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INTRODUCTION

VIVO is an opesource, semantic web application that enables the discovery of research and
scholarship across disciplines at an institution. VIVO is populated with detailed profiles of fac-
ulty and researchers, displaying items such as publications, teaching, service, and professional
affiliations. VIVO brings together publicly available information on the people, departments,
graduate fields, facilities, and other resources that collectively make up the research and schol-
arship environment at an institution. The data can then be disseminated to applications and
external websites which utilize semantic webmpliant data.

This document is intended to provide guidance to people who will be entering information
into a VIVO installation either directly via a VIVO profile page or through the back end of the
system itself. As future versions of the software are released, functional changes to the
interface or data entry methods are likely to change and will, therefore, impact the accuracy
of the content and graphics contained in this document. Please refeiid/vivoweb.org

for the most recent version of supporting materials for the VIVO application.
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VIVO

http://vivoweb.org/support

Home  About
home = suppornt
User Feadback Form
Support
Participate
UserForums
can Welcome to the VIVO Resources Library

This library contains documentation and resources for VIVO Release 1 and newer. New materials are in
more about YIVO or explore the possibility of implementing it at your institution. If you have an existing VIivO
implementation and want to offer feedback on the application, please fill out the user feedback

form

Documentation

= Ontology Best Practices

Downloads

Educational Materials

= Implementation Plan

= Guide to Manual Data Input

Marketing Materials

dentity Guidelines

b An Introduction

USER ROLES

In VIVO, there are four roles that can be assigned to a user as described below: Administrator,
Curator, Editor, and Seliditor. Permissions provided to users will determine the access and
options available to those users within the application. This guide will provide details and in-
structions to VIVO functionality for those whose primary goal is to enter data into the
system manually. In most cases, this task is best suited to the role of Editor.

1. System Administrator highest level permissions in VIVO; intended for those with
technical knowledge and skills to perform data ingests and configure the system
Curator intended for those who will be customizing the local ontology for an
installation or configuring the organizational structure
Editor. users who will be editing multiple VIVO profiles and can add/edit limited
items to the local ontology
SeltEditor. users who only have permissions to edit their own VIVO pi(piie
role is not available with release 1.1, but will be part of 1.2)

2.
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VIVO

LOGGING IN TO VIVO

,2dzNJ AyadAddziazyQa
passwords for the application.

ae

To log in:

A0SY FTRYAYAAGINF 02N F2NJ

Use your internet browser to connect t
VIVO at the designated URL

e Click theLoginlink at the upper right of
the VIVO home page.

You will be prompted to enter your usdr-

name and password into the approprigte
fields.

—

If the login information is accepted, yo
will be redirected to theSite Administra-
tion menu(see below).

Site Administratic

Log in

Searr

Email or Username

Passworid

SITE ADMINISTRATION MENU

Upon logging into the VIVO application, you will be directed to the Site Administration menu.

Each VIVO user role is
able to view a different

enabling national
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Logged in a3 defaulAdimin (Log 0uD | Site Admin | About | ConlaclUs - Suppor

set of options on the
Site Administration

‘: Link to Home page

This link will allow

you to return to this

menu at any time

Site Configuration

menu Site Administration
Data Input
Focutyvarecoe) ¥ (Add e g )
Ontology Editor
Users Iogged in as C!mnanag uuuuuuu

Editorswill only see
these options

Advanced Data Tools
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NAVIGATING VIVO

Clicking theHometab will take you to the main page of the VIVO installation. From here, you
can navigate to the various areas of the application. The tabs which appear at the top of the
page are customizable and may vary from one institution to another. Each tab is programmed
to display a specific set of data from the system.

When configured, thé\boutand Contact Usinks will provide more information about the
local installation and whom to contact with questions or problems.

Use the link at the top of the screen to return to the Site Administration menu at any time.

ng national
networking of scientist

Link to Site Administration Menu Site Admin ||About | ContactUs | Support

Weleome! vou nave | CUStOmMized browsing tabs Links to more

Your next step is to log in and change your password. You can find the login link in the header on the right above, InfOI’matIOI‘]
Please see the V[0 User Guide for help. The user guide includes information on Site Administration. You may want to read about the Site Configuration topics next:
» Edit site infarmation

 Manage tabs

* Manage user accounts

About | Contact Us | Support
=TITaTTIL e

B2010%N0 Project - Rele: Versio

Al Rights Terms of Use

DATA INPUT OVERVIEW

Although automated ingest of data is preferable, it will be necessary at times to manually

input data into VIVO or to edit information that has already been ingested. For example, there
is some information for which data sources do not exist, such as research interests or personal
overview statements. Also, in the process of implementing VIVO, it may take time for authori-
tative data sources to be identified at an institution and the data ingest mechanisms to be
configured. In the meantime, a wide variety of data can be entered manually into the VIVO
installation for display and/or dissemination.

In VIVO, every piece of information is represented individually and has an address called a
URT Unique Resource Identifier. Since the application stores information as RDF triples, a URI
can be used by other web pages and applications to locate and retrieve specific chunks of
data. In VIVO, the URIs are used to establish connections among the data. For example,
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a researcher profile in VIVO will be assigned a URI by the application. In addition, the re-
aSIFNOKSNRa /2t€tS3S 2NI5SLINLYSyd gAatft | faz
with other members of that organization. The detailed level to which VIVO captures informa-
tion enables complex relationships between data to be

illustrated. URI for a VIVO data element

edit this individual
Resource URI: hitp:iivivo.cornell.edufindividualfindividual5227

Information will be entered into VIVO in two ways. The first is through the editing forms
available through a specific VIVO profile. The second is by adding a new VIVO entry through
the Site Administration menu and then linking one or more individuals to the data. Both
methods will be described in the remainder of this document.

PROFILE FIELDS

By default, a specific set of data fields are included in VIVO profiles. These fields may vary
from one VIVO instance to another. When you are not logged into the application or when a
visitor views a profile, only the fields which contain information will appear. Any fields left
blank will be automatically hidden from view.

Furthermore, additional fields may appear in a VIVO profile if particular data is entered into
the system through the site administration panel. This action will be discussed further in the
next section. A definition and example for each field is provided in the Glossary.

To begin entering data, you need to locate the profile for the researcher you are editing.

To locate a VIVO profile:

0 Access the VIVO home page and U i
your credentials to log into the B e
application. VIVO =

T—

a Enter the name into the search Dox. | sewRess or mi o

Use the options to narrow the sear¢h
NEBadzA 6a 2 WwLS2Wt SQ 2yfés AT YySSRSRO®

Click the link to the specific VIVO po- Search Results for 'Riha’ limited to type ‘people’

file. Show anly resultg of this suh& Faculty Member Person

Riha, Susan

Pageb
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Mapping a CV to a VIVO Profile

A typical VIVO profile may look like the sample below. The name appears at the top of the
profile beneath a reference to the URI for that individual. This is the address that may be used
to access the collection of VIVO data for the researcher.

LYy Ylye OFraSasxs I xLzxh 9RAG2NI gAff 0S3IAYy SyidSN
Vitae (CV) or resume. While the categories and contents on a CV may vary from person to

person, VIVO uses a common, shared ontology when referring to pieces of information. The
FANRG adGSLI Ay SYyGuSNAy3I RFEGF lo2dzi I NBASFNOKS
and attempt to map the information to the various fields contained on a VIVO profile (see the
example below). Once you have an idea of how and where the information will be repre-

sented in VIVO, it will be easier to manage the input.

Sample VIVO Profile

Organizations Index

Basic contact information like
Mailing address, Phone, and

Email
edit this indhidual R
Resource URI: hitip:iivivo_comell adufindhidualindividual5227 Individual URI
Riha, Susan J >
fha, Susan Jean eors fSampIe Researcher CV
€
John A. Doe

Dieparimeni of Biochemisiry, University of Science

300 Rescarch Complex Drive [ 555) 555-B0K0 [vosoe)

PO Box 10234 (555) $55-K081 (fax)

\.Il:\hs‘\.‘-l!, USA 33310-0192 emai i unives n-ll\ odu

EDUCATION .
webpages + 1970, B8, in Chemistry, University ol Penmayineey Ed ucatlonal backg round

1985, FhD). in Biochemisiry, University of Pennsyliucky

EMPLOYAMENT AND ACADEMIC POSITIONS

P 19701973 Laboratory Techmician, Confedernted Chemicals, New York, NY
description  +
19731985 Assitant Professor, Depl. of Brochenistry, Universaty of Peansyviucky,
overview Metropolis, NY
. 19832004 Aasociate Professor, Dept. of Biochemistry, University of Pennsyhiucky,
overview + Metropalis, NY
2004- Prosent Professor, Dept. of Biochemistry, University of Pennsylucky,

Metropolis, NY

PROFESSIONAL ACTIVITIESSERVICE

2000 Gramt Review Panel Member, NSF Biochemistry
20002 prwsenil L ety of Biochnists
20HFE=pres el Edutorial Board member. Sowrnal of Bielogical Chemisiry

preferred title

HONOERS AND AWARDS

1970 Election 1o Phi Kappa Phi Award or DiStinCtion

20000 Fobert Walsh Honorary Professor

FUNDED GRANTS

positions + LA Doe, F.L; 1. Waisen, H. Dawson, Co-Pls; NSF MCB 13264, “Developing Paradigns for Funciional
Beochemustry of Prodem Kinases”, Total Award 52,800,004, Oct, 1, 2000 -Sept 30, 2003,

Earth and Atimospheric Sciences (EAS)

TEACHING RESPONSIBILITIES

BCM 6516 Advanced Biochenistry
Positions held SELECTED PUBLICATIONS
Dow, LA, Cooper. DE., Anderson, LW, 2006, Caleium-re l.u|.ll ed |-|I| ssphorylation in plants, J. Bicl
Chem, (03:E78-826 (Thes paper was I:ns..ln “Paper of the We
Myers, €., Dos, LA., Anderson, LW, 2009, Calcium Dependent Profeins in Pollen Tubes, Plant J
; : £0.528.539
Professional service
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Use the CV and VIVO profile to begin entering data about the researcher. General instructions
for entering information are given below. Specific fields will then be handled in more detall.

To add/edit information:

ADMIN PANEL
editthis indhiduat H
Resource URI: hifpeihivo.comelledufing ndiiduals227

Riha, Susan Jean .

To add data to a profile field, click
the + icon to the right of the field.

0 If the field already contains informa
tion that needs to be edited, use
your cursor to hover over the entry
A popup will appear to the left
which allows you to edit or delete
the information.

web pages  + H

description  +

overview +

e Unless you are familiar with VIVO site
administration, you will want to
avoid using the link at the top of the
profile that readsedit this individual

[ empioyment |
° If you happen to click thedit this preferred tile
individuallink, a control panel screen
will appear. To exit this screen, cligk
positions  +

the first link in the blue section that
readsDisplay this Individual (public).

enabling national
networking of scienfist

/ \ Individual Control Panel
Display This Individual (public)l Name Riha, Susan Jean

moniker Charles L. Pack Professor in the D of Earth and clence:
Raw Statements vith This Resou| class akip

2 . core
Raw Statements vith This Resou blurb
display level unspecified
edit level ynspecified
sunrise 12/01,/0002

timekey
sunset 12/31/9999
last updated 7,/22/2010
URI http: /fvivo. comell edufindividualfindiidual5227
Dispdy This Individual (public Edit This Individual
Raw Statemnants with This Resou Subjact Add New Individual of above Type
Raw Statamants with This Resource as Objact (= __Add Anothar URL |
Edit Extra URLs
[epeomaeds B _Add an External Tdantifier |
Edit External Identifiers M
Upload Image
Add a Curation Hote
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Verifying name information

In a VIVO profile, the name of the researcher appears at the top of the screen followed by his

or her current work title (if provided). Scroll down to the identity and contact sections of the

profile to locate the following data fieldsaame prefix, first name, middle name or initial,
last name, name suffix If information is already present in a field, verify the data, or enter

ySéo

To enter name information:

G Locate the data field you wish to

edit.

e If the field already contains informa
tion that needs to be edited, use
your cursor to hover over the entry
A popup will appear to the left
which allows you to edit or delete
the information. If the field is cur-
rently empty, click the + icon.

e The next screen will allow you to add
or edit information in a fredext
entry field.

0 Click thesave entnyputton to con-
firm your edits orCancel.You will
automatically return to the profile

page.

T

A A ¥ oA

LT SNNRNA

Activity Insight id ~ +

name prefix  +

Q name suffix

B I U

Current position, organization, and title

Add new entry for: name suffix e

o applicable, phease enter the preferred name suff. Only one g

EEIwxR

applicable, p——
B 7 U

Ir.

When researchers are populated into the VIVO application, a departmental affiliation and
position title are often captured as well. Colleges, departments, institutes, etc. are all referred

G2 |

a

G2NBFYAT FGA2Yy aé

Ay

tL+tho®

¢ KS

name on the profile page and an organizational affiliation may appear as an entry in the
position field. If the working title is not accurate, theeferred title field may be used. Any

existing position and organizational affiliation may also be edited. Additional current or past

positions can be entered into the sarpesition field as needed to capture an employment

history.

Paged
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To enter a preferred title:

0 Click the + icon next to thereferred
title field.

e Enter the preferred title into the fre¢
-text entry field on the following
screen.

e Click thesave entryputton at the
bottom of the screen to submit you
edits and return to the profile page

networking of scie

ntists

clinical activities +
collaborator +
currently head of +
head of +

preferred title

positions +

Earth and Atmospheric Sciences (EAS) Charles

Add new entry for: preferred title

Enter the title you would prefer to use. This would be different from, and in addition to, your HR job title.

BJIU|“EZiE[xx0[9
Charles L. Pack Professor in the Department of Earth and Atmospheric Sciences e

To enter or edit a position:

o Locate thepositionsfield on the
VIVO profile page.

9 If the field already contains
information that needs to be edited
use your cursor to hover over the
entry. A popup will appear to the
left which allows you tedit or
deletethe information.

e If the field is currently empty, click
the + icon to add a position.

preferred title

Charles L Pacbwe Department of Earth and Atmospheric Sciences
+

positions

ack Professor in the [

cdt delete  Earth and Atmospheric Sciences (EAS) “harles [ ©

member of +

o A separate entry screen will appeay}
Use the dropdown menu to select
the organization which houses the
position you are adding/editing. If

Create a new position entry for Riha, Susan

Organization
Select one If your organization is not listed,

please add a new organization.

the organization is not listed, click
the add a new organizatiohnk to
the right.

Pagel0
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e If you are adding an organization, &
section of the screen will appear
allowing you to enter the
Organization Namend Type

G Enter thePosition Titleand Position
Typeinto the next two fields.

a Enter aStart Yeain the designated
format for the position. If the
position is currently held, leave the
End Yeafield blank. If the position
is past, enter an ending year for the
position.

e Click theCreate Organization & Posi-
tion button to save the edits and re;
turn to the profile page. Repeat thég
steps as needed.

@ Repeat the previous steps as needgd

to complete the employment history.

enabling national
networking of scientists

Create a new position entry for Riha. Susan

Add a New Organization

Organization Name *

Position Title *

Select Organization Type

Selectone b
Position Type * :
Selectone b
Start Year ™ (VY] | m
End Year |
| Create Organization & Position | or Cancel
* required flelds

Adding web links, images, and overviews

Theweb pages, image, and overviefields on a VIVO profile allow a researcher to further
customize the information being displayed. The web pages field will capture and display links
to other websites that feature information about the researcher. An image of the researcher
can be uploaded from a local drive or linked from an external site to be displayed on the
profile. The overview field can be used to capture a personal statement or brief biosketch.

To enter a web link:

Click the + icon next to theeb
pagesfield on the profile page.

Enter the full URL into the box. In
the following field, enter the text
that you would like displayed as thé
link on the profile page.

e Click theCreate linkbutton to save
the link and return to the profile

page.

web pages w

OVEIVIEW | create primary link for Riha, Susan

URL
hittp: e eas comell edufcalsfeas/people/profile cfm?netld=sjrd

Link anchor text
Earth & Atmospheric Sciences profile

or Cancel

Pagell
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To add an image:

G Use your cursor to hover over the
empty image space. A pap will
appear to the left which allows you
to add a photo.

Riha, Susan Jean

Upload a photo (JPEG, GIF or PNG)

[C\Dacumems and Seuings\eehﬁ&] Browse.. |

e Click theBrowsebutton on the next
screen, and locate the image file on
your local computer.

web pages +

e Click theUpload photdbutton. Photo Upload

Current Photo
four profile photo will look like

o To make adjustments to the photo, the image below.
drag the thumbnail box around the
larger image and resize the photo tb
the rightt this is how the photo will
appear in the profile.

To make adjustments, you can drag

e When you are finished, click tigave oo e o
photo button to return to the profile phete e e P
page or Cancal

To enter an overview statement:

e Click the + icon next to theverview TSR
field on the profile page.
[ overview |
9 Enter a brief overview statement or, overview
biosketch for the researcher in the
free—teXt entl‘y f|e|d Add new entry for: overview
A shorl narralve Eummary 1o be used as & qule CPSCIIF:I\Q overew Stalement.
. . B IU EEIxxQ o
© ciicksave entryto save the informa- 3o .02 3 B0 e s, ot e 1t
tion and return to the profile page. A e .
3
g )

Adding educational history, awards earned, and service activities

Theeducational training awards and distinctionsandservice to the profession/outreach

and community servicdields allow the researcher to highlight their degrees earned and ac-
tivities in which they participate or have received recognition. Researchers have the option to
display as much or as little information as they wish. The service to profession field is a good
place to list societies or organizations where a researcher holds membership.

Pagel?2
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To add educational training:

Click the + icon next to the
educational trainindield on the pro-
f||e page advisee in  +

e Use the dI’OFIjOWﬂ menu to SeleCt awards and distinctions +
the type ofDegreeearned. Then,
enter theMajor Field of Degreand

educational training

Yearof completlon. Create a new educational background entry for Riha, Susan
e Use the dropdown menu under the Deoree ;

Organization Granting Degréild WMajor Feld of Degree

to select the institution from the '

Year
system. o _
Organization Granting Degree ™
. . . . . Selectong - o If your organization is not listed,

° If the organization is not in the list, | Plase 20 2 new onganization

CIle theadd a new Organlzatlohnk Department or School Name within the Organization

to the right. A new section will

. Supplemental Information
appear allowing you to add the j
Organization Namend Type e3P taiing o Transfened
o . adt 2 New Organization

e Add any additional information to Organization Name -

the last two fields on the form, and S

click theCreate Educational Back- o .

Select Organization Type

groundbutton. [ Select one v
To enter an award or distinction:

Click the + icon next to thewards

and distinctiondield on the profile

page advisee in  +
9 Use the drOﬂjOWﬂ menu to Select awards and distinctions

from awards, honors, and distinc-

tions that are already in the system Select an existing Award or Honor for Riha, Susan

This relates a person to the award or distinction that they received,

and click theselect existindputton.

Fellow. Amencan Society of Agronomy ¥

. 2
e If the aWard |S nOt |ISted, C|ICk the If you don' find the appropriate entry on the selection list
add a new item to thisist button. Award o Honor (coe) ¥

Edit "awards and distinctions” entry for Riha, Susan
eAdd the name of the award on the

following screen and clickave )
name (required)

Changes. [w, American Socie

onglonomy:

Pagel3
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To add service activities:

o Click the + icon next to theervice to
the professioror outreach and com-

munity servicdield on the profile
page.

e Use the dropdown menu to select
the Service to the Profession Type
Enter thenameof the organization
into the first field.

e Enter theroletaken in the activity,
followed theStart Yeaand theEnd
Year if known.

e Click theCreate Organization & Sert
vice to the Professidoutton. Repea

the process as needed.

entist:

outreach overview + o

service to the profession +

outreach and community service +

Create service to the profession entry for Riha, Susan
Service to the Profession Type ©  Research Organization

Research Organization Name ~
Mew ‘rork State Water Resources Institute

Role in Research Organization *
Diractar

Years of Participation in Research Organizatic

Start Year *
2003

End Year

| Create Research Organization & Servce to the Frofessian Lor Car

" required fieids

Specifying research interests and activities

One of the most important aspects of a VIVO profile deals with research. There are several
fields on a profile that display research information. Tésearch overviewandresearch ar-
easfields capture information on the subject areas and disciplines where a person has re-
search focus. Thaternational geographic focusanddomestic geographic focuiselds are

used to indicate a location where the person conducts research or where his or her research

has impact. Theesearch activities, principal investigator on, investigator amdco-

principal investigator orfields are used to specify current or previous funded grant activities.

To specify research areas:

Click the + icon next to theesearch

areasfield to display more broad ar
eas of research focus whether or n

funded by a grant.

9 Use the dropdown menu to select

from subject areas already in the sy

tem, and click theselect existingput-
ton.

domestic geographic focus +

research areas H

<«

Select an existing Subject Area for Riha, Susan

This relates a person to a subject area which will indicate the topic of the person's research. Typically, the

subject will be represented using keywords, key phrases, or classification codes.

D TAdverising -

select existing [€
If you don't find the appropriate entry on the selection list:

Subject Area (core) ¥

Pagel4
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e If the subject area is not listed, clicll
the add a new item to this lidgiutton.

°Add the name of the subject area dn

the following screen and clickave
changes

enabling national
networking of scientisis

Adverising

[select existing] or ¢

Subject Area (core) ¥

Select an existing Subject Area for Riha, Susan

This relates a person to a subject area which will indicate the topic of the person's research. Typically, the
subject will be represented using keywords, key phrases, or classification codes.

If you don' find the appropriate entry on the selection list:

add a new item ta this list 3

name (required)
| Hydrology

Edit "research areas” entry for Riha, Susan

Save changes .

To add a geographic area of focus:

o Click the + icon next to theterna-
tional/domestic geographic focus
fields on the profile page.

e Use the dropdown menu to select
an existing geographic area from tf
system and click theelect existing
button.

e If the location is not listed, use the
second dropdown menu to specify
the type of location you would like
add and click thedd a new item to
this listbutton.

e On the following screen, enter the
name of the geographic location and
click theSave changesutton.

(s

international geographic focus

domestic geographic focus +

+

Select an existing Geographic Region for Riha, Susan

| Afghanistan

Continent (core)

Afghanistan
fghanistan
Africa
Albania
Algeria
(American Samoa
Americas

[Andorma

Angola

Anguilla

Antarctica

Antigua and Barbuda
(Argenting

(Armenia

Aruba

Asia

Australia

[Australia and New Zealand
Austria

[Azerbaijan

Bahrain
T

Country (core)

County (core)

disputed (geopolitical. awl)
geographical_region (geopolitical owl)
Geographic Region (core)
Geopolitical Entity (core)
non_self_governing (geopolitical.owl)
ather (geopolitical owl)

Populated Place (core)
self_governing (geopolitical owl)
State Or Province (core)

Subnational Region (core)

territary (geopolitical owl)

[Transnational Raaion ‘mrel

name (required)

Edit "international geographic focus” entry for Riha, Susan

1ES
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To add a grant activity:

o Click the + icon next to theo-
principal investigator on, investigat
on, or principal investigator offields
on the profile page. Use thesearch
activitiesfield when a person is
working on a grant but is not the e
PI, PI, or investigator on the grant.

e Type theGrant Nameand click the
Create Granbutton.

e If, however, the grant already exist
in VIVO, autacomplete will bring up
the title of the grant as you type.

o On the following screen, you can
click theVerify this matcHink to the
right of the Selected Grartitle. A
separate window will pojup with
0 KS &LINR T A ftShs alF 2
lows you to confirm that you have
selected the correct grant.

e Enter theStart YeaandEnd Yearif(
known) for the grant and click the
Add Investigatobutton.

e The following page is the profile for|
the grant itself. Use the fields on tf
page to add information or details
about the grant.

enabling national
networking of scientists

\J

co-principal investigator on  +

investigator on  +

principal investigator on  +

research activitie

\"4 4

Create investigator entry for Riha, Susan

Grant Name * )
|5 and Degradation in Fragile Tropical Agroecosytems|

Years of Participation in Grant

Start Year ”

End Year |-

Create Grant & Investigator | or Lancel

Create a new investigator entry for Riha, Susan

Grant Name ~

.Ene |
Extending Science Based Information on Reactive Nitrogen in the Peconic
Estuary

S

Create a new investigator entry for Riha, Susan

E: Science Based

d Grant: ion on Reactve Nitrogen in the Peconic Estuary  (Verfy this match)

Years of Participation in Grant

Stant Year *
[2009

End Year

[Add investigotar] A Tarcs

required helds

Extending Science Based Information on Reactive Nitrogen
image +

weh pages  +

administered by +

Earth and Atmospheric Sciences (EAS) | Academic Department

grant awarded by  +

Hati | Oceanic and tion (NOAA) | Funding Organizatior
related role
Riha, Susan Investigaio

Pagel6



enabling national
networking of scientist

Adding teaching experience and responsibilities

Local VIVO installations may have the ability to automatically ingest information from
institutional course registration systems. There are also several places to add information to a
VIVO profile concerning current, past, and recurring teaching activitieste@bleesfield

identifies current semester courses only. Teaching activitiedield is used for the devel-

oper of a course (and normally lead instructor) who has ongoing responsibility for the course
over many terms. Thieaching overviewfield is a more general place to specify instructional
efforts and activities.

To add a teaching activity:

0 Click the + icon next to theaching
activitiesfield on the profile page. teaching |

advisorin  +

e On the following screen, select the

Teaching Activity Tydeom the drop teaches +

-down menu. Enter theameof the

activity followed by theole. teaching overview  + a
e Enter theStart YeaandEnd Yea(if teaching activities

known) for the activity and click the
Create Teaching Activibutton.

Create a new teaching activity entry for Riha, Susan

Teaching Activity Type * ECuurse [, e

Couwrse Name *
Role in Course *

Years of Participation in Course

Start Year *

End Year

[Create Course & Teaching Acﬁviy] or Cance

Entering contact information

Some of the contact information for a researcher may be ingested into the system and could
automatically populate the profile page. In this case, simply verify that the information is
accurate and make edits as needed. Contact information is includesdahephone work

fax, work email, andmailing addresdields.
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To add a phone or fax number:

Click the + icon next to theork

phone/faxfield on the profile page. work phone +:
work fax +

On the following screen, enter the
number into the freetext field and
click thesave entry

work email +

Add new entry for: work phone

Please enter your complete phone number, with country code if outside the U.S. and Canada

BJU| ZiE|xx0|9 .

607-255-1729

To specify a mailing address:

Several researchers at an institution
may share the same mailing address. work email  +
For this reason, you will create a profile] o
page for a specific location, link the re g ledoess

searcher to that entry, then specify the¢
f20F0A2yQa YIAfAYT |

R gglg\nlzfsanaéx?stiqr?g Address for Riha, Susan

This relates an agent to their mailing address.

o Click the + icon next to thmailing
addresdield on the profile page. N

Mann Library mailing address ¥

e Use the dromown menu tO Se|eCt If you don't find the appropriate entry on the selection list:
an existing location from the syster e (core) ece e e Q

and clickselect existing

—

e If the mailing address for a location Edit "mailing address" entry for Riha, Susan
has not been entered, click tredd a
new item to this lisbutton. name {required)
|Bradfield Hall
On the following screen, enter a (Seve chenges o Cance

generalnamefor the location and
clickSave changes
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nefworkmg entists
Once back on the profile page, use
the link to the new location to enter mailing ¢ uhlrew
more detailed information about the

Bradfield Hall | Addre
address.

Bradfield Hall

e On the following screen, use the
fields to enter the details of the ‘ G
S

¢
P
Z
[

t20FGA2yQa YIAEANY3I |

web pages  +

Eatth and Atmospheric Sciences Facilities (x

has geographic location  +

department

Department of Crop and Soil Science (CSS

street

city

state or province

Entering publications

VIVO is currently in the process of expanding the data ingest framework to sources that will
include publications from different external databases. Until that time, however, publications
must be entered manually. Most researchers keep the list of publications on their-@V up
date, and you can confirm the details of their citations using databases such as RefWorks or
PubMed.

It is important to remember that the way authors order the names of thetaathors is sig-
nificant, and you should be careful to order the list of authors accurately.

In the most recent release of VIVO, a publications visualization page has been added that in-

cludes inpage sparklines of publications over time and aaathor network visualization.
These features will be discussed in greater detail on the last page of this document.
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To add an academic article:

e Click the + icon next to the selected —
publicationsfield on the profile pagel.
selected publications H
e Use the dropdown menu to select

the Publication Type editor of +

e Type theAcademic Article Titland presentations

. . . Create publication entry for Riha, Susan
click theCreate Publicatiobutton.

Publication Type * ESeled one (v

featured in  +

Select one A
e If, however, the article already exisfs Cancel Adtcle
. . . Audio Document
in VIVO, autaecomplete will bring up Blog Posting
. . . Book
the title of the publication as you Case Study
Catalog
type. Ch
yp Cuﬁgreernoe Paper
Conference Postar
- Database
e On the following screen, you can Edited Book -
. . . . Editorial Articl
click theVerify this matchink to the Fim
. . . I
right of the Selected Academic Artidle Joumel
. . . MNewsleter
title. A separate window will pepp News Relesse

p}

GAGK GKS aLINRFthi§|S¢ T2 NGKS RISt
allows you to confirm that you have
selected the correct publication. If
is correct, click thédd Publication
button.

—

Create publication entry for Riha, Susan

Publication Type *  Academic Aicle v

Academic Article Title *
»s and remotely sensed imagery in southem Ag azonia]

Create Publication | =20EE

Create publication entry for Riha, Susan

Publication Type ©  Academic Atticle  +

Academic Article Title * o

Secon

Secondary forest growth deviation from chronosequence predictions in central
Arnazonia

|Crenie Publication | or Cancel

Create publication entry for Riha, Susan

Publication Type ™ Academse Article

Selectod Academic Article: | Secondary forest growth deviation from chronosequence predections in central Amazonia  [Verfy this match]
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e The following page is the profile for
the article itself. Use the fields on
this page to enter additional inform
tion about the publication such as
the name of the journal, the volume

number, start and end pages, an ab-

stract, etc.

e To specify a journal name, click the
icon next to thepublished irfield.
On the next screen, select the title
the journal from the dropdown
menu or click theadda new item to
this listbutton to add a journal to th
system.

e To enter a publication date, select
from either theyear, year and
month, or datefields in thetime sec-
tion of the profile, depending on the
publication frequency.

9 To begin connecting more authors
with the article, click the + icon nex
to the authorsfield. The following
page is theManage Authorgage.
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1_

1%

Secondary forest growth deviation from chronosequence predict
image +

web pages  +

issue  +
presented at  +
status  +

authors  +

Riha, Susan arle

editor  +

translator  +

features  +

volume +

number +

abstract  +

published in

O

status  +

authors

Riha, Susan Charles L. Pack Professor in the Departmen
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