Job Aid for High Value Research Project Export and Preparation for Region Voting

This job aid was written to outline the process for the following:
1. Project export from the highvalueresearch.org site once the site has closed on 3/31
2. Splitting projects out by Region
3. Determining the second Honorable Mention area (other than Safety)
4. Getting the projects to the regions for voting

Project Export

· Go to highvalueresearch.org and log in.  
· Click Projects in the upper right corner.
· In the submission year filter grid, type the current year.
· Click Export Projects.
· The downloaded Excel file will appear. You can store it where you wish and/or rename it.

Splitting List by Region for Voting

· Open the downloaded Excel file, and see the Region attribute in Column F.
· this to divide projects up to send for voting.  I normally do this by adding a sheet per region and keep them all in one spreadsheet, but you can do separate ones if you like.

Determination of the Honorable Mention Area

· The HVR site shows the most popular National Study Code area.
· This will be the second Honorable Mention category as Safety is always first. 

Getting the Projects to the Regions for Voting

· Coordinate with Communicating Value Research Task Force Chair, as well as summer RAC meeting planners, to determine deadline for voting.  The deadline date should give the meeting planners time enough to put winners on the final summer meeting agenda. 
· Email the region chairs with the attachments and with a deadline (usually around May 15).
