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VIVO is an open-source, semantic web application that enables the discovery of research and 
scholarship across disciplines at an institution.  VIVO is populated with detailed profiles of fac-
ulty and researchers, displaying items such as publications, teaching, service, and professional 
affiliations.  VIVO brings together publicly available information on the people, departments, 
graduate fields, facilities, and other resources that collectively make up the research and schol-
arship environment at an institution.  The data can then be disseminated to applications and 
external websites which utilize semantic web-compliant data.  
 
This document is intended to provide guidance to people who will be entering information 
into a VIVO installation either directly via a VIVO profile page or through the back end of the 
system itself.  As future versions of the software are released, functional changes to the  
interface or data entry methods are likely to change and will, therefore, impact the accuracy 
of the content and  graphics contained in this document.  Please refer to http://vivoweb.org 
for the most recent version of supporting materials for the VIVO application. 

INTRODUCTION 

http://vivoweb.org
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In VIVO, there are four roles that can be assigned to a user as described below: Administrator, 
Curator, Editor, and Self-Editor. Permissions provided to users will determine the access and 
options available to those users within the application. This guide will provide details and in-
structions to VIVO functionality for those whose primary goal is to enter data into the  
system manually.  In most cases, this task is best suited to the role of Editor. 

1. System Administrator:  highest level permissions in VIVO; intended for those with 
technical knowledge and skills to perform data ingests and configure the system 

2. Curator:  intended for those who will be customizing the local ontology for an  
installation or configuring the organizational structure 

3. Editor:  users who will be editing multiple VIVO profiles and can add/edit limited 
items to the local ontology 

4. Self-Editor:  users who only have permissions to edit their own VIVO profile (this 
role is not available with release 1.1, but will be part of 1.2) 

USER ROLES 

http://vivoweb.org/support  
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To log in: 

 1 

2 

3 

1 Use your internet browser to connect to 
VIVO at the designated URL  

Click the Login link at the upper right of 
the VIVO home page. 

You will be prompted to enter your user-
name and password into the appropriate 
fields. 

2 

3 

LOGGING IN TO VIVO  

If the login information is accepted, you 
will be redirected to the Site Administra-
tion menu (see below). 

4 

SITE ADMINISTRATION MENU 

Users logged in as  
Editors will only see 

these options 

Each VIVO user role is 
able to view a different 
set of options on the 
Site Administration 
menu  

 

This link will allow 
you to return to this 
menu at any time 

¸ƻǳǊ ƛƴǎǘƛǘǳǘƛƻƴΩǎ ǎȅǎǘŜƳ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ŦƻǊ ±L±h Ƙŀǎ ǘƘŜ ǇŜǊƳƛǎǎƛƻƴǎ ǘƻ ƛǎǎǳŜ ǳǎŜǊƴŀƳŜǎ ŀƴŘ 
passwords for the application.  

Upon logging into the VIVO application, you will be directed to the Site Administration menu. 

Link to Home page 
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Customized browsing tabs Links to more 
information 

NAVIGATING VIVO  

Clicking the Home tab will take you to the main page of the VIVO installation.  From here, you 
can navigate to the various areas of the application.  The tabs which appear at the top of the 
page are customizable and may vary from one institution to another.  Each tab is programmed 
to display a specific set of data from the system.   
 
When configured, the About and Contact Us links will provide more information about the  
local installation and whom to contact with questions or problems. 
 
Use the link at the top of the screen to return to the Site Administration menu at any time. 

Link to Site Administration Menu 

DATA INPUT OVERVIEW 

Although automated ingest of data is preferable, it will be necessary at times to manually  
input data into VIVO or to edit information that has already been ingested.  For example, there 
is some information for which data sources do not exist, such as research interests or personal 
overview statements.  Also, in the process of implementing VIVO, it may take time for authori-
tative data sources to be identified at an institution and the data ingest mechanisms to be 
configured.  In the meantime, a wide variety of data can be entered manually into the VIVO 
installation for display and/or dissemination. 
 
In VIVO, every piece of information is represented individually and has an address called a 
URIτUnique Resource Identifier.  Since the application stores information as RDF triples, a URI 
can be used by other web pages and applications to locate and retrieve specific chunks of 
data.  In VIVO, the URIs are used to establish connections among the data.  For example,  
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Use the options to narrow the search 
ǊŜǎǳƭǘǎ ǘƻ ΨǇŜƻǇƭŜΩ ƻƴƭȅΣ ƛŦ ƴŜŜŘŜŘΦ 

PROFILE FIELDS 

a researcher profile in VIVO will be assigned a URI by the application.  In addition, the re-
ǎŜŀǊŎƘŜǊΩǎ /ƻƭƭŜƎŜ ƻǊ 5ŜǇŀǊǘƳŜƴǘ ǿƛƭƭ ŀƭǎƻ ƘŀǾŜ ŀ ǳƴƛǉǳŜ ¦wLΣ ǎƻ ǘƘŀǘ ƛǘ Ƴŀȅ ōŜ ŀǎǎƻŎƛŀǘŜŘ 
with other members of that organization.  The detailed level to which VIVO captures informa-
tion enables complex relationships between data to be  
illustrated. 
 
 
 
Information will be entered into VIVO in two ways.  The first is through the editing forms  
available through a specific VIVO profile.  The second is by adding a new VIVO entry through 
the Site Administration menu and then linking one or more individuals to the data.  Both 
methods will be described in the remainder of this document. 

URI for a VIVO data element 

To locate a VIVO profile: 

1 

2 

3 

1 
Access the VIVO home page and use 
your credentials to log into the  
application. 

Enter the name into the search box. 

2 

3 

Click the link to the specific VIVO pro-
file. 

4 

By default, a specific set of data fields are included in VIVO profiles.  These fields may vary 
from one VIVO instance to another.  When you are not logged into the application or when a 
visitor views a profile, only the fields which contain information will appear.  Any fields left 
blank will be automatically hidden from view.   
 
Furthermore, additional fields may appear in a VIVO profile if particular data is entered into 
the system through the site administration panel.  This action will be discussed further in the 
next section.  A definition and example for each field is provided in the Glossary. 
 
To begin entering data, you need to locate the profile for the researcher you are editing. 

4 
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A typical VIVO profile may look like the sample below.  The name appears at the top of the 
profile beneath a reference to the URI for that individual.  This is the address that may be used 
to access the collection of VIVO data for the researcher. 
 
Lƴ Ƴŀƴȅ ŎŀǎŜǎΣ ŀ ±L±h 9ŘƛǘƻǊ ǿƛƭƭ ōŜƎƛƴ ŜƴǘŜǊƛƴƎ Řŀǘŀ ƛƴǘƻ ±L±h ŦǊƻƳ ŀ ǊŜǎŜŀǊŎƘŜǊΩǎ /ǳǊǊƛŎǳƭǳƳ 
Vitae (CV) or resume.  While the categories and contents on a CV may vary from person to 
person, VIVO uses a common, shared ontology when referring to pieces of information.  The 
ŦƛǊǎǘ ǎǘŜǇ ƛƴ ŜƴǘŜǊƛƴƎ Řŀǘŀ ŀōƻǳǘ ŀ ǊŜǎŜŀǊŎƘŜǊ ƛǎ ǘƻ ǘŀƪŜ ŀ ƳƻƳŜƴǘ ǘƻ ǊŜǾƛŜǿ ǘƘŀǘ ǇŜǊǎƻƴΩǎ /± 
and attempt to map the information to the various fields contained on a VIVO profile (see the 
example below).  Once you have an idea of how and where the information will be repre-
sented in VIVO, it will be easier to manage the input. 

Sample VIVO Profile 

Sample Researcher CV 

 

 

 

Basic contact information like 
Mailing address, Phone, and 

Email 

Educational background 

Positions held 

Professional service 

Award or Distinction 

Mapping a CV to a VIVO Profile 

Individual URI 
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If the field already contains informa-
tion that needs to be edited, use 
your cursor to hover over the entry.  
A pop-up will appear to the left 
which  allows you to edit or delete 
the information. 

To add/edit information: 

1 

2 

To add data to a profile field, click 
the + icon to the right of the field. 

2 

Use the CV and VIVO profile to begin entering data about the researcher.  General instructions 
for entering information are given below.  Specific fields will then be handled in more detail. 

Unless you are familiar with VIVO site 
administration, you will want to 
avoid using the link at the top of the 
profile that reads edit this individual. 

If you happen to click the edit this 
individual link, a control panel screen 
will appear.  To exit this screen, click 
the first link in the blue section that 
reads Display this Individual (public). 

3 

4 

1 

3 

4 
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If the field already contains informa-
tion that needs to be edited, use 
your cursor to hover over the entry.  
A pop-up will appear to the left 
which allows you to edit or delete 
the information.  If the field is cur-
rently empty, click the + icon. 

To enter name information: 

1 

2 

Locate the data field you wish to 
edit. 

Click the save entry button to con-
firm your edits or Cancel.  You will 
automatically return to the profile 
page.  

The next screen will allow you to add 
or edit information in a free-text  
entry field. 

3 

4 

In a VIVO profile, the name of the researcher appears at the top of the screen followed by his 
or her current work title (if provided).  Scroll down to the identity and contact sections of the 
profile to locate the following data fields:  name prefix, first name, middle name or initial, 
last name, name suffix.  If information is already present in a field, verify the data, or enter 
ƴŜǿ ƛƴŦƻǊƳŀǘƛƻƴ ǿƘŜǊŜ ƴŜŜŘŜŘΦ  LŦ ŜǊǊƻǊǎ ŀǊŜ ŦƻǳƴŘΣ ǳǎŜ ǘƘŜ άŜŘƛǘέ ƻǇǘƛƻƴ ǘƻ ŎƻǊǊŜŎǘ ǘƘŜƳΦ 

Verifying name information 

2 

3 

4 

Current position, organization, and title 

1 

When researchers are populated into the VIVO application, a departmental affiliation and  
position title are often captured as well.  Colleges, departments, institutes, etc. are all referred 
ǘƻ ŀǎ άƻǊƎŀƴƛȊŀǘƛƻƴǎέ ƛƴ ±L±hΦ  ¢ƘŜ Ǉƻǎƛǘƛƻƴ ǘƛǘƭŜ ŦƻǊ ŀ ǊŜǎŜŀǊŎƘŜǊ ǿƛƭƭ ŀǇǇŜŀǊ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ 
name on the profile page and an organizational affiliation may appear as an entry in the  
position field.  If the working title is not accurate, the preferred title field may be used.  Any 
existing position and organizational affiliation may also be edited.  Additional current or past 
positions can be entered into the same position field as needed to capture an employment 
history. 
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Enter the preferred title into the free
-text entry field on the following 
screen. 

To enter a preferred title: 

1 

2 

Click the + icon next to the preferred 
title field. 

Click the save entry button at the 
bottom of the screen to submit your 
edits and return to the profile page. 

3 

2 

1 

To enter or edit a position: 

1 Locate the positions field on the  
VIVO profile page. 

3 

If the field already contains  
information that needs to be edited, 
use your cursor to hover over the 
entry.  A pop-up will appear to the 
left which  allows you to edit or  
delete the information. 

2 

If the field is currently empty, click 
the + icon to add a position. 

3 

3 

2 

1 

A separate entry screen will appear.  
Use the drop-down menu to select 
the organization which houses the 
position you are adding/editing.  If 
the organization is not listed, click 
the add a new organization link to 
the right. 

4 

4 
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Enter the Position Title and Position 
Type into the next two fields. 

If you are adding an organization, a 
section of the screen will appear  
allowing you to enter the  
Organization Name and Type. 

5 

6 

Enter a Start Year in the designated 
format for the position.  If the  
position is currently held, leave the 
End Year field blank.  If the position  
is past, enter an ending year for the 
position. 

7 

Click the Create Organization & Posi-
tion button to save the edits and re-
turn to the profile page.  Repeat the 
steps as needed.  

8 

Adding web links, images, and overviews 

The web pages, image, and overview fields on a VIVO profile allow a researcher to further 
customize the information being displayed.  The web pages field will capture and display links 
to other websites that feature information about the researcher.  An image of the researcher 
can be uploaded from a local drive or linked from an external site to be displayed on the  
profile.  The overview field can be used to capture a personal statement or brief biosketch. 

Enter the full URL into the box.  In 
the following field, enter the text 
that you would like displayed as the 
link on the profile page. 

1 

2 

Click the + icon next to the web 
pages field on the profile page. 

To enter a web link: 

1 

Click the Create link button to save 
the link and return to the profile 
page. 

3 

3 

2 

 
5 

Repeat the previous steps as needed 
to complete the employment history. 

9 

6 

7 

8 
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Click the Browse button on the next 
screen, and locate the image file on 
your local computer. 

1 

2 

Use your cursor to hover over the 
empty image space.  A pop-up will 
appear to the left which allows you 
to add a photo. 

To add an image: 

1 

Click the Upload photo button. 3 

Enter a brief overview statement or 
biosketch for the researcher in the 
free-text entry field. 

1 

2 

Click the + icon next to the overview 
field on the profile page. 

To enter an overview statement: 

1 

Click save entry to save the informa-
tion and return to the profile page. 

3 

3 

Adding educational history, awards earned, and service activities 

The educational training, awards and distinctions, and service to the profession/outreach 
and community service fields allow the researcher to highlight their degrees earned and ac-
tivities in which they participate or have received recognition.  Researchers have the option to 
display as much or as little information as they wish.  The service to profession field is a good 
place to list societies or organizations where a researcher holds membership.  

To make adjustments to the photo, 
drag the thumbnail box around the 
larger image and resize the photo to 
the rightτthis is how the photo will 
appear in the profile. 

4 

When you are finished, click the Save 
photo button to return to the profile 
page. 

5 

2 

3 

5 

2 

4 
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Use the drop-down menu to select 
the type of Degree earned.  Then, 
enter the Major Field of Degree and 
Year of completion. 

1 

2 

Click the + icon next to the  
educational training field on the pro-
file page. 

To add educational training: 

1 

Use the drop-down menu under the 
Organization Granting Degree field 
to select the institution from the  
system.   

3 

4 

Add any additional information to 
the last two fields on the form, and 
click the Create Educational Back-
ground button.  

Use the drop-down menu to select 
from awards, honors, and distinc-
tions that are already in the system, 
and click the select existing button. 

1 

2 

Click the + icon next to the awards 
and distinctions field on the profile 
page. 

To enter an award or distinction: 

1 

If the award is not listed, click the 
add a new item to this list button. 

3 

Add the name of the award on the 
following screen and click Save 
changes. 

4 

2 

3 

4 

2 

3 
If the organization is not in the list, 
click the add a new organization link 
to the right.  A new section will  
appear allowing you to add the  
Organization Name and Type. 

5 

5 

4 
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Use the drop-down menu to select 
the Service to the Profession Type.  
Enter the name of the organization 
into the first field. 

1 

2 

Click the + icon next to the service to 
the profession or outreach and com-
munity service field on the profile 
page. 

To add service activities: 

1 

Enter the role taken in the activity, 
followed the Start Year and the End 
Year, if known. 

3 

Click the Create Organization & Ser-
vice to the Profession button.  Repeat 
the process as needed. 

4 

2 

3 

Specifying research interests and activities 

One of the most important aspects of a VIVO profile deals with research.  There are several 
fields on a profile that display research information.  The research overview and research ar-
eas fields capture information on the subject areas and disciplines where a person has re-
search focus.  The international geographic focus and domestic geographic focus fields are 
used to indicate a location where the person conducts research or where his or her research 
has impact.  The research activities, principal investigator on, investigator on, and co-
principal investigator on fields are used to specify current or previous funded grant activities. 

Use the drop-down menu to select 
from subject areas already in the sys-
tem, and click the select existing but-
ton. 

1 

2 

Click the + icon next to the research 
areas field to display more broad ar-
eas of research focus whether or not 
funded by a grant. 

To specify research areas: 

1 

2 

4 
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Add the name of the subject area on 
the following screen and click Save 
changes. 

If the subject area is not listed, click 
the add a new item to this list button.  

3 

Click the + icon next to the interna-
tional/domestic geographic focus 
fields on the profile page. 

4 

3 

2 

4 

To add a geographic area of focus: 

1 

Use the drop-down menu to select 
an existing geographic area from the 
system and click the select existing 
button. 

2 

If the location is not listed, use the 
second drop-down menu to specify 
the type of location you would like to 
add and click the add a new item to 
this list button. 

3 

On the following screen, enter the 
name of the geographic location and 
click the Save changes button. 

1 

2 

3 

4 

4 
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Type the Grant Name and click the 
Create Grant button.   

Click the + icon next to the co-
principal investigator on, investigator 
on, or principal investigator on fields 
on the profile page. Use the research 
activities field when a person is 
working on a grant but is not the co-
PI, PI, or investigator on the grant. 

To add a grant activity: 

On the following screen, you can 
click the Verify this match link to the 
right of the Selected Grant title.  A 
separate window will pop-up with 
ǘƘŜ άǇǊƻŦƛƭŜέ ŦƻǊ ǘƘŜ ƎǊŀƴǘτthis al-
lows you to confirm that you have 
selected the correct grant. 

The following page is the profile for 
the grant itself.  Use the fields on this 
page to add information or details 
about the grant. 

1 

2 

3 

4 

1 

Enter the Start Year and End Year (if 
known) for the grant and click the 
Add Investigator button. 

5 

5 

If, however, the grant already exists 
in VIVO, auto-complete will bring up 
the title of the grant as you type. 

2 

3 

4 

6 

6 
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Adding teaching experience and responsibilities 

Local VIVO installations may have the ability to automatically ingest information from  
institutional course registration systems.  There are also several places to add information to a 
VIVO profile concerning  current, past, and recurring teaching activities.  The teaches field 
identifies current semester courses only.  The teaching activities field is used for the devel-
oper of a course (and normally lead instructor) who has ongoing responsibility for the course 
over many terms.  The teaching overview field is a more general place to specify instructional 
efforts and activities.   

1 

2 

Click the + icon next to the teaching 
activities field on the profile page. 

To add a teaching activity: 

1 

On the following screen, select the 
Teaching Activity Type from the drop
-down menu.  Enter the name of the 
activity followed by the role.   

Enter the Start Year and End Year (if 
known) for the activity and click the 
Create Teaching Activity button. 

3 

2 

Entering contact information 

Some of the contact information for a researcher may be ingested into the system and could 
automatically populate the profile page.  In this case, simply verify that the information is  
accurate and make edits as needed.  Contact information is includes the work phone, work 
fax, work email, and mailing address fields. 

3 
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1 

2 

Click the + icon next to the work 
phone/fax field on the profile page. 

To add a phone or fax number: 

On the following screen, enter the 
number into the free-text field and 
click the save entry  

1 

2 

Click the + icon next to the mailing 
address field on the profile page. 

To specify a mailing address: 

Use the drop-down menu to select 
an existing location from the system 
and click select existing. 

1 

2 

Several researchers at an institution 
may share the same mailing address.  
For this reason, you will create a profile 
page for a specific location, link the re-
searcher to that entry, then specify the 
ƭƻŎŀǘƛƻƴΩǎ ƳŀƛƭƛƴƎ ŀŘŘǊŜǎǎΦ 

1 

If the mailing address for a location 
has not been entered, click the add a 
new item to this list button. 

3 

On the following screen, enter a  
general name for the location and 
click Save changes. 

4 

2 

3 

4 
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5 Once back on the profile page, use 
the link to the new location to enter 
more detailed information about  the 
address. 

6 On the following screen, use the 
fields to enter the details of the  
ƭƻŎŀǘƛƻƴΩǎ ƳŀƛƭƛƴƎ ŀŘŘǊŜǎǎΦ 

5 

6 

Entering publications 

VIVO is currently in the process of expanding the data ingest framework to sources that will 
include publications from different external databases.  Until that time, however, publications 
must be entered manually.  Most researchers keep the list of publications on their CV up-to-
date, and you can confirm the details of their citations using databases such as RefWorks or 
PubMed. 
 
It is important to remember that the way authors order the names of their co-authors is sig-
nificant, and you should be careful to order the list of authors accurately.   
 
In the most recent release of VIVO, a publications visualization page has been added that in-
cludes in-page sparklines of publications over time and a co-author network visualization.  
These features will be discussed in greater detail on the last page of this document. 
 



Page 20 

 

1 

2 

Click the + icon next to the selected 
publications field on the profile page. 

To add an academic article: 

Use the drop-down menu to select 
the Publication Type. 

1 

2 

Type the Academic Article Title and 
click the Create Publication button.   

3 

On the following screen, you can 
click the Verify this match link to the 
right of the Selected Academic Article 
title.  A separate window will pop-up 
ǿƛǘƘ ǘƘŜ άǇǊƻŦƛƭŜέ ŦƻǊ ǘƘŜ ŀǊǘƛŎƭŜτthis 
allows you to confirm that you have 
selected the correct publication.  If it 
is correct, click the Add Publication 
button. 

4 

5 

3 

4 

5 

If, however, the article already exists 
in VIVO, auto-complete will bring up 
the title of the publication as you 
type.  
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6 

7 

The following page is the profile for 
the article itself.  Use the fields on 
this page to enter additional informa-
tion about the publication such as 
the name of the journal, the volume 
number, start and end pages, an ab-
stract, etc. 

6 To specify a journal name, click the + 
icon next to the published in field.  
On the next screen, select the title of 
the journal from the drop-down 
menu or click the add a new item to 
this list button to add a journal to the 
system. 

9 

To enter a publication date, select 
from either the year, year and 
month, or date fields in the time sec-
tion of the profile, depending on the 
publication frequency. 

To begin connecting more authors 
with the article, click the + icon next 
to the authors field.  The following 
page is the Manage Authors page. 

7 

7 

8 

8 

9 


