Current” titles* 

o Department is primary in Workday 

*“Current” and “Primary” are true/false flags in an appointment record 

❑ Update information on ProfilesRNS 

o Faculty can login and update their own ProfilesRNS profile. Search for the profile on the 

ProfilesRNS website and go to the login at the top of the profile. 

o The following information is pulled in from ProfilesRNS and should be updated to 

appear on the faculty profiles data feed: 

▪ Research and Scholarly Interests (On ProfilesRNS, “keywords”) 

▪ Websites 

▪ Biography 

▪ Education & Training 

▪ Publications 

▪ Honors & Awards 

o For more information on what information gets populated into the BSD faculty profiles 

from ProfilesRNS, refer to the BSD Faculty Data Feed Overview 

o You can also refer to BSD Faculty Profiles FAQs when troubleshooting faculty profile 

issues 

 

❑ Upload a photo: Send in the full name, CNET ID, and photo of the new faculty to 

bsdwebsite@bsd.uchicago.edu 

o Photos must meet the minimum photo resolution below: 

▪ Height: 2100px x Width: 1575px 

▪ OR, if the photo is a square: 1575x1575. 

o You can schedule a picture to be taken at UCM through the intranet 

https://biologicalsciences.uchicago.edu/faculty/
https://profiles.uchicago.edu/profiles/search/
https://profiles.uchicago.edu/profiles/search/
https://uchicagoedu.sharepoint.com/:p:/s/BSDCommunications/EY22pCbJ0npMhrSHwb5t6dwBJr4l5AIfpyY-lGEsDDUNHQ?e=GMo4rV
https://bsdis.uchicago.edu/bsd-template-website-faculty-profiles-faq/
mailto:bsdwebsite@bsd.uchicago.edu
https://home.uchicagomedicine.org/SitePages/Provider-Headshots.aspx
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