Uploading publications to the WNCG Website
1. Go to the WNCG website (http://www.wncg.org/)

2. On the left panel, click “Admin.”

3. Log in using your WNCG username and password. Every graduate student and professor within the WNCG should have created a username and password. If you have forgotten your password, follow the prompts to retrieve it. If you have not yet created a username and password, contact the WNCG office.

4. Under the “More QuickIcons” section, click the “WNCG Pubs” button. This is the main Publications interface. From here you can add/edit/and delete publications

To upload a Journal, Conference Report, Tech Report, Software Listing

1. In the WNCG Publications interface (in the Faculty Publications Tab), click the “Add Journal, Conference, Tech Report, Software” plus-shaped button in the top right corner of the screen. This will take you to the “Add New Paper” page.
2. Under “Publication Details” fill out all of the required and known information about the publication (Publication type, Title, Publication Name, etc.). If you do not understand what is supposed to go in a certain field, mouse over the red asterisk next to the field name. A popup should provide helpful information.

3. **If you have a PDF of the publication, make sure to attach the it before submitting by clicking the “Browse…” button next to the “Please Choose a File” field.**

4. Once all available information about the publication has been entered into the fields, click the “Save & Close” button in the top right corner.

To upload a Book or Book chapter
1. In the WNCG Publications interface (in the Faculty Publications Tab), click the “Add Book, Book Chapter” plus-shaped button in the top right corner of the screen. This will take you to the “Add New Paper” page.

2. Fill out all of the required and known information about the book or chapter (Publication type, Chapter Title, Book Title, Author List, etc.). If you do not understand what is supposed to go in a certain field, mouse over the red asterisk next to the field name. A popup should provide helpful information.

3. **If you have a PDF of the book or chapter, make sure to attach the it before submitting by clicking the “Browse…” button next to the “Please Choose a File” field.**

4. Once all available information about the publication has been entered into the fields, click the “Save & Close” button in the top right corner.

To edit a publication listing
1. In the WNCG Publications interface (Under the Faculty Publications tab), use the listed search tools to find the publication. You may search by Title or Author in the search field, you can filter by Author by clicking the checkboxes next to professors’ names, or you may sort the list by Publication Type, Title, or Status. **IF THE SEARCH/FILTER FEATURES ARE NOT WORKING, log in again using Internet Explorer**
2. Click the publication title hyperlink once you’ve found the publication you wish to edit. This will take you to the Edit Publication page.

3. You can now edit any of the fields for publication information or attach a PDF of the publication.

4. Click the “Save & Close” button in the top right corner.

To delete a publication listing
1. In the WNCG Publications interface (Under the Faculty Publications tab), use the listed search tools to find the publication. You may search by Title or Author in the search field, you can filter by Author by clicking the checkboxes next to professors’ names, or you may sort the list by Publication Type, Title, or Status. **IF THE SEARCH/FILTER FEATURES ARE NOT WORKING, log in again using Internet Explorer**
2. Once you’ve found the publication you wish to delete, click the checkbox to the left of its title and click the “Delete” button in the top right corner.

To add a journal or conference to the drop-down list of publication names
1. In the WNCG Publications interface, click the tab next to “Faculty Publications” that says “Publications Listing”
2. Click the “New” button in the top right corner.

3. Select the publication type: either Journal Paper or Conference Paper

4. Type in the title of the Journal into the “Title” field.

5. Click the “Save & Close” button in the top right corner.

6. The journal you have entered should now be listed in the drop-down list of journals available when uploading a publication.

To add a category to the list of categories

1. In the WNCG Publications interface, click the tab next to “Faculty Publications” and “Publications Listing” that says “Category Listing”

2. Click the “New” button in the top right corner.

3. You can leave the “Category ID” field blank

4. Fill in the field for “Category Name” – the name of the category you wish to add.
5. You can leave the “Category Description” field blank.

6. Click the “Save & Close” button in the top right corner.

7. The category you’ve entered should now be listed in the list of available categories when uploading a publication. 
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