BASIC SEDONA INFORMATION
GETTING TO SEDONA 
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Go to www.sedonaweb.com
· Click Member Login Level on the left.  

· Type the last five digits of your ID (back of ID card) plus ocu for the faculty ID (EX. 12345ocu)
Do not include the number that is off to the right on your card by itself 

· Type the last five digits of your ID for the password 

· Click Log in
· When you need to log out, simply click on “sign out” on the top right corner
Note:  Your departmental secretary will go into the system and initially enter some preliminary information on you.  Then you will be able to access Sedona yourself to add your information. 

OVERVIEW OF MODULES

There are mainly eight modules in the system that may fall roughly into three categories
Report Module:  (“REPORTS AND TEMPLATES”):  Reports and Templates allow you to see the summary of your entries.  Usually do not try to add additional information here.  Instead, using items in this module to see the summary of the results of your entries.
Editing Modules:  (“RESEARCH ACTIVITIES, SERVICE ACTIVITIES, EXPERIENCE ACTVITIES, PROFESSIONAL CREDENTIALS, TEACHINGA CTIVITIES, OTHER ACTIVITIES)
Five modules include items for you to add or edit various entries, for instance, adding a journal article you recently published, or service activity you have recently completed.  Entries you entered here will be automatically reflected in your reports, such as “CV”. 

The system administrator will add certain items automatically for you.  For instance, courses you currently teach do not have to be entered manually, as such information data will be imported automatically for you.
MESSAGE MODULE (“MESSAGE CENTER”)
The administrator may post message occasionally in this area.
ADDING INFORMATION TO SEDONA 

· To enter data click on any modules (except the reports & templates module), for instance, “research activities”;
· Click on the specific item you want to edit, such as “articles in journals”;
· Click on “add” and a form will be displayed;

· Fill out the form.  Please note that everything with an asterisk must be completed in order to save the content.  For the fields without the asterisks, you can leave blank if such information is not available.  For dropdown lists, just choose the item most appropriate for your purpose.  The list if often too long, you can type an initial letter such as “J” to bring you to the top of the list of journals starting with the letter “J”.  If your journal is not available, select “journal is not in the list – being petitioned” and the administrator will add the journal to the list afterwards.
· Click on “save” button to save your information.

· Now you can click on “home” to go back to the home page and view your results from items (such as “CV” ) in the reports module.

TIPS:  

· You may want to start by looking at “overview” to see a 6-minute video on how the system works.  It is worth your time, but please note sometimes their demo video may contain information that is slightly different from the actual format, as the service provider sometimes makes changes or updates to the system.
· You can start your editing by filling our information for your “profile”.
· You may find it helpful to set aside a time to fill out the information initially and make it as complete as possible, and then use the system to add more information as you have more teaching, research, service, experience activities or new credentials.   

· Navigate by using Sedona’s own internal navigation by clicking on “home” to return to the home page, and different tabs (such as research, service, teaching, experience, credentials, etc) to enter your information.  Do not try to use the navigation tools of your web browser.  
· There is a tutorial for most of the items in the system, please move your cursor over an item in a module, such as “articles in journals” and you will notice it is being highlighted and a “>>” will appear.  Click on “>>” to watch a tutorial about the particular item.
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· Do not try to enter your CV by going to the “CV” item in the reports module, instead, enter your information separately under different activities and your information will go into the final CV which you can then view or download.
· Some features may not be utilized, for instance, “Annual Evaluation” and “Message Center”.  You can ignore such features.
· Mission service, Bible class teaching, etc. should go under Service/Community. Under the Activity dropdown within Service/Community you will need to select "service to the church" 

· College department standing committees are to be entered by administration. Other committees are for you to enter.

