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FACULTY PROFILE INSTRUCTIONS

Introduction

Cascade Server is a powerful web content management system designed with end-users in mind. By providing advanced
tools to maintain the most complex websites, Cascade Server can give you the functionality you need with the simplicity
you desire. Cascade Server is accessible through any Internet-connected browser and is as easy as email. Unlike current
web content management solutions, Cascade Server helps organizations maintain a higher quality, standards-compliant
web site, while providing deployment flexibility, a zero footprint client and a fast implementation.

NOTE: Faculty will only have access to edit their own profile.

Objectives

« Logon to the Cascade Server to access your account
« Navigate to your Faculty Profile

e Update your Faculty Profile information

e Upload your Faculty Vitae

e Upload your Faculty Profile image

e Publish your Faculty Profile

Login

1. Tologon to the Cascade Server, go to http://www.csueastbay.edu/cascade .
2. Forthe Username, type

1


http://www.csueastbay.edu/cascade
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Navigate to the Profile

3. Inthe section New Conte
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Update the Faculty Profile Information

8. The Yellow Stars represent the required fields. Make sure all the required fields are correct.

Note: There will not be an option to input your courses as they are automatically populated.

To Upload your Curriculum Vitae in PDF or Word format

Note: You must have an electronic version of your Curriculum Vitae to complete this step.

&= (]

9. To browse to the Vitae folder, click the file icon

Q Jdirectory fprofiles /ted /normanjesse

View Edit Copy Publish Delate Adwvanced [

Content Metadata  Systern Configurations

—I Inline Metadata I

Last Mame ~ | Marman

First Mame = |Jesse

Tite ~ | Lecturer

Curriculumn Vitas (PDF ar
Word dacument]

Profile Image [147x197]
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10. Inthe left navigation window, select the vitae folder.

11. Select your department folder.
12. Click the Upload tab.
13. Click the Browse button to locate the vitae.

Select File

14. Once your file is selected, click the Upload button.

15. Click the Confirm button.

File uploaded succaessfully

Current Selection

|E| directory/profiles fvitae/INorman_Vitae.docx

. IP!_@_I‘_Ifjrm] . [Cﬂnnel] .
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16. The vitae has successfully been added.

|’|:|
Titl= [ achimgr |
[ rdirectorviarntilasiyitaa nrman vitae docd

e Curgiculum Vitas (PRE ar @ 1
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22. Select your department folder.
23. Click the Upload tab.

[E please choose a File SoUER ¥ & Learn More
L vy

24. Click the Choose File button to locate the image.

25. Once your file is selected, click the Upload button.

26. Click the Confirm button.

27. For your Contact Information, Title, College and Department, confirm the information.
28. Write a Brief Description and Professional Focus.

29. Under Education, type your Degree and the Awarded Institution.

30. Click the + sign to add additional degrees.
31. In the sections, Publications, Presentations, Grant Awards, Service & Other Accomplishments, copy and paste the
information from your curriculum vitae.

32. In the Web Site box, input your name and your personal website’s address.

—-{ ¥ Web Site }

+

Name John Doe

Address  www.google.com

Save Draft Cancel Advanced Options

33. Once you have filled out all the information, click Submit.






