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How to: log into Mylmpact

Web Logm Galeway

Newcastle University Web Login Gateway LX) 1. Go direct to

https://myimpact.ncl.ac.uk

Enter your Campus Login 1D and Password
Campus Lopn 10 [—
e e

2. Or select Mylmpact from
Research Resources links on
the University Staff homepage
(http://my.ncl.ac.uk/staff/),
which will take you to the
Universities Web Login
Gateway.

3. Enter your ISS university
username and password.

4. Click on “Login”. This will
take you to the Mylmpact
home page.
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https://myimpact.ncl.ac.uk/
http://my.ncl.ac.uk/staff/

Home Data Amendment

Edit Web Profile

Personal Information  Publicat j
'Manage Web Profile |

WebProﬁKf Super| 1 anage View Reports He

~ D R

T
@ The web profile content on this page is currrently

Set Default Publication Visbiity ~ fess Development Division.

4

Mrs LH Hedley

Research Information Administrator

Email: lynn.hedley@nd.ac.uk
Telephone: +44 (0) 191 222 6120
Fax: +44 (0) 191 222 7001

Personal Website: www.ncl.ac.uk/business-directorate/

Address: Business Development Directorate
Research Beehive
0Old Library Building
Newcastle University
NE1 7RU 2

| Edit Personal Details |

arch i " Publications

o

Heading 1 [EE‘ I X, X* I §=

Roles and Responsibilities

I work for the University Research Office which sits within the Business Development Directorate.

I am responsible for managing and maintaining MyProfiles, MyProjects and MyImpact databases which
includes working alongside the development teams in providing user requirements, system testing,
producing user manuals and to provide training on all 3 systems either as one-to-one or in groups.

How to: edit your
personal details

1. Click on ‘Web-Profile’,
then ‘Manage Web-
Profile’

2. Click on ‘Edit Personal
Details’

This section draws in data
from central sources to
populate name, job title and
contact information.

In some cases you may not
wish to change the central
information but want to
specify a different phone
number (for example), or
none at all:
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3. First enter the phone
number you want
displayed into the “custom
phone number” box.

E5t Panona! Detale |
Personal Photo Display " 4. Change the “phone
Prefarsnce; | S e o I number display
Custom Personal Photo: (Gaowse—| preference” option to
Job Title Dispiay Prefarence: | Show Research Formation Amnerator” 2 7 ‘custom” (if you don’t want
S ' , your phone number to
Email Display Preference: Show “ynnhediey@nclac.uk” v 1] ”
toat Eandd l appear select “none
Telephone Dispiay Preference: | show “+44 (0) 191 222 61207 & instead)
Fax Number +44 (0) 191 222 7001 5. Click “ok” — your phone
Personal Website Address: waw ncl 3¢ uk/business-drectorate/ number now appearS |n
Postal Mall Address: uainess Duvel nt Directorate - -
Shsidese Developmeas B place of the centrally
01d Librsry Bailding sourced number.

Newcastle University
NEL TRU

RSS Feod Wab Address:
Please note if you are
editing this page on behalf
of another user you will only
have the ‘Save’ option.

The user will receive e-mail
notification with the
opportunity to view and
publish for them.
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How to: add a new
photograph to your
personal details

@mr\xlmluwu" 5

hd ' 1. Click on ‘Edit Personal
Details’

fewrorvor22zee 2. Switch the Personal Photo

=R Display Preference to

e ot ‘Show Custom Photo’

e S e 3. Click on the ‘Browse’

o button.

4. Search on your computer
for your personal photo to
add then Click ‘open’.

5. Click on ‘OK’ to save.

What is an RSS Feed?

5% Parona! Detale

It’s a simple format that News and
content providers can use to allow

i © s Ll

Custom Persons! Phioto ) 2 others to syndicate their headlines
Jab Title Dispiay PrefarentP ey Research Womaton 2 on their websites. RSS feeds can
e e = be read by programmes called
o r ' aggregators, which are available in
Telephone Dispiay Preference: | Show “+44 (6) 191 222 6120° Bl all kinds of forms (desktop, web,

omiEvspimos fadgmzzeme mobile phones etc), but we're
— e specifically interested in outputting
R o e e these RSS feeds on the web.

Research Beehive

Cld Library Building
Newcastle University
NEL RO

Enter the URL to your RSS feed if
you have one. You may wish to
make use of this if you already have
a blog or similar system which
generates an RSS news feed. The
most recent items from this news
feed will then be displayed on your

web profile.
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Mylmpact

Home Data Amendment Personal Information Publications | Web Proﬁle[ Supervision Projects Manage View Reports He

Edit Web Profile

!Manage Web Profile

|

The web profile content on this page is currrently

Add Me to a Different Website
Set Default Publication Visibility

ess Development Division.

Mrs LH Hedley
Research Information Administrator
Email: lynn.hedley@ncl.ac.uk

Telephone: +44 (0) 191 222 6120
Fax: +44 (0) 191 222 7001

Personal Website: www.ncl.ac.uk/business-directorate/

Address: Business Development Directorate
Research Beehive

Old Library Building

Newcastle University

NE1 7RU

| Edit Personal Details |

C | profle | Redyarch | Teaching | Publications

Heading 1 M[B] 1 x x* i &

@ @9 &

=

|

Roles and Responsibilities

1 work for the University Research Office which sits within the Business Development Directorate.

1 am responsible for managing and maintaining MyProfiles, MyProjects and MyImpact databases which
includes working alongside the development teams in providing user requirements, system testing,
producing user manuals and to provide training on all 3 systems either as one-to-one or in groups.

How to: edit your profile
tab information

Note any tabs without text will
not display on your profile
page, this will benefit staff with
a none academic research
role

1. Click on the appropriate
Tab ‘Profile’, ‘Research’,
‘Teaching'.

Use the on-screen toolbar to
add in appropriate headings.
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B C D E

Morrral B I X. X* i i
I

Heading 1 F G
Heading 2

Heading 3
Address

MNewcastle University
NE1 7RU

Edit Personal Details ]

Profile Research Teaching Publications

Morrral B 7 X. X* i= BZ g

Heading 1

Heading 2

Heading 2

Adding in Bold Italics Subscript or Superscript to your text
Adding in Bold Itafics Subscript or Superscript to your text

Adding in Bold Italics or Superscript to your text

Subscript
Adding in Bold Italics Subscript or 3UP=rscript tq vaur text

1. Adding list 1
2. Adding list 2
3. Adding list 2

¢+ Adding in bullet points
+ Adding in bullet Points

Link to HTML

Style Guide

There are a number of set
styles you can apply to your
web-profile pages.

A. Headings
B. Bold
C. ltalic
D. Subscript

E. Superscript
F. Numbered List
G. Bullet List

H. Link to web-address or
E-Mail
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Appropriate for All Staff:

Profile

Personal Information, a quick introduction about yourself

Roles and Responsibilities (attributed to your current job role)
Quialifications (any qualifications that may be relevant to your job role)
Previous Positions

Memberships (of professional organisations)

Languages

Appropriate for Researchers

Research

Current Work

Main Expertise

Other Expertise

Future Research

Research Role (e.g. Director of Research)

Postgraduate Supervision (include names of students if you have their permission)
Esteem Indicators

Funding Received

Patents

Industrial Relevance

Appropriate for Academics & Researchers with a Teaching Role

Teaching

Undergraduate Teaching Modules
Postgraduate Teaching Modules

What should | add in to
my web profile?

If you are starting from scratch
and don’t have an existing
web-profile that, then the
headlines shown should be
used as a general guideline.

I's worth looking at other
colleagues web-profiles and
matching what they have
added to their own pages.

It is not compulsory to
complete all headings, but
have them consistent with
other staff profiles.

How project information
is added to your web-
profile

Projects are added to your
web-profile automatic via your
School/Institute Web-Editors.

Web-editors have an
additional database attached
to a system called ‘Site
Manager’ which allows them
to manually add in your
Research Projects on your
behalf.
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Edit Web Profile

@ The web profile content on this page is currrently linked to these websites: FACULTY SITE RESEARCH GROUPINC

Prof. DJ Henderson

Professor of Cardiac Development

Email: d.i.henderson@ncl.ac.uk
Telephone: +44 (0) 191 241 8644
Fax: +44 (0) 191 241 8666

Address: Institute of Human Genetics
University of Newcastle upon Tyne
International Centre for Life

Central Parkway

Newcastle upon Tyne

MNE1 3BZ
Edit Personal Details
1
Profile Research Teachi Publications /

Use drag and drop to arrange the publications that are shown on this web profile:
& Drag items from the Wot shown ™" colurmn into the “Showr "column to make them visible.
@ + Drag items from the "Shown " column into the “Wot shown " column to remowe them.

# You can also reorder the list of shown items using drag and drop
—— 3
Publication Ordering Preference: | manual (drag and drop) ordering
Shown on this profile: Wot shown on this profile:

Hildreth V, Webb S, Chaudhry B, Peat 10, Philips HM, Brown Inannides AS, Massa \, Ferraro E, Cecconi F, Spitz L,

N, Anderson RH, Henderson DJ. Left cardiac isomerism in the Henderson D], Copp AJ. Foregut separation and tracheo-
Sonic hedgehog null mouse. Joumal of Anatomy 2009, 214 oesophageal malformations: The role of tracheal outgrowth
(6], 894-904. dorso-ventral patterning and programmed cell death.
DEVEI OPMENTAL BIOLOGY 2010, 337(2), 351-362.

Bradshaw L, Chaudhry B, Hidreth V, Webb S, Henderson DJ.

Dual role for neural crest cells during outflow tract septation Hunt DP, Sajic M, Philips H, Henderson D, Compston A, Smith
in the neural crest-deficient mutant Splotch(2H). Joumal of K, Chandran S. Qrigins of Gliogenic Stem Cell Populations
Anatomy 2009, 214(2), 245-257. Within Adult Skin and Bone Marrow. Stem Ceds and

Develppment 2010, 19(7), 1055-1065.

Philips HM, Hildreth V, Peat 1D, Murdoch IN, Kobayashi K,
Chaudhry B, Henderson DJ. Non-cel-autonomous roles for Philips H, Boczonadi V, Chaudhry B, Henderson D. 03-P015:

tha nkhnar call nnbrity nana wvannl? in dovalanmant of tho Rhn kinaca ic rannirad far cnhaciua hohavinaor nf naoral crack

How to: amend your
publications list

1. Click on the ‘Publications’
tab.

Drag & Drop option:

2. Hover over the publication
you wish to move and drag
it to the new area.

3. Use the Ordering
preference drop-down
selection.

4. Click on ‘Save’ to view or
‘Save and Publish’ to
automatically update your
web-page.

Please note if you are
editing this page on behalf
of another user you will only
have the ‘Save’ option.

The user will receive e-mail
notification with the
opportunity to view and
publish for them.
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Edit Personal Details

Profile Research Teaching Publications

Use drag and drop to arrange the publications that are shown on this web profile:
+ Drag itemns from the “Wot shown " column into the “Sfowsr " column to make them visible.
@ ¢ Drag items from the "SHoewm " column into the “Wot shown ™ column to remove them.
+ You can also reorder the list of shown itemns using drag and drop

Publication Ordering Preference: | Manual (drag and drop) ordering

Shown on this profile; Not shown on this profile;

\ 1
Profile Tab Order Preference: | Profile - Research - Teaching - Publications >
/rﬁSave and Publish ] \ /

How to: change your tab
layout preference

Your default web layout is as
follows:

Profile — Research -Teaching
then Publications

1. Click on the ‘Profile Tab
Order Preference’ drop
down and switch your
setting.

2. Click on ‘Save’ to view or
‘Save and Publish’ to
publish straight to your
web-site.

Please note if you are
editing this page on behalf
of another user you will only
have the ‘Save’ option.

The user will receive e-mail
notification and the
opportunity to view and
publish for them.
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Home Data Amendment  Personal Inform

Publimtion5|Web rofile  Supervision Projects Manage  View Reports Help.“.

Add Publications @

Use this page to manually add a publication

\iews Publications
Add Publication )

Claim Publications

P Ul ata Amendment List

View Publications

)

Before adding a publication please search the publication database to ensure that it is not already in the system. The database consists of
@ all publications entered via MyProfiles in addition to records from other sources such as Web of Science, Scopus and the E-Prints system.
You may initially see duplicates in yvour list which will gradually be addressed by the Library checking process.

Search the publications database

test 3

l Search Publications

Search by: @ Author names ) All fields @ all fields except author names
Search Results
Publications Add to yor:;tp;ublication

test. fest. 1999, [ [
Test. Testing. 2008. 6
test. tony testing a problem steve is having. 0. 0 0
Test. Test. 0. | |
test 1. test 1. 0, test 1. [} [}
test author. test book, test publisher, 2004. | |
test authors. test chapter title, In: test editors, ed. test book. test publisher, 2004, H H
pp. 1.

test editors, ed. test conference. test publisher, 2004. = ]
test inventor. test patent. test assignee, test issuer, 2004, 2008-01-01. 0 |
test author. test thesis, Ph.D. thesis, University of Newcastle upon Tyne, 2004, | |
test author. test technical report, test institution, 2004, 1. 0 0

Add Selected Ttems to My List

None to add

Save

[ Mew Publication ]

Make visible on your web

profile?

How to: add new
publications to your list

1. Click on ‘Publications’ on
the top navigation bar.

2. Click on ‘Add
Publication’.

3. Add in your search term
under ‘Search the
publication database’

4. Click on Search by: Author
name, all fields or All fields
except author names.

5. All publications matching
will appear on screen.

6. Click on ‘Add’ to your
publication list? Should
there be a match then click
on ‘Save’ otherwise Click
‘New Publication’ at the
bottom of the screen.

7. Once added this will
update your Edit Web
Profile page.
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_Man-&ge-‘u":‘e‘a'ﬁmﬁfe—l\

Request to be Added to a Different Website /

Home Data Amendment  Personal Information  Publications | Web Profile | Supervision  Projects Manage  View Reports  Help

lAdd Me to a Different Website l\

yvou be added to one.

\ |~
@ If you are not currently listed on a website and YGMUSE this form to request that

“Please add me to the
following website:

Additional information -
(optional):

3
( [ Send Request |

J

How to: add yourself to
another web-site

1. Click on ‘Add me to a
different website’.

2. Add the web-address of
the site you wish to be
added to and any
additional information that
will support your case.

3. Click on ‘Send Request’.
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How to: update an ex
member of staff profile

Data Protection Confirmation 1. Click on ‘Manage’ then
‘Choose a person to
manage’

MyImpact was unable to send an "request to approve
@' changes" email to Prof. 2. Type in the surname under
=~ (This normally happens to ensure that only approved changes the ‘Last Name’ and

are published to websites). switch on ‘Has Left

University? = Yes

Because it will not be possible for the content owner to 3
approve these changes personally, you must agree to the
following data protection statement if you wish to publish
these changes yourself:

. Click on ‘Select’ which will
take you to the person’s
details page.

4. Click on ‘Web-Profile’ and
I have made changes to web profile content belonging to Prof A Another edit as though it was your
_which may include personal data that falls within the scope own.

of the Data Protection Act 1998 (DPA). I am aware that by
publishing web content I am making information about this person
available to the public. I understand that under the DPA, it is my
personal obligation to ensure that I have received approval from
Prof A Anotherbefore publishing their personal data (where this falls

Note as this person no
longer works for the
University, there is a Data

within the scope of the DPA). Protection Act you should
be aware.
[7] 1 understand and accept these terms, and now wish to publish the It is your responsibility to
content changes I have made. seek permission first before
= __. publishing any information
and Publish | Save only (DO NOT PUBLISH) about the ex member of

staff in question.

Mylmpact User Guide to Editing your Web Profile(s) -Version 3.0 Last Modified 15/02/2011 Page 14




How to: default set all
your publications
Data Amendment  Personal Information  Publications | Web Profiles | Supervision  Projects  Manage Vi\é".:\rReports F V|S|b|||ty

Manage Web Profiles
Add Me to a Different Website 1 ClICk on ‘Web Profiles’

Mylmpact

3 New Separate Web Profi ¢

Welcome to MyImpact, Newcastle University's new res — — 1 | then set DefaUIt

|Set Default Publication Visibility |—||— Publication Visibility’
Over the next year, MyImpact will gradually replace the ent MyProfiles B MyProfile y
system, redeveloping, incorporating and extending existing fun ; MrPTojects
provide a more flexible, integrated system for you to manage your profile, Please O pFACT 2 Clle on the PUb”CﬂtiOﬂS
see the Business Development Directorate's website for more details of the O Library E-Print Repository . .
MyImpact project. O wWeb of Sdence addhed”to my ||Stb(||.f yOU

) ) ) ) O Scopus L wish all your publications
The MyImpact system is designed to provide a single place to manage your =LaBUs y p .
important research information - making things more convenient for staff and tO be made V|S|b|e
hopefully more effective. It will also be the system that the University will use to ! automatiC)
manage our research portfolio and prepare for the on-coming Research Getting Started 1
i;gf:f;?::;iﬁiﬁ;rtz(REF). It is vital therefore for staff to keep their B publications & Full Text - ) )
’ User Guide (PDF) 3. C“Ck on Save
. . H
We hope you find MyImpact useful and easy to use. We welcome feedback on B Projects User Guide Preference
any aspects of the new system directly to mvimpact@ncl.ac.uk (PDF)
8 User Guide To
*Upcoming developments in March 2011 Supervisions - PGRs
(PDF)

O The new feature "Web Profiles’ will replace the current functionality that of

MyProfiles and will give users a much faster approach to updating their web-
profile and publications list. In order for this to take place, we shall be
freezing all web-profiles changes via MyProfiles from 1st - 14th March to allow
essential data transfer of existina orofiles & publications lists to the new

Default Publication Visibility on Web Profiles

The check box below determines whether or not publications are made visible on your web profile(s) when they are added

to your publications list:
@ ¢ When you are manually adding or claiming publications you will be able to override this setting on a per-publication basis.
o When the library add items on your behalf, this setting will afways determine web-visibility for these items.

[¥] Publications added to my list should be visible on the web by default.

’ Save Preference
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1
Home  Data Amendment  Personal Information  Publications /ﬂﬁmﬂ‘iles 1. —HMgion Projects M
Manage Web Profiles / |[
Add Me erent Wehsite

—

Manage Web Profiles
Create 3 Mew Separate Web Profile

You currently have 2 separate web profiles. Set Default Publication Visibility
On this screen you can:
@ s Select one of these profiles to edit.

+ Access functions for changing the configuration of your multiple profiles.

Select Web Profile to Edit

Profile | Websites this appears on Primary Profile

Business Development Directorate

1 RAE Internal Yes

2 Research Funding Toolkit Mo Edit
Change Multiple Web Profile Configuration 3
Select which is your primary web profile: [ Set Primary ]

Remove/merge web profile(s):
(not vet implemented)

Create a new separate web profile:

How to: edit multiple web-
profiles

1. Click on ‘Web-Profile’,
then ‘Manage Web-
Profile’

Note only if you have 2 or
more existing profiles you
will see this screen,
otherwise you will go
straight to your profile for
editing.

2. Click on the ‘Edit’ button
next to the profile you wish
to amend.

How to: Change your
primary profile (1)

Note this is only for those who
have more than one profile
used on multiple web-sites.

1. Click on ‘Set Primary’
button.
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Home Data Amendment  Personal Information  Publications  Web Profiles  Supervision  Projects Manage

Set Primary Web Profile

Because you have multiple sets of web profile content, you can use this screen to change whick

@ e« There is a link from your entry in the People Search to your primary web profile.
+ If you are added to a new website, vour primary web profile will be associated with it by de

Profile | Websites this appears on Current Primary Profile

Business Development Directorate
RAE Internal

1 et
4
2 Research Funding Toolkit Mo S5et As Primary |

Retuwrn to manage web profiles screen

Set Primary Web Profile

@ Your primary web profile has been successfully reassigned.

How to: change your
primary profile (2)

2. Click on ‘Set As Primary’
to change your setting.

Note this is useful if you are
attached to more than one
web-site and wish to use
one single profile for both.

3. Once saved you will then
see an on-screen message
to confirm.

Please note if you are
editing this page on behalf
of another user you will only
have the ‘Save’ option.

The user will receive e-mail
notification and the
opportunity to view and
publish for them.
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Home Data Amendment  Personal Information  Publications | Web Profiles | Supervision  Projects M

|Manage Web Profiles |[

Manage Web Profiles / revs 1
Create a New Separate Web Profile

You currently have 2 separate web profiles. SetBefault Bublication Wishilg—"|

=

On this screen you can:
@ = Select one of these profiles to edit.

+ Access functions for changing the configuration of your multiple profiles.

Select Web Profile to Edit

Profile | Websites this appears on

Primary Profile
Business Development Directorate
1 Yes
RAE Internal
2 Research Funding Toolkit Mo

Change Multiple Web Profile Configuration

Select which is your primary web profile: Set Primary

Remove/merge web profile(s):
(not yet implemented) 1
Create a new separate web profile: Create

Mylmpact

Home Data Amendment Personal Information  Publications  Web Profiles

Create a new seperate Web Profile

m
Er
=

Edit

e
University

Supervision Projectsnl'u'lanage View Reports  He

@ is shared between websites).

corresponding link below:

Currently one or more of your web profiles is included on multiple websites (i.e. the same set of profile content

If you would like to maintain a separate set of web profile content for one of these websites, click the

Website Name

Business Development Directorate

RAE Internal Create
Research Funding Toolkit

para eh Profi

Create Separate Web Profile

Create Separate Web Profile >

Mylmpact User Guide to Editing your Web Profile(s) -Version 3.0 Last Modified 15/02/2011

How to: create a new
separate web profile

Note this is useful if you are

appearing on more than one
web-site.

1. Click on ‘Create a New
Separate web profile’.

2. Click on ‘Create Separate

Web Profile’ next to the
appropriate web-site.
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Home

Mylmpact

| Home ‘ Publications  Manage | Help

Welcome Prof. MJ WhltakeﬁsuDIJOIt ’

a
Mylmpact ‘

Home Pubications Manzge Heb

Support

You can use tha following form to 5

quenes, feedback or bug reports to the Mylmpact support team. Your w
our helpgesk, and you will be able 2 S progress using the emad ticketthat you recaive

Sutdect

1 cant find my pubkatons
Massage:

This is 3 test massage, pleasa ignor. Thank 3 |

How to: report system
errors or queries

1. Click on “Help” then
“Support”.

2. Under subject heading
type in a short title e.g.
none of my publications
are showing.

3. Type in a brief description
of the error occurred within
the text box.

4. Click on “Send Message”
button.

5. You will receive an e-mail
in your outlook folder from
‘Service Centre’ Helpdesk
with a (Case number) in
the message.

6. For telephone assistance
please contact Helpdesk
on 0191 222 5999.
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