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How to Update Records and Import New Records into Snapshots in eFilePlus 

In eFilePlus, there are a few ways to add or update new records in a Snapshot. After the Snapshot Import has 
completed, you may need to remove records, add records, or modify/edit existing entries. 
 
Note: The role required for changing Snapshots is the File Preparer role, typically reserved for academic 
personnel staff. A Snapshot can only be modified when it is with the File Preparer in the initial stage of 
departmental review. 
 
For UCR policy on changes to a Snapshot, refer to the CALL, under 
Procedures:  http://academicpersonnel.ucr.edu/the_call/18-19/18-19AY%20the%20CALL.pdf 
 
Login to the eFilePlus system by navigating to https://efileplus.ucr.edu. 
  
Removing Records from a Snapshot 

1. Open the Snapshot and navigate to the section you wish to modify. Click on the menu next to the 
entry and choose “Remove from Review”. 

  
Please note: Removing a record from the Current Bibliography (Publications, Creative Activity, or Patents) will 
also remove the corresponding record from the Difference List. These records cannot be on the Difference List 
unless they are also listed on the Current. 
 

 
  

http://academicpersonnel.ucr.edu/the_call/18-19/18-19AY%20the%20CALL.pdf
https://efileplus.ucr.edu/
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Adding Records to a Snapshot 
1. Open the Snapshot and navigate to the section you wish to modify. 

2. In the heading area of the section, click the import “cloud”  icon to choose additional records. 
  
3. From the pop-up window, choose the records you would like to import, then click “Import Selected”. 

 
  
Important: The Import window will only display the following: 

• Records that are not already included in the Snapshot 
• Records that have changed since they were last imported into the Snapshot 

 
The import function displays all records that have changed or are not currently in the Snapshot. In this way, 
records that are not considered part of the review period CAN be imported into a Snapshot. Most often, this 
functionality is used to add records that were not originally pulled into the Snapshot during initial creation. 
 
Modifying or Editing Records in a Snapshot 
There are two ways to change records that are already part of a Snapshot 

• Modify the record directly within the Snapshot 
• Modify the record in the eFile and then update the record in the Snapshot 

 
 
Modify a record directly in the Snapshot 

1. Next to the record in the Snapshot, use the  icon to open the menu and choose “Edit”. 
2. Make changes to the data and then click the Save button. This will update the record in both the 

Snapshot and the eFile. 
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Modify a record in the eFile and then update the record in the Snapshot 
  

1. Open the eFile and navigate to the section you wish to modify. Modify the record and click Save. 
2. Open the Snapshot and navigate to the section you wish to modify. 

3. In the heading area of the section, click the import “cloud”  icon to choose additional 
records. 

4. From the pop-up window, choose the record(s) you modified, then click “Import Selected”. 
 

 
Important: The Import window will only display the following: 

• Records that are not already included in the Snapshot 
• Records that have changed since they were last imported into the Snapshot 

 
The import function displays all records that have changed or are not currently in the Snapshot. In this way, 
records that are not considered part of the review period CAN be imported into a Snapshot. Most often, this 
functionality is used to add records that were not originally pulled into the Snapshot during initial creation. 
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Tracking Changed Records in a Snapshot 
This functionality provides the File Preparer the ability to see which items in a Snapshot have been changed 
in the corresponding eFile. This supports a common scenario during Snapshot preparation in which the 
candidate makes changes to data in their eFile and then asks the File Preparer to update the Snapshot. 
 
When a change has been recorded by the system, the user will see the following screen under the Snapshot 
Overview tab. 
 

 
 
To view the changes, click on the cloud.  
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The following information and options are available. 
• Updated eFile Records – These are records that were updated in the candidate's eFile and are 

already a part of the Snapshot. These records have a "date changed" date that is newer than the 
"date changed" date of the corresponding record in the Snapshot. 

• eFile Records Not In Snapshot – These are records that were updated in the candidate's eFile and are 
not in the Snapshot. 

 
To import one of the entries shown into the Snapshot, put a check the box next to the item and the click 
"Import Selected".         

  

 
 
 
These are general system guidelines and this document is not meant to replace policy.  Please refer to the 
CALL for the most current policy information: https://academicpersonnel.ucr.edu/the-call. 

https://academicpersonnel.ucr.edu/the-call

