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 ELECTRONIC BAG REPORT FORMS

- PROCEDURES OF COMPLETION: NEW (proposal round March 2009) -

· ONLY the Main Proposer can create and finalize the report


· Once the BAG Report has been created by the Main Proposer, ANY Principal Investigator listed on the NEW BAG Proposal can now edit/modify the report during its process of completion.


· Once completed, the report must be finalized by the Main Proposer

PLEASE TAKE NOTE OF THESE SPECIFIC POINTS

Page 1 (Progress + Full 2 Year reports)

Shift usage : These numbers are filled in directly from the database. The most important numbers to check are the allocated and used shifts. The number of cancelled shifts may be higher than you thought since any time an experiment is rescheduled on a different beamline or date the original experiment has first to be "cancelled" in the database. We will be able to tell by comparing the used, scheduled and cancelled how many are real cancellations so don't panic if this number seems high. There is a comment field if you want to add any further information.

BAG PIs : All co-proposers given in the proposal form are already listed - you may then add or remove people from the list.

PDBs and Publications : You need to enter numbers in here as before.

5 most important publications : You must fill this in using the link to the ESRF Library database by clicking on "Search for Publications". This opens the search page for the library database and the search is limited to dates set automatically to the last 18 months for a Progress Report and the last 30 months for a Full 2 Year report. If a particular publication does not already exist in the database you should add it via the appropriate link also found on the Library search page. You are limited to 5 publications in this section - once you have made your choice clicking on the Save icon will update the report form. Please see the section at the end of this document for further, important information concerning the ESRF Library database for publications.
Summary of results : Free text limited to 250 words

Page 2 (Progress report)

Beamtime request justification : Free text limited to 400 words

Beamline Performance : Free text limited to 400 words

Page 2 (Full 2 Year report)

Global Summary : Free text limited to 700 words

Page 3 (Full 2 Year report)

List of all publications : You must fill this in using the link to the ESRF Library database by clicking on "Search for Publications". As for Page 1 this opens the search page for the library database and the search is limited to dates set automatically to the last 18 months for a Progress Report and the last 30 months for a Full 2 Year report. If a particular publication does not already exist in the database you should add it via the appropriate link also found on the Library search page. You should include all publications since your last report in this section - once you have made your choice clicking on the Save icon will update the report form. Please see the section at the end of this document for further, important information concerning the ESRF Library database for publications.

Highlight reports : You may download up to 3 highlight reports in this section (.pdf format only). The files must not be more than one A4 page long otherwise they won't be accepted. Browse to find the files and then click on Upload.


Page 4 (Full 2 Year report)

List of BAG participants : This list is made automatically and includes all people listed as PI's on page 1 as well as all those people who have taken part in experimental sessions under the relevant BAG number over the last 2 years - this information is taken from the User Office database. The only part to be filled in manually is the job position held by each of the persons listed.

Page 5 (Full 2 Year report)

Beamline performance : Free text limited to 400 words

Save and Submit buttons : “Save” to save the report and allow further modifications - not all fields have to be filled in. “Submit” to finalise the report and allow proposal validation - all mandatory fields must be filled in.
ESRF LIBRARY DATABASE

For listing publications in your report forms you will have to use a new software application which allows you to add publications by selecting them from the ESRF-ILL Library database. You may only add publications which are already in the database and so you will need to add any which are missing before being able to list them in your BAG report. Publications may only be entered into the database on the condition that they are a result of data collected either completely or partially at the ESRF.
The majority of your publications should already exist in the database since the Library staff have already performed many searches of major journals. You may check which of your publications are already in the database by going to the following Web page :

http://c1mis.esrf.fr:9090/flora/
and clicking on “ESRF Publications” in the left hand menu. Choose the type of search you wish to do and enter the criteria.

Adding publications to the ESRF-ILL Library database :
You may do this by going to the following Web page

http://c1mis.esrf.fr:9090/flora/
and clicking on the link “register ESRF publications” in the middle of the page. There is also a link directly from the BAG report publications lists sections.

To enter a publication into the database, you may
a) Give the PubMed reference number by clicking on the PubMed button on the top left. This fills in most fields automatically.

b) Import an EndNote file of publications by clicking in the left hand menu on “Import” and then “Import EndNote”, select the file to import and click on “Import”.

c) Fill in manually the fields requested. Only asterisked fields (description in red) are mandatory and it is sufficient to enter the name of the lead author only – the rest of the author list will be completed by the Library staff. Click on the Help button for an explanation of how to fill in certain fields using the icons.
and click on Save.

Once the publication has been entered it will be tagged as “Submitted” until it has been validated by the Library staff who will check to make sure it refers to data collected at ESRF. 
Once validated the publication will be tagged as “Published”. If the publication does not refer to data collected either fully or in part at the ESRF it will be removed from the database by the Library staff. 
Publications tagged as “submitted” are visible when you search for your publications via the BAG report application,  but not if you search directly via the Library database web page.
Adding publications from the database to the lists requested in the BAG Report forms :

To add publications to the lists requested in the BAG reports (five most important publications on page 1 of both the Full 2 Year and Progress Reports and the full list of publications on page 3 of the Full 2 Year Report), click on "Search for Publications" in the relevant sections of the BAG report application. This opens the search page for the library database and the search is limited to dates set automatically to the last 18 months for a Progress Report and the last 30 months for a Full 2 Year report. Enter your criteria for the search (you may use the list of all Principle Investigators in the report as a basis for your search) and then select from the resulting list the publications you wish to add to the report by clicking on the left hand boxes. Clicking on the basket icon adds the selected publications to a basket. Clicking on the disk icon saves the contents of the basket or the list of publications selected to the BAG report form
If a particular publication does not already exist in the database you should add it via the appropriate link also found on the Library search page and follow the instructions above.






