
 

 

 

 

 

 

 

 

SYMPLECTIC ELEMENTS 

Copying over your University Staff Profile  

 

 

 

 

 

 

 

 

 

 

 

 

 



Introduction 

This guide will include how to copy over your details from your University Staff Profile onto your 

Elements Researcher Profile. Please note there is another guide available on editing your profile if 

you were entering this information manually. 

(https://www.wlv.ac.uk/media/departments/research/documents/Editing-Profile.pdf). It is 

recommended that Staff members have a read through both guides. 

Adding About Information 

Once logged into Elements, you will be presented with your homepage. 

1) Click on your profile picture to enter your profile. 

2) Click the ‘edit profile’ button to enter edit mode. 

 

3) Next, you need to open another internet tab by clicking the + button. 

 

4) Please enter https://www.wlv.ac.uk/about-us/our-staff/ and click enter. Search for your profile 

using the search box provided. 

https://www.wlv.ac.uk/media/departments/research/documents/Editing-Profile.pdf
https://www.wlv.ac.uk/about-us/our-staff/


 

5) Click on your Name to view your profile. 

 

6) Open the about tab and highlight the text you wish to include in the about section of your 

Elements profile and right click, then select copy.  

 

7) Click on the Elements tab to go back to your Elements profile. 

 

8) Click on the edit button next to the ‘Overview’ section of your profile.  



 

9) Right click in the text box and then click paste. Your text will now appear in the text box 

provided. You can now edit/update this if there is anything further you wish to add and then 

click the save button.  

 

Please note: if no text displays after you have clicked paste, return to your University profile and 

highlight the text again and click copy and then repeat the instruction listed above. 



10) Once you have finished editing this section, click the save button. 

Those who have a further information tabs may wish to also paste this information in the Overview, 

Research Interests or Teaching summary section depending on the content written.  

Adding your Research Interests and Teaching Summary Information. 

Follow the instructions listed above for how to copy over your Research Interests.  

In your Research Interests or Further Information section, you may also have your PhD Supervision 

listed. In Elements, you will need to include the areas of supervision in the Teaching Summary and 

the current and completed supervisions would be recorded within the Teaching Activities Module. See 

https://www.wlv.ac.uk/media/departments/research/documents/Teaching-Activities-Staff-Guide.pdf for 

instructions on how to add these. 

 

 

 

 

 

 

 

 

 

 

I have copied and pasted the information following the instructions above, which has now completed 

the ‘About’ section of the profile.  

https://www.wlv.ac.uk/media/departments/research/documents/Teaching-Activities-Staff-Guide.pdf


 

 

Memberships of Professional Bodies 

Some users may have a Membership of Professional Bodies section on your University profile. Within 

Elements, these can be added as ‘Professional Activities’. To see how to do this please visit; 

https://www.wlv.ac.uk/media/departments/research/documents/Professional-Activity-Elements-User-

Guide.pdf 

 

Qualifications  

If you have your Qualifications listed on your University Profile, these can be added into your 

Elements profile by following the below instructions. 

 

1) In Elements, click on ‘add a degree button’  

https://www.wlv.ac.uk/media/departments/research/documents/Professional-Activity-Elements-User-Guide.pdf
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You will then be presented with a form to complete. You could manually enter the details in or you 

could copy this from your University Profile.  

 

Click into your University Profile and then on the Qualifications tab. highlight the text you wish to copy 

over, right click and select copy. 

 

Next, return to your Elements profile.  



 

Right click in the Qualification field and then select paste. 

 

You will then need to enter at least the Institution name and Country and then click save. Also include 

start and end dates if you have these to hand.  

 

You would then repeat these instructions until all your qualifications have been added.  

Publications 

There is a section on Publications within Staff Profiles on the University website. Elements should 

have pulled across much of this information already for you.  



You should check your Publications list against the ones in Elements. If you have any publications 

missing you can manually add them to Elements. Please refer to the Publications guide for assistance 

with adding publications. This can be accessed at :< 

https://www.wlv.ac.uk/media/departments/research/documents/Publications-Module-Staff-User-

Guide.pdf>. 

Experience in Industry 

The information held in your University Profiles for this section will fit into the experience section on 

your Elements profile. 

To add your experience, you would click on the add button next to the section you wish to add too.  

 

 

 

 

 

 

 

 

 

 

You will then be presented with a form to complete. You must ensure all mandatory fields are 

complete to be able to save the record.  

 

You can copy the data direct from your University profile or you can enter this in manually for each 

section. To copy the information from your University Profile, please follow the instructions outlined 

throughout this guide. 

 

 

 

https://www.wlv.ac.uk/media/departments/research/documents/Publications-Module-Staff-User-Guide.pdf
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Feedback on Training Materials   

 

Many thanks for taking the time to review the training materials for Elements. If you have any 

comments on what you would like to see in the future or any feedback on the materials or system 

please email elementsupport@wlv.ac.uk. 

 

You can view other self-help guides for Elements by visiting; www.wlv.ac.uk/elements 
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