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Introduction

The MyInfoVault Web site was redesigned and technologically improved in Versions 2 (data entry and packet creation upgrade), Version 2.1 (CV and NIH Biosketch creation upgrade), and Version 2.2 (addition of Data Imports). These upgrades have greatly improved the processes for adding data into the system so that a dossier can be easily created.
One time recommendation letters are currently added to a candidate’s packet manually through data entry forms.  This process is time consuming, inefficient and does not accommodate all of the different types of letters that can be included with a candidate’s dossier.  A PDF upload utility is presently available for the Department Letter, and this same utility is now needed for the other existing letters in MIV.
Implementation
MIV has an existing PDF document upload utility feature for some of its data categories and letters.  That same utility will now be leveraged for existing letters, the DESII Report and Extending Knowledge data categories in MIV.  
The DESII report PDF upload utility will be accessible from the top navigation menu “Enter Data” tab in the “Teaching” section.   Once uploaded, the DESII report will appear at the beginning of the “Teaching, Advising and Curricular Development” document in the dossier.  More than one DESII Report can be uploaded in the system.  Print options can refine which report will appear in the dossier.

The Extending Knowledge PDF upload utility will be accessible from the top navigation menu “Enter Data” tab in the “Extending Knowledge” section.   Once uploaded, Extending Knowledge PDF’s will appear at the end of the “Extending Knowledge” document in the dossier.  More than one Extending Knowledge PDF can be uploaded in the system.  Print options can refine which PDF will appear in the dossier.

All letter PDF upload utilities will be accessible from their letter data entry form pages.  PDF uploads will appear in the dossier in the same location as the current manually entered letters.  MIV is not a document repository and will only add only one PDF document per letter type, except for “Other Letters/Recommendations,” in which up to five PDF documents can be added and “CAP’s Recommendation,” in which up to two PDF documents can be added.  All PDF documents can be deleted and replaced.  If a letter has been added to MIV via PDF upload and through the letter data entry form, only the PDF document will appear in the dossier.
A PDF upload utility will be added for the following data:

•
DESII Report

•
Extending Knowledge

•
Joint Appointment Department Letter (regular and VetMed)
•
Joint Appointment Other Letter
•
Other Letters/Recommendations
•
Dean’s Recommendation letter

•
CAP’s Recommendation letter

•
FPC’s Recommendation letter`
A PDF upload utility currently exists, and will not be changed during this upgrade, for the following data:

· Agricultural Experiment Station (data entry)

· Candidate’s Statement (data entry)

· Organizational Chart

· Department Letter (regular and VetMed)

A PDF upload utility will not be added for the following data/letters during this upgrade:
· Dean’s Final Decision

· Provost’s Final Decision

· Recommended Action Form

· Student Evaluations

· External (Extramural) Letters

· Extramural Solicitation Letters

· Appeals (Rebuttals) Letters

· Post-Audit Letters

· Ad Hoc Comments

· Appointment Form

· List of Reviewers

Definitions
DESII:  The Data Editing System for Instructional Information report listing course information.

PDF:  A Portable Document Format file.

PDF Upload:  A PDF file that can be transmitted from a user’s computer to the MyInfoVault system and added to a candidate’s packet.

What will change
1. A PDF upload utility will be added for the DESII Report and Extending Knowledge data categories.
· The DESII Report will appear at the beginning of the “Teaching, Advising and Curricular Development” document in the dossier. 
· The Extending Knowledge PDF will appear at the end of the “Extending Knowledge” document in the dossier.
2. A PDF upload utility will be added and available for the following data:

· DESII Report
· Extending Knowledge 
· Joint Appointment Department Letters (Redelegated/Non-redelegated actions) 
· Other Letters/Recommendations and Joint Appointment Other Letters/Recommendations (Redelegated/Non-redelegated actions)
· Dean’s Recommendation (Non-redelegated actions)

· FPC’s Recommendation (Redelegated actions)

· CAP’s Recommendation (Non-Redelegated actions)

3. PDF uploads will be accessible from their letter data entry form pages.
4. PDF uploads will appear in the dossier in the same location as the current manually entered letters.
5. MIV will indicate the year PDF documents have been uploaded. 
· PDF documents will display in ascending order by year by default, but can be resequenced.
6. Only one PDF upload can be added per document letter type, except for “Other Letters/Recommendations,” in which up to five PDF uploads can be added and “CAP’s Recommendation,” in which up to two PDF documents can be added.
7. PDF Uploads will have a maximum file size limit of 10MB.
8. PDF Upload utility confirmation message page will display a “Back” button that will return the user to the preview page of the data category/letter for which the PDF was uploaded.
9. All PDF uploads will appear with “Bookmarks” in the dossier PDF document.

What will not change

1. Only PDF format documents can be uploaded into MIV.

2. All letter data entry forms currently available in MIV will remain in the system.

· The special character palette will remain available for all letter data entry forms.

3. Any PDF upload can be deleted and replaced.
Note:  You cannot “replace” a PDF upload without deleting it first.
4. PDF uploads cannot be given a custom name, and will continue to be titled “PDF Document.”
5. If a PDF upload and a manually entered letter (via the letter data entry form) have been added, the PDF upload will display and the manually entered letter will not in the dossier (both will appear in the preview).
6. The PDF upload utility that is available for Department letters will remain the same.
7. Dean’s Final Decision (Redelegated actions) will not have a PDF upload.  The decision appears in the Recommended Action Form (RAF).


Note:  Dean’s Final Decision (Redelegated actions) is not the same as Dean’s Recommendation (Non-redelegated actions), which will have a PDF upload utility available via Other Letters/Recommendations at the Dean’s level.
8. Provost’s Final Decision (Non-redelegated action) will not have a PDF upload.  The decision appears in the Recommended Action Form (RAF).
9. DESII Report and Extending Knowledge PDF uploads will only appear in the packet (not the CV).
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