
Updating your bio 

1. Go to education.wsu.edu/wp-admin 

2. At the login screen, your username and password will be your 
normal NID login. 

3. Upon successful login, you’ll be taken to the “Dashboard.” 

4. In the address bar, go to your bio page. In this case, we’re 
using Sola Adesope’s page as an example. Thanks Sola! 

5. At the top of the page is this “ribbon” which has an “Edit 
Page” listed on it. Click on this to move to edit mode. 

6. When it moves to edit mode, it will looks something like this: 

The FIRST area is one row with two columns. It should say 
“Halves” and then have two columns, stacked one on top of 
the other. One will say Column 1 of 2, the other will be 2 of 2. 

You should not try and change your photo on your own, due 
to size parameters and consistency issues. 

7. In your contact box (Column 2 of 2), you can work in the box
as if you were in Microsoft Word. You can delete old info, 
write in new info, update links, etc. 

WARNING: You do not every want to update the Curriculum 
Vitae link once it has been placed for the first time. All you’d do 
after that is update the corresponding document!!! 



8. The next box below will be a row with a single column and 
will hold all the bio info. Just like the contact box, this also 
works like Microsoft Word. It’s easy to make changes. 

 
 

9. When all your changes are made, you can go to the righthand 
side of the screen and click the “Update” button.  
 

 
 

 

 

 

 

 

 

10. When updating is complete, you’ll be back at the edit screen. 
From here you can just exit out. Or… 
 

 
 

11. … if you want to see your changes, just go to the top and click 
on the “View Page” link. 

 
 

12. If there are any other changes, just repeat the process 
(starting at No. 5 on this instruction chart). 
 
 
 
 

 

 
For help, please email wsucoe.marcomm@wsu.edu and write 
“Bio Update Help Requested” in the subject line. 
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