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How to: log into MyImpact 

 
1. Go direct to 

https://myimpact.ncl.ac.uk 
 
2. Or select MyImpact from 

Research Resources links on 
the University Staff homepage 
(http://my.ncl.ac.uk/staff/), 
which will take you to the 
Universities Web Login 
Gateway. 

 
3. Enter your ISS university 

username and password. 
 
4. Click on “Login”.  This will 

take you to the MyImpact 
home page. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

https://myimpact.ncl.ac.uk/
http://my.ncl.ac.uk/staff/
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How to:  edit your 
personal details 

 
1. Click on „Web-Profile‟, 

then „Manage Web-
Profile‟ 
 

2. Click on „Edit Personal 
Details‟ 

 
This section draws in data 
from central sources to 
populate name, job title and 
contact information.   
 
In some cases you may not 
wish to change the central 
information but want to 
specify a different phone 
number (for example), or 
none at all: 
 
 
 
 
 
 
 
 
 
 
 
 

 

1 
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3. First enter the phone 
number you want 
displayed into the “custom 
phone number” box. 

 
4. Change the “phone 

number display 
preference” option to 
“custom” (if you don‟t want 
your phone number to 
appear select “none” 
instead) 

 
5. Click “ok” – your phone 

number now appears in 
place of the centrally-
sourced number. 

 
 
Please note if you are 
editing this page on behalf 
of another user you will only 
have the „Save‟ option.   
 
The user will receive e-mail 
notification with the 
opportunity to view and 
publish for them. 
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How to: add a new 
photograph to your 
personal details 

 
1. Click on „Edit Personal 

Details‟ 

2. Switch the Personal Photo 
Display Preference to 
„Show Custom Photo‟ 

3. Click on the „Browse‟ 

button. 
4. Search on your computer 

for your personal photo to 
add then Click „open‟. 

5. Click on „OK‟ to save. 
 
What is an RSS Feed? 
 
It’s a simple format that News and 
content providers can use to allow 
others to syndicate their headlines 
on their websites.  RSS feeds can 
be read by programmes called 
aggregators, which are available in 
all kinds of forms (desktop, web, 
mobile phones etc), but we’re 
specifically interested in outputting 
these RSS feeds on the web. 

Enter the URL to your RSS feed if 
you have one. You may wish to 
make use of this if you already have 
a blog or similar system which 
generates an RSS news feed. The 
most recent items from this news 
feed will then be displayed on your 
web profile. 

2 

2 
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How to:  edit your profile 
tab information 

 
Note any tabs without text will 
not display on your profile 
page, this will benefit staff with 
a none academic research 
role 
 
1. Click on the appropriate 

Tab „Profile‟, „Research‟, 
„Teaching‟. 

 
Use the on-screen toolbar to 
add in appropriate headings. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



MyImpact User Guide to Editing your Web Profile(s) -Version 3.0 Last Modified 15/02/2011  Page 8 
 

 
 
 

 

 
 

Style Guide 

 
There are a number of set 
styles you can apply to your 
web-profile pages. 
 
A. Headings 

 
B. Bold 

 
C. Italic 

 
D. Subscript 

 
E. Superscript 

 
F. Numbered List 

 
G. Bullet List 

 
H.  Link to web-address or  
      E-Mail 
 
 
 
 

A 

B C D E 

F G H 
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Appropriate for All Staff: 

Profile  

 
Personal Information, a quick introduction about yourself 
Roles and Responsibilities (attributed to your current job role) 
Qualifications (any qualifications that may be relevant to your job role) 
Previous Positions 
Memberships (of professional organisations) 
Languages 

 
Appropriate for Researchers 

Research 

 
Current Work 
Main Expertise 
Other Expertise 
Future Research 
Research Role (e.g. Director of Research) 
Postgraduate Supervision (include names of students if you have their permission) 
Esteem Indicators 
Funding Received 
Patents 
Industrial Relevance 

 
Appropriate for Academics & Researchers with a Teaching Role 

Teaching 

 
Undergraduate Teaching Modules 
Postgraduate Teaching Modules 
 

 

What should I add in to 
my web profile? 

If you are starting from scratch 
and don‟t have an existing 
web-profile that, then the 
headlines shown should be 
used as a general guideline. 
 
It‟s worth looking at other 
colleagues web-profiles and 
matching what they have 
added to their own pages. 
 
It is not compulsory to 
complete all headings, but 
have them consistent with 
other staff profiles. 

How project information 
is added to your web-
profile 

 
Projects are added to your 
web-profile automatic via your 
School/Institute Web-Editors. 
 
Web-editors have an 
additional database attached 
to a system called „Site 
Manager‟ which allows them 
to manually add in your 
Research Projects on your 
behalf. 
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How to:  amend your 
publications list 

 
1. Click on the „Publications‟ 

tab. 
 

Drag & Drop option:  
 
2. Hover over the publication 

you wish to move and drag 
it to the new area. 

 
3. Use the Ordering 

preference drop-down 
selection. 

 
4. Click on „Save‟ to view or 

„Save and Publish‟ to 

automatically update your 
web-page. 
 

Please note if you are 
editing this page on behalf 
of another user you will only 
have the „Save‟ option.   
 
The user will receive e-mail 
notification with the 
opportunity to view and 
publish for them. 
 
 
 
 

1 

3 
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How to: change your tab 
layout preference 

 
Your default web layout is as 
follows: 
 
Profile – Research -Teaching 
then Publications 
 
1. Click on the „Profile Tab 

Order Preference‟ drop 
down and switch your 
setting. 
 

2. Click on „Save‟ to view or 
„Save and Publish‟ to 

publish straight to your 
web-site. 

 
Please note if you are 
editing this page on behalf 
of another user you will only 
have the „Save‟ option.   
 
The user will receive e-mail 
notification and the 
opportunity to view and 
publish for them. 

 
 
 
 
 
 

1 
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How to:  add new 
publications to your list 

1. Click on „Publications‟ on 
the top navigation bar. 

 
2. Click on „Add 

Publication‟. 
 

3. Add in your search term 
under „Search the 
publication database‟ 

 
4. Click on Search by: Author 

name, all fields or All fields 
except author names. 

 
5. All publications matching 

will appear on screen. 
 

6. Click on „Add‟ to your 

publication list? Should 
there be a match then click 
on „Save‟ otherwise Click 
„New Publication‟ at the 

bottom of the screen. 
 

7. Once added this will 
update your Edit Web 
Profile page. 

 

 
 

1 

3 

4 
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How to: add yourself to 
another web-site 

 
1. Click on „Add me to a 

different website‟. 
 

2. Add the web-address of 
the site you wish to be 
added to and any 
additional information that 
will support your case. 

 
3. Click on „Send Request‟. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 
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How to: update an ex 
member of staff profile 

 
1. Click on „Manage‟ then 

„Choose a person to 
manage‟ 

 
2. Type in the surname under 

the „Last Name‟ and 
switch on „Has Left 
University? = Yes 

 
3. Click on „Select‟ which will 

take you to the person‟s 
details page. 
 

4. Click on „Web-Profile‟ and 
edit as though it was your 
own. 
 

Note as this person no 
longer works for the 
University, there is a Data 
Protection Act you should 
be aware. 
 
It is your responsibility to 
seek permission first before 
publishing any information 
about the ex member of 
staff in question. 
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How to:  default set all 
your publications 
visibility 

 
1. Click on „Web Profiles‟ 

then „Set Default 
Publication Visibility‟ 
 

2. Click on the Publications 
added to my list (if you 
wish all your publications 
to be made visible 
automatic) 
 

3. Click on „Save 
Preference‟ 

1 

2 
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How to: edit multiple web-
profiles 

 
1. Click on „Web-Profile‟, 

then „Manage Web-
Profile‟ 

 
Note only if you have 2 or 
more existing profiles you 
will see this screen, 
otherwise you will go 
straight to your profile for 
editing. 
 
2. Click on the „Edit‟ button 

next to the profile you wish 
to amend. 

 
How to: Change your 
primary profile (1) 

 
Note this is only for those who 
have more than one profile 
used on multiple web-sites. 
 
1. Click on „Set Primary‟ 

button. 
 
 
 
 
 
 
 

1 

2 
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How to: change your 
primary profile (2) 
 
2. Click on „Set As Primary‟ 

to change your setting. 
 
Note this is useful if you are 
attached to more than one 
web-site and wish to use 
one single profile for both. 

 
3. Once saved you will then 

see an on-screen message 
to confirm. 

 
 
Please note if you are 
editing this page on behalf 
of another user you will only 
have the „Save‟ option.   
 
The user will receive e-mail 
notification and the 
opportunity to view and 
publish for them. 
 
 
 
 
 
 
 
 
 

4 
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How to: create a new 
separate web profile 
 
Note this is useful if you are 
appearing on more than one 
web-site. 
 
1. Click on „Create a New 

Separate web profile‟. 
 

2. Click on „Create Separate 
Web Profile‟ next to the 

appropriate web-site. 
 

 

 

1 

1 
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How to:  report system 
errors or queries 

 
1. Click on “Help” then 

“Support”. 
 
2. Under subject heading 

type in a short title e.g. 
none of my publications 
are showing. 

 
3. Type in a brief description 

of the error occurred within 
the text box. 

 
4. Click on “Send Message” 

button. 
 
5. You will receive an e-mail 

in your outlook folder from 
„Service Centre‟ Helpdesk 
with a (Case number) in 
the message. 
 

6. For telephone assistance 
please contact Helpdesk 
on 0191 222 5999. 

1 

2 

3 


