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The publicly-viewable Publications page enables visitors to the NICHD Web site to search for publications, view publication details, 
view publication PDFs (if available), order publications, and open pages containing information about publication-related health topics 
and Funding Opportunity Announcements.  The NICHD Publications Administrator is responsible for the information displayed in the 
Publications page and associated publication detail pages. 

This job aid provides instructions for the Publications Administrator to: 
n Select publications to be listed in the Publications page’s Featured Publications section. 
n Add and edit information about publications available to the public. 
n Manage Funding Opportunity Announcements (FOAs) associated with health topics. 

Accessing the PWS Admin page 

The PWS Admin page (shown below) is the starting point for publication management operations. 

Access to the PWS Admin page is restricted to authorized Publications Administrators.  If you have been designated as a Publications 
Administrator, you will be given the URL for the PWS Admin page. 

Last updated:  November 15, 2012
by Woodbourne Solutions, Inc.
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Selecting featured publications 

Featured publications are listed in the Publications page’s Featured Publications section, where title, publication date, number of pages, 
brief description, link to details and (for downloadable publications) link to PDF are displayed for each featured publication. 

In the PWS Admin page, click the Featured Publications link. This opens the Featured Publications page, shown here: 

A 

B 

C 

D 

E 

n To designate a publication for listing in the 
Publications page’s Featured Publications  
section: 

A Click the publication’s name in the Not 
Featured Publications list.  

B Click the Add button.  The publication is 
now in the Featured Publications list. 

n To remove a publication from the Publications  
page’s Featured Publications section: 

 

C Click the publication’s name in the 
Featured Publications list.  

D Click the Remove button.   

E Click the Save button to complete the changes 
you made. 

Publications designated in the Featured 
Publications page are listed—in the same 
order—in the Featured Publications section of 
the publicly-viewable Publications page. 
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Managing publications 

The Publications Admin Page lists currently available (active) publications, as well as publications that are not available (inactive, not yet 
available, internal only, archived or deleted).  Active publications can appear in results generated by a search initiated in the Publications 
page, and may be listed in the Publications page’s Featured Publications section (see the previous page in this job aid). 

In the PWS Admin page, click the Main Publications 
Admin link. This opens the Publications Admin Page  
(shown below.) 

n To list only those publications in one category: 

A Select the category in the Category list.  
(Categories are assigned in the Add/Edit 
Publication page, described next in this 
job aid.) 

B Click the Go button. 

n To list all publications: 

C Click the Show All button.  

n To sort publications in a different order: 

D Click a link in the heading.  

n To move between pages: 

E Click a page link, Next (page) or >> (last page).  

n To edit a publication’s information: 

F Click the publication’s link in the Name column (this displays the 
publication’s information in the Add/Edit Publication page, shown 
on the next page of this job aid). 

 

n To add a publication to the list:  Follow instructions on the next page in this 
job aid. 

  

 

 

Click link in heading to sort by: 

n Publication Name (descending alpha). 

n Date Published (newest to oldest). 

n IQ ID (ascending). 

D 

 

 

 

 

 

n NIH Pub. No. (ascending). 

n Status group (ascending). 

n Orderable group (Yes/No). 

n HTML URL (ascending). 

n PDF URL (ascending). 

Click again to reverse sort order. A 
B C 

E 

F 
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Adding a publication 

Add a publication to make its information available on the NICHD Web site (the publication will appear in search results and it may 

appear in the Publication page’s Featured Publications section).
	

In the Publications Admin page (shown on the previous page of this job aid), click the Add New Publication button.
	

In the Add/Edit Publication page (shown below), fill in information about the publication.  Fields marked with an asterisk are required.
	

A Click the Save button.  

A 

Use the Add buttons to move 
items into these fields. 

Publication ID is a unique number assigned by the system to identify the publication. 

Full Title is displayed in the Search Results page and the publication’s details page. 

Short Title is not currently used on publicly-viewable publications pages. 

PDF URL (optional):  URL to PDF, if PDF of publication is available.  Click Select button to find and load URL. 

Small Image is displayed in the Search Results page.  Click Select button to identify previously-uploaded image, 
or click Upload button to find and upload image from another location. 

Large Image is displayed in the publication’s details page.  Click Select button to identify previously-uploaded 
image, or click Upload button to find and upload image from another location. 

Related publications listed here are shown 
in the publication’s detail page to help users 
find publications related to the topic they are 
researching. 

Health topics listed here support searches using 
the A-Z Topics option in the publicly-viewable 
Publications page. 

Units listed here support searches using the 
Organizational Unit option in the  publicly-
viewable Publications page. 

PubID is used by IQ Solutions to track 
publications for fulfillment purposes. 

Status is Active, Inactive, Not Yet Available, 
Internal Only, Archived or Deleted. 

Citation can be up to 32 characters. 

Featured Publication, when activated, displays 
information about this publication in the 
Featured Publications section in the publicly-
viewable Publications page.  (See also “Selecting
featured publications” on page 2 of this job aid.) 

This text is displayed in the Search Results page. 

This text is displayed in the publication’s detail 
page. 

Categories, when activated, associate this 
publication with particular subjects. 
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Managing Funding Opportunity Announcements 

Funding Opportunity Announcements (FOAs) can be associated with the health topics.  When you make these associations, links to FOAs 
will appear in the right margin of research information pages (see example on the next page of this job aid).  This publicizes FOAs that 
may be of interest to a site visitor when they are viewing health topics. 

In the Publications Admin page (shown earlier in this job aid), click the Manage FOAs Related to A-Z Topics link. This opens the page for 
managing FOA-to-health topic associations (partially shown below). 

A To limit and sort the FOAs listed in this page:  Use the Type of FOA (All, RFA, PA/PAR/PAS), Organizational Unit, Show only Unassigned FOAs and Sort by Release Date fields at the top of the page. 

n To associate a health topic with a FOA: 

B In the A-Z Topics field, type a few letters of the health topic.  This displays a list of health topics containing those 
letters. 

C In health topics list, click a health topic.  

D The health topic is now associated with the FOA.  

Repeat as needed to associate other health topics with the FOA. 

n To remove a health topic from association with a FOA: 

D 

 

E 

 

E Click the x next to the health topic. 

A 

B 

C 
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In the example below, two FOAs that have been associated with the Pharmacology health topic are listed in the right panel.  Clicking the 
All related FOAs link lists all FOAs associated with this topic. 


