St. Norbert College
Information Technology – CWIS Group
Instruction Sheet for 
Display Directory Information for Non-Student Employees


Controls to display or not display certain information on the Web directories (www.snc.edu/people), the LDAP directory (maintains your login account and email address) or in the Printed directories are maintained within KnightLine.   The instructions as to how to set these controls can be found below.  If you find any incorrect information or have questions about any of the information found in your profile please use the contact listed on the website for assistance.

If you are a current student, regardless of employee status, you MUST NOT use this web page to change what is recorded in the directories.  Instead, go to the Registrar Office web page (www.snc.edu/registrar or www.snc.edu/registrar/studentadvisorforms.htm ) to get more information on how to proceed.



Instructions:

1) Log into Knightline
a. Web address: www.snc.edu/knightline
b. Click on “Enter Secure Area”
c. Answer the “SNC Id No:” and “KnightLine Password” questions and then click the “Login” button.
2) Click on “Employee”
3) Click on “Employee Directory Profile”
a. Click on the check box for each item you want displayed in the directory.
b. [bookmark: _GoBack]When your changes are complete, click on the “Submit Changes” button to save the changes.  If you do not want to save your changes simply exit the web page or click the “Reset” button.






As of Feb 2, 2012 the web page looks as follows:
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Directory Profile for SNC Employee

Below is your directory information for SNC directories(printed and web-based) . The items that have a checkbox is the information that you can flag to
either show (checked) or not to show (unchecked) in the SNC directories. The defaultis to show the information in the directories.

The information that does not have a check box s information that will be printed in the SNC directories. If information is incorrect, please contact one
of the departments below with your request to adjust the information. There is some information that can be changed immediately because itis your
personal information and there is some information that must be changed with the correct business process. Once you have contacted the department
with the change they willlet you know what paper work must be completed to activate the change, if any.

NOTE: Any "Employee Position Title" change request must come from your supervisor.

« Department Number: Mail Room (mailcenter@snc.edu]
« Department Telephone: Information Technology. Kathy Ritter (kathy ritter@snc edu
« Office Location: Information Technology. Kathy Ritter (kathy ritter@snc edu

Office Telephone: Information Technology. Kathy Ritter (kathy ritter@snc.edu]
Al other information: Human Resources Department. Jesse Albers (jesse albers@snc edu

Directory Item Current Listing Display in
Directory
Name Tod M. Maki Yes

Home Address 1735 Spring Hills Lane
De Pere, W1 54115-8367

Home Telephone 920 3479733

Department Number:  Department Number: 25
De Pere, WI 54115

Directory Telephone -~ See Office Telephone
Office Location Cofrin Hall

Room 111

De Pere, WI 54115
Office Telephone 920 4033861
Employee Department :_Information Technology
Employee Position Title : Assistant Director of Information Technology Yes
E-mail tod maki@snc.edu Yes
SNC Class Year Not Reported No
SNC Directory Name :  Tod Maki

Submit Changes
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