OSU Extension Guidance for Efficient Entries in Engage
1. Before creating an Educational Event record in EDP, discuss with colleagues so you can avoid duplicate data
entry. After the event and team members are added, each person can edit their Engagement record for their
hours spent, percent taught, description of effort, theme, and a personalized title (“My Event Name”) for
reporting/dossier purposes (new features as of 9/3/25).
2. Consider having one person enter details for a group teaching event.
3. Reach out to LOD staff with questions. They can help you save time on entries!
Submit questions: go.osu.edu/Engage-EDP-Help
Book a one-on-one support session: go.osu.edu/Book_EDP_Support
Email questions: osue-lod@osu.edu
4. To stay on top of data entry, make entries each month. Use the Clone and Use as Template features

(go.osu.edu/Engage_EDP_UsingCloneOrTemplate) to speed up data entry. Individual Instruction should be
grouped over time, with monthly records per theme or any other time frame that makes sense, with a minimum
of one record per theme per calendar year.

5. Each program area may have additional guidance on series or other items. Please contact your AD for details.

Teaching Events

Individual Instruction

County is not a required field. If you do individual instruction across multiple counties,
you can combine by theme across the state.

If you provide individual instruction to the same person during a period of time, they
should be counted once per each engagement. For example, if you provided instruction
twice to one person during a month and once to a different person, your participants on
your Individual Instruction record would be 3.

The “number of participants” becomes “Times Offered” in Interfolio when records are
imported (e.g., 24 participants = 24 times offered).

Hosting vs. Teaching

Hosting is an important part of meeting clientele needs. Document as a teaching event.
Many times, teaching is not zero. There is teaching in explaining forms, sharing more
information, directing to resources, or doing a short overview of county economy, etc.
Hosts should discuss with guest instructors whether the host or instructor will enter the
teaching activity. Each instructor/host can have their own Engagement record with
Theme/personalized event name/hours/etc. The creator of an Event record can transfer
ownership of the record after creation if they need the other instructor/host to add
additional information, such as participant counts.

If the host is an Extension employee but the instructor is external to the university, the
event should still be entered as an Educational Event record with contact hours for the
length of instruction; however, the internal team member’s status of teaching/percent
taught should be reported appropriately (for example, 5% taught if they just provided
some instruction at the beginning of the event).

Multiple Instructors
(Group Teaching)

Plan ahead with your teaching team. Determine percentage of teaching for each team
member before starting the entry. Team members can edit their own Engagement
records after they are created as part of Event record creation process. (See #1 above.)

Series-One
Instructor

To decide if something should be entered as multiple records or a single “series” record,
use this chart: go.osu.edu/Engage_EDP_Series_Decision

Series—Two or more
Instructors (e.g. Small
Farm College)

Number of instructors doesn’t matter — just put percentage taught for the full series if
entering on a single record.

Teaching at Team/
Committee Meetings

Every committee meeting is not a teaching event. Examples, which may have teaching,
include MGV meetings or 4-H Advisory Committee meetings. The teaching event should
be planned, on the agenda, and have a specific title. Peer-to-peer teaching should not be
reported as Educational Events in the EDP. Some peer-to-peer teaching, such as at a
national conference, can be reported in Interfolio.

Committee meetings without teaching can be reported as operational events.
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Events with Same
Name

e Use the ‘clone’ function or ‘use as template.’ These functions have been updated for ease
of entry. ‘Use as Template’ eliminates participant data. A demonstration video can be
found here: go.osu.edu/Engage_ EDP_UsingCloneOrTemplate

Themes and
Customized Event
Names

e NEW in Engage (as of September 2025)! You will be able to add your theme to your event,
or an event shared with you. Your theme lives on your Team Member Engagement record,
so each person can assign their own, personal theme to each record.
(go.osu.edu/Engage_EDP_Themes)

e [f an eventis shared with you, you can create your own personalized event name on your
Engagement record, which will combine with other events of the same name whenitis
pushed over to Interfolio. A “Report Title” field is now displayed on Engagement records
and matches what is sent to Interfolio. This report title includes the name of the event or
“My Event Name” if customized or Individual Instruction label if applicable, and theme (if
assigned/selected).

Operational Events

Entries should demonstrate work based on position description and teamwork.

Team Meetings
(More than listening)

e Internal, program-focused team. Consider data entry to one team member.
¢ Internal/ External events where you engage, work toward impact, provide leadership, etc.

Committee Meetings

e Public meeting engagements where you are not teaching (government officials, funders,
non-Extension committee work, etc.)

Professional
Development

e This information does not belong in Engage. Starting in 2026, the professional
development section of Interfolio will allow for entries (January for faculty, April for
Professional Staff).

Promotional Events

Entries should demonstrate work based on position description and teamwork.

Fair Events
Farmers Markets
Health Fairs, etc.

e Entering these events should focus on significant effort to promote Extension and
specific county programs.

Iltems not reported

e Distribution of newsletters, flyers, mailers, and related
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