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FREQUENTLY ASKED QUESTIONS ABOUT DIGITAL MEASURES
WHAT IS DIGITAL MEASURES “ACTIVITY INSIGHT”? (Digital Measures or DM for short)
A web-based database program that makes it easy for faculty to keep track of and report their activities and accomplishments in teaching, scholarship, and service. An annual Faculty Activity Report can easily be generated from this information, as well as other customized reports or documents (e.g. a C.V.) to better showcase one’s work. This program, considered the “gold standard” for software in higher education, is currently being used by more than 400 schools and colleges (including all but one college at GVSU), but we have customized it for the College of Liberal Arts & Sciences. We have adopted this database program in response to faculty concerns about the Faculty Activity Report; by allowing faculty to input information over the course of the year, it should significantly alleviate the burden of collecting, organizing, and formatting this information all at once when the F.A.R is due.
WHAT ARE THE ADVANTAGES?
· Faculty can access the database 24/7 from any computer with an internet connection to enter information about their activities; if activities and accomplishments are recorded regularly throughout the year, an end-of-year report can be easily and quickly printed.
· Enter data only once, use it to generate different kinds of personal reports/documents (e.g. an annual Faculty Activity Report; a curriculum vita; tenure and promotion documents).
· Instead of continually querying faculty for information about their activities, the unit head or dean can use the database to gather the information quickly and generate reports for accreditation bodies, faculty awards received, assessment, memberships in professional associations, etc.
· This database will allow us more easily to identify areas of faculty interest, expertise, and research so that we can better publicize possible funding opportunities, facilitate collaboration across the college, and advocate for additional resources.
WHO HAS ACCESS TO THE DATA?

Only these people will have access:
· The faculty member him/herself, or anyone to whom they grant access
· The unit head will have access to the data of faculty in that unit only
· CLAS Associate Dean for Faculty Gary Stark (as the Program Administrator)
· CLAS Director of Communications and Advancement Monica Johnstone 
HOW ACCURATE IS THE DATA?

Faculty members enter the data themselves, and can (and should) update it at any time, for example changing the status of a publication from “under consideration” to “accepted” or “forthcoming”. Data for a faculty member reflects only what he/she has chosen to enter; no changes will be made to the data except changes made by the faculty member.
HOW WILL THIS DATA BE USED?
· Data entered can be used by the faculty member to generate an annual Faculty Activity Report, a Curriculum Vita, or other specialized individual reports such as a list of all papers delivered, all unit service activities, etc. 
· Unit heads can use it to generate reports about various activities of their unit’s faculty (faculty publications, memberships, governance positions held, etc.) Such information is periodically requested by the administration; with DM the unit head can compile the information more quickly, without having to query each faculty member.
· The dean’s office can use it to generate reports about various activities of college faculty (all publications, all association memberships, all governance positions held, all awards and honors received, the range of academic degrees held by college faculty, etc.) Such information is periodically requested by the administration for purposes of accreditation or publicity. It is also used in the college’s publicity and advancement efforts.
· The data will be for individual or for aggregate purposes only; it will not be used to draw comparisons between individual faculty or between units.
WHAT ABOUT PROPRIETARY INFORMATION OR INTELLECTUAL PROPERTY?

Faculty enter only the information they wish to enter. If a project is sensitive or proprietary there is no need to include it; one can, if one wishes, indicate any work in progress simply with a general identifying title, or not include it at all. The database will not ask for any personal information or confidential information, and faculty can decline to include any information requested.
HOW SECURE IS THE DATA?

· All data collected over a 128-bit SSL-encrypted connection 

· Servers are stored in an IBM-owned and managed datacenter: 

· Locked, caged server room protected by armed security guards who are present at all times

· Servers are firewalled and located behind an intrusion detection system

· Redundant fire suppression and climate control systems used at all times

· Redundant power and Internet connections

· Secure nightly backups to five geographically-dispersed locations owned by IBM and Iron Mountain 

· digital measures is compliant with the Family Educational Rights and Privacy Act (FERPA) and the Americans with Disabilities Act (ADA) 

· Download a full copy of all of your data at any time as often as you like; even put a secure process in place to do this on an automated basis
HOW MANY YEARS WORTH OF DATA MUST BE ENTERED?
Until now, use of this database has been voluntary in CLAS. Now that DM has been adopted by nearly all the colleges, and is mandatory in some, CLAS is requiring faculty to use DM to generate their annual Faculty Activity Report. The more faculty who use it, and the more data they enter, the more complete, accurate, and useful all the reports will be. The amount of work a faculty member must complete to use DM is strongly correlated to the number of years of historical data that they enter. While entire vitas can certainly be entered, the final decision on how much data we would like to include is entirely up to us. At a minimum, we expect faculty to enter (or have entered for them) their activities for the current calendar year (2011), and then maintain that data on a going-forward basis. This will allow one to quickly generate a Faculty Activity Report for 2011, and for subsequent years. We strongly recommend, however, that data from the previous 5 years (2006 onward) be entered, although entering historical data can be done at any time, at one’s own pace. The CLAS Dean’s office and staff in various units have offered to enter faculty data but many faculty have not taken advantage of those opportunities. Staff or student workers in every unit have been, or will be, trained to enter data for faculty. If faculty are unwilling or unable to enter their own data, we urge them to avail themselves of this staff assistance. 
DOESN’T THIS DUPLICATE THE COS (COMMUNITY OF SCIENCE) DATABASE THAT THE RESEARCH & DEVELOPMENT OFFICE IS ASKING FACULTY TO USE? 

The GVSU Faculty Expertise database contains profiles of GVSU faculty members and research associates from all disciplines. Each profile includes a first-person description of creative interests and expertise as well as biographical information. The Community of Science (COS) maintains these profiles and makes them available on the web to member educational institutions as well as to member corporations and government agencies. Members of the GVSU community using COS can readily identify persons with requisite creative interests and expertise for potential collaborative or consulting relationships. Universities, corporations and government agencies that are members of the COS Scholar Universe can identify GVSU persons and programs for potential research funding and collaboration. The GVSU community has free access to specialized COS databases such as Funding Opportunities, the agency award databases, U.S. Patents, Federal Register, and FedBizOpps/Commerce Business Daily. The COS Scholar Universe sends customized weekly Funding Alerts to each GVSU faculty member who has completed a basic expertise/funding interest profile. A COS profile differs from GVSU’s Digital Measures in three significant ways:
· All faculty members at GVSU can create a profile in COS.  Currently Digital Measures (DM) are used in eight of of GVSU’s nine academic colleges.

· Digital Measure Profiles are used in part for performance evaluation of faculty.  COS profiles are used to enhance collaborative research opportunities.

· DM profiles can be viewed by only a limited number of faculty members and administration at GVSU.  COS profiles are available to a worldwide audience.

TECHNICAL SUPPORT
The DM system is relatively simple, intuitive, and easy to use, there is an on-line tutorial, and a set of instructions and other aids will be posted and available to everyone. Anyone who has problems or questions can contact the Program Administrator (Associate Dean Stark) for assistance. starkg@gvsu.edu, ext. 12495.
DIGITAL MEASURES “ACTIVITY INSIGHT” INSTRUCTIONS

1. Go To https://www.digitalmeasures.com/login/gvsu/faculty/authentication/showLogin.do
Or go to the CLAS web page (http://www.gvsu.edu/clas/), click on the “Digital Measures” tab on the left, then on “Log in to Digital Measures”

You will then see this login page:

Initial Login Page:
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2. Log in using your GVSU username (the part of your e-mail address that comes before @gvsu.edu) and your network password, the same way you log into your network-connected computer each day.
3. You will see a “Manage Your Activities” screen that looks similar to this (although yours will have only 2 menu choices on the left, not 10 like mine):

Manage Your Activities Screen

[image: image2.png]Grand Valley State University | Digital Measures - Mozilla Firefox

Eile Edit View Hstory Bookmarks Tools Help

6 C X & &

© Grand valley State Uni... © Banrer Home | ] Banrer

] https:/fwww. digitalmeasures. com/login/gvsu/faculty fsurvey/ui/showMaintainactivities.do; jsessionid= 7 [ -

- cooge

Google £ Blackboard Learning S, Grand Valley State Uni... *§ Google Scholar @ Search Books at Amaz... & OASIS Administrator

15 B

| L] Look Up Classes =]

rand Valley State Univer:

GRANDVALLEY

'STATEUNIVERSITY.

DigitallVieasures

Setup [MCOMPLETE] Welcome, Gary Stark. Thursday, September 17, 2009

Dashboard
Watch a video or download a guide on how to manage your activities.
» Manage Your Activities

Run Ad Hoc Reports Activities Database - Liberal Arts and Sciences Main Menu

R G o e General Information

[ Personal and Contact Information
Users and Security [ #dministrative Data - Permanent Data | Yearly Data

‘Work Requests [ Academic, Government, Military and Professional Pasitions

Resource Center - [ Administrative Assignments
[ Awards and Honors

[ Contact ur Helpdesk
- [ Education
S tour Feecozck [ Faculty/Professional Development Activties

L priacy stment (5] Licensures and Certifistions

3] Crgevour asuora 5] s Contrbution:

5 ot (3] Brofessional Memberships
Teaching

[ Academic Advsing
[2] Directed Student Learning (e.2., theses, dissertations)

[ Non-Credit Instruction Tausht
[ Scheduled Teaching
Scholarship/Research/Creative Activity

[ artistic and Professional Performances & Exhibits (Creative Contributions)

[ Consutting

[ Contracts, Grants and Sponsored Research

[ Editing and Scholarly Evaluation (Referee/Reviewsr)
[ Intellectual Contributions (Publications

[ Intellectual Property (e.g., copyrights, patents| v

Rapid Reports || PasteBoard | Hide

Done a3





Right under “Welcome, [Your Name], there are two extremely helpful introductions: Watch a video or download a guide on how to manage your activties. Both the 7-minute video and the guide are very helpful and are highly recommended. A longer, 16-minute demonstration video is also available at: http://www.digitalmeasures.com/aifdemo/
Note: Some basic information (e.g. your office number and telephone, your degrees, and the courses you have taught in recent years) may have already been uploaded into DM from Banner and Human Resources. It is wise to double-check this pre-loaded data and to correct any errors.
To begin entering data, click on one of the links on the main screen, for example “Personal and Contact Information”.  This will bring up a screen that allows you to enter various information, like the “Personal and Contact Information” screen below. Wherever there is a box with a down arrow (▼) on the right (e.g “Prefix” or “Building Where Your Office is Located” on the following screen), clicking on the down arrow will bring up a set of choices for you to select from.  Otherwise, you type your information into the appropriate box.  Skip any item that does not apply or that you wish to leave blank. It is not necessary to enter all the information asked for; skip any that don’t seem relevant or that you wish not to answer.
Personal and Contact Information Screen
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After you are finished with each screen, make sure you save your work by clicking the SAVE AND RETURN button at the lower left on the screen.
When you return to the Main Menu, choose another screen to complete.
If you click on the “Pasteboard” tab at the lower right corner, it will bring up the Pasteboard at the bottom of the screen. Using the Pasteboard will greatly expedite your data entry. The pasteboard interface provides a convenient place to store "working content", typically copy-and-pasted from another document or file (such as your vita). Placing your "working content" in the pasteboard reduces the need to switch between multiple applications during data entry. Once text is in the pasteboard, pieces of that text may be selected, then copied-and-pasted or dragged-and-dropped into the appropriate field above.
You can paste sections of your vita (or the entire vita) onto the Pasteboard, for example, then highlight a particular selection “(for example, the title of one of your publications or the name of a journal) and paste it directly into the data box, rather than retyping all this information. Unfortunately, it is not possible to upload an entire vita into DM; because it is a database, different data must be entered into different fields.
Hide the Pasteboard again by clicking on “Hide”

Pasteboard
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ENTERING DATA INTO Digital Measures:
Where does it go?
On the “Manage Your Activities” screen that appears when you log in, there are four general categories of information: General Information; Teaching; Scholarship/Research/Creative Activity; and Service. Under each is a list; clicking one of these will bring up a screen for you to enter data. Many of these screens have names that are self-evident; others are less so. If you are wondering just where to list one of your activities (i.e. what category it is in and which screen you would use), this will help you decide where it goes.

	Type of activity you want to enter:
	The screen in which to enter it:

	GENERAL INFORMATION

	Professional Development Activities:

Conference Attendance
Continuing Education Program
Coursework
Faculty Fellowship
Faculty Internship
Progress Toward Terminal Degree
Self-Study Program
Seminar
Tutorial
Workshop
Other
	General Information: Faculty/Professional Development

	Interviews, editorials, etc.

TV
Radio
Newspaper
Magazine
Internet
Other
	General Information: 

Media Contributions


	TEACHING

	Individualized Instruction:

Directed Individual/Independent Study
Dissertation Committee Chair
Dissertation Committee Member
Dissertation Defense Committee Chair
Dissertation Defense Committee Member
Doctoral Advisory Committee Chair
Doctoral Advisory Committee Member
Internship Advisor
Master's Thesis Committee Chair
Master's Thesis Committee Member
Supervised Research
Supervised Teaching Activity
Undergraduate Honors Thesis
Other
	Teaching: Directed Student Learning (e.g. theses, dissertations)

	Special, non-credit teaching activities:

Certification
Continuing Education
Faculty Internship
Guest Lecture
Review Course
Seminar
Workshop
Other
	Teaching: Non-Credit Instruction Taught

	All regularly scheduled courses you taught
(Your courses for each semester for the past few years should have already been loaded in from Banner.)
	Teaching: Scheduled Teaching



	SCHOLARSHIP/RESEARCH/CREATIVE ACTIVITY

	Activities in the Creative Arts:

Type of Work:

Dance - Adjudicating
Dance - Choreograph multiple pieces
Dance - Choreograph piece
Dance - Choreography AND Performance
Dance - Coaching
Dance - Costuming
Dance - Create marketing/PR
Dance - Dance on Camera Films
Dance - Interdisciplinary work(s)
Dance - Lecture Demonstration
Dance - Lighting
Dance - Musical Score creation/preparation
Dance - Perform multiple pieces
Dance - Perform piece
Dance - Publishing
Dance - Reconstruction/Rehearsal
Dance - Residency
Dance - Site-Specific Choreography
Dance - Technique Masterclass
Music - Adjudicator, Clinician, or Consultant
Music - Lecture/Recital
Music - Master Class
Music Composition - Major Work, Performance
Music Composition - Major Work, Performance, Prof Ensemble
Music Composition - Major Work, Publication
Music Composition - Other Work, Performance
Music Composition - Other Work, Publication
Music Conducting - Non-Prof Ensemble, Regular
Music Conducting - Professional Ensemble, Regular
Music Conducting - Regional, All-State, or Prof Ensemble
Music Conducting - University or Other Ensemble
Music Conducting - University or Other Ensemble, Regular
Music Performance - Accompanist/Church Organist
Music Performance - Free-lance
Music Performance - Full Chamber Recital
Music Performance - Full Solo Recital
Music Performance - Major Participant Oratorio
Music Performance - Major Participant, Opera/Musical
Music Performance - Minor Participant, Opera/Musical
Music Performance - Partial Chamber Recital
Music Performance - Participation
Music Performance - Symphony Orchestra Member, Other
Music Performance - Symphony Orchestra Member, Principal
Nonfiction - Book
Poetry - Anthology
Poetry - Book
Poetry - Online Journal
Poetry - Print Journal
Short Fiction - Anthology
Short Fiction - Book
Short Fiction - Online Journal
Short Fiction - Print Journal
Theatre - Adjudicating
Theatre - Build costumes
Theatre - Build scenery
Theatre - Compose play’s musical score
Theatre - Create marketing/PR
Theatre - Design (all elements)
Theatre - Design costumes/make-up/wigs
Theatre - Design lights
Theatre - Design scenery
Theatre - Design sound
Theatre - Design special effects
Theatre - Direct play
Theatre - House Manage play
Theatre - Interdisciplinary work(s)
Theatre - Manage Box Office/Ticket Sales
Theatre - Musical staging
Theatre - Perform
Theatre - Prepare lighting (hang/circuit/focus)
Theatre - Prepare sound (effects/equipment)
Theatre - Prepare special effects
Theatre - Produce play
Theatre - Stage Manage play
Theatre - Tour coordination
Theatre - Write play
Theatre- Choreography (movement, dance, combat)
Theatre- Dramaturgy
Theatre- Prepare educational materials/study guides
Theatre- Storytelling
Visual Arts - Collaborative Project
Visual Arts - Commission
Visual Arts - Curating
Visual Arts - Exhibition
Visual Arts - Gallery Representation/Affiliation
Visual Arts - Installation
Visual Arts - Performance
Visual Arts - Placement of work in collections
Visual Arts - Placement of work in publications
Visual Arts - Screening
Other


	Scholarship/Research/ Creative Activity: Artistic and Professional Performances & Exhibits (Creative Contributions) 


	Publications--Periodicals
Drama/Play - Online Journal
Drama/Play - Print Journal
Journal Article, Academic Journal
Journal Article, In-House Journal
Journal Article, Professional Journal
Journal Article, Public or Trade Journal
Nonfiction - Online Journal
Nonfiction - Print Journal
Poetry - Online Journal
Poetry - Print Journal
Short Fiction - Online Journal
Short Fiction - Print Journal


	Scholarship/Research/ Creative Activity: Intellectual and Creative Contributions - Journal Articles


	Publications—Bound Volumes

Type of work:

Book, Chapter in Non-Scholarly Book-New
Book, Chapter in Non-Scholarly Book-Revised
Book, Chapter in Scholarly Book-New
Book, Chapter in Scholarly Book-Revised
Book, Chapter in Textbook-New
Book, Chapter in Textbook-Revised
Book, Non-Scholarly-New
Book, Non-Scholarly-Revised
Book, Scholarly-New
Book, Scholarly-Revised
Book, Textbook-New
Book, Textbook-Revised
Drama/Play - Anthology
Drama/Play - Book or Collection of Plays
Encyclopedia Entry
Handbook Entry
Music Composition - Major Work, Publication
Music Composition - Other Work, Publication
Nonfiction - Anthology
Nonfiction - Book
Novel
Poetry - Anthology
Poetry - Book
Short Fiction - Anthology
Short Fiction - Book


	Scholarship/Research/ Creative Activity: Intellectual and Creative Contributions – Books, Book Chapters, Encyclopedia and Handbook Entries


	Book Reviews
	Scholarship/Research/ Creative Activity: Intellectual and Creative Contributions – Book Review


	Other Types of Intellectual Contributions

Abstract
Broadcast Media
Cited Research
Conference Proceeding
Course or Subject Guide
Instructor's Manual
Magazine/Trade Publication
Manuscript
Material Regarding New Courses/Curricula
Monograph
Newsletter
Newspaper
Online Tutorial
Poster Presentation
Regular Column in Journal or Newspaper
Research Report
Software
Software, Instructional
Study Guide
Technical Report
Test Bank
Translation or Transcription
Working Paper
Written Case with Instructional Material
Other
	Scholarship/Research/ Creative Activity: Intellectual and Creative Contributions – Other


	Conference or Meeting Presentations
Role:
Presenter Only
Presenter & Author
Author Only
Presenter (Poster)
Session Chair
Session Organizer
Session Commentator/Respondent
Panel Discussant
	Scholarship/Research/ Creative Activity: Presentations

	Editorial and Peer-Review Activities:
Editing Type:

Senior Editor
Editor/Associate Editor, Scholarly Journal
Editor/Associate, Non-Scholarly Journal
Editorial Review Board Member, Scholarly Journal
Editorial Review Board Member, Non-Scholarly Journal
Book Review Editor, Scholarly Journal
Book Review Editor; Non-Scholarly Journal
Editor/Co-Editor For Individual Issue Of Scholarly Journal
Editor/Co-Editor For Individual Issue Of Non-Scholarly Journal
Editor/Co-Editor, Scholarly Book
Editor/Co-Editor, Textbook
Editor/Co-Editor, Non-Scholarly Book
Editor/Co-Editor, Book Series
Editor/Co-Editor, Encyclopedia Or Handbook
Editor/Co-Editor, Anthology
Editor/Co-Editor, Technical Report
Editor/Co-Editor, Conference Proceedings
Type of  work you reviewed/refereed:

Grant Proposal
Journal Article Submission
Book Submission
Textbook
Conference Paper (Commentator)
Conference Program (Conference Paper Submissions)
Program Evaluator
Other
	Scholarship/Research/ Creative Activity: Editing and Scholarly Evaluation (Referee/Reviewer)

	Contract/Grant/Research Type:

Contract
Grant
Sponsored Research
Current Status:

Currently Under Review
Funded
Not Funded   
	Scholarship/Research/ Creative Activity: Contracts, Grants and Sponsored Research

	Consulting Type:

K-12 School or School System
Other Academic Organization
Government Agency
Non-Profit Organization
For-Profit Business
Other
	Scholarship/Research/ Creative Activity: Consulting


Entering dates (Start date, End date):  
· If no date is entered, the activity will not show up on any reports. It is important to enter a date for each item.
· One may enter only the year; or the month and year; or the month, day, and year.

· If one specifies only a start date, the activity will be considered an ongoing activity (and will report, for example,  as June 2006 – Present)

Entering a book chapter:


Only one title is requested for “Title of Contribution”. If you would like the report to indicate the title of the book and also the title of your chapter, both can be entered here, with the chapter title (perhaps in parenthesis) following the book title. For example :

A History of Scholarly Discourse (Chapter 7: The Modern Era)
