Steps to Input Information for the 2007 Annual Report: Publications

This document provides instructions for entering the required information into Unifas.  The instructions assume that a user can log into the system and navigate to the publications module and the extension module.

Per SVP Cheek’s October 1, 2007, memo, information that must be entered into Unifas includes:
1.   Publications for 2007.  This includes creative works and papers/posters presented at professional conferences, as well as “traditional” publications.
2.   Days expended for each extension program.  This data is entered by clicking on an activity title.  There must be at least one activity for a program and the start and end dates must occur in 2007.

3.   Group attendance for each extension program.  Enter the racial-ethnic and gender composition of clientele that received information from you during field days, demonstrations, workshops, classes, seminars and other group teaching events.  This data is entered by clicking on an activity title and the start and end dates for the activity must occur in 2007.

4.   Topic(s) for the extension program.  At least one topic must be selected for 2007.  Enter the information by clicking on an activity title.
5.   Clientele Contacts for each extension program.  Enter the racial-ethnic and gender composition of clientele that received information from you by telephone, office visit, field visit, etc., in 2007.

6.   Outcomes for each extension program.  Enter outcome information, including the year, the number who were surveyed and the number who made the recommended change for appropriate outcomes/indicators.

7.   Multi-state collaboration for each extension program.  Review the list of states and add states (no other information is required), as appropriate.

Entering publications for 2007
1. At the publications screen (Figure 1), select the appropriate category from the menu.  For help in selecting a category, definitions are at http://pdec.ifas.ufl.edu/unifas/pubdefs.htm.
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Figure 1. Menu for selecting publication type.
2. Click the Add button after it is activated (Figure 2).  This will open the data entry screen for the publication.
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Figure 2. Activated Add button.
3. Type a single keyword to search for the title of the journal (or newspaper, newsletter, proceedings, book, etc.) and click on the search button (Figure 3).
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Figure 3. Keyword search for the journal Rural Sociology.

4. Scroll through the search results to find the correct journal title.  More information is displayed when the cursor hovers over a title (Figure 4). Click the title to select it.  If you do not find the correct title, then click on “Click here to add new publication” and type the title of the journal in the dialog window (this is the minimum required).
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Figure 4. Search results for "rural."

5. Go to the field “Enter full title” and enter the title of the journal article (or newspaper article, book chapter, etc.) as shown in Figure 5.
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Figure 5. Sample of a journal article title.
6. After entering the title of your work, click on the continue button at the right (Figure 6).  This is an important step; it activates the author edit and publication save functions.
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Figure 6. Continue button to the right of the article title.

7. If you have a co-author, click on the author Add/Edit button (Figure 7).
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Figure 7. Author Add/Edit button.
8. Next search for the co-author’s last name (Figure 8).
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Figure 8. Search by last name for co-authors.
9. Scroll down the list of names to find the correct co-author.  If you have an IFAS co-author, it is important to select the name associated with an IFAS unit (rather than a name listed as an external person).  For example, Figure 9 shows a Jason Smith and Jason M Smith (external persons) as well as Jason A Smith (in SFRC).  If the correct name is not listed, an external co-author can be added.  Do not add IFAS co-authors; contact PDEC for help.
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Figure 9. Search results for co-author Smith.
10. After adding co-authors and changing the order, Type and Role, click the End Author Edit button beneath the author search list (Figure 10).
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Figure 10. End Author Edit button to close author edit section.
11. Change the publication type and status, if necessary (Figure 11).  Also, add the publication date and other appropriate information for a complete citation.
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Figure 11. Publication type, status, date, and other information is entered below authors.

12. Click the Save button and watch for the “Saved” confirmation at the bottom of the screen (Figure 12).  Finally, click on the link to return to the publications list.
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Figure 12. Confirmation that the publication information is saved.

13. At the publications list, visually confirm that the new publication is in your list.  The complete citation is displayed by hovering the cursor over the title (Figure 13).
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Figure 13. Publication list with the citation displayed.
�Prepared by Glenn D. Israel, Professor, Program Development and Evaluation Center, Department of Agricultural Education and Communication, University of Florida.  November 20, 2007





