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Note: Your choice of browser may affect how items are displayed. Modern browsers using 
HTML 5 should give best results. Mobile devices may display partial pages or may be 
unusable for the purpose of creating a profile. 

 

Professional Pages is a tool written in PHP that allows employees at USGS to build a 
personal profile displayed on the internet. The resulting profiles have been optimized for 
Bing, Google, and Yahoo! search engines. Users can enhance their search results by 
placing a link on their science project pages that point to Professional Pages profiles.  

Professional	
  Pages	
  Homepage	
  
Profiles are created in a self-service manner using the Profile Builder. Each tab of the 
builder creates a section of the final profile; all but the first tab are optional. To start, go to 
the Professional Pages homepage. The homepage contains a menu bar with guidance 
documents and the launch for Profile Builder. The homepage also contains the search page 
where you may search for collaborators by name, keywords, and mission area.  

 

Home page: http://profile.usgs.gov  

Your profile: http://profile.usgs.gov/shortname  

When you share your finished 
profile, use the homepage URL 
with your Email short name.  
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When you perform a search use the fewest selection criteria to see the largest result set. 
Search scans the short and long biography sections, research focus section, and optional 
information section narrative. Uploaded documents are not scanned. Search returns a list of 
names that meet at least one search criteria. 

Logon	
  to	
  Profile	
  Builder	
  
Users must have an Active Directory (AD) account to launch the Profile Builder. USGS 
employees and emeritus may create profiles that are published to the internet. Contractors 
and students may create profiles, so that they can provide support, but those profiles are 
not published or searched.  

Upon launching the Profile Builder you will be asked to authenticate with your AD 
credentials. Your username is your Email for AD, and your password is the password you 
use to logon to the USGS network in the morning.  
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After logon the application will launch and display a page with tabs and some application 
instructions. These points are particularly critical: 

• Images and documents that are uploaded to your profile will not display immediately. 
There is a 15 minute delay from successful upload to display in the web page. This 
delay is caused by replication of data across the enterprise web servers.  

• Save your changes before going to another tab. At the bottom of every page are two 
buttons, one deletes all data for a clean start and the other saves changes.  

 

General	
  Tab:	
  Contact	
  Information	
  
Contact information is automatically populated using information from AD. The displayed 
information is publicly available and must be displayed on your profile. If this information is 
not correct please contact your local administrative officer. They have access to change and 
update AD information. Once updated, the information will automatically display the new 
information 24 hours later.  

There are two checkboxes to the right side of the contact information allowing you to control 
the display of your mobile phone number and Email address on the internet page. To 
display a mobile phone number, that number must be updated in AD.  

If you want a portrait displayed on your profile, upload a JPG or PNG type file. The portrait 
used on the profile is small, a thumbnail image of 225 pixels wide by 300 pixels tall. There is 
a checkbox that must be marked if you wish to display the image on the internet.  

Images should be of a professional nature displaying your face prominently without hats or 
sunglasses. This image is placed at the top of the profile and is intended to introduce you to 
your reader. Field images should be placed in one of the other two narrative areas.  

Selection as a media contact, either trained or willing, will require supervisory approval and 
coordination with the Office of Communications. Refer to the Policies and Guidelines 
document for more information.  

There is no Save button this one page, but changes to checkboxes are immediate saved. 
The delete button removes user provided material on the current page for a fresh start.  
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Vita	
  Tab:	
  Biography	
  
The second tab gathers biographical information displayed in three ways on the profile. 
There are two editing tools on the page and a tool to upload a CV document. The Short 
Biography tool is designed to hold one paragraph that is displayed on the profile next to 
your portrait. The Long Biography is displayed on demand and is limited to approximately 
one page.  

Although it is possible to copy and paste directly from a word processing document the 
results are usually less than satisfactory. These web editing tools are designed for 
interactive use and apply formatting such as bold, italic, subscript, in a manner that is 
different from Word. The best approach is to open a text editor like Notepad and paste your 
CV there first. This will remove the format codes that Word uses leaving plain text. Then 
copy the text and paste it into one of the editing tools where you can work on it.  

You can find Notepad on your computer by searching on the start menu.  

 

 

 

 

 

 

 

 

 

 

 

 

Open both Notepad and your word processor to make things easy. Select and copy the text 
from your word processor and then go into Notepad, right click, and paste. The text will be 
plain and have no formatting. This is a good time to set the default font to Helvetica or Aril 
11 so that it matches the other sections on the final page.  

Each of the two text edit areas has a toolbar that provides a wide selection of formatting 
tools. There is a hyper-link tool that will allow you to insert a URL that points readers to an 
external Web page that contains additional information or sample data. In the image below 
the Link tool has a green line surrounding it. Please review the separate Guidance and 
Policy document and avoid linking to copyright protected material.  
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Both text edit areas are saved using the one button labeled Save Biography. You may 
upload your CV using the Browse button to find your file and then Upload Vita. There is a 5 
MB file size limit for this upload and the uploaded file is displayed on your profile page with 
the label “Download CV” only if you mark the checkbox to display on Public Page.  
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Research	
  Focus:	
  	
  Optional	
  Content:	
  User	
  Narrative	
  
The two tabs labeled Research Focus and Optional Content are similar in behavior and will 
covered together in this section. Both sections output a heading title for that section with a 
large block of text narrative composed by the user. The editing area has the same toolbar 
used on the Vita tab. That means you may embed hyper-links and format your narrative 
using the tools on the bar. There is also a tool to upload an image that is placed at the top 
of the narrative block. Images should be thumbnail sized, 320 pixels by 240 pixels, for best 
display. Save your work with the button at the bottom of the page.  
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This image is the Optional Content page. The text editing tool is familiar. 
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Publications:	
  Create	
  a	
  Publication	
  List	
  
The Publications page presents the user with three methods for creating a list of 
publications on their Professional Page. Although you can mix and match your approach, 
each of these methods is a separate and different process; therefore they are output to the 
final profile as three separate lists. This page requires careful consideration before starting 
because the resulting output will be determined by the approach used.  

Edit	
  the	
  Current	
  List	
  of	
  Publications	
  
The Publications page has four sections, the first is the list of your publications that have 
been created. You may edit or remove publications in this first section. The next three 
sections allow you to create new publication entries on your profile.  

 

Search	
  for	
  a	
  Publication:	
  Select	
  Publications	
  from	
  Pubs	
  Warehouse	
  
The second section contains a search box where you provide some text and criteria to 
search on. This is the best approach if most of your publications are USGS publications. A 
citation and abstract from the Pubs Warehouse are inserted into your profile with a link to 
the publication.  

 
  



USGS Professional Pages User Guide 

 Page 10 

The search results page is full page with check boxes going down the left side. There are 
columns listing the Title of the publication and the Authors.  

Mark the documents you want to claim using the check boxes. At the bottom of the page 
are two buttons, one to save your selections, the other will erase all checks and reset the 
form.  
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Add	
  a	
  Publication:	
  Create	
  a	
  Single	
  Publication	
  Record	
  
The third section allows the user to create a publication record similar to a Pubs Warehouse 
record. This tool is used with one publication per record and may be most appropriate for 
special publications when you want to provide a link to the publication.  

These records are sorted by Publication Year descending. If your publisher has a web page 
that you want to link to, use the Link to the Publishing field to enter an URL. If there is no 
web page you may upload a pre-press not copyrighted PDF using the Attach File option.  

When you are finished, press Save Publication.  

Past	
  Publications	
  List:	
  Manual	
  List	
  
The fourth section allows the user to copy text from a list the user has maintained. As with 
the Vita page, copy your list from the word processor and first past it into a text editor like 
Notepad. Then copy the Notepad text into the web page editor for Past Publications.  

This section is not sorted or modified in any way. The order that records appear in the editor 
is the same order they will be displayed on the Web profile. Use the Save Publication button 
to save this publication list.  
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This image shows 
the entire page as 
the four sections 
appear: 
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Science	
  Topics:	
  	
  Mission	
  Area	
  Accountability	
  
Users are encouraged to complete the Science Topics area as a self-declared focus of their 
work. The list of science topics is derived from the USGS Science Thesaurus. Users may 
create multiple topic records by selecting a Science Topic and then selecting a Sub-Topic.   
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Manage	
  Profile:	
  Delegate	
  and	
  Publish	
  
The last tab in the Profile Builder is the Manage Profile. This page is visible only to the 
profile owner. On this page the user has two important functions; the user may delegate 
editing to another user and the user may publish their profile to the internet.  

Both of these functions are shown in the image below. When you delegate editing to 
another individual, that person has a new button appear on their Profile Builder menu 
labeled Manage Others. They use that button to select someone from a list and then they 
are in that user’s profile with edit rights. The only page they cannot access is the Manage 
Profile tab. Delegates cannot publish another’s profile. The user/owner must review and 
publish their profile as they are responsible for the content.  
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Publishing	
  the	
  Profile	
  
At the top of the publish section the name of the supervisor responsible for reviewing your 
profile is listed. If this information is out of date or missing, check with your Administrative 
Officer to confirm that the information is correct in AD. If it requires updating they can 
perform that action and Professional Pages will update automatically in 24 hours.  

If that information is correct in AD but incorrect in the Profile Builder then there is a problem 
with the application. Contact the Service Desk to start a ticket for more assistance.  

 

servicedesk@usgs.gov 703-648-4357 during 
business hours 

Please request assignment 
to the Professional Pages 
group for resolution. 

 

When you first publish your profile a page with the Conditions for Use is displayed. By 
agreeing to the conditions you will send an email to your supervisor for review and 
immediately publish your profile to the internet. If you started a service desk ticket and want 
to publish immediately, send the message to GS_HELP_PROFILE. Your request will be 
routed to your current supervisor while corrections are made to your AD records.  

The Email message your supervisor receives looks like this: 
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Modification	
  and	
  Re-­‐Publication	
  of	
  Profile	
  
Your Professional Pages profile is a living document on the internet. You will want to update 
it annually or when major events have occurred. On the Manage Profile tab where you 
elected to publish your profile you will see a button to Unpublish Profile. After you have 
unpublished your profile, you may immediately publish your profile as you have done 
before.  

The preview button will launch a new browser window with your profile as it appears. 
Remember that when you upload or edit material, there is a 15 minute delay for information 
to be replicated among the server farm. 
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Final	
  Output	
  on	
  the	
  Internet	
  
 

Portrait showing face in 
professional setting. 

 

Short biography. 

 

Research Focus in right pane 
with Contact information below 
that.  

 

 

Publications listed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Science topics listed. 

 

 

Mission Area support.  


