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The import publication file function allows the user to import publications from files formatted as EndNote, RefWorks, BibTeX, XML, and CSV.  CSV files may be prepared from Excel spreadsheets; however, care must be taken that the Excel data must be formatted as text prior to saving the data as a CSV file.

It is assumed that the first row of the CSV file will contain the column titles which indicates the type of data stored in the columns.  There is no particular required order to the columns and the column titles are case insensitive.  Only one column is required: “Publication Type”; all others are optional.  This required column indicates if the publication is a journal article, book, report, or other type of publication.  The specific fields will vary by publication type.  If fields are provided which are not relevant to the type of publication, then that field is ignored.  If fields are missing for the publication type, then no data is loaded for that field.
Following is an illustration of a CSV file.

Publication Type,Title,Author,Author,PubDate,Journal,Editor,Editor

Journal Article,Test Article 1,"Yancey, David P","Phillips, Tiffany",2016,Test Journal,,

Journal Article,Test Article 2,"Yancey, David P",,JUL 2017,,,

Edited Book,Test Book A,"Yancey, David P",,2017,,"Smith, Sam","Jones, Jim"

Each column title is expected to be unique, with the exception of Author and Editor.  There can be multiple authors and editors for a publication.

Publication Type = “Journal Article” or “Article”
The fields that may be used for this publication type include the following.  (The field titles are not case sensitive.)  None of these fields are required in the import file.

· Title
the article title
· Author
there may be multiple Author columns one author per column
· PubDate
the publication date of the form “2017” or “JUL 2017”
· Journal
the journal name
· Pages
inclusive page numbers

· Note
“Additional Information”

· URL
retrieved from URL

· DOI
DOI reference for the article
· Volume
journal volume
· Number
journal issue number
By default, this publication type is imported into FEAS as “Refereed Journal Articles” with status of Published.  

Publication Type = “Book” or “Book, Whole”
The fields that may be used for this publication type include the following.  (The field titles are not case sensitive.)  None of these fields are required in the import file.

· Title
the book title

· Author
there may be multiple Author columns one author per column

· PubDate
the publication date of the form “2017” or “JUL 2017”

· Note
“Additional Information”

· URL
retrieved from URL

· Publisher
the name of the publisher

· Address
the city, state, or country which locates the publisher

By default, this publication type is imported into FEAS as “Refereed Book” with status of Published.
Publication Type = “Edited Book” or “Book, Edited”

The fields that may be used for this publication type include the following.  (The field titles are not case sensitive.)  None of these fields are required in the import file.

· Title
the book title

· Editor
there may be multiple Editor columns one editor per column

· PubDate
the publication date of the form “2017” or “JUL 2017”

· Type
Type of Creative Writing

· Note
“Additional Information”

· URL
retrieved from URL

· Publisher
the name of the publisher

· Address
the city, state, or country which locates the publisher

By default, this publication type is imported into FEAS as “Edited Book” with status of Published.
Publication Type = “Book Section” or “Book, Section”

The fields that may be used for this publication type include the following.  (The field titles are not case sensitive.)  None of these fields are required in the import file.

· Title
the chapter title

· BookTitle
the book title

· Author
there may be multiple Author columns one author per column

· Editor
there may be multiple Editor columns one editor per column

· PubDate
the publication date of the form “2017” or “JUL 2017”

· Pages
inclusive page numbers

· Note
“Additional Information”

· URL
retrieved from URL

· Publisher
the name of the publisher

· Address
the city, state, or country which locates the publisher

By default, this publication type is imported into FEAS as “Refereed Book Chapter” with status of Published.
Publication Type = “Conference Proceedings” or “Conference”

The fields that may be used for this publication type include the following.  (The field titles are not case sensitive.)  None of these fields are required in the import file.

· Title
the title of the proceedings
· Author
there may be multiple Author columns one author per column

· Editor
there may be multiple Editor columns one editor per column

· PubDate
the publication date of the form “2017” or “JUL 2017”

· Pages
inclusive page numbers

· Note
“Additional Information”

· URL
retrieved from URL

· Conference
the conference or symposium name

· Publisher
the name of the publisher

· Address
the city, state, or country which locates the publisher

By default, this publication type is imported into FEAS as “Refereed Proceedings” with status of Published.
Publication Type = “Report” or “TechReport”

The fields that may be used for this publication type include the following.  (The field titles are not case sensitive.)  None of these fields are required in the import file.

· Title
the title of the report

· Author
there may be multiple Author columns one author per column

· PubDate
the publication date of the form “2017” or “JUL 2017”

· Note
“Additional Information”

· URL
retrieved from URL

· Institution
the publishing organization

· Address
the city, state, or country which locates the institution

· Type
report type or ID numbers

By default, this publication type is imported into FEAS as “Refereed Report” with status of Published.
Publication Type = “Conference Paper”

The fields that may be used for this publication type include the following.  (The field titles are not case sensitive.)  None of these fields are required in the import file.

· Title
the title of the paper

· Author
there may be multiple Author columns one author per column

· PubDate
the presentation date of the form “2017” or “JUL 2017”

· Note
“Additional Information”

· URL
retrieved from URL

· Conference
the name of the conference

· Location
the conference location

· Organization
the sponsoring organization

· Scope
“International”, “National”, “Regional”, “State”, or “Local”.

By default, this publication type is imported into FEAS as “Refereed Papers at Conferences” with status of Presented.
Publication Type = “Computer Program”

The fields that may be used for this publication type include the following.  (The field titles are not case sensitive.)  None of these fields are required in the import file.

· Title
the name of the computer program

· Author
there may be multiple Author columns one author per column

· PubDate
the publication date of the form “2017” or “JUL 2017”

· Note
“Additional Information”

· URL
Web site
· Organization
the name of the publishing organization
· Location
the publishing organization location

· Status
“Contracted” or “Published”

By default, this publication type is imported into FEAS as “Computer Software Development”.
Publication Type = “Patent”

The fields that may be used for this publication type include the following.  (The field titles are not case sensitive.)  None of these fields are required in the import file.

· Title
the name of the invention
· Author
there may be multiple Author columns one author per column

· PubDate
the presentation date of the form “2017” or “JUL 2017”

· Note
“Additional Information”

· URL
web site
· Location
the sponsoring organization location

· Organization
the sponsoring organization

· Nature
patent number or nature of invention

· Status
“Submitted” or “Patented”.

By default, this publication type is imported into FEAS as “Patented Inventions”.
When the Import dialog is presented and the "Import Pub File" option is selected, the user should select the CSV file type option, and then select the CSV file to be imported.
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The "Analyze File" button generates a report of information available from the file which could potentially be loaded.  The "Select Entries" button presents a list of entries which could be loaded along with a checkbox, which would allow for the entries to be selectively imported.  The "Import File" also generates a report, but also loads all available citations into the FEAS database.  In each case, a duplicate check is performed.  If the citation appears to be a duplicate of a citation that already exists in FEAS in any category (Completed, Imported, Needs Review, Finish Later), it will not be accepted for import.

Citations that are imported by the faculty member are placed in the imported category of citations.  These imported citations must be accepted before they will be included in reports or vitae.  Similarly, citations that are imported by delegates are placed in the needs review category.  These, also, must be accepted before they will be included in reports or vitae.

After an import is performed, buttons are available to "Accept imports" and "Review Imports".  If the Accept button is clicked all of the citations are constraint checked and if they pass, they will be moved from the Imported to Completed section.  The display is illustrated below.
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� In particular, Excel may interpret and store data in an unexpected manner, particularly publication dates which involve months.  To avoid this potential problem, select all the cells in the Excel spreadsheet, select Format cells, and select Text.  This will expose any problems with data before saving the data in a CSV file.





