Baruch College 
Full-Time Faculty 2007 Scholarship and Creative Activity Reporting Instructions
2007 data for scholarship and creative activities that has previously been reported to the Office of the Provost and that meet the criteria specified by CUNY as listed below have been added to CUNY’s data collection web-based forms.  All full-time faculty members, including administrators on leave from full-time faculty positions, should log on to the system to review and add entries as needed.  Updates are due by May 19, 2008.
Accessing the CUNY Faculty Scholarship/Creative Activity form
· Log in to the CUNY portal at www.cuny.edu with your portal username and password, which is the same as your Blackboard login.   
· Click on the ‘My Page’ tab and scroll down to the “SSO Applications for Faculty and Staff” section of your ‘My Page’ screen.

· Click on the ‘Full-Time Faculty 2007 Scholarship and Creative Activity’ link 
· On the login page for the Faculty Scholarship/Creative Activity collection form, for Username, enter FACULTY; for Password enter CUNY2008.  
Successful log in will bring you to the collection form screen.  To view or edit information already in the system, click ‘View Entries’. Follow the on-screen instructions. To create new entries, click ‘Enter Scholarship/Creative Activity’.  Follow the on-screen instructions. If you did not produce any work in 2007 that meet the CUNY criteria, check box 7 on the ‘Collection’ screen.

Scholarship/Creative Activity Criteria

Report scholarly and creative activities first published or performed in 2007.
Do include (examples):
· Each lasting piece of scholarship/creative activity that has been judged by peers as advancing the field (e.g., a refereed journal/magazine/newspaper article) 

· A book published by a university press 

· A painting in a juried show 

· Direction of a play that has received an external review 

Do not include (examples):
· Conference presentations (unless published as proceedings) 

· Grants or grant proposals 

· Book contracts 

· Works submitted/accepted/in press 

· Republished/reprinted works 

· Service as a reviewer/editor/consultant 

· Works whose main criterion for publishing/performance is a payment made by the faculty member on his/her behalf 

· Workshops conducted, courses/programs taught/developed 

· Awards 

Notes
· If you do not have a CUNY portal account or have forgotten your password, follow the instructions on the CUNY home page, www.cuny.edu.
· Deans, Department Chairs, and other administrators may view all entries for their school or departments by selecting view by department (instead of by individual).

· If you experience technical problems, contact the BCTC helpdesk at 646-312-1111.

· For general questions, contact Carmen Vásquez at carmen_vasquez@baruch.cuny.edu or at 646-660-6506.
