New Technical Report Process

I. When a report comes via email, save to K drive, to following folder:  K:\Debbie\Tech Reports File\
A. Do this by selecting the email, dragging it to the K folder and renaming it per the following naming convention:

i) Save or rename it using the following naming convention: College4-digitSPS#_Report Type_Name_PI Last Name

(a) College abbrev. – use these: CALS, COD, EDU, ENG, CHASS, COM, CNR, PAMS, COT, CVM, or ADMIN.

(b) SPS number of project – format: XXXX-XXXX

(c) Report type (Final or Progress or Qrtly)

(d) PI’s Last Name

ii) Samples of naming convention:  

(a) ENG2003-1583_Final_Sumner

(b) CALS2002-1548_Qrtly_McLaughlin

(c) CVM2003-1606_Progress_Levine

(d) ENG1999-1251_NoTechReq.pdf

(e) ENG2000-1676_EmailConfirm.GWI

II. If I don’t have time to save it right away, put in GW folder named “TechReportsToSave” and then follow steps from #I above.

III. Check against Delinquent Reports file and spreadsheet.

A. Do a search by doing a filter in column I for DEL, to see if report sent is on my delinquents spreadsheet (named “Delinquent Reports Compilation”) and then make notation in file when report was sent and any other pertinent comments.
B. Change entry from red to black, to denote that it is no longer an outstanding report.
IV. If report was a delinquent, put a notification in the front inside cover of the SPS file, including info on which report was sent and when.

V. If report was delinquent, in RADAR, remove my name as the file location, and change back to “Cabbage”, a.k.a. the File Room.

A. Return physical file to records room when finished with it.
VI. Temp Employee will be uploading older hard copy reports into a K drive file folder using following procedure:

A. Scan document as a pdf file.

B. Save it using the following naming convention: College4-digitSPS#_Report Type_Name_PI Last Name

i) College abbrev. – use these: CALS, COD, EDU, ENG, CHASS, COM, CNR, PAMS, COT, CVM, or ADMIN.

ii) SPS number of project – format: XXXX-XXXX

iii) Report type (Final or Progress or Qrtly)

iv) PI’s Last Name

C. Samples of naming convention:  

i) ENG2003-1583_Final_Sumner

ii) CALS2002-1548_Qrtly_McLaughlin

iii) CVM2003-1606_Progress_Levine

D. Save to K drive, in folder named Hunt-Technical Reports
