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Faculty Tutorial: 
Add a Faculty Photo and Contact Information 
 
Purpose: To show faculty how to add their “Faculty Information” and upload a faculty photo.    
 
On your course menu, click “Faculty Information” to add, view, or edit your contact 
information. 
 
Note: See the tutorial “Navigate and Edit the Course Menu” to learn about the Course Menu. 
 

 
 

The “Contacts” page will open. To add your contact information, click “Create Contact.” 
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On the “Create Contact” page, under “Profile Information,” enter your information in the spaces 
provided. An orange asterisk indicates a required field. 
 

 
Under the “Options” area, you will add a photo of yourself. For best results, the image size 
should be 150 by 150 pixels.  
 
Note: It is recommended that you upload the same photo you used for your personal avatar. 
Please see the tutorial “Upload an Avatar” for more information. 
 
To upload your image, click “Browse.”  
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Next, find the photo you would like to upload on your computer. Once you locate your photo, 
select it, then click “Open.” 
 

 
 

If you decide not to upload the photo you just selected, click “Remove.” 
 

 
Once you have filled in your contact information and uploaded your photo, click “Submit.” 
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Note: Courses may have a fake faculty contact (FirstName LastName) in the course by default. 
Instead of creating a new contact, you may edit the existing contact. However, if you upload a 
new contact, please delete the “fake” one to avoid clutter and confusion for students. 
 
Place your cursor over the contact information and click the drop-down arrow that appears. In 
the sub-menu that appears, click “Edit.” 
 

 
On the “Edit Contact” page, under “Profile Information,” enter your information in the spaces 
provided and upload your photo using the same steps outlined above. 
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Then, click “Submit.” 

 
 
Congratulations! You now know how to add a faculty photo and contact information! 
 

 
Office of Online Learning  

 
Looking for more computer tutorials? Please visit: www.indianhills.edu/tutorials. 

 
For further assistance on this topic or other technical issues, please contact the IT Help Desk 

Phone: (641) 683-5333 | Email: helpdesk@indianhills.edu | Web: www.indianhills.edu/helpdesk 


