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MacFACTS users should note: There are contacts listed on the
website for assistance.
Technical Help and training is available for Faculty Members and Staff.
If you have content related questions, please contact your departmental
Academic Coordinator (listed on the webpage)
If you have a question regarding your teaching entries from FHS
programs, please contact the appropriate Program Contact (listed on the
webpage)
Please see the Teaching section of this guide for more details on how to
add details about your teaching to your CV
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Welcome to MacFACTS!
Introduction
MacFACTS is a web-based database hosted on a secure server where users
are able to update, save and print their CV report formatted in the McMaster
Guidelines. The seamless interface is very easy to follow and allows faculty
members to get up to date and stay up to date.
The pages in this guide will help you to become familiar with navigation.
Orientation and training is available through group sessions or individual
sessions. If at any time you need to speak to someone regarding help with
MacFACTS, or to obtain a login, please contact the training and support
staff on the project team located at http://macfacts.mcmaster.ca

Support is available during business hours via email or telephone.
____________________________________________________________

Logins are needed to access MacFACTS. Permissions are given according to
your needs.
User Roles:
Faculty Member – able to view and edit their own data, including adding
additional comments to Program Teaching entries
Member Secretary – able to view and edit their faculty member(s)
research data (drop down box allows simple switching to each member)
Permissions can be granted for several faculty in one login.
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LOGGING INTO MacFACTS
This is the MacFACTS Landing page which contains all the information you
need.

http://macfacts.mcmaster.ca
We recommend this address as the place you should bookmark for access
and information about MacFACTS. You will see the log in section to take
you to the database here as well.

Enter your username and password, and click on the login button.

Forgotten passwords can be retrieved by emailing maccv@mcmaster.ca
(Please allow 1-3 business days for reset)
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CHANGING YOUR PASSWORD
You are able to change your password if you wish from STAR. The link to
the STAR interface is found on the MacFACTS webpage, right below the
MacFACTS login area.

Once logged in, choose General from the menu bar and then choose Change
Password from the drop-down menu. Clicking on this page brings up the
password change and confirmation screen where you can change your
password.

Update your password. Click on the update button at the bottom.

LOGGING OUT OF MacFACTS
The logout button is located at the top right corner of the interface. Simply
click on it to log yourself out of the database.
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Basic Navigation
What you will see in any MacFACTS browser window is the current content
of the MacFACTS database arranged in a set of logical fields and the
McMaster CV Headings and subheadings listed in order on the left side.

Please note the various sections outlined in red in the form. These sections
match the headings to the left. The form is in a single view that the user can
scroll down to access each section or be brought to by clicking on one of the
headings on the left side.
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The text size can be adjusted by simply clicking on the larger or smaller
options located at the top.

Headings –
McMaster CV headings are listed in order on the interface for the user to
easily access the section they need to add or edit information in.

 These headings follow the
McMaster CV Guidelines.
Simply click on the heading you
would like to work with and you
will be automatically brought
there in the form.
 A heading with a plus sign next
to it indicates that this section
expands to show the
subheadings underneath.
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Data Form–
This single view form will show you anything that has been entered into
MacFACTS, either manually or through an external database.
As you add data into MacFACTS, this form will expand. The scroll bar to the
right allows you to move the form up and down.

It is a good practice to enter fields from the top and work your way down
when you begin. However when becoming used to the database, you can
immediately edit and add in the sections you like.
Clicking on the plus sign next to any subheading will expand the
contents for editing.
Clicking on the Add New button at the bottom of any section will
allow you to enter more content into this section.
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Printing a Report

Click the Preview button to bring you to the Report Generation Page

You will be brought to the STAR page for the report.
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You will see the file download instructions pop up and you can proceed
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Tools and Features

Icons and buttons are used in MacFACTS
___________________________________________________________

External data is marked with a lock icon. Certain data,
such as personal demographics, is locked for entry
because it originates in another database and is fed into
MacFACTS. Click on this lock icon to bring up a form.
Faculty members and users can send an automatic email
form to the appropriate person with additions and edits.
This demographic data will then be updated on your behalf.

The editing function is marked with a pencil icon. Users can click
on the pencil in order to bring up a simple form to edit existing
data in.

Deleting an entry can be done by clicking on the red X.

Clicking on the Add New Button brings up a form to add a new
entry under the heading.

Expanding the data under the heading or subheading can be
done by clicking on the plus sign. It will expand the entries and
turn into a minus sign. Simply click on the minus sign if you
wish to close the section.
If you see this under a subheading, then you will know that
there is nothing entered in this section
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Data Entry

Adding new information to your CV can be done by clicking on the “Add
New” button. This brings up a new form for the specific heading you are
adding data into. Simply fill in and click on add.

Entries will then be placed into your CV form when you refresh.

Editing is simple. Click on the pencil to bring up the specific form in
the category/heading and edit.
Deleting an entry can be done by clicking on the red X. You will receive
a pop up asking you if you are sure.
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Teaching
All teaching contributions are entered by the Faculty of Health Sciences
Program Secretaries. Contact information for each program is available on
the MacFACTS website. If you have questions about your program teaching
or need something added, you are able to directly contact the program for
assistance.
The programs have specific role names which are entered by the designated
program secretary. You are able to change the details on your CV by adding
your own comment. This overrides the role description that would default
onto your CV.
Prior to adding your detail, the program role description will appear under
the Program Heading and Academic Year on your MacFACTS form and CV.
For Example:
Postgraduate Teaching
Anaesthesia and its subspecialties

2008 Jul - 2009 Jun

Advisor/Mentor, resident per year

In most cases, the program role description is sufficient for your CV, but if
you wish to rewrite the entry, adding a specific name, etc., you simply click
on the pencil (edit icon) beside the entry in the form.
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Clicking on the pencil icon will bring up a pop up form of the entry. You will
notice all fields are locked with the exception of the “Member’s Comment”
field. This is where you can type the comment you wish to appear in the
spot of the original Program entry, which may be less detailed than you
would need on your CV. In many cases, the program secretary
description will display some additional notes or details from the program
for reference. If necessary, you can edit the Members Comment to use
some of this information for a CV, bearing in mind one should keep the Role
description information as well when changing Members comment to reflect
this information.

The Members Comment Field is what will appear on your CV, so
please be aware of grammar and punctuation when retyping.
Once you save this comment by clicking on the Update button, the Member’s
Comment entry will appear on your CV in the place of the original role
description from the program. If you have questions about whether you
need to add additional details, your Academic Coordinator in your
department will be able to help you. Contacts for all departments are
located on the MacFACTS webpage for your convenience.
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Program entries with identical role descriptions will be grouped together on
your CV with a number in brackets and a date span. If you would like to
group together several entries with your own version of role description in
the members comment section, then you must make sure the Members
Comment section is identical.
See section on reports

Additional Teaching
In addition to the program teaching, a faculty member has three
subheadings that can be utilized to add any additional teaching or
supervisorships. While official program teaching can’t be added by anyone
outside of the program, if you wish to add other types of teaching to your
CV, you can click on the Add New button to bring up a form with three
subheadings from which to choose from.

 Additional Teaching
 FHS Teaching Before 1999
 McMaster teaching outside FHS
Choose the heading, and follow the fields, adding necessary information, and
a Start-End Date range. Add to your CV.
Common roles are listed under McMaster Teaching Outside FHS. These have
hours assigned. If a role is not listed, you can choose “Other”. You have the
Version 5 –January 2016
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opportunity to enter your own detailed description for your CV by using the
“Members Comment” field. Any text you place in this field will display on
your CV.
These manual entries will be placed in the CV under Courses Taught and
Supervisorships following the Program Teaching.

Grants
Research funding can be added. Only funded grants will appear on the CV.
*See note at the bottom regarding Unfunded Research

Clicking on the edit icon will bring up a form for data entry.

Using the drop down boxes and fields, complete your entry and click on the
update button at the bottom.
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Adding new grants:

Clicking on the Add New button will bring up a fresh form for data entry.
Grants which have the “Show on CV” button checked off in the form will be
displayed as yellow in the Research Funding Section of MacFACTS. If this is
not checked off, then the grant will appear as grey in the form.

Note the “Show on CV” checkbox. This is unavailable to check off if the
grant is not showing a status of “Funded” in the status field as only funded
grants will appear on your CV.

*If you have “Unfunded Research”, that is Active Research projects with no
funding attached (ie. Funding is held by someone else) then you must add
the information as a funded grant, but with a dollar amount of zero. ($0)
You can add the words “unfunded research” if you wish, with the other
information for clarity.
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Reports
When you generate a CV report from MacFACTS, you will see a similar
outline to the interface you were working in. The order and titles will be the
same. In the teaching section however, the grouping of entries takes place
to eliminate repetition of yearly activity.
For example, if you do an activity every year, or several years in a row, the
display on the report changes from the interface. On the report, there will
be a date range presented and the official role description will be followed by
the number of times this activity has been entered by the program during
that time span.
_____________________________________________________________
2007 Jul - 2012 Jun

Examiner, Mock Orals, half-day (5)

____________________________________________________________________________________

If you do an activity three times in one year, the academic year will be
listed, followed by the role description and a number three in brackets. If
you do an activity every year for five years, the five year time span will be
listed, followed by the role description and a number five in brackets.
If you add details to the teaching entry in MacFACTS and change the role
description, then the entry will be taken out of the condensed string and it
will be a separate item on the CV. If you would like to change the members
comment on several entries and have these entries grouped together then
the members comment you add to each one MUST be identical or they will
not be grouped together. Even having one extra space in your members
comment will have an impact on an entry and it will be considered different
and not grouped with the others.
For example: if you supervise the same student several years in a row, and
the program enters each year separately – you can open each entry up and
add the same comment for each with the students name and the entry will
appear with the students name and the three year date range. If you would
like more information on this, please contact maccv@mcmaster.ca
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There are orientation sessions available. Please see the MacFACTS website
for details.

If you have any questions regarding MacFACTS, please email
maccv@mcmaster.ca for assistance.
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