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Updating you Freeman Directory Record - Faculty

This document will outline the necessary steps to log in, access and update your Freeman
Directory record. The information contained in the Freeman Directory populates the faculty
pages and supports the search function on the Contact page on the Freeman website.

Updating your information in the Freeman Directory is a two-step process. First you must
access the Directory pages as a secured web resource and then you must login to the
Directory update page to retrieve your Directory record from the database.

The following information will assist you in accessing all of the secured web resources
including the Freeman Directory:

1. Accessing Secured Web Resources

There are several secured web resources available to Freeman students, faculty and
staff including software license information, room reservations and the Freeman
Directory. In order to access any of these resources you must know how to login to
these secured pages.

When you point your browser to a secured web resource you will be prompted for your
user name and password. You will type your Freeman network user name in the
following format: “freeman\username”, followed by your network password, as shown
in the following image:

Connect to business.tulane.edu @@

Connecting to business.tulane.edu

User name: ﬂ freemaniusername Dt
Password: sssssese
[Iremember my password
[ OK ] [ Cancel ]
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2. Updating Your Directory Record
Point your browser to http://www.freeman.tulane.edu/directory/ and use the

information provided above to login to the Directory pages.

After you have accessed the Directory you will retrieve your record by clicking the link
Update Faculty/Staff Information. You will then be prompted to enter your Tulane
email address and a password. If you have never logged in to the Directory before you
will have a temporary password established. This password is the beginning of your
Tulane email address, excluding the @tulane.edu. For example: To access a directory
record you would type acarter@tulane.edu then for the password type acarter. Once

you have retrieved your record you can and should change your password on the
Primary Contact Information page.

On the menu page you may select from the following choices:
e Primary Contact Information — This form will update your name, title, email and
office contact information.
e Emergency Contact Information - This information is not displayed in the

Directory. The emergency information is only used by administration in the
event of a disaster or emergency.

e Professional Profile — This form allows you to update your title, short bio,
website, selected publications, and courses taught.

e Upload Vita — This form allows you to upload or link to your online Vita. If
linking please include http:// in the full url. If uploading please make sure the
document is a pdf.

e Roster Search — This form allows you to search for students in a bulk format.

o |deas & Suggestions - Please share with us your ideas & suggestions on
improvements you'd like to see made to the Faculty Directory.

Once you complete the update form click the submit button and you will see a preview
of your Directory record.

If you need further assistance please contact Alicia Gillentine (alicia@tulane.edu) or Amanda
LaBella (alabella@tulane.edu).
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