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General Assistance 
For questions and assistance, call or email myData analyst: 
  
 Jeffrey Adachi, x4-3470, adachijk@uci.edu 
  
If you would like to provide suggestions to the project advisory committee, please 
send the information in an email to Nancy Vongsawat, nkvongsa@uci.edu.  
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General Program Information 
myData is a database for all the information normally contained in a curriculum 
vitae. Data fields can then be arranged in output documents, such as a vita, a 
speaker’s cv, a department roster or listing of faculty information, or other forms 
such as an NIH or NSF Biosketch.  
 
The advantage to taking the time to organize information this way is that it 
becomes flexible in the ways it can be formatted and represented, in order to 
match different styles and presentations. If the information for a publication was 
simply entered into a text box, then the citation would always have to appear in 
output documents in the same way, the same order of information, and with the 
same formatting. Only complete the fields you need to present the data you 
want—not all fields must be completed. Run the desired report and check to 
see if it is represented correctly and then adjust accordingly. 

Database Output Options 
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Basic Menu Screen 
 
 

- Publications are entered here 
under “Intellectual Contributions” 
- Patents are entered here, under 
“Intellectual Property” 

These sections are 
normally completed by 
campus data 
downloads or 
administrative staff. 

Both University and University-
wide services are entered under 
“University” 
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General Entry Tips 
• If you are using a Mac, the program has considerably more functionality 

when used through FireFox rather than Safari.  
• Note that open ended items you entered from the last review cycle will 

still appear on your Review Profile reports, unless manually edited. Note 
that items with no “End Date,” that were entered for a previous review 
cycle, will still appear on any subsequent Review Profile reports.  In the 
example below, only the “Start Date” of 2002 was entered.  This entry will 
show up again on future reports, unless an “End Date,” that is prior to the 
beginning date of the new report, is entered. 

 (b) those who advanced to candidacy 

2002 - Present               John Smith, Member 

For detailed information on how to manage dates for “Publications,” 
please refer to the FAQs section of this manual on page 10.  This could 
similarly apply to grants, service activities, etc... Be sure to pull up such 
items and enter additional date information if necessary. 

• Be sure to use the three tabs in the bottom right corner of the screen – 
Rapid Reports, PasteBoard, Hide.  

A suggested first step is to generate a draft Review Profile report using 
Rapid Reports. The draft might include teaching and grants and contracts 
data that has been pre-loaded as well as items the Academic Affairs 
myData Analysts have entered from your CV.   

 
PasteBoard is a surprisingly dynamic tool for porting your CV information to 
your myData account. You can copy sections of your CV into the 
PasteBoard then drag and drop various pieces into the DM template. The 
CV will remain in the PasteBoard until you hit the “Clear the Pasteboard” 
command, even if you logoff then re-log on to myData (this is PC specific, 
if you logon on a different PC the PasteBoard data will not be there).  Also 
we have found that too much data in the PasteBoard will not be retained 
and so you might want to work with small portions of your CV if you are 
losing your PasteBoard data. 

 
Hide – when not using Rapid Reports or PasteBoard you will likely want to 
Hide these functions to increase screen space  
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Privacy Statement  

Digital Measures Protects Your Privacy 
Although moving processes in higher education to a digital format offers many 
advantages, it also opens the door to such challenges as privacy and security. 
Digital Measures completely acknowledges this and understands that these 
challenges must be met with no exceptions.  
With Digital Measures, you can be assured that the following conditions will be 
met:  

• Your personal information is encrypted at all times to prevent 
unauthorized exposure.  

• Your data are safeguarded with innovative and necessary solutions to 
ensure their security, integrity and availability.  

• Your personal information will never be released, sold or shared by Digital 
Measures with parties other than your academic institution and parties 
that we use to provide the services that we do. When we must share data 
with parties to provide the services that we do, we establish legally-
binding confidentiality agreements and non-disclosure agreements to 
protect the shared data.  

Many steps have been taken to protect your data and personal identity in every 
component of our solutions. We hope you enjoy your experience with our 
system!  
 
-Digital Measures  
 

Requesting Access to myData 
 
Requests to give or remove access from myData should be sent to 
mydata@uci.edu.  Faculty members may request that access be given to their 
assistants.  Access rights can be given to run reports only or to run reports and 
manage the data. 
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Formatting 
In general, formatting is applied to the field on output. This is the reason for 
having each piece of information in its own field. This way, the fields can be 
combined in endless ways on output. For instance, a “Title” field might be 
italicized or have quotation marks when it appears in a report.  Also, commas or 
periods are often programmed to appear at the end of each field.  It is 
advisable that punctuation marks at the end of an entry be left out for that 
reason. 
Please AVOID using HTML tags as much as possible because the tags are 
actually stored in the field, which means that they will show in any kind of ad 
hoc report or data dump. 
 
To apply formats WITHIN a field, such as bold, italics, or underlining, or to force a 
specific format, you will have to use HTML tags as outlined below.  
 
For instance, the input: 
 
“This is normal, <B>this is bold</B>, <I>this is in italics</I>, <sub>this is 
subscripted</sub>, <sup>this is superscripted</sup> and <U>this is 
underlined</U>”  
 
will appear in your output document as:  
 
“This is normal, this is bold, this is in italics, this is subscripted, this is superscripted and this is 
underlined” 
 
<br> forces a LINE BREAK wherever you use it. There is no closing tag.  
 
PARAGRAPH <p>  
 

Symbols 
myData will not show characters from the “Symbol” font, as it is not Unicode 
compliant. Any character pasted in as a “Symbol” from the “Symbol” font will 
be converted to a Unicode font character with the same character code, 
rather than what you were expecting.  
 
You may use Word's "Insert Symbol" command, just be careful to select from the 
extended character set of a Unicode font such as Arial. 
 
You may also use Character Mapper or something similar to pick the 
appropriate symbol in a Unicode font (i.e. Arial), then copy and paste the 
symbol into the field.  
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Professional Service entries 

More information than fields available: 
When you have too much information for the fields available in this screen, you 
can combine information into one field.  
 
For instance, in the example below: 
  
Chair, “Marxism’s Future,” conference “Whither Marxism? Global Crises in 
International Perspective,” Center for Ideas and Society, UC Riverside, April 23, 
1993 
 

1. Select “Chair” from the dropdown menu for “Position/Role.” 
2. Use the date provided as the End Date. 
3. Then, copy and paste the rest of the information to the 

“Organization/Committee/Club/Activity” field:  
(“Marxism’s Future,” conference “Whither Marxism? Global Crises in 
International Perspective,” Center for Ideas and Society, UC Riverside). 

Listing Your Activities as a “Reviewer”: 
When you don’t want to separate out entries, as for ad hoc manuscript reviews 
where you routinely review manuscripts for the same journals each year, you 
can enter all the journals in the “Organization/Committee/Club/Activity” field, 
separated by semicolons.  The number of articles reviewed can be listed in 
parentheses after each journal, “Science (2); Nature (1)”.  Select “Reviewer, Ad 
Hoc” for the “Position/Role.”  Then, in the date area, list a start date and nothing 
else, and the output format will be, “1998-Present”.  In the description box, any 
clarifying information may be listed such as, “Ad Hoc reviewers for each of these 
journals at least once throughout this period.”  This information can also be 
found by clicking on the “Help” icon on the top of the Professional Service 
screen. 
 
______________________________________________________________________________ 

Review Profile Reports Tips: 
 
Currently, there are two different Review Profile reports available in myData: 
Review Profile and Review Profile_Rank History (formerly titled Review Profile 
Merit/Promotion/Acceleration).  
 
The Review Profile can be found under the Rapid Reports tab, and is used when 
a faculty member is undergoing a merit increase review.  Normally, merit reviews 
span a 2-5 year period, depending on rank and step. The user will designate the 
period under review in the date fields.  The Review Profile report will display 

Page 7 



publications and creative activity not considered in a prior review.  Work 
previously submitted (accepted prior to the review period, but published during 
the review period) will be listed as “Publications and Creative Activity Previously 
Submitted.” 
 
The Review Profile_Rank History report, can be found under the Run Custom 
Reports, and is to be used when a faculty member is undergoing a merit with a 
mid-career appraisal, promotion, promotion to tenure, postponement of tenure, 
five year review, Advancement to Step VI or Advancement to Above Scale 
action.  This report differs from the Review Profile in that it includes a faculty’s 
time since promotion or appointment to the particular rank (i.e. for 
Advancement to Step VI, the review period would encompass time since 
promotion/appointment to the rank of Professor), and also new publication or 
creative activity since the last merit review. When running the Review 
Profile_Rank History report, faculty will be prompted for a date range.  The date 
range should cover the period since the promotion or appointment to rank.  
Faculty will then be asked to enter a third date which is the begin date of all 
new activity since the last positive review action (or movement in step).   
 
It is recommended that faculty review the information carefully on their review 
profile reports to ensure accuracy and completeness.  

Reminders on Period under Review:   

For files proposing a merit increase or reappointment review, all work since the 
last positive action (or since appointment, if this is the first action following 
appointment) should be included.  The work included will not normally have 
been considered in previous actions.   

Example: 

Professor John Smith (Assistant Professor, Step I) will 
undergo a merit review, to be effective July 1, 2010. His 
last merit was effective July 1, 2008.  His review period 
should encompass October 1, 2007 through September 
30, 2009. 

For files proposing a merit increase following a No Action decision, the period 
under review should be since the last successful advancement in step or rank. 
Faculty should use the Review Profile_Rank History report.  When running the 
Review Profile_Rank History report, faculty will be prompted for a date range.  
The date range should cover the period since the last successful advancement 
in step or rank.  Faculty will then be asked to enter a third date which is the 
begin date of all new activity since the No Action decision.   
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For files proposing promotion, all work since advancement to (or appointment 
to) the current rank should be submitted.   

Example: 

Professor John Smith (Assistant Professor, Step III) will 
undergo a promotion to tenure, to be effective July 1, 
2010. He was appointed as an Assistant Professor, Step 
I, July 1, 2003.  His last merit was effective July 1, 2008.  
His review period should encompass July 1, 2003 
through September 30, 2009. 

The begin date entered for the report should be 
7/1/2003, the end date is 9/30/2009 and the third date 
(all new activity since last action) is 10/01/2007. Work 
accepted or published between 7/1/2003 and 
9/30/2007 will appear under “Publications and Creative 
Activity Previously Submitted.” 

Note: It is the faculty’s responsibility to verify that all the information is accurate. 
It is recommended that during preparation of a Review Profile, faculty should 
compare the current Review Profile with that of the last submitted Review Profile 
or addendum.  This should ensure that publications and creative activity put 
forward for reviews has not already been considered in a previous review file. 

Faculty who are eligible for a Mid-Career Appraisal: 

Faculty who undergo a Mid-Career Appraisal with a merit increase should use 
the Review Profile_Rank History report.  When preparing the report, the start 
date will be since appointment to Assistant Professor.  Faculty or designated 
users will then enter a third date, which is the begin date of all new activity since 
the last positive review action (or movement in step). 

For a faculty member undergoing a Mid-Career Appraisal without a merit 
increase or reappointment, the Review Profile report should reflect the entire 
period since appointment (usually 3-4 years). 

Other Useful tips… 

Teaching Information: 
In the old AP-10 form (Addendum to the Biography), users were asked to put an 
asterisk next to courses that have teaching evaluations included and to 
underscore courses that are different from independent study courses or 
tutorials. There is no provision for these additions in the Review Profile reports at 
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this time (we recommend that the information is edited once it is uploaded to 
WORD).  
 
Role and/or Share of Contribution field listed under “Intellectual Contributions”: 
To enter the percent of contribution or role for a publication, enter the 
information in the “Role and/or Share of Contribution” box found within the 
“Authors” box in the middle of the publication screen. This field will only appear 
in the Review Profile reports and not in the myData generated CV.  
 
Note: only data entered into the users "Role and/or Share of Contribution" field 
will appear in the Review Profile reports. You may enter data in the Role and/or 
Share of Contribution field for the co-authors if you wish, however data entered 
there will not appear in any of the reports currently available. 
 
Numbering System for Publications: 
For publications to appear numbered on the Review Profile reports, a number 
has to be entered into the “Permanent Chronological Number” field for each 
publication.  The numbers will appear on the reports in descending order.  If the 
“Permanent Chronological Number” entered is in alpha-numeric format (i.e. J4), 
the publications will be listed by the date of the publications, not by the 
numbers, and appear in reverse chronological order. 
 
External Professional Employment: 
The entries on the “External Professional Employment” screen will only appear on 
the Review Profile reports if “Academic” is selected from the “Experience Type” 
dropdown list. 
 
UCI Administrative Positions: 
The entries on the “UCI Administrative Positions” screen will only appear on the 
Review Profile reports if a selection is made from the “Scope” dropdown list. The 
entries will then appear under either Campus, School, or Department service 
headings. 
 
UC Systemwide Service: 
Service on UC grant panels (e.g., UC Discovery, Industry-University Research, 
MICRO, and Pacific Rim Research Program) should be listed under the UCOP 
section of “University Service.”  “UC Systemwide” should be selected in the 
“University Service” screen. 
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______________________________________________________________________________ 

 

Vita_1 Reports Tips: 
 
Currently, there are 3 different types of vitas that may be generated using 
myData: 1). Vita_1, 2). Vita_1_Permanent_Number, and 3). Vita_1_Reverse 
Chronological Order.  The Vita_1 is found under the “Run Custom Reports.” The 
other two types are found under the “Rapid Reports” tab. 
 
These 3 reports are alike, except for the publications’ numbering system.  On the 
Vita_1, the publications are not numbered.  On the Vita_1_Permanent_Number, 
the publications are listed in descending order by the number entered on the 
“Permanent Chronological Number” field.  On the Vita_1_Reverse Chronological 
Order, each time a new report is generated, the system automatically numbers 
the publications displayed, in descending order by publication type. 
 
______________________________________________________________________________ 

FAQs 
 
Q. How can I figure out how the fields in myData are mapped to a Review Profile 
report? 
A. A template has been created for users to determine how the fields in myData 
are mapped to a Review Profile and it can be found here:  
 
http://www.ap.uci.edu/myData/ReviewProfileMapping.pdf 
 
Q. Do I have to enter information in all fields? 
A. Only complete the data fields you need to present - not all the fields must be 
completed.  However, dates should always be provided to make sure that your 
information will appear on the date-delimited reports. 
 
Q. When I print a Review Profile for this review cycle, a publication appears that 
was listed on the addendum in my previous review. 
A. The activity is strictly date delimited. If your review period starts October 1, 
2006 and you have a publication that has only the year, 2006, in the database, 
it will appear in your Review Profile report. If it was published prior to October 1, 
you will need to add at least a month to the date field. Only the year will show in 
the citation for the publication.  Also, if your publication was accepted prior to 
October 1, 2006 and was therefore included in the last review cycle, but 
published in 2007, it will appear in the Review Profile report under the header 
“Publications and Creative Activity Previously Submitted”.  
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Q. Where in myData would I include completed book chapters of a scholarly 
book, movements of a symphony, etc…I would normally note it on the 
Addendum (AP-10, Section II, C. Completed Parts of Larger Work)? 
A. We are currently working on making this option available for users in myData.  
In the meantime, we suggest that you manually enter the information on the 
WORD version of the Review Profile. Please try to label the information clearly 
and concisely for reviewers. 
 
Q. In the ‘Author’ section of the Intellectual Contributions screen, there is a field 
for student authors (“If a Student, what is his/her level?”) and the choices are 
Undergraduate or Graduate. How is this used and do we need to complete it? 
A. The field is used to distinguish between co-authors who might be 
collaborators and those who are students.  At this time, the information does not 
appear on any reports, and therefore, completing the field is your option. 
 
Q.  When selecting an individual in the "Manage Data" screen, we would like to 
be able to type the letters of the name in, to search for the person. As it is now, if 
we are looking for "Thomas", typing a "T" takes you to the first "T" in the list but 
then typing an "H" takes you back to the first "H" in the list. We would prefer to 
have it take you to the first "Th" in the list. 
A.  This behavior is actually native to your web browser. Internet Explorer 6 and 
earlier behaves as you describe where it "jumps" to the first letter of the selection 
every time you press an additional key. Firefox and Internet Explorer 7 and up, 
on the other hand, continue to refine the selection when additional keys are 
pressed. Unfortunately, there is technically no good way to override this 
behavior. 
 
Q.  I have an award that is not listed on the drop down box in the 
“Awards/Honors” field. 
A.  For awards/honors not listed in the drop down box, please select “other” and 
note the name of the award/honors in the “Explanation of Other” field box. 
 
Q. How can I enter information on graduate students to get it to appear under 
the correct headings on the Review Profile? 
A. Refer to the following tips for entering information on 
student/postdoctoral/visiting supervision to appear during the review period: 

To show those who received their Ph.D.  
• Select “Doctoral Candidacy Committee” or Doctoral Committee” as the 

Involvement Type and select “Completed” as the Stage of Completion, 
with a “Start Date” or “End Date” that falls within the review period. 

To show those who advanced to candidacy  
• Select “Doctoral Candidacy Committee” as the Involvement Type and 

“Advanced to Candidacy” as the Stage of Completion, with a “Start 
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Date” or “End Date” that falls within the review period. It is helpful to insert 
the “Date of Advancement to Candidacy”, especially for your own 
students, but the advancement date is not the determining date. 

To show continuing doctoral supervision (the data will show up under “d) other 
doctoral research supervision” on the Review Profile reports). 

• Select either: 
- “Doctoral Candidacy Committee” as the Involvement Type and “In 

Progress” as the Stage of Completion 
- or “Doctoral Committee” as the Involvement type with either “In 

Progress” or “Advanced to Candidacy” as the Stage of Completion. 
Again, the start or end dates must be in the review period. 

To show continuing supervision of Master’s Students  
• Select “Master’s Thesis Committee” as the Involvement Type, with a start 

or end date within the review period. The Stage of Completion will not 
alter where the data appears. 

To show pre-dissertation or qualifying committees 
• Select “Predissertation Committee” as the Involvement Type, showing a 

date within the review period. The Stage of Completion will not alter 
where the data appears. 

To show Postdoctoral Scholars Supervised 
• As long as “Postdoctoral Research Supervision” is selected as the 

Involvement Type, with start or end dates within the review period, data 
will appear under this heading. The Stage of Completion will not alter 
where the data appears. 

To show Undergraduate Student Research Supervision 
• Select “Undergraduate Honors Thesis” or “Undergraduate Research 

Supervision” as the Involvement Type and a “Date Started” and “Date 
Completed” that falls within the review period.  The Stage of Completion 
will not alter where the data appears. 

To show under the Other Research Supervision heading 
• Select either “Directed Individual/Independent Study,” “Internship,” or 

“Visiting Scholar” or simply make NO selection for the Involvement Type. 
Changing the “Stage of Completion” will not alter where this information 
appears. 

______________________________________________________________________________ 

Tips on entering multiple students into the same category/quarter/year 
Directly above “Student’s Home Department” there is an option to 
add additional student names to the current category. Select how 
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many students you wish to add from the drop down menu listed 
next to the “add” button, then click “add”. This process may be 
repeated to add more than 10 students. 
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