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College of Public Health 
Academic Professional Record (APR) 

User Guide 

 

 

Types of reports you can generate: 

- CV for general use 
o Does not contain student advising information due to FERPA restrictions 

 
- CV for Promotion & Tenure/Faculty Review 

o Same as the CV for general use except that it contains student advising data.   
o Due to FERPA restrictions this report is only to be used internally.   

 

Other ways the information in the APR can be utilized: 

- To pull data for CEPH accreditation (beginning with 2015 data) 
- Increased queries by Central Administration (beginning with 2017 data) 
- To populate data for our collegiate faculty web profiles 

 

 

Important note for entering data on screens: 

Some fields within certain APR screens may not be applicable and could be left blank.  If you have 
questions, please contact the CPH APR Administrator (becky-toner@uiowa.edu).  
  

mailto:becky-toner@uiowa.edu
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  Getting started:  

1. All College of Public Health primary faculty will have an APR 
record. The APR record is started with: 

a. Name 
b. HawkID 
c. Faculty status 
d. Department/division 
e. Hire date 
f. Email address 

All other information is entered by the faculty member. 

 

2. To access the APR database, please start by logging into 
Employee Self-Service. The Academic & Professional Record 
(APR) database is under the general tab.  
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General information for all screens:  
a. Every APR entry requires an entry date for the APR database to save the record. 

****If your information was entered for you and a date was required, but not listed- 
the person entering may have defaulted to 2015. Please verify all entries with 2015.  

b. If you have any questions, please contact the CPH APR administrator- becky-
toner@uiowa.edu.  

 

Duplicate or Delete 

 

 

 

 

Help Icons 
 

 Look for the help icon next to fields where there may be ambiguity. Hovering over the icon 
will bring up instructions to guide you. These fields will be updated as necessary, if you see a field that 
could benefit from a help icon, please send your suggestion via email to apr-administrator@uiowa.edu. 

 

 

 

 

 

 

In order to delete or 
duplicate a record, 
select the box to the 
right of the record and 
then choose either the 
duplicate or delete 
options.  

 

mailto:becky-toner@uiowa.edu
mailto:becky-toner@uiowa.edu
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APR Screens:  

Personal and Contact Info:  
This screen is used to control your personal information and how it displays in reports and on the website. This is 
considered directory or ‘public’ information and will not be restricted.  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use the Preferred First Name field to change 
how your name displays. For instance, if your 
name is Mary Sue Smith, but you are known as 
Sue, you can enter just Sue in this field, or M. 
Sue. However, remember that your middle 
name will also display.  

 

Alternative Names- if you have published 
under multiple names, please include all 
of them in this section. Using Mary Sue as 
an example, she should include Mary Sue 
Smith, M. Sue Smith, and if she has 
changed her last name for any reason- 
include all examples of that: M. Sue 
Nguyen, Mary Sue Nguyen. This can 
facilitate future searched for publications 
or research partnerships. 

Credentials should be entered exactly how 
you would like to see them follow your 
name.  For example, if you would like to see 
“John Doe, MD, PhD” then you would 
enter ‘MD, PhD’ in the field.  
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Personal and Contact Info(cont.):  
 

 
 

 
 

 

 

 

 

 

 
 

 

 
 

 

 
 
 
 

 

You can enter more 
than one address, but 
the address that will be 
used in your CPH web 
profile is the one 
labeled ‘Primary 
Office’. 

 

Training program or Center 
affiliations. If you are 
affiliated with one of the 
programs or centers in the 2 
checklists, please note which 
ones. Theses entries may be 
used at a future date to help 
populate center websites and 
reports.  
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Faculty Status:  
The faculty status page is read only- please review your information section for accuracy and submit any necessary 
corrections by email to the CPH administrator, becky-toner@uiowa.edu. 

 

 
 
 

 
  

mailto:becky-toner@uiowa.edu
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Employment History:  
 

 

 

 

 

 

 

 

 

 

 
 

 
 
 

 

 

 

 

NOTE:    

Professional fellowships are entered under ‘Employment History’ section. 

Educational fellowships and professional residencies go in the ‘Post-Graduate Education’ section. 

Chairs and endowed professorships go under ‘Employment History’ section. 

 

 

 

 

 

 Website fields are:  
• Position/Title/Rank  
• Department 
• Division 
• No end date or end date in 

the future,  
• Yes on “include in profile?” 

 

Institution/org. This should be listed in this 
order/format:  

University of Iowa College of Public Health,  

University of Iowa Carver College of 
Medicine,  

University of Iowa Hospitals and Clinics, 

or other institution in a similar manner.  
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Honors and Awards Section: 
 

 

 
NOTE: 

Information from this screen will be included in future outreach reporting. Please include a 
location in order for your contribution to show up in University reporting.  

 

  

To assist with reporting, 
please complete the 
location, scope and 
purpose sections. 

“Scope” refers to the 
reach of an organization 
or impact of a service.  
This is different than 
“location”, which refers 
to a specific place in 
which the activity 
occurred. 
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Education: 
 

 

 

 

 

 

 

 

 

 

 

If you have selected ‘other’ for 
degree, PLEASE enter a preferred 
degree title to explain what this 
educational experience should be 
called.  
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Post-Graduate Education: 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
NOTE: 

Educational fellowships and professional residencies go in the ‘Post-Graduate Education’ section. 

 
 

  

Please include a brief 
description to explain any 
post-graduate experience.  
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Licensure and Certifications:  
 

 

 

Professional Memberships: 
 

 

 
 
NOTE: 
All memberships should be entered here, not in service.  
 
 
 
 
 
 

Please remember to 
choose a 
state/country, even if 
you have the name of 
the state in the title.  

Please enter the 
latest renewal 
date into the 
Date Renewed 
field.  

Remember to choose a scope for 
this organization. 

This helps the college report 
engagement and impact   

“Scope” refers to the reach of an 
organization or impact of a 
service.  This is different than 
“location”, which refers to a 
specific place in which the activity 
occurred. 
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Teaching 
 

 

 

 

 

 

NOTE: 

This screen may be used for any teaching outside of the University of Iowa.  This includes past teaching at 
former institutions of employment. (Definitions for “Role” can be found in the appendix on page 28) 

Any teaching done at another college while employed at the UI CPH should be entered in this section. 
However, if you hold a seminar at a professional meeting or place other than a University or College, that 
should be entered in Presentations.  

CE programs should be listed in the Presentations section under “Continuing Education Talks”. 

If your course involves community-
based learning, please check the box 
on this screen.   
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Mentoring and Student Supervision 
 

 
 
 
 

 

NOTE:  

Student information will not go on our collegiate website and is for internal use only.  

Please choose the best involvement 
type from the drop down menu. If 
there is absolutely no other option, 
choose other- then make sure to 
include an explanation of other.  

Please include both a start 
date and a graduation date. If 
no end date is listed, the 
activity will show up as 
current.  
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Publications:  
 

 

 

 

 

 

 

 

Please make sure to note if this 
publication is peer-reviewed. This is 
a common question in data requests 
and if your pub is not marked peer-
reviewed it will not be counted or 
show up on your CV in the peer 
reviewed section. 

If you enter your role/contribution 
in this box, it will show up on your 
CV report and can be useful for 
reviews and P&T.  (However, some 
faculty may wish to give this detail 
in their personal statements.) 

Please note, “Journal Article”, 
“Manuscript”, and “Paper” under 
Contribution Type will all populate 
into the CV report for peer-
reviewed or non-peer-reviewed 
publications. 



15 
 

Publications(cont.): 

 

 

 

 

NOTE:  

Fields that need to be filled out are:  Contribution Type, mark if Peer-Reviewed or not, Title, Journal 
Title, Volume, Issue, Page Numbers, Status,  and  Authors.  Other fields are optional. 

** Also please be sure to mark the student and institution data in the Author section as we use it for 
outcome measures and CEPH data.

Please make sure that 
your status is up to date.  
E.G., if your publication 
was marked “Accepted/In 
Press”, please make sure 
to go back and mark it as 
“Published” once it has 
been published.  

If an author outside your 
DEPARTMENT but at the UI is on 
this publication, please indicate this 
by entering “University of Iowa” in 
the Institution/Company box  

If a student was an author 
on this publication, please 
indicate this by selecting 
their level from the drop 
down box.   (Beginning 
with 2015 publications.  
This data is used for 
CEPH.) 
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Publications (importing): 
Publications can now be imported from multiple sources into your APR record, reducing the time needed 
to update your information. Please see below for the 2 different ways to import- importing a BibTex file 
(option A) or importing directly from PubMed (Option B). 

 

Option A- importing a BibTeX file: 
 

 

 

Option B- importing from PubMed: 
 

 

Publications can be imported from an existing 
file- such as EndNote, Google Scholar, Web of 
Science, etc. In order to import these items, first 
save them as a bibTeX file.  

Digital Measures, the Vendor for the APR 
system, has instructions on how to import these 
files. Please follow the directions found here 
http://info.digitalmeasures.com/bibtex2.  

 

The system does not look for full names, so just initials 
are required. Do not use commas between the last 
name and initial, but just put a space. If you have too 
many results, you can narrow them by other search 
criteria by adding lines and choosing other search 
items, such as other authors, MeSH terms, etc.  

It is best to start the search with just your name. If you 
receive too many results, add criteria to narrow the 
search.  

 

http://info.digitalmeasures.com/bibtex2
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Publications (importing) (cont.): 
 

 

 

 

 

NOTE:  

Please note that if you use the import function, after import you will need to mark those publications as 
Peer-Reviewed as it doesn’t automatically do it when it pulls the citation over to the database.

The report will include all 
publications found that match 
your search terms. Select any 
records you would like to 
import by checking the box to 
the right of the record(s).  

Click on the continue button 
at the top of the page to 
proceed. 

Please review the 
records before finishing 
the import. If you have a 
record that you decide 
you do not want, you 
can either start back 
from the beginning, or 
import the record and 
delete directly from the 
publications screen.   
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Areas of Research Interest: 
 

 

 

Please include your areas of 
research interest on this 
screen as we will pull from 
this information for our 
collegiate faculty web 
profiles. 
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Grants and Contracts:  
 

 

 

 

NOTE:  

Several fields in Grants and Contracts have been added or expanded, 
allowing for more complete data collection. Please review your previous 
entries to ensure that the information is as complete as possible. (Please 
refer to appendix pp. 30-31 for definitions of roles on grants.) 

Select the scope for the 
awarding organization to 
facilitate reporting.  

Please select this box if there 
was a student associated with 
this grant as we use this for our 
annual outcome measures and 
CEPH reporting.  

A research project is student-
involved if: 

• The project involved a 
student(s) in such a way 
as to advance learning and 
experience in their field of 
study.  

• Projects can be student-
involved regardless of 
whether or not the 
student(s) was paid.  

• Projects that hire a 
student(s) to perform only 
administrative tasks, such 
as filing or scheduling, 
would not be considered 
student involved.  

 

Please select this box if there 
this grant involves community-
engaged research.  We use this 
for our annual outcome 
measures and CEPH 
reporting.  

Definition of community-engaged 
research:  

A community is defined as any 
group of people who are affected by 
shared health issues. Community-
engaged research includes activities 
that involve community members in 
any aspect of the following: 

• Input into the 
development and/or 
implementation of the 
study  

• Input into the 
interpretation and/or 
dissemination of the study 
findings  

 

Total project costs should be 
input here.  Direct costs can be 
noted in the annotation box.  
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Presentations: 
 

 

 

 

 

 

NOTE:  

Other Contributions to Teaching, such as Continuing Education Talks, Seminars, Journal Club, 
Webinars, Grand Rounds, etc. should be entered in the PRESENTATIONS section. 

 

 

 

 

It is important that you enter 
the location and scope of the 
meeting in order to facilitate 
reporting for this information. 
(This data should be entered 
for 2017 on). 

“Scope” refers to the reach of 
an organization or impact of a 
service.  This is different than 
“location”, which refers to a 
specific place in which the 
activity occurred. 

 



21 
 

 

 

Intellectual Property: 
 

 

 

 

 

 

 

 

 

NOTE: 

Patents will not be used on the website or any public documents. Your information is only available to 
users that have been given access to either your account individually or your department or college. This is 
restricted in order to protect information such as contained in this screen.  
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Professional Service: 
 

 

 

 

NOTE:  

Professionally relevant service should go here, including professionally relevant community service, i.e. 
giving a medication safety talk at a nursing home.   Non-professionally relevant community service goes 
on the public/community service screen, i.e. being a scout leader. 

Please enter Scope of Service 
and Location in order to 
facilitate reporting. (This data 
should be entered for 2017 
on.) 

“Scope” refers to the reach of 
an organization or impact of a 
service.  This is different than 
“location”, which refers to a 
specific place in which the 
activity occurred. 
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Public/Community Service: 
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University, College, Department Service: 
 

Please enter the committee 
name with the level of service 
first.  (E.g. University of Iowa 
Research Council or College 
of Public Health Faculty 
Council, or Department of 
Biostatistics Admissions 
Committee, etc.) 

If this service was at a 
previous institution, please 
note the institution in this 
box.  
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Media Contributions: 
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APPENDIX 
 
Data Entry Definitions: 
 

(Note:  Some fields within certain APR screens may not be applicable and could be left blank) 
 

APR Screen 
 

Data to be entered into this screen Helpful entry notes  
  

Personal and 
Contact 
Information 
 
 

Personal and contact information as 
required for CV and other reporting 

 

Faculty Status 
 
 
 

Faculty Status contains information 
commonly associated with a faculty 
member’s current and historical 
employment information at the 
University of Iowa. 
 
 

External Source: Faculty Status in 
HR 
 
**Faculty cannot edit these fields; 
contact Becky Toner if edits are 
needed. 

 
Employment 
History 
 
 
 

 

Employment history that should be 
listed on the CV, including current 
academic, government, military or 
professional positions as well as 
experience prior to employment as a 
faculty member at the University of 
Iowa.  
 
*** Special titles held in conjunction with 
faculty appointments (e.g., endowed chair) 
should be included here. 
 
 

 
 

Awards and Honors 
 

Recognition awards and honors 
achieved by the faculty member, 
including prestigious fellowships, 
prizes, and awards.    
 
(Excludes grant and contract awards.) 
 

When entering the date: 
  
Start Date    (leave blank if one 
day) 
End Date      (specify if one day) 
 

Education 
 
 
 

Any relevant degrees earned for 
listing on the CV. 
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APR Screen 
 

Data to be entered into this screen Helpful entry notes  
  

Education – Post 
Graduate 
 
 

Non-degree education that 
contributes to one’s professional 
expertise. 
 
Examples include:  

• Externships  
• Fellowships  
• Residencies  
• Postdoctoral positions 

 

 

Licensures and 
Certifications 
 
 

Licensures and certifications held by 
faculty member. 
 

 
 
 

Professional 
Memberships 
 
 

Memberships held with professional 
organizations 
 
(Excludes service to the organization.) 
 
 

*** Roles on committees are entered 
in the Professional Service screen. 
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APR Screen 
 

Data to be entered into this screen Helpful entry notes  
  

Courses Taught 
 
 
 
 
 
 

Activity associated with academic 
courses listed in UI General Catalog, 
including official course data.   As 
well as, designed to capture various 
teaching assignments that occurs 
outside of and/or in support of UI 
academic courses but not captured in 
MAUI stats (e.g., lab, independent 
study, one-time course lecture, 
courses at other institutions). 
 
*** Some courses and/or fields must be 
entered and updated by the faculty 
member or designee, to specify percent 
responsibility, contact hours and 
additional work related to the course. 
 

External Source: MAUI  (Courses 
will be downloaded into the APR 
from MAUI every semester) 
 
Role definitions: 
 
Primary Instructor – The person 
most responsible for course 
instruction.  (If the primary 
instructor is part of the team 
teaching method, enter 100%). 
 
Team Teacher – When two or 
more share responsibilities of the 
course.  If teaching method meets 
the “team teaching” definition 
that CPH has defined for 
undergraduate courses, enter 
100%. 
 
Course Supervisor – Faculty 
overseeing a course when the 
designated Primary Instructor is a 
Teaching Assistant or non-faculty 
member (e.g. staff member). 
 
Guest Lecturer – When the 
faculty member only gives a 
lecture for a course. 
 
 

Mentoring and 
Student Supervision 
 
 
 

Mentoring or student supervision, 
includes theses and dissertations 
committee involvement. (One entry is 
made per student.) 
 
Examples include Directed 
Individual/independent Study, Internship 
Advisor, Nurse Scholar Mentor, 
Postdoctoral Supervision, Research Intern 
Mentor, Research Supervision, Teaching 
Supervision 
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APR Screen 
 

Data to be entered into this screen Helpful entry notes  
  

Publications 
 
 

Written publications such as books, 
book chapters, journal articles, and 
conference proceedings.   
 
Other intellectual contributions such 
as software or video tapes 
 
**Generally speaking, journal articles 
may be entered as a “Contribution 
Type” being “Paper”, “Journal 
Article” or “Manuscript”, and these 
will be treated the same in the CV 
report.  However, “Peer Reviewed” 
and “Non-Peer Reviewed” articles 
will appear in separate sections of the 
CV report. 
 
**”Contributions” to a publication 
may be entered in the “Describe 
Role/Annotation” field as text if 
desired.  (Will show on the CV report 
if entered.) 

External Source: Possibility to 
import citations from external 
sources such as PubMed, Google 
Scholar, etc.  
 
** The title of the publication 
should be written as a sentence – 
with the first letter of the first 
word capitalized and the rest 
lower case unless a proper name.  
DO include a period at the end of 
the title. 
 
** If desired, abstracts may be 
entered in the publications screen 
if they appear in a journal or 
proceedings publication (use 
publication type “Abstract”).  If a 
presentation (oral or poster) was 
given that corresponds to the 
abstract, that presentation should 
be entered in the “Presentations” 
screen. 

 
Areas of Research 
Interest 
 
 

List areas of research interest and 
current project topics. 
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Grants & Contracts 
 
 
 
 

Grants could include VA grants; 
unfunded research; internally funded 
research; and externally funded 
research 
 
 
**Grants marked with a status of 
“Not Funded” will remain in the 
database (unless deleted) but 
currently are not listed on the CV 
report. 
 

Role definitions: 
 
Principal:  The person with 
overall responsibility and 
oversight of the project and its 
direction. 
 
Investigator:  Not the PI but 
faculty/research scientists being 
supported with % effort on the 
grant/contract.  Primary 
responsibility for successful 
completion of all aims of the grant 
and responsible for judiciously 
spending funds as justified in the 
proposal. 
 
Co-Investigator:  Not the PI, but 
faculty/research scientist being 
supported with % effort on the 
grant/contract, when there is 
more than one investigator.  Co-
Investigators are the other key 
personnel who are significantly 
involved in directing and 
conducting the research.  This 
includes collaborators at the same 
and/or other institutions.  Co-
Investigators are persons who 
have made significant intellectual 
contributions and will involve 
significant personal effort towards 
completion of the aims of the 
grant. 
 
Supporting:  This is everyone else 
that is contributing to the project 
and receiving funding support 
from the grant, but is not the PI or 
Co-Investigator.  Persons who 
have either made an intellectual 
contribution and/or will involve 
some personal effects towards 
completion of the aims of the 
grant. 
 
Collaborator:  Person who is part 
of the project but has no % effort.  
A collaborator might also be 
someone who is helping to make 
the study possible (e.g. providing 
access to something; a data set or 
instrument) but is not necessarily 
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APR Screen 
 

Data to be entered into this screen Helpful entry notes  
  
a researcher.  Could be a non-
academic community member, 
etc.  
 
***Other role options include:   
Co-Director, Co-Principal, 
Consultant, Director, Multi-PI, 
Research Director, Statistician 
 

Presentations 
 
 
 

Presentations at professional conferences, 
invited speakers, accepted (refereed) 
presentations, podium sessions, poster 
sessions, grand rounds, continuing 
education talks, seminar presentations, etc. 
 
 

** The title of each presentation 
should be capitalized. 

** Presentations corresponding to 
abstracts may be listed here if 
there were oral presentations or 
posters. 

Intellectual 
Property (e.g. 
patents) 
 
 

Patents of one’s inventions or 
discoveries. 

 

Professional 
Service 
 
 

Service activities at the department 
level, examples include committee 
work, faculty mentor activities, and 
conference organizer.  
 
***Administrative assignments at the 
department level, such as chair or division 
director should be entered under 
Employment History. 
 
 

** All editorships should be 
included under professional 
service. 

** Paid consultant positions 
should be categorized as 
Professional Consulting. 

 

Public/Community 
Service 

Professionally relevant community 
involvement such as 
service/volunteer projects. 
 
 

 

University, 
College, 
Department Service 
 
 

Service activities at the department, 
college, and university level.  
Examples include committee work, 
faculty mentor activities, and 
conference organizer.  
 
*** Administrative assignments at the 
department level, such as chair or division 
director should be entered under 
Administrative Assignments. 
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APR Screen 
 

Data to be entered into this screen Helpful entry notes  
  

Media 
Contributions 
 
 

Contributions to TV, radio, print, or 
internet media outlets; includes 
interviews given, documentaries, etc. 
 

 
 

Clinical Service 
 
 
 

Clinical service activities. 
 

 
 

 

*** Formal Study to Improve Teaching Abilities is no longer included on the CV, 
nor captured in the APR system.  These may be included in a personal statement of 
teaching used for a review or P&T dossier. 
 
*** A date needs to be entered into all of the screens or the system will not allow 
you to save the data.  (Working with the University to remove this requirement for 
items such as Professional Memberships and Journal/Manuscript reviews.) 
 


	General information for all screens:
	Duplicate or Delete
	Help Icons

	Personal and Contact Info:
	Faculty Status:
	Employment History:
	Honors and Awards Section:
	Education:
	Post-Graduate Education:
	Licensure and Certifications:
	Professional Memberships:
	Teaching
	Mentoring and Student Supervision
	Publications:
	Publications(cont.):
	Publications (importing):
	Option A- importing a BibTeX file:
	Option B- importing from PubMed:

	Publications (importing) (cont.):
	Areas of Research Interest:
	Grants and Contracts:
	Presentations:
	Intellectual Property:
	Professional Service:
	Public/Community Service:
	University, College, Department Service:
	Media Contributions:
	APPENDIX
	Data Entry Definitions:

