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How to enter or modify templates in Sedona at the College, Department, or Faculty
level:

1. The process works the same way for all levels.

2. Remember that templates filter down. That is, a template created at the university
level will be available at the College, Department, or Faculty levels. However,
templates do not filter up automatically and do not show up across departments or
colleges (unless they are copied at a higher level and made available).

3. When you work with a template created at a higher level (for example, a
university level template that you want to modify or use at the college level), you
must first copy the template. You can produce a report without copying the
template but you cannot modify the template. However, if you copy the template,
you can the modify it.

Templates are colored coded (shaded) so that university level templates are shaded in

white|, college templates are shaded in , department templates are shaded in
ellow], and faculty level templates are shaded in [igl.

Step 1: Log into Sedona at the appropriate level. In this example, | will be working at
the college level but the process is the same at all levels.

Features Company Schools Pricing Security
Support Demo

SEDSNA

SH T £ MM S
—~
Login level:
&) University
Gollege College ID: [sne
O Dept/a School
e Mi';ﬂe::eaj chog, Password: lsssssss

Saturday, February 23, 2008

Step 2: Select the template button. Note there are two template buttons. Select the
template button on the lower right hand side. This button is pink. Do not click on the
grey template button to modify or copy templates.
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Note that I am using the College of Education in these examples. | am actually logged in
at the university level, but you should see the exact same screens at the College level. If
you select the correct template button, you will get a screen that looks like the following:

East Carolina University [

o vewploteeuider  FI1F7) ) G AT ok sy 9

v‘i‘ Return to University g{s E D&N A

Select Template &
Click on the namne of emnplate you would like to manage, Default kermplates are Purple; University-created templates are White; College-created
templates are Green; Department-created templates are Yellow; Faculty-created templates are Red.

Template

Short

Template

BSOM_Faculty_annual_Repart Default templates -\
built into Sedona

\-——/

this button.

February 21, 2008

Copy-of-ECU_Faculty_annual_Report February 1, 2008

Departmental_Publications

October 22, 2007

ECU_Cummulative_Report ﬁe current unversity_\

Januar; ¥ 15, 2008

ECU_Faculty_finnual_Report =" \'“9' ooual mpu

February 2, 2008

Faculty_Information_sheet

February 1, 2008

Fublication_Report

February 5, 2008

CHOTOFOSOSCHONCRONC

Collegevita (default vita format)

Note that the College
Vita is the default
format.

of Consulting | SEDONA @ 2002-2008 | All Rights Reserved

Note that default templates (built into Sedona) are purple| university level templates
are shaded in |white|, college templates are shaded in , department templates
are shaded in [yellow], and faculty level templates are shaded in [{g8.

Note if you click the other (in this case the wrong grey) template button then you will
see the following screen:
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‘ast Carolina University m e pmgrm ©  roumtounversiy S E DISYN A

me show it but the enly S
available in COE is the one template 92""-’31 Ex

shaded with green. It is the only
college level template.

@ Group by Faculty

Select a Report Template: |
) Group by Component

4
Select Faculty Members (¥ax at o ime: 20 to display; 50 to attach)
Available Faculty A Eaculty Departments:

~ You select faculty by | ALL &
transferring the from the Business and Information Technologies Ed.
left side box to the right College of Education
side using the arrows. Counselor and Adult Education
Itis a low like selecting Curriculum and Instruction
variables in SPSS for Educational Leadership
Windows. Library Science and Instructional Technology
(A2
{ and Science Education b

[Jonly Tenured/Tenure Track

[Jsend as email attachments: @

This screen is used to produce reports. You can select
up to 50 faculty and select a template to build reports.
The templates can be for indvidual faculty or an entire
department. There are some limits on how many
] | | elements can be in a template when it is used to

generate a report for a group of faculty.
Display

SEDONA © 2002-2008 /i R roof Consulting

We won’t do anymore with the above screen in this lesson.

Step 3: To modify your template, again click on the pink template button and select the
template you want to modify and click on the copy button at the top of the page.

East Carolina University «| 7 | retum to university EQ\S EDISIN A
Template Builder ‘ 1E4E1EY BITE: Dickersan, Jeramy - ‘ [ Home

The copy button

Select Template

Click on the name of the tsmplate you would liks to manage. Default tamplates are Purple; University-oreated templates ars White; Collage-created
templates are Green; Department-created templates are Yellow; Faculty-created templates are Red.

February 2, 2008

ECU Faculty Annual
Ecu_racu\ty_Annual_Repmt_—-__-\ Report

Faculty_Information_Sheet February 1, 2008

Publication_Repaort February 5, 2008

Template Creation /Modification

O |shert

() [esOM_Faculty_annual_Report University level February 21, 2008

O [copy-of-ECU_Faculty_Annual_Report February 1, 2008

12 [Departmental_Publisstions L —— October 22, 2007

0 |ECcU_cummulative_Report / We are going to copy the January 15, 2008

o]

O

o]

O

Collegevita (default vita format)

sulting | SEDONA © 2002-2008 | All Rights

Once you click on the copy button, you will have a screen showing the new (copy) of the
template. You can now modify the copy. This takes much longer to explain than to
do!
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The screen below shows the copy template button:

ECU College of Education | 1 4 S epmiNy
_ | B DJ @I @i BITE: Dickersan, Jeremy

Select Template

Click on the nams of the template you would liks to manage. 8
templates are Green; Department-created ternplates are Yellow

< are Purple; University-created templates ars White; College-creatsd
¥-created templates are Red,

Template Creal

() | Skt
O |Template
BSOM_Faculty_Annual_Report February 21, 2008
| | bi
apy-of-ECU_Faculty_snnual_Repol ebruary 1,
[= F-ECU_Faculty_annual_Report Feb 1, 2008
epartmental_Publications Octaber 22,
Departmental_Publicat Octaber 22, 2007
ECL_Cummulative_Repart anuary 15, 2008
I ] ar
|_Faculty_fnnual_Repo ebruar:
ECLI_Faculty_Annual_Report February 2, 2008
Faculty_Information_Sheet February 1, 2008
Ity_Inf h b
Publication_Report February 5, 2008
blicati: bi
() |CollegeVita (default vita format)

Step 4: Next step is to edit the copy of the template.

ECU College of Education | 3 0

Select Template

Click on the name of the template you would like to manage, Default templates are P
termnplates are Green; Department-created templates are Yellow; Faculty-created termplates are R

eated templates are White; College-created

O |Short

) |Template

) |BSOM_Faculty_nnnual_Report February 21, 2008
() |Copy-of-ECU_Faculty_Annual_Report February 1, 2008
() |Departmental_Publications October 22, 2007
) |ECU_Cummulative_Report January 15, 2008
() |ECU_Faculty_annual_Report February 2z, 2008
() |Faculty_Information_Sheet - February 1, 2003
() |Publication_Repart Copy of the template I February 5, 2008
() |Collegevita (default vita farmat) /

(L lCopy-of-ECU_Faculty_Annual_Report February 23, 2008

Make sure you select Now we will edit the copy of the template
the right template
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Next we will change the name of the template. You will just type in the name you
want to use. Make sure you hit the save button after every change you make to the

template by clicking on the save button the blue floppy disc icon E which is at the top

of the screen below.

ECU College of Education

- | Seps

Jollege of Education ... Template Builder |

Manage Report Templates

and type "Your Name' in as the Display,
Type the new name

Edit Template Name :
;Copy—uf—ECUiFa:u\tyiAnnualiRe

ERER

[BITE: Dickerson, Jerermy

i A V|

Page 5

S ) poms

SAVE by clicking on the disc icon! _

This form allows you ta manage your report templates, You may add, delete and edit campanents, and preview the repart template, Ta change the arder of the campanents, select the radie
buttan next to the companent you would like ta mave. Use the aresen arrow keys to mave the camponent up or down, Once you have inserted, deleted, madified, or rearranged the
compenents, remember to click the save button (blue floppy disk). This will save all changes to the report template. To display & faculty member's name, choose the "Title" Component Type,

[l Make this template my default vita

Component Display Title

O |1 |Title TS ModiTy the neme TS Faculty Annual Report, 2007-2008
Q|2 YourName Sopas Your Name Only

O |3 RanksSchool Rank / School

L+ |Title Teaching

O |5 Teaching Teaching and Advising Activities

O |6 Memo Summary of Teaching Evaluati (Enter a § v of Teaching

Evaluations Below):

i Line

=1 Title

Research and Creative Activities

9 1C-RefereedArticles-Published

Published Articles in Ref. Jowrnals

10. |1C-Refereedarticles-Forthcoming

Forthcoming Articles in Ref. Journals

11, |CreativeActivities Creative Activities
1C-InvitedArticles Invited Articles

13.  |I-Monograph Monographs

14, |IC-Book Books

15 1C-Chapter

Chapters in Books

18, |IS-Manual

Manmnals

el e o e oo e e o6

17, |1C-RefereedProceedings

Proceedings - Refereed

Step 5: our next step is to insert a new component. You will click on the insert new
component key. Note that the name of the template has been changed.
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rosoft Internet Explorer pro!
File Edit  Wiew

Favorites Todks  Help "

Qe - ) [#] B @0 POsewcr Soraones € (- o w - B
Acddress | @] https: isadonaeb.comf @ We are now going to Insart a v B ks * @
C !
new P in the

ECU Coallege of Education

- L SED®INA

E‘ BITE: Dickerson, Jeremy

Insert new companent l

Manage Report Templates

This form allows you to manage your report templates. You may add, delete and edit components, and preview the report template. To change the order of the companents, select the radio
buttan next to the cornpanent you would like to move. Use the areen arraw keys ta move the companent up or down. Once you have inserted, deleted, modified, or rearranged the
campanents, remember to click the save button (blue floppy disk). This will save all changes ta the report template. To display 4 faculty member's name, choase the "Title” Companent Type,
and type "Your Name" in as the Display.

Edit Template Name

COE_Faculty_Annual_Repaort

Component

Display Title

[] Make this template my default vita

Off 1. | Tide Faculty Annual Report, 2007-2008

O |2 YourName ( Your Name Only

) |3 |RankSchool f N“'ic:e:,r;” name of the Rank / School

Ofl4. | Tide \ Teaching

O s Teaching Teaching and Advising Activiti

O le  |memo s v of Teaching Evaluations (Enter a $ v of Teaching
Evaluations Below):

O |7 Line

Ofjs.  |Tide Research and Creative Activities

Q|2 1C-RefereedArticles-Published Published Articles in Ref. Jowmals

) |10, |1C-RefereedArticles-Forthcoming Forthcoming Articles in Ref. Jomrnals

O |11, |CreativeActivities Creative Activities

O |12, |1C-InvitedArticles Tnvited Articles

O |13, |1C-Monograph Monographs

O |14 |1C-Book Books

O |15, |1Cc-Chapter Chapters in Books

O |1 |1C-Manual Manuals

3 |17, |1C-RefereedProceedings Proceedings - Refereed

O |18, |1Cc-Software Software

&] Done:

@ Internet
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We continue by selecting where we want to insert the new component.

2} SEDONA - Micrasoft Internet Explorer provided by East Carolina University: E‘@lg‘
;'a

File Edt Wiew Favorites Tooks Help

Qe - - [#] B @0 Pseaer Spraones € (- w - | B @

Acddress | @] https: isadonaneb.com/ VB ik &
Ty

ECU College of Education -~ SED®NA
o e |Tite * A Victivities 1
O |5 1C-RefereedArticles-Published
O |10. | IC-RefereedArticles-Forthcoming Forthcoming Articles in Ref. Jowmals
@ |11 Creative Activities Display Title: |BEE
O |12, |1C-InvitedArticles \ Tnvited Articles
O |13, |1C-Monograph \ L Monographs
O |14 |16-Book ‘_(-v \.\ Books
O |15 |1C-Chapter ( You have to select l Chapters in Books

where to place the new
O |16 |1C-Manual , compenent. It will go Manuals
O |17 IC—RefereedDroceedings\ ahozz::uiﬂﬁfmd Proceedings - Refereed
O |18, |1C-Software Software
O |12, |1C-Supplement e IC: Supplement
O |20, |1C-Non-Refereedarticles Non-RefereedArticles
) |21, |1C-Non-RefereedProceedings Proceedings - Not Referred
O |22, |1C-Other Other Research Activities
) |23, |1C-PresentationRefereed Paper Presentations-Refereed
) |24.  |1C-PresentationNotRefereed Paper Presentations-Not Refereed
O |25 |1C-ResearchGrants Research Grants
O |26, |Grants-Service Grants - Service
O |27, |Grants-Teaching Grants - Teaching
) |28, |Grants-Training Grants - Training
O |20 |10-Grid Grid
O |30 Line
O |31 |Tide Service
O |32, |service-University Service: University
) |33, |Memberships Memb erships in Professional Organizations
3 |34, |Service-Professional Service: Professional v
&] Done: © Internet

When you click on the insert button you will get a drop down box which allows you to
select the component to insert. You may have to experiment to find the component you
want. If something is not in SEDONA then you may want to insert two lines and title for
the component to be entered in WORD. This is how we are handling the summary of
teaching evaluations.

Some of the components are shown below:
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Section ”
Line

Memao

AQPQ

AcademicBackground

Advising

Bio

Certifications

CoursesTaught

Degrees

Dissertation

Emaill

Experience-Acadermic
Experience-Consulting
Experience-ConsultingShowCase
Experience-Elsewhere
Experience-Here
Experience-MonAcademic
Experience-PaidService
Experience-FaidSericeShowCase
FacultyDevelopment
Grants-Research

HireTenureYear

IC-Case

|C-Chapter-FPublished
IC-Cormpilation
IC-PapersinProgress
|C-FapersUnderReview

|C-Patents

I am going to add IC-PapersProgress because the College of Education wants to include
this information for the College and department level evaluation of faculty. Other
colleges do not want this information and it is not on the standard annual report. The IC
prefix stands for intellectual contribution. Notice that inserting a new component
requires three steps.
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) SEDONA - Microsalt Internet Explarer provided by East Carolina University

PPk Lot Wiew  Favorkes  Tods  Heb

Qu - @ [H B G Pt oo @ 25 & - |

{address (€] Wbpe: fumbonavmt. com|

3. 8ave the
change

ECU College of Education

[

T 0 @ @ [ B emesmsmmmm ¥ AV
0L |Tite Faculty Annual Report, 2007-2008
O |z | YourName Youwr Nume Only
O |3 |Rankschool Rank / School
O 4 [Tine ‘—,-----n‘\‘ Teaching
‘e X Teaching { lliqila‘;':':::‘:vill b Teaching and Advising Activities
O e [memo \ ) 3 + of Teaching Evaluations (Enter a $ v of Teaching
Evaluations Below):
O |7 [une N
Ofe [ N Research and Creative Activities
01 |9 [iRefereedarticles-nblished N Published Articles in Ref. Jownals
O |10 | IS RelereedArticles Forthoorming Forthcoming Articles in Ref. Jommals
(0] Component Type Piﬂlh
*|  |Papers in progress (workpapers)
03 |11 [creativeactivities \ Creative Activities
O |12 |- irwitedarticles \ Invited Articles
O 13 |1C-Monograph —_— Monographs
O 1 | 1G-Book 5 S:Iacl lh:o Books
O |15 [1cchapter N\ Peinserted! Chapters in Books 4 inzéfrjtlfal:i:t}.:}en!
O |16 | Te-Manal Manuals
O |17 | 1CRefereedProceedings Proceedings - Refereed
O |10, |IC-Software Soltware
) (12 [1c-8upplement 1C: Supplement
O 200 1€ Nen RelerevdArtices Non-RefereedArticles
O |21 [1eon-Refereedirocesdings Proceedings - Not Referred
) |22, [1C-Other Other Research Activities
O |73 |1e-presentationRefereed Paper Presentations-Referced

You can also delete components!
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rosoft Internet Explorer pro!

Fle Edt View Favorites Tooks Help i

Qe - O [H B -5 A -[JEBE

DD seach Sz Favetes €2)

Acddress | @] https: isadonaeb.comf

ECU Coallege of Education

v Ba

S SEDSNA

Plinks ¢ @

Manage Report Templates

This farm sllews y0u 0 manag Vour report templates. v may addy GeTete ST GG CTECHETES, and preview tha report templata. To changs the order ofthe companerts, selactthe radio
buttan next to the component yau wauld fike to move. lise the green arrow keys to move the component up or down. Once you have inserted, deleted, modified, or rearranged t
A, G 5 el 312 G (0 sy (1D 0 Call ot o ks i s I oL, o Gl & ey (oS G, GAReeis 1 o (=t T,
and type "Your Name" in as the Display.

Edit Template Name

COE_Faculty_Annual_Repart

[] Make this template my default vita

Component ay Title
ONjL  |Title Faculty Annual Report, 2007-2008
O |2 YourName Your Name Only
O 3 Rankschool Rank / Scheol
O (4. |Tide Teaching
O |5 Teaching Teaching and Advising Activities
O |6 Memo S v of Teaching Evaluati (Enter a § ¥ of T
Evaluations Below):
O |7 Line
Chie|Tide Research and Creative Activities
O e 1C-RefereedArticles-Published Published Articles in Ref. Jowrmals
O |10, |1C-RefereedArticles-Forthcoming Forthcoming Articles in Ref. Jowmals
® |11 IC-PapersInProgress Display Title:
O |12, |CreativeActivities Creative Activities
O |13, |IC-InvitedArticles Invited Articles
O |14.  |1C-Monograph Monographs
O |15 |1C-Book Books
O |1e.  |1Cc-Chapter Chapters in Books
O (17 |1C-Manual Manuals
O |18, |1C-RefereedProceedings Proceedings - Refereed
O |19, |1C-Software Software

&] Done:

@ Internet
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Step 7: Last, I will show you how to edit the template settings. You probably don’t want
to do this for the annual report because they should be correct! But you need to know
how to make changes. You start by clicking on the edit the template settings button.

A SEDONA - Microsoft Internet Explorer provided by East Carolina University

Fle Edt View Favorites Tooks Help i
Q- © - [¥ @ & ) search Seraates @ (- i @ - | ) Br L
Acddress | @] https: isadonaeb.comf v B ks * @

ECU College of Education © L SED®NA
21 [ [5) [ BITE: Dickerson, Jeremy

Edit the tarnplats settings

This form allows you to manage your report templates. You may add, delete and edit components, and preview the report template. To change the order of the companents, select the radio
buttan next to the cornpanent you would like to move. Use the areen arraw keys ta move the companent up or down. Once you have inserted, deleted, modified, or rearranged the
campanents, remember to click the save button (blue floppy disk). This will save all changes ta the report template. To display 4 faculty member's name, choase the "Title” Companent Type,
and type "Your Name" in as the Display.

Manage Report Templates

Edit Template Name

COE_Facully Annual Report [] Make this template my default vita

Component Display Titde
Off 1. | Tide Faculty Annual Report, 2007-2008
O (2 YourName Your Name Only
O |3 RankSchool Rank / Schoeel
Ofl4. | Tide Teaching
O s Teaching Teaching and Advising A
O le  |memo s v of Teaching Evaluations (Enter a $ v of Teaching
Evaluations Below):
O |7 Line
Ofjs.  |Tide Research and Creative Activities
O = 1C-Refereedarticles-Published Published Articles in Ref. Jommals
) |10, |1C-RefereedArticles-Forthcoming Forthcoming Articles in Ref. Jomrnals
) |11, |1C-PapersInProgress Papers in progress (wortkpapers)
O |12, |CreativeActivities Creative Activities
O |13, |1C-InvitedArticles Invited Articles
O |14, |1C-Monograph Monographs
O |15, |1C-Book Books
O |1e.  |1C-Chapter Chapters in Books
O |17 |1C-Manual Manuals
O |18, |1C-RefereedProceedings Proceedings - Refereed

&] Done: © Internet
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Once you click on the edit settings button, you will see a screen like this. | have
maximized the view so you can more easily see what you can do on this screen.

‘2 SEDONA - Microsoft Internet Explorer, provided by East Carolina University

Fle Edt View Favortes Toolks Help Iz
eaack - Q \ﬂ @ ﬂ /f\l Search ‘?’:t(Favuntes o - :7 R E{? ﬁ
cldress | httpsfsedonaweb. comf vBe ik > &

ECU Callege of Education © L SED®NA
0 [C]EE b oy v A vg@?

Edit Your Report Template Settings

Instructions

Ta edit your report template, make any changes to the template name, the background color or image, the reference style,
the range of years far the repert, whether ta include records marked a5 Accepted or Published within the selected range,
whether to show description fields in the report, the line width and color, and the font ssttings. Click *Finish" to save the

changes.
Template Name
Enter Template Name -

_— Select Reference Style 3
|COE_Faculty_Annual_Report calor | | APA |

O Select Calendar Range @ Select Academic Range / We now have the Academic Range set to

All ) 2007-2008. You can select discrete year.

orarange. You can also use calendar
years but not for the annual report.

[

AAA A D
W
LRy

v v

Date to include in range: © jshed O Accepted (O Accepted or Published Include description fields.
Select Line Width —

Enter Font Settil
Faont Title

Click Finish

Underline UPPERCAS

when you
Tie [ Genter v yo .
have finished
Section 5]
Compunet | Tres New Roman | o o O [P
O 0 O O \

Use Published because the labels are
incorrect! This actually selects Accepted
and Published.

€] Done

~

& Internst

After you finish editing the settings and clicking finish you will return to the template

builder screen. Remember to click on the save icon E before clicking on home or

-. Exit will take you out of SEDONA. will take you back to your main
page.



