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1) Choose faculty using the faculty picker: In this case, all full time faculty active during the search window (e.g., 2017) 
 

2) If you want to look at faculty by a particular rank, go to the Faculty Classification submenu in the picker, choose Faculty Rank and select the 

rank(s) you wish to include. Click Apply and Select XX Faculty. 

3) Select the Activity type you wish to review (in this case, this means the type of publication or scholarly/creative activity) 

4) Select publication Status options (e.g., choose all scholarly types that are either Completed/Published or Accepted (default). 

5) If applicable, use an Activity Classification to narrow to a subset of records 
(Here, Intellectual Contributions: Review Type has been set to only those that have some form of (peer) review). 

6) Click Build Report 
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Note the footnotes above:  
1. A faculty member's activities occurring before being employed by the institution will not be included. See faculty members' vitae for a complete listing of their 

activities. 
2. For row totals, an activity may be counted more than once if its status changed over academic terms. The double counting can be eliminated by selecting only 

one status level. Status levels include in progress, submitted, accepted, or completed/published. 
 

7) Drill down by clicking on the number that appears in the lower right-hand corner figure. 
 

8) Drill down one more time by clicking on the Total x Totals cell again in lower right corner 
 

 
 

9) If there are many records, you may click Show ALL entries and then sort by outlet Type etc. You can also use the Actions menu at the top right of the page to 
export. 
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