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Editing your Contact details  

Contact details are automatically populated into the Contact tab in Researcher Profiles from the 

university Phone Directory.  If you have an entry in the Phone Directory you will not need to 

enter this information again. 

If you do not have an entry in the Phone Directory, you will need to complete the Amendments 

form and submit to have one set up for you.  This will take up to 2 business days to be 

completed. 

Contact details in both the university Phone Directory and the Contact tab in your Researcher 

Profile will be the same. 

 

1. To edit your contact details, firstly login to your profile.  
 

 
 

2. Select the Contact tab from the Home Page. Click on the University Phone Directory link to edit 
your position, title and contact details. 
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3. The University Phone Directory Amendments Form will open for you to populate. 
   

 
 

 

4. Once submitted you will receive this confirmation.  

  

 

 

5. It will then take up to 2 business days for the updates to be completed, and for any changes to 
appear on the Contacts tab. 

 

 


