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BACKGROUND:

MyInfoVault Version 2 (V2) is intended to become a database repository, containing data only.  HTML code used to format data will no longer be allowed in the new system.
Beginning winter 2007, quarterly lists of the HTML code currently used for formatting will be distributed to the schools so that the data formatted by HTML code can be identified.  
The lists can be used to prepare for formatting changes in the new system (V2):

· Schools can use the “Publication Format Options” screen in the current system to apply formatting for bold and underline for up to 3 selected patterns for the “Authors” name field only.  These are the only options available in the current production system but this allows schools to address some formatting needs early on, in preparation for the new system.  

· Schools can establish rules for formatting using the new V2 “Format Options” page.  The new “Format Options” page will provide for the formatting of:

·  The entire fields for the publications “Author”, “Title”, “Publication Name” or “Roles of Authors” fields.  For example, the entire “Title” field can be formatted italic for all publications.
· Patterns in the publications “Author”, “Title”, “Publication Name” “Significance of Research” or “Roles of Authors” fields.  For example, the pattern “John Smith” in all “Author” fields can be formatted bold for all publications.
· Since formatting options are not required when submitting packets to Academic Personnel, departments/schools may choose not to apply some, or all, of the currently used format options in the new system.

Schools will be encouraged to use the current “Publication Format Options” screen rather than entering new HTML code for formatting in the current system.

LIST SPECIFICATIONS:
Each MS Excel report is a list of current MyInfoVault data, per School, identifying HTML code that has been used for formatting data and needs to have formatting reapplied using the V2 Format Options page in the new system (V2).
The lists do not include Additional Information, Areas of Interest, Candidate’s Statement or Position Description data.  These types of data can be formatted in the new system (V2) using the new WYSIWYG (What You See Is What You Get) editor.
Each list includes the following information:

· Name (of candidate)
· School

· Department 
· Data Type (e.g., Journal)

· Field (e.g., Authors)
· HTML Tags Used (e.g., <b></b>)
· Contents of Formatted HTML (e.g., the data that was formatted with HTML code)
TIPS FOR LOCATING THE HTML CODE:
Occurrences of HTML code are not easily matched with records (using publication numbers, etc.) in these lists, so staff will need to search for the records containing HTML code using the information provided in the lists:
1. Select a row in the list and locate the name of a candidate from the “Name” column.
2. In MIV, “Switch Accounts” to the candidate’s account that appears in the “Name” column (from step 1).
3. *Navigate to the Enter Data Publications preview screen that matches the “Data Type” column.
4. Search the screen (press Control F on your computer keyboard) for the data in the “Contents of Formatted HTML” column.
5. Click on the “edit” icon for the record that matches your search from step 4.
6. Review the record for HTML code used for formatting.  The “HTML Tags Used” column will contain an example of the HTML code you will find in that record.   
*EXCEPTION:
1. To locate HTML code in the publication “Roles of Authors” or “Significance of Research” fields, you must: 
a. Create the candidate’s packet and search (press Control F on your computer keyboard) the “Contributions to Publications:” PDF document for the data in the “Contents of Formatted HTML” column to locate the publication record containing that HTML code.

b. Identify the record.

c. Continue with step 3 above.

NOTES  
1. There may be more than one instance of HTML code in a field. 

2. You may see some Publication Format Options formatting in the Author field appears in the preview and packet but not in the Author data entry field as HTML code, by design.
3. Some input fields previously allowed line break <br> tags.  Line breaks or <br> tags are no longer allowed in input fields.  Existing <br> tags in input fields have been replaced with a blank space so that data will now appear in a continuous line without line breaks.
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