Adding a New Record

In each screen you will need to add records separately. For example, in the Awards and

Honors screen below, you will have to select the Add New button to enter each award and
honor:

¢ Awards and Honors Q Search... ‘ ‘ SEARCH ‘ Search Tips Rapid Reports

This screen captures information about your awards and honors related to leadership, scholarship/research, service (college, professional, public) and teaching for which you may have been nominated or received.
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Save

When you are finished entering your data, please remember to always select

m or H, SAVE + ADD NEW

The Save button will save the data you entered and return you to the previous screen.

The Save + Add New button will save the data you entered and will give you a new page
to add another record.






