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Promotion and Tenure CV
When this function is selected, the FEAS application pulls all “completed” citations associated with the user and builds a rich text file (RTF), which is formatted as appropriate for a promotion and tenure CV.  The format of this document is designed to match the template approved by the university P&T committee.  (This will exclude items in the Needs Review, Imported, and Finish Later sections.)  Depending on the web browser used, the user will be prompted to open (display) or save the generated document.  The following is displayed by Internet Explorer on Windows 7.
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By default, the name of the file is of the form: LastName_VitaType_DocDate.rtf, where the DocDate is the date that the CV was last revised.  If the CV has any citations in the needs review, imported, or finish later categories, then the document will begin with the title “DRAFT Curriculum Vitae”.  Once only completed citations remain, the DRAFT will be dropped.
The FSU starting and promotion dates are used to flag teaching, research, and service items as required by the promotion and tenure vita template.  Items before your last promotion at FSU and items while working at another institution are indicated with a footnote
.  These items are based on the information provided in the Professional Experience category.  The FSU Start date is based on the earliest From Date in which the institution is Florida State University.  The Last FSU Promotion date is based on the latest From Date in which the institution is Florida State University and the promotion flag is checked
.  
The P&T CV requires that each citation of published work since employment at FSU, or since last promotion at FSU, include a one-sentence description of the work, as well as a statement that identifies the status of any co-authors and their institutions.  When the P&T CV is generated, a check is performed for information in the Additional Information field of these publication citations, and inserts a warning message in the CV if the required information is not provided.
QER CV
The Quality Enhancement Review (QER) vita is a special short form faculty vita for state mandated program reviews.  The QER formatted CV requires course section information at a greater granularity of detail than that provided in the “Courses Taught” category of the P&T CV.  By default, the list of courses used for the QER vita is limited to those offered in the last five years and has an instructional mode of class lecture, laboratory, discussion, individual performance instruction, or internship.  In addition, doctoral and master's supervisory committee information is pulled directly from the Graduate Student Tracking (GST) system, rather than from citations in the FEAS database
.
Custom CV
This function is provided to generate vitae in a variety of user-specified formats.  The custom-vita function provides an interface to construct templates that select and format the display of database information in the form of a vita.
When “Custom CV” option is selected from the CV selection dialog, a list of currently available templates is presented as illustrated below.  Once one of the radio buttons is clicked, the "Generate CV" button will be displayed; clicking that button, a CV document will be generated using the format specified in the template.
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Click the "Manage Templates" button to edit existing or create new templates.  The following page is displayed when this button is clicked.
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If the user is operating as a delegate and is entering data and generating reports on behalf of a faculty member, then the initial display is expanded to allow for the selection of the delegate’s templates in addition to shared templates and the faculty member’s templates.
The templates that are displayed in the drop down list are those that have already been created and saved.  At this point the user could select a template and click the “Generate CV” button to generate an associated document.  Click the “Edit Template” or “New Template” buttons in order to bring up the template editor as illustrated below.
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The “Pre-Set Options” button is displayed when editing a custom vita template.  When clicked the following dialog is displayed.
[image: image5.png]Set the display options correspondent o

Promotion and Tenure Vita

Set Option:





Several types of vita formats are provided in the drop down list which correspond to vita display options presented in various FEAS menus.  If one of these options is selected and the “Set Options” button is clicked, it will set the appropriate custom format options which would be suitable to generate a vita in the selected format.  The idea here is that one could start with this vita format and then make a few additional changes to the format options and then save the template.
When editing a template, there are a series of blue bars which can be clicked to hide or display template definition details.  The P&T vita format could be generated, for example, by choosing to exclude the Expertise category under the Item Exclusion by Category bar.
In summary, the categories of the template definition include the following.
· Data Display Options 
This template category provides options to include/exclude footnotes, additional information, prefaces, publication numbering, pre-publication dates, summary statistics, and “Finish Later” data.  An option is also provided to format citations in an MLA style.

· Courses Taught Display Options
This template category provides options for displaying courses taught.  It may either include a summary of courses entered from the CV builder courses taught form, or course section details downloaded from the student system.

· Item Exclusion by Status
This template category provides options to include/exclude citations that have a status such as Accepted, Contracted, Copyrighted, Exhibited, In Press, Patented, Performed, Presented, Published, Recorded, and Submitted.

· Item Exclusion by Age
This template category provides options to include/exclude citations based on the date of the citation.  This could either involve a date range or simply the age of the citation.

· Item Exclusion by Category
This template category provides options to include/exclude citations based on the information category.  For example, all Service could be excluded, or Invited Journal Articles.

· Individual Item Exclusion
This template category provides options to exclude specific selected citations that have been entered in the FEAS database for the user.

· Reorder Generated Vita Categories
This template category provides options to alter the ordering of the citation categories in the generated vita.  For example, refereed books could be specified to come before refereed journal articles.

· Diagnostic Display Options
This template category provides options to highlight missing information, identify the person last editing the vita records, and identifying records most recently changed.

· Template Sharing Options
This template category provides an option to share your template with others and to provide a description of the template.
Other Vita Documents
There are several other options for the generation of vitae documents in the menu.  These include:
· Generate a Specialized Faculty Promotion Vita.
This will generate a vita formatted like the P&T vita.

· Generate a General Vita.
A vita is generated which includes all the user’s “saved” records.  This will exclude items in the Incomplete / Uncategorized section.  The vita will also exclude P&T footnotes indicating items that occurred at another institution or before last promotion; it will exclude summary statistics that report scope for each presentation category; and it will exclude “additional information” that may have been entered for various citations.

· Generate a Short Vita.
This vita is similar to the General Vita, with the additional restrictions that each citation item must be no older than some number of years (typically 5) and that scholarly or creative items with the status of “submitted,” “accepted,” “contracted,” and “in press” will be excluded.  It will include only the last degree, and it will exclude the teaching, research, and service preface.

· Analysis of Missing Required Fields.
This is a special report of items in the Needs Review, Imported, and Finish Later categories.  These are displayed as citations would appear in a vita with additional information about required fields that are missing a value that would be required to be “saved” in the database.
These vita forms are provided as a convenience.  Generally, various vita forms can be created with the Custom Vita option as illustrated in the table below.
	Custom Category
	Setting
	P & T
	General
	Short Vita

	Data Display Options
	Exclude P&T Footnotes
	
	X
	X

	
	Exclude Additional Information
	
	X
	X

	
	Exclude Section Prefaces
	
	X
	X

	
	Exclude Summary Statistics
	
	X
	X

	Item Exclusion by Status
	Submitted
	
	
	X

	
	Accepted
	
	
	X

	
	Contracted
	
	
	X

	
	In Press
	
	
	X

	Exclusion by Age
	Exclude by Age
	
	
	X

	
	Display Last Degree
	
	
	X

	Exclusion by Category
	Language Proficiency
	X
	
	X

	
	Areas of Expertise
	X
	X
	X

	
	International Affiliations
	X
	X
	X


� Citations that occurred before employment at FSU and before promotion review are flagged.  The date of a citation may be indicated by year, or more precisely by month and year.  If a citation is dated only by year, then an “optimistic rule” is used.  In this case, citations that occurred in the same year as the review date are not flagged for exclusion from consideration.  In order to more precisely articulate which citations should be flagged in the P&T CV, take care to include the month of the citation in the FEAS citation entry.�


� P&T binders for promotion from Assistant to Associate are prepared far in advance of the actual promotion.  Accordingly, a special accommodation is made for those faculty preparing a P&T CV for a promotion to Full Professor.  By default, the date used for flagging citations prior to promotion is August of the year prior to promotion.  In this way, citations that were not included in the previous promotion binder may be included in the faculty member’s binder for promotion to Full Professor.  If this date calculation is deemed inappropriate, a corrected review date may be entered in Preferences > Override Start and Review Dates (see section 2.4.7).





� The intent is to ensure a greater currency of data from a reliable source to support the QER review process.





