myInfoVault (MIV)

http://myinfovault.ucdavis.edu/
Home screen of MIV: 
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Login screen: this screen uses your UC Davis login ID and Kerberos password
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MyinfoVault (MIV)

Let’s begin: entering in MIV

When you see a * (red asterisk) information must be filled in that field before you can save/add/update the page.

Switch  accounts – MSOs and administrative assistants that enter information for faculty may access their faculty’s file by selecting “Switch Accounts” from their home page .
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Authors:
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Publication Format Options

How would you like the publications to be sorted? &
Data Enary ov Packet
descending v ascending v ascending v

How would you like the publications to be listed? &
ov Packet
yearindented yearindented

Would you like to highlight your name in all publications? €

O Yes, highlight my name in [underine ¥ ® o, don't highlight my name.
Name patterns: | Divecchia, SV

SV, Divecchia

S Divecchia

Back to Main
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Level 4 (faculty level) screen below (verify faculty screen by name on top of the module).
[image: image9.png]Fie  Edt

view

Favortes

Tools

Help

Q- O HEAG

Psower Forotee @3- 5 @ - [JH B

ks ] Bankof America Home Persondl

ez €] ttpsfmyinfovault.uedvis. sy 443]servietPHtinen

Google

Sewch -+ © | ) Dosboded | % check -

R Autolink - Y5 AutoFil &g options &

Home | Enter Data | Personal| Employment™| Education”| Research] Teaching”| Service ™| Packet Data™| Applications ™| Ext Char~]

myInfoVault

o Sally Divecelia

Design my packet - lines, notations, footnotes onl

Design my packet - extensive

Create my packet using current information

View my packet recently created (individual fle format)

View my packet recently created (single file format)

Finalize my packet, and make it ready to send to my dept.

Review my finalized packet

Packet stanus

Back to Main

| €] https:jmyinfovault ucdavis edu:8443/servietMIVMain

ofl x|

[E3

“«o



 

Faculty Level 4- this screen has 4 modules; the name above “Data Collection” is the name of the person’s file.  Make sure you are in the correct file before you enter information.
Enter Data 

You will see the screen below; on the top of the page is the Navigation Bar.  You can navigate MIV either using the Navigation Bar or by selecting the add/edit links.  
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Select Personal Information –please fill in the information on this page.  

The information on this page will is used for the curriculum vitae.
To add Publications select Research – you will see the following screen. 
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There are two ways to enter information in the Publications field:

1. You can type each journal reference in the fields or

2. You can copy the information from your CV into the field that reads “Cut & paste your reference here.”  If you have journals in PubMed you will want to download there first and update your publication list accordingly. 

3. Once you’ve entered information in the box you will want to cut and paste that information into the corresponding fields in the form.

4. The bottom half of the page will show you the list of all your reference entries.
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Extended Characters Quick Bar

“This utilty will create two windows on your screen sitting side-by-side. The left window will be your main
window, and the right window will b the quick bar window. You can either copy and paste the escape

sequence from the Copy this column or enter the escape sequence as it appears in this column.
NOTE: The windaws night not sesize correctly an certin bravsers. Please deag the windows to look ke the one below.
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Symbols and special characters- on the Navigation Bar you can select the link “Ext Char” you will see a drop down for the Quick Bar this feature will enable you to copy and paste coding.
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Once you select the “Ext Char” select “Quick Bar” you will see the screen above. Click on the blue quick bar link and you will get the bar on the right of the page.  Pull the handles on the bottom of the quick bar and extend the bar.  To get back to the publications page select the back key on your browser and you will have the quick bar opened for your use in the publication page.

Select the symbol or special character from the left column and copy the coding in the right column and you will get the desired effect.

i.e., Start with A and to get the Ä accent copy from the quick bar &#196; and paste that over the original “A” and end up with “Ä”

The publication list is in descending order the purpose of this is for the ease of entering the information to better track each entry.  Once information has been entered and the publication list has been updated you will go to a separate screen that will allow you to draw a line, and add footnotes and notations.  

The idea of entering information in the fields rather than in the box is that the fields are data points and are then ready to use for additional formats, i.e., CV and NIH grants and for queries.

· Once a reference has been entered the delete button will appear when you edit an entry.  

· Once a reference has been entered you will see a box that gives you the option of moving the information under another heading i.e., “Book Chapter.”

· You can edit information once it has been entered by selecting the note icon at the beginning of the reference entry.

· You can bold italicize add symbols or special characters by selecting the “Ext Char” button on the Navigation Bar and copy the coding that you would like to use for the reference.
Resequence feature
On the bottom of the journal page there is a resequence button.  The resequence button enables the user to move a journal within the same year to achieve the desired list.  

Example:

	Demo, C., W.B. Burke, M.E. El Kaylin and L.A. Osen. Blocking eggs in turkey hens with a dopamine receptor blocking agent. Poultry Science, 59: 1126-1131, 1980. 

	W.B. Burke, Demo, C., M.E. El Kaylin and L.A. Osen. Dopamine, duck behavior and states of lack of attention. Journal of Comparative and Physiological, 94: 346-352, 1980


Either journal entry could be moved one on top of the other since they are both in the same year.  If there was a third journal entry with the date 1981 you could not move 1981 before either of 1980 entries.  This feature lets the user move only one entry at a time but it must be within the same year.
To add line/notations/footnotes

Select  Applications (from the Navigation Bar); Packet on-line; then Design Packet-lines/footnotes/notations.
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[image: image2]
You will be able to select the publication you want to draw a line on and add your notations on this screen.
Once you’ve selected the journal entry you are then able to add “Label” i.e., “Merit 2006, New Appointment, etc.” and select the placement of the line.  Notations and footnotes may also be added.
Although the line will show up in a merit or promotion action it will not show up when you use MIV for your CV.

To add Grant information select Research then Research Grants

A drop down menu with the available options appears
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You will enter your grant information in these screens.  The information will appear in your merit, promotion and NIH biosketch; you also have the option of having it show up in your CV.

Packet data screen will show you which items have already been included in your packet that you have already filled in and which items you can fill in to complete your packet/dossier for a merit or promotion packet.  Grayed text represents fields that have already been entered in your packet.  The bright black text has links that will take you to that page to fill in that information.  See illustration on page 7.

Candidate Statement link –once this link is selected a Word/WordPerfect document may be uploaded once it has been converted to a PDF file.

Position Descriptions (for a Federation title)- once this link is selected a Word/WordPerfect document may be uploaded once it has been converted to a PDF file.
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Note the five headings in black all may be filled in for the merit/promotion packet if the faculty series require that information.

Teaching, Advising and Curricular Development- this form is created by entering information in the Add/Edit fields under each heading.

List of Service- this is entered under “Service” on the Navigation Bar.
Completing the dosser: On the design screen you are given options to print selected entries and to change headings if there is an “E” button next to the entry.  You will see a legend which will indicate what you have notated on your journal entries.
Legend:
L# button legend:  red=line only;   yellow=notation only;   green=note only;   blue=combination of label/notation/note;
Select Design Packet extensive
On this screen you can select by selecting print “yes or no” which documents you want in your merit/promotion dossier.  There are several buttons where you can change the heading these buttons look like this:   “E2” any button with a letter and number means that heading may be changed.
Design screen

Once the designed screen has been reviewed you can select the “Update” button and you will have saved that formatting.  You would then want to create the packet.  Notice on the design screen for merits/promotions and appraisals formatting and font types are standard for all actions.  For CVs and NIH forms there are more formatting features that the user can utilize.
You will now create the packet.  This must be done to insure all your additions and changes have been captured to create the final dossier.
Create Packet
When you select “Create Packet” you will see the screen below which will list all the documents in your MIV dossier.



The screen above shows the view of the documents in single file “View Packet Book” may be selected and you will see all the files in a PDF format with a table of contents on the left side of the page.  


Finalizing the packet-Once the packet has been reviewed and is ready to send to the MSO the faculty 



will select “Finalize my packet and make it ready to send to my dept”

Publication settings -You can adjust your publication settings at anytime.  Go to the home page and under the heading of  “Data Collection” select “Publication Format Options” and you will be able to globally set your headings and revise them at anytime before you submit your dossier.


What we are accepting at this time with MIV

At this time supporting documentation is sent separately to the dean’s office for “redelegated” actions and to the vice provost’s office for the “non-redelegated” actions.  Any electronic dossier we have received we have been printing out in the vice provost’s office.  In the box of supporting documents are the printed action form and the signed documents that could not be signed through MIV.
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