Using CV Imports STEP-BY-STEP

Users will access CV Imports in the top Navigation bar.
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From the CV Imports utility, users can upload a file with a compatible format
(.doc, .docx, .odt, .rtf). Previous uploads will appear as a Draft in Progress

with a link to the uploaded file.
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After selecting "Begin," users will have the option of selecting specific sections
of their uploaded CV to import into their institution’s database. A drawer will
appear that includes the data collection screens available for importing data.



Select an Activity Type

Users can also select the Filter Activity Types field to filter activity types that
have been completed, started, or not started.

After selecting the Activity Type, users will proceed through the following
steps:

1. Highlight Entries: Users will highlight all records that match the selected
Activity Type as they appear within their CV. Multiple records can be
highlighted, and by clicking on a highlighted entry the user has the option to
keep or remove that record from the import.
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Institution

Emphasis / Major

Year Completed*

Review Education fowealion

Ph.D.in Spanish (US Hispanic Literaturs), 2016 ~ Univarsity of Houston. Dissertation: Quixote Rebarm: The Wandarer in US
Hispanic Literature. Sanche Rodriguez, Chair

MLA_inSpanish, June 2013 - University of Houstan

B.A. in Spanish, June 2011 - University of Houston

APPOINTMENTS

Adjunct Lecturer: University of Houston, Department of Hispanic Studies, September 2016 to Present
PUBLICATIONS

Book

Gonzalez, Gloria. Quixots Reborn: The Wandersr in US Hispanic Literature. New Haven: Yale University Press iforthcoming)

Gor 2, Gloria. "Mexican Immigrant Stories from the Central Valley,” Lady Liberty Journal, 8(1): 24-41.
Ganzalez, Gloria. “Comparing the Hispanic and European Immigrant Experience through Story;” Hispanic Litarature Today
12(3): 25-35.

Once you've highlighted the entries you would like to add as Education
records, move on to the next section.

Would yeu like 10 remove this highlight?

2. Confirm Entries: After highlighting all relevant activities, the user will then
have the opportunity to verify the records that they selected in Highlight
Entries. Each of the highlighted records will appear as a separate entry for
review. Records that appear to be parsed incorrectly can be merged or split
through the “Merge or Split Entries” button. To merge or split these records,



users will highlight the record to match the desired layout and press “Next”
once this has been completed.
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& ki Once you've confirmed that your entries are correct, move on to the “
next step.

3. Highlight Fields: Now that activities from the uploaded CV have been
identified, users will associate required and recommended fields within
Faculty Success to the highlighted entries. Required and recommended fields
are determined through the Database Configuration utility.
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When you're ready to begin, move on to the next step.


https://support.watermarkinsights.com/hc/en-us/articles/4409239817499

After selecting one of the required or recommended fields, users will be
prompted to classify the record according to the nature of the field. For fields

with drop down list values, users will select the appropriate value for each
entry from the drawer.

Add Degree

Apply to All

If you'd like to use the same response for all of your entries select the
option you'd like and we'll apply It. If you select a response here you'll

still have the option to make a different selection for individual entries.

Entry 1

Ph.D. in Spanish (US Hispanic Literature), 2016 - University of Houston,
Dissertation: Quixote Reborn: The Wanderer in US Hispanic Literature.
Sancho Rodriguez, Chair
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For text fields, such as the title of a Publication, users will highlight the
relevant portion of their CV entry.
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Entry 1

Gonzalez, Gloria. Quixote Reborn: The Wanderer in US Hispanic Literature.
New Haven: Yale University Press (forthcoming)

% View Record in Progress, 1item added.

Entry 2

Gonzalez, Gloria. “Yearning to Be Free: 3 Hispanic Women's Diaries
Hispanic Literature Today: 11(2): 18-31

» View Record in Progress, 1 item added.

m Once you've hlghl\ghterd the Title of Contribution for each of your

Any data needed for a recommended or required field in Faculty Success that
does not exist in a CV can be manually entered by using the "Manual Entry"
button.

If a user needs to move to a different Activity type before finishing the review
process of their current Activity Type, they can access the drawer menu by
clicking on "Highlight Content" within the step indicator.

4. Review Records: After highlighting all of the necessary fields for each
record, users will have the opportunity to review and edit each entry before
importing.
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5. Import Records: After confirming the accuracy of these records, the
Activity Type drawer will appear and allow the user to continue the parsing
process for other records, or to proceed to the final review before importing
CV entries.

Select an Activity Type

Filter Activity Types
An

If you're finished creating records, move on
to the final step.

REVIEW AND IMPORT 2 RECORDS

The final review screen will show all of the records to be imported alongside
the required and recommended fields associated with such records. Once the



user has confirmed the accuracy of all records, they will select Import at the
bottom right of the screen.
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Once you've reviewed your new records and confirmed that everything
is correct, import them into Activities.

CV Imports is currently best suited for faculty within Faculty Success who do
not have existing data within the system. As our development of CV Imports
continues, we will be posting announcements in the News & Updates article
that highlight exciting new features and how they will benefit all users of
Faculty Success at your institution.
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