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Faculty Success is a web based application designed to be
a one stop shop for business faculty in creating a Curriculum
Vitae, Faculty Annual Reports, any accreditation reports,
and/or Web Profiles. This guide will describe how and where
to enter information into Faculty Success.
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Overview
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Login to Faculty Success

1. To access Faculty Success for the College of Business @ Florida State University, go to
http://business.fsu.edu/digitalmeasures.

% watermark
* FEII:IJ[[H' SUEEHS-E i Pormary Dighind Massures

.......

2. Type in your Username (FSUID) and password.

Internet Explorer, Mozilla Firefox, Google Chrome and Safari are all supported browsers for this
program.
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http://business.fsu.edu/digitalmeasures

Overview of Managing Activities

3. There are 27 separate screens designed to capture any and all annual activity.

= General Information

= Teaching

= Schaolarship/Research

Ak

= Service

From the Activities Database Main Menu, click on the Activities tab.

m watermark™
§ FaCUlty Success | formerly Digital Measures / CLICK HERE

Activities Manage Data Reports Tools »

Home

From here, you can input annual information onto screens from four general areas: General
Information, Teaching and Learning, Research and Creative Accomplishments, and

Service. (Descriptions of each screen are included on subsequent pages)

Please note: Each screen has a number of required
fields, indicated by a red *. You will not be allowed to
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save the record until all *’s are completed. Dates are very

important on each screen, you cannot save a record without entering a date
field (month, day, or year). Date parameters must be chosen when running
reports so, please enter all relevant dates (such as a start or end year) to make
your reports work correctly. If you leave an end date blank that will mean the
service is continuing to the present time. Although most fields are optional,
please enter as much information as you can.

4. To access a screen, click its name, it will take you to the summary screen. On the summary
screen it will display the records already entered into the system. There are three possible
actions you can take, depending on the screen you are in:

e To Add a new record, select the catnismsald | button,
always located at the top right.
e To delete a record, select the check box next to the record, and

-~

o
then select the button. You will be prompted with a pop
up window verifying you want to delete the selected record.
e To copy a record, select the check box next to the record, and

D) Duplicate |
then select the ' button. (You cannot copy from
one screen to another with this feature, to do that use the

PasteBoard.).

e
e Toimport items in bulk, select the button
(available only for the Publications screen).

e “Read Only” fields are marked with a lock |:| beside the field. To
change the information in these fields, contact your Faculty
SuccessFaculty Success Site Administrator.

e  When working in the system, it is important that you preserve

modifications by selecting one of the e buttons at the
top of the screen when finished. If you attempt to navigate away
from a screen containing unsaved changes, a warning message
will display to determine whether you would like to return to the
screen and save your modifications before proceeding. If you do
not enter a date field on this screen you will also receive a
warning message.
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General Information
Screens

A Faculty Guide to Faculty SuccessFaculty Success
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General Information Screens

There are 14 separate screens in this section.

These screens are a repository of personal and professional information that is not likely

to change

Personal and Contact Information
Biography and Expertise
Professional Memberships

and, (b) a number of screens that will need to be updated annually

Administrative Data — Permanent Da
Administrative Data — Yearly Data
Administrative Assignments
Awards and Honors
Consulting

Education

Faculty Development Activities Attended
Licensures and Certifications

Delegated to
department
administrative staff.

Media Appearances and Interviews
@k—lﬂk&aﬁ,‘ﬁ )]
Workload Information

L

Delegated to
department
administrative staff.
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Personal and Contact Information

e Personal and contact information includes name, address, contact info, etc.
e Some faculty may have data in these fields already, if you do not, please enter this information as
best you can. You can contact the Faculty Success Site Administrator (Juan Gonzalez) for changes

to locked fields.

5 o
(IR

et

£ Edit Personal and Contact Information

This field is
optional

Special Notes/Concerns

Any field marked with a lock icon cannot be modified by the user. If changes need to be made,

please contact the COB System Administrator
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Biography and Expertise

e Personal and contact information includes name, address, contact info, etc.

e Some faculty may have data in these fields already, if you do not, please enter this information as
best you can. You can contact the Faculty Success Site Administrator (Juan Gonzalez) for changes
to locked fields.

This field is

£ Edit Biography and Expertise L EER
optional
o - This field is
: ' ' optional

14 Latpage

Fharr

Special Notes/Concerns

Any field marked with a lock icon cannot be modified by the user. If changes need to be made,
please contact the COB System Administrator

Page 10
Questions or Support?: jmgonzalez@business.fsu.edu




Administrative Data — Permanent

e Includes information concerning history of faculty ranks and administrative appointments,
tenure date, etc.
e Please keep this screen as complete as possible.

Please add rows as your rank
at FSU changes. Do Not
Overwrite Data.

¢ Edit Permanent Data " H

rwreeey Please add rows if you are
given new/additional
honorific appointments.. Do

Not Overwrite Data.

:

Tni Honor e Apponimerd [[adowsed Prefeiscrbip, wic

i

Special Notes/Concerns

e *sindicate required fields. However, please fill out as many fields as you can.
e This information is not likely to change frequently.
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Administrative Data - Yearly

e This is an annual screen.
e Includes department affiliation, current rank, tenure and graduate faculty status, etc.
e Some information on this page is supplied by the site administrator (fields with lock symbol).

< Edit Yearly Data I [ - Hy e /J

A new page will need to be

completed each academic

tai Urpsrrroen

year. Do Not Overwrite Data.

Special Notes/Concerns

H,

e *sindicate required fields. However, please fill out as many fields as you can.

. s represent hidden fields, available only to database administrators.

e This information needs to updated each academic year.
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Administrative Data - Yearly

e Enter your college, departmental, and university Administrative assignments. This area asks you

to include a brief description of responsibilities.
e Once entered, this information does not require update until the assignment changes.

al % W v &

|

< Edit Administrative Assignments

[ R M, = M &

AL e iea

/( Do not enter end date until
appointment is completed.

.

Special Notes/Concerns

e *sindicate required fields. However, please fill out as many fields as you can.
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Awards and Honors

e Enter any honors or awards for performance (i.e., best paper/best reviewer),
professional, teaching, research, or service recognition here.

¢ Note: Receiving a summer research grant or other source of
research support should be entered on the “Contracts, Grants,
Fellowships and Sponsored Research” screen.

This is optional.

' /
C—

rfmrrationsl

Special Notes/Concerns

e *sindicate required fields. However, please fill out as many fields as you can.
e Note: Receiving a summer research grant or other source of research support should be
entered on the “Contracts, Grants, Fellowships and Sponsored Research” screen.

Page 14
Questions or Support?: jmgonzalez@business.fsu.edu




Consulting

e Record consulting activities here, placing each separate contract/assignment in a separate

record.

e The key information is your estimate of the approximate number of hours spent per year on

each consulting assignment

¢ Edit Candulting T "

g - Scholarship”. See Deans

B = /In most cases, the \

choice should be
“Applied or
Integration/Application

Office for assistance if

N

you feel other options

are more appropriate.

\

/

Always provide start and end
date, even if activity is on-
going or spans multiple
years.

.

Special Notes/Concerns

H

’s represent hidden fields, available only to database administrators.

e *sindicate required fields. However, please fill out as many fields as you can.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be

made, please contact the COB System Administrator

° e Click on this icon for definitions/examples
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Education

e Enterin your degree information for each of your degrees.
o Please keep this information accurate and up to date.
e Enter “Associated Coursework” only if requested by Chair and/or Dean

Faporin

£ [Edit Educsticn aFid s i

" trams tux These fields are optional.

This field is optional.

Special Notes/Concerns

e *sindicate required fields. However, please fill out as many fields as you can.
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Faculty Development Activities Attended

e This screen includes any faculty internships, non-degree educational activities, or visiting
professorships.

Rapid Reports PasteBoard

< _Edit Faculty Development Activities Attended

Cancel M Save M, Save + Add Another

Activity Type -
Title
Sponsoring Organization
H s this a peer/aspirant institution? -

Number of Credit Hours Earned (if
applicable)

Brief Description

Note: For activities that are/were only on one day, leave the start date blank and specify the end date. For
activities that you started but have not yet presently completed, specify the start date and leave the end date
blank

Start Date -
End Date -

H FEAS Record ID

Special Notes/Concerns

H

e *sindicate required fields. However, please fill out as many fields as you can.

. ’s represent hidden fields, available only to database administrators.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator
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Licensures and Certifications

e Enter all licenses or certifications you may have in this screen.

e Make sure that the Expiration Date is accurate.

e [f this licensure/certification requires annual updates, indicate with the “Requires annual
continuing education effort?” field.

e Note: if this licensure/certification has lapsed, please enter an expiration date.

Reports Tools « f v s . .,
Rapid Reports PasteBoard
< Edit Licensures and Certifications e e
Cancel [ M save M, Save + Add Another Dy
* Title of Licensure/Certification - -.I
* Does this require annual - —
continued education a:tw‘.‘i?,’? /
* Sponsoring Organization
* Scope -
* Description
IMPORTANT: Please describe the
lic./cert. so we can understand what
Date Obtained - P .
itis. If Bar Member or CPA licensed
Expiration Date - . .
in multiple states, create one entry
H Record ID
and list multiple states in this space.
If lic./cert. has lapsed, please
Special Notes/Concerns enter expiration date.
H

. ’s represent hidden fields, available only to database administrators.

e *sindicate required fields. However, please fill out as many fields as you can.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator
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Media Appearances and Interviews

Enter any media contact information on this screen.

2% Florida State University | Digital © X +

& C ¢ & httpsy//www.digitalmeasures.com/login/fsu/faculty/s r a o o o (4]

@ Activities v Reports Tools =

TV, Radio, Newspaper,

Rapid Reports | | PasteBoard

Magazine, Internet, etc.
< Edit Media Appearances and Interviews

Cancel M save I M, Save + Add Another

* Media Type -
Explanation of "Other”
Article/Segment Title

* Program/Media Outlet Name

* Interviewer

Web Address If unknown, list “Unknown”

Description

Publication/Air Date -

H FEAS Record ID

Special Notes/Concerns

H

e *sindicate required fields. However, please fill out as many fields as you can.

. ’s represent hidden fields, available only to database administrators.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator
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Professional Memberships

This information is optional.

& C ()} & nhttps//www.digitalmeasures.com/login/fsu/faculty o a o o 0 (4]

Reports Tools v

Rapid Reports PasteBoard

< Edit Professional Memberships

Cancel M Save M, Save + Add Another

* Name of Organization
* Scope of Organization v

Description of the Organization

Note: For activities that you started but have not yet presently completed, specify the start date and leave the
end date blank.

Start Date -
End Date v

H FEAS Record ID

Special Notes/Concerns

e H

e *sindicate required fields. However, please fill out as many fields as you can.

’s represent hidden fields, available only to database administrators.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator

(2

* Click on this icon for definitions/examples
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Work History

e Please keep this information up to date.
e This screen is particularly important for instructors with non-university experience (past or
current).

el Digi x + - E 3
“ C Y & hups//www.digitalmeasures.com/login/fsu/faculty * a9 o0 00
Tools =
Rapid Reports PasteBoard
< Edit Work History Cancel M save } M, Save + Add Another
* Experience Type -
Was/is this your own company? -

*® Title/Rank/Position

Administrative Assignments (if
applicable)

* Institution/Organization
*® Institution Type -
Program or Department
City, State and Country -

Brief Description

H Significant Responsibility? -

Supplemental information about this
employment item

@ FSU Promation -

Note: For activities that you started but have not yet presently completed, specify the start date and leave the
end date blank.

Start Date -
End Date -

H FEAS Record ID

Special Notes/Concerns

H

e *sindicate required fields. However, please fill out as many fields as you can.

’s represent hidden fields, available only to database administrators.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator

(2

* Click on this icon for definitions/examples
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Workload Information

e Please enter the Workload (AOR) assignment given to you by your chair/supervisor for each

semester.
a State Univer g X + - g b
< C (Y @& nhttps//www.digitalmeasures.com fsu/f * avo 0O
Apps % Bookmarks [[J Fender Online Guit [ [ Debate | EOF Pulse » Other bookmarks

Reports  Tools v : You will need to enter a
different Workload item for

< Edit Workload Information each semester.

Cancel M Save M, Save + Add Another

Term and Year | Spring 2019
® Teaching Workload Percentage |0
® Research Workload Percentage |0
® Service Workload Percentage |0

® Administrative Workload | 100
Percentage

Special Notes/Concerns

H

. ’s represent hidden fields, available only to database administrators.

e *sindicate required fields. However, please fill out as many fields as you can.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator
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Teaching Screens

A Faculty Guide to Faculty Success
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Teaching Screens
There are 5 Teaching Screens:

e Academic Advising

e Directed Student Learning (e.g., theses, dissertations)
e Non-Credit Instruction Taught

e Scheduled Teaching

e Teaching Innovation and Curriculum Development

Page 24
Questions or Support?: jmgonzalez@business.fsu.edu




Academic Advising

e Please enter any advising that you need to report.

ttps://www.digitalmeasures.com/login/fsu/faculty T a 9 o o [+]

Reports Tools

Rapid Reports PasteBoard
¢ Edit Academic AdViSing Cancel M save M, Save + Add Another

Academic Year -

* Number of Undergraduate
Students Advised

* Number of Graduate Students
Advised

Description of Advising Activities

Special Notes/Concerns

. H ’s represent hidden fields, available only to database administrators.
e *sindicate required fields. However, please fill out as many fields as you can.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator

(2

* Click on this icon for definitions/examples
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Directed Student Learning (e.g., theses, dissertations)

e Please enter all DIS and dissertations/theses information on this screen.
e Enter “Title of Student Work” only if appropriate.

Rapid Reports PasteBoard

< Edit Directed Student Learning (e.g., theses,
dissertations)

Cancel M Save ] M, Save + Add Another

* Involvement Type

® Student First Name

® Student Last Name
® Student Level v
® Is this an FSU Student? v
Student Major
Title of Student’s Work
Stage of Completion -

Comments

Always close the record when
Note: For activities that you started but have not yet presently completed, specify the start date and leave the
end date blank

the item is completed.

Date Started v

Date Completed -

H FEAS Record ID

Special Notes/Concerns

H

e *sindicate required fields. However, please fill out as many fields as you can.

’s represent hidden fields, available only to database administrators.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator

(2

" Click on this icon for definitions/examples
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Non-credit Instruction Taught

e Please enter course and workshops taught in support of outreach-based instruction, including
continuing and distance education, service-learning courses, and cooperative-extension
programs.

e If you enter a Start Date (at least Month & Year) and leave the End date blank it will show as
continuing to the present.

o2 Flor e - o X / \
< ht & a ) © O

Q@ 0
Cartification
@ Activities v Reports Tools v 7 a
LCaTlIrLing EOUuCaTion
Rapid Reports PasteBoard

Faculty e rship

< Edit Non-Credit Instruction Taught Guas Lecture

Cancel M save M, Save + Add Another
ManagemeanL Deedulae Levehdiment
* Instruction Type - Hiniy L ourse

=EITMIN

Explanation of "Other”

WOrEShop

* Audience v

* Sponsoring Organization

Number of Participants

® Academic or Professional? -

Description

Note: For activities that are/were only on one day, leave the start date blank and specify the end date. For
activities that you started but have not yet presently completed, specify the start date and leave the end date
blank.

Start Date -

End Date -

Special Notes/Concerns

H

e *sindicate required fields. However, please fill out as many fields as you can.

’s represent hidden fields, available only to database administrators.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator

e Click on this icon for definitions/examples
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Scheduled Teaching

e This information should be uploaded automatically when the FEAS Transfer (described below) is
completed.

e Please enter grade assignment distributions and class GPA as directed by your department chair.

e Please indicate if this course was taught on overload and/or a new course prep/new format.

e You may choose to upload a syllabus on this screen. This is optional.

TOP OF SHEET
.='E Florca Statw Ursvercty | Dagis = + n 5 = 5
- O O B digtalmeaursscam/logint 1 a4 ¢ B E e * N E !
B g # Ecckradin W CODF iy Dot Foae the Inke W P o AfLin S w [ Sesdng ka

All of this will be downloaded
from the FEAS update described
later in this document.

Course Hama*

Caarnt Prific and Course Mumbes

Courss Prafa® Conirsll Mumber

official Ennoibmant Mumb

Enter all other data as required
by department chairs.

P of Crmsit b

Leomaer Division or Upper Division

Courss L

Ddrerry Woce

ElFi GPA
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MIDDLE OF SHEET

= 2 0

= 4

L= S o s R Bt T T

# [ 1 Fa e rilF

Edit Scheduled Teaching

A —_
wh
"B
=l
=B
LR

ni

LA =

s

w

LR

Enter grades as required by
department chairs.
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BOTTOM OF SHEET

-:!- i TLwie Ly | Tk = + n
“ i O 8§ dgiabresasurescomfoginfaeis a4 & 2B 3 6 * N n :
E ap i Eechrearis W 0OF i Doxt Few e s W My - 3 e W |.-J -~ P

st el Enter student evaluation

Edit Scheduled Teaching i Mie | Beoaas| resultsasrequired by
department chairs.

LR
Whain for el riding

L
u

= wludenty reporireg Dar slerd

%

% o PSRy e Al SIS oy

% >_

% o Budenty reporirg sathilictory

-

W ol PMUSALE reparTeyg Sela SEGHBCION
Ty

%% ol Buderts repericg Pocr

L

il !

v o i prssdr b T

W forras for exdsticeg oeime?

Special Notes/Concerns

. H ’s represent hidden fields, available only to database administrators.
e *sindicate required fields. However, please fill out as many fields as you can.
. i Any field marked with a lock icon cannot be modified by the user. If changes need to be

made, please contact the COB System Administrator

) e Click on this icon for definitions/examples
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Teaching Innovation and Curriculum Development

e Please add any innovation or curriculum development activities.
e Make certain that you add a description of your activity.

o8 Florida State University | Digi x +

“ C ( @& nttps//www.digitalmeasures.com/login/fsu/faculty/s % a 9 o Q [+

Rapid Reports PasteBoard

el D e D]

= = g 3 Exfernal Ledrming deSefim T omeranor
< Edit Teaching Innovation and Curriculum

Development

Cancel M save M, Save + Add Another

by s Doyt

Firde MBSO Peddg ol il [Pl ifinsss
Femte Top g hirag Bl priah. [eveloped

® Activity Type - Ly

® Course or Program Name \ /

® Course Prefix and/or Number

© Description of Activity

Note: For activities that you started but have not yet presently completed, specify the start date and leave the
end date blank.

Start Date -
End Date -

H FEAS Record ID

Special Notes/Concerns

H

e *sindicate required fields. However, please fill out as many fields as you can.

’s represent hidden fields, available only to database administrators.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator

(2

* Click on this icon for definitions/examples
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Scholarship/Research

Screens
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Scholarship/Research Screens

There are screens to capture faculty research activity

e Contracts, Grants, Fellowships and Sponsored Research
e Intellectual Property (e.g., copyrights, patents)

e Presentations

e Publications

e Research Activity
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Contracts, Fellowships, Grants and Sponsored Research

Faculty members should enter and maintain the information in this section, if an application for internal
or external funding has been made this data should be entered here.

o Note: This screen is for information concerning research support. If you receive a
fellow/fellowship that is honorific in nature, you should enter that information on the
“Awards and Honors” screen.

€ 0T O 8 e —p— “ L@ 00
B 1 JDaglaiansaes

i Féc Cenmrann, Fellesanhigs, Granm and Spensceed
Erwnarch

Special Notes/Concerns

H.

e *sindicate required fields. However, please fill out as many fields as you can.

. s represent hidden fields, available only to database administrators.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator

) Q. Click on this icon for definitions/examples
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Intellectual Property (e.g., copyrights, patents)

e Add any patents or copyrights awarded.

o If applicable, please add multiple inventors. The first inventor will always be you until you add a
second inventor. You can move inventors into any position by using the up and down arrows on

the right side of the inventor’s box.

< Edit Intellectual Property (e.g., copyrights,
patents)

Cancel M save | M, Save + Add Another

* Patent or Copyright -
*® Title
Patent/Copyright Number/ID
If patent, type -
Patent Nationality

If Patent Cooperation Treaty, List
Nations

Inventors

Please select a person from the drop-down list and/or enter their name in the input fields.
1st Inventor

Pecple at Florida State University First Name Middle Name/Initial

Cradit, James D (jcradit)

Select the number of inventor rows to add: | 1 +Add

If patent has been licensed, 10

If patent has been assigned, 10

whom?

URL
Date Submitted to University -
Date of Patent Application v
Date Patent Approved -
Date Licensed -
Renewal Date -

H FEAS Record 1D

Rapid Reports PasteBoard

Last Name

Special Notes/Concerns

. H

’s represent hidden fields, available only to database administrators.

e *sindicate required fields. However, please fill out as many fields as you can.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator

e Click on this icon for definitions/examples
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Presentations

This is where you will enter any papers and presentations from technical and
professional meetings that have not/will not be published.

{ Ede Préfentalsom T [ . N

& s

o=
.......... e

Fogss e
+

L]

L]

Special Notes/Concerns
. H ’s represent hidden fields, available only to database administrators.
e *sindicate required fields. However, please fill out as many fields as you can.

Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator

e Click on this icon for definitions/example
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Publications

Enter all published works and submissions on this page.

e You can add items (a) manually; (b) using ‘pasteboard’ or (c) the “Import Items” button. To
“Import ltems” you will upload a BibTex file pulled from any of the following reference
managers: EndNote, Google Scholar, Mendeley, PubMed, RefWorks, Web of Science, Web of
Knowledge, and/or Zotero. We recommend that you import items from Google Scholars.
Please refer to that section for instructions.

e C(Create a separate record for each manuscript-journal combination. You should update the
record as your manuscript progresses from initial submission to final publication and provide
relevant dates. Overwrite relevant fields as necessary (e.g., title change or additional co-
authors) as it moves through the review process. If rejected, please add that information. Create
a new record only if a rejected manuscript is resubmitted to another outlet.

The opening screen should look like this:

L = | I N ]
- e . 8 o Publication type
H‘- i:u...:l}l'i.n il S - y i

{, PabiC sk

J Publication title ]

/——\

l Current status

il
| )
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Because this screen is so large, we will present it in THREE parts. / \
TOP OF PUBLICATION SCREEN: ot

a1 oy Sute Ureering | Dgmn - W o o :
- 2 O B depaie i e oo Sogn st # T H 8 #* § ' P g

» L] L] - L " = T Erbor it B il Crosciy' [aride

Edit Publications are I e e -

LoSieli Bl [yl

Clarrent Slatun™

AN

Submitted

T of Cosmirbamion™®

[ Contracted

Conditional Accepted
IF tds. b part of 3 rper work | &g, & chapter i b beak)

Under Initial Review

Type ol Larger Wik Tl of Lavr-geer o
= Request for 2nd Review

Under 2nd Review

WL ML Pl iTRE
Requested 3rd Review

Expanarion of “Crfer Under 3rd or mare Review
Rejected

Fughilidtes Frod eedingsy Futinher In Press

Ciby @l SLae SF WU ndll Pobikhei

Qublished /

Courisy of laurnalPobbsher

As you type in journal name, it should
auto-populate. Ifitis not in the drop-
down, click “Other” and provide the name
in the next field.
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MIDDLE OF PUBLICATION SCREEN:

e - W i

L 0 {F O St

T S W Socieasn i S 1 P g

Edit Publications .

Eldied MuOni | B0

Fage Sumberi
o BAIRR [t B
MLmbEr of PEgED By o D vy Scmdanihip
ML :
Ml im e e | A TRy TP

Trpching b LAmaneg ohoisrmg

WIS TN by v Tnelereed T

B Tred S SOMDED PralRbTa IR

SACTH Clrnifuatn® @

AACSIE Wan this. comrsipation sdforislly nedeved T @

v suthie] Edio e Trarbarsrs |1

Pleats order e STt in th orges of Dof utien
Pt SEbECT & P Proem 5 e op- oo S Beel'ar eviley Tt nullivel I Ui ingan

Phhls
18k Authar (i Mraalator

Peopbe o Floride e Urseersiny

TR, faines O | radt

List each author (you are automatically
listed) by using the ‘Actions’ dropdown. If
the author is in the College, always use
the “People at Florida State University” so

the databased will recognize them. /
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BOTTOM OF PUBLICATION SCREEN:

5 L M | @
- Ot B deplabess ey ' & D @A = & i

g 5

Faculty will need to enter a \
summary description of the

publication (along with all
authors associated with the
pub) for future P&T

With LS 1 kvt puiiication” @ consideration.

Edit Publications 2 B o T

1
-
L]

/

Bare o inklad pasmisdan

BN
MSrt T
Correct dates are very
Bare o moda FelEnL Sulmissian .
important. Please make
Mt Tl
= sure that all applicable

Eute Bejected dates are entered
rasimt e = < correctly.

ane &ooephed

TRl

Cukr Publiysed

RAZTY R

Special Notes/Concerns

H

e *sindicate required fields. However, please fill out as many fields as you can.

. ’s represent hidden fields, available only to database administrators.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator
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Research Activity

This is a screen for all work-in-progress, i.e., anything that is not currently in the

editorial process (working papers, manuscript in progress, etc.)

{ Edit Bedeanth Actity o L - M, L s

Status*

[l gy |[|

[T e — Planning
0On-Going
— Writing Results

Complete

Special Notes/Concerns

. H ’s represent hidden fields, available only to database administrators.
e *sindicate required fields. However, please fill out as many fields as you can.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be

made, please contact the COB System Administrator

e Click on this icon for definitions/examples
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Service Screens

A Faculty Guide to Faculty Success
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Service Screens

All service activity is captured in three screens:

e University
e Professional
e Public
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University

e Include all university-related service assignments and/or activities.
e Data on this screen will appear in the Faculty Activity Report and in the University Dossier.

28 Florida State University | Digital ' X ==

= C {y @& https//www.digitalmeasures.com/login/fsu/facu.. @ ¥ a oo ° [+]

Reports Tools »

Rapid Reports PasteBoard

< Edit University Cancel Msave | B, Save + Add Another

*® Service Scope - = grm

* Position/Rale il Uinresriilir

Respensibilities/Brief Description

Were you elected or appointed? -
Served Ex-Officio? -
Note: For activities that are/were only on one day, leave the start date blank and specify the end date. For activities that you

started but have not yet presently completed, specify the start date and leave the end date blank

Start Date -
End Date -
H Record ID

Special Notes/Concerns

H ’s represent hidden fields, available only to database administrators.

[ )

e *sindicate required fields. However, please fill out as many fields as you can.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator

) e Click on this icon for definitions/examples
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Professional

This screen captures all professional assignments/activities including

editorial/reviewing activities.

o [f entering editorial/reviewing activities, please indicate title of journal or book series and your
role in Activity Name (e.g., editor, co-editor, associate editor, subject matter editor, book review
editor, and editorial board).

e Note: If you have been an Ad-hoc Reviewer, you will need to enter a different record for each
journal in which you served in that capacity. Please date these records for calendar year,
including both a Start and an End Date.

dac]] Ml i L r e

AL T T BET

il il

< Edit Professional Cancel Mo |

* Type of Professional Service -

Explanation of Other Professio
T

Was this compensated or pro bono? -

Were you elected or appointed? - B
i B e
Served Ex-Officio? =

/If you have ad-hoc
reviewing to report,

start date blank and specify the end date. For actrm

Note: For activities that are/were only on one day, le
started but have not yet p’eserll, completed, specr art date and leave the end date blank

* Start Date -

please add a separate

End Date -

item for each journal in
each year. /

H FEAS Record ID

Special Notes/Concerns

. H ’s represent hidden fields, available only to database administrators.
e *sindicate required fields. However, please fill out as many fields as you can.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator

L e Click on this icon for definitions/examples
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Public

e List elected and/or appointed public-sector assignments.

. = (m] X
.28 Florida State University | Digital ' X +
& C (0 & nttps//www.digitalmeasures.com/login/fsu/fa Q &% a U o [0 ] +]
@ Activities v Reports Tools w ?2 @ 2 .=
Rapid Reports PasteBoard
< Edit Public Cancel Msave | M, Save + Add Another
* Position/Role
* Organization/Committee
City, State and Country - -

© Additional Information

© * Isthis a board position? -
Were you elected or appointed? -
Audience -
Served Ex-Officio? -
*® Was this compensated or pro -
bono?

Approx. Number of Hours Spent Per
Year

Note: For activities that are/were only on one day, leave the start date blank and specify the end date. For activities that you
started but have not yet presently completed, specify the start date and leave the end date blank

Start Date -

Special Notes/Concerns

H

e *sindicate required fields. However, please fill out as many fields as you can.

’s represent hidden fields, available only to database administrators.

. Any field marked with a lock icon cannot be modified by the user. If changes need to be
made, please contact the COB System Administrator
° 0. Click on this icon for definitions/examples
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Managing Publication

Efforts

A Faculty Guide to Faculty Success
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Importing Publications Data into Faculty Success (via Google
Scholar)

Stepl: Create a Google Scholar Account
a. Ifyou do not already have a Google account, create one
(https://accounts.google.com/SignUp?hl=en)

b. Create your basic profile (all of the following is from http://blog.impactstory.org/impact-
challenge-day-3-google-scholar/).

Step 1: Create your basic profile
Ligg o i i r and click the Wy Citations” link at the top of the

page 1o pel your attount sefup starteg

Om the Rt screen, sdd your Affilation information and unbsersity e
50 Goed e Schalar can canlirm your docound, Add kivwards Ehat Sre relévint bo
ywaur research interests, 20 athers can fmd yau wien browsing & Swlject area

Provide a link 10 wour universitg hofmepage, if you |

and-1hats it Your basic poolile is done, MNow, 180 add some publiaticons (o i,

c. Add publications

Step 2: Add publications
Google nas likely alreadty een indesing your Work fof Sorme time now as part of
eir mission as a scholasky search engine, 5a, this step is protty easy. comparad

o wehiat 1T Takes 0o Pel your work on To Adademiiedu or ReseanchGati

-
P Wil N . bl - S o
- == =

M
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https://accounts.google.com/SignUp?hl=en

Google Scholar will provide you wish 3 list of publicagions they think belong to
woiL ¥ou'l need to read through the lisf of publications that it sugpests as yours
and safect whichi ones you wand to add to yous profils. Bevare-if you have 3
Comman name, it's ikely there's some publications in this list that don't befong
to youw &nd there's also possibly content that you donT want on your profile
bacause it not a scholarly article, or i ndt representative of your ourent
respanch path, and so on Bead thrawgh the publications list and deselect any
that you o not want bo add to your profile, ke the below newsletier iem that
Google Scholar thinks s a schalarly asvice, then click the grey “add™ button at the

top of your prodile,

Cogle

L B A e Mkl Ml

e, b

— s

Mext, confirm you want Google to automatically add new publications to your
prafile in the futwre, Note that this might add publications you didn’t authar to
your profile if you've pot @ very common name, but can be warth it for the time it
saves you approving new artickes eveary month,

Your profile s now almost compldete! Two more steps: add a photo by clicking
the “Change Phato® link on your profile homepage, and set your private profile

1o “Public.”
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d. Add missing articles

See (http://blog.impactstory.org/impact-challenge-day-3-google-scholar/) for more detail.

1. Add missing articles

Yo FriEg dve an article or Two [ l.',-!n!b"lq Schodar dicnT Jutomaticathy a0 1o

your profile, If that's the case, youll need to add it manually

Click the “Add” button in the grey toolbar in the top of your profile,

Tt + Al El-lurr L B 5 ]

On the next page, click the “Add articles manually” link In the left-hand toolbar.

Then you'll see this screemn;

[
| | |

E e

|

AL R T e b | — 1 —— — i L [P e
|

|

|

|

|t e v

— L

It"s here where you can add new papers 1o your profile, Include as much

descriptive information as possible-it makes it easier for Google Scholar to find

citations to your work. Click “5ave” after you've finished adding your articlhe

mefadata, and repeat as NeCessany LNl all of wour pubdications are on Google

SCholar

Step 2: Create a Bibtex file of your publictions.

a. From within your Google Scholar profile, sort by year, and select the citations you want to

import by checking the box.

¥ Export

b. Click on
screen).

and select BibTeX. (Google Scholar will output a BibTeX file on

c. Copy the bibtex code and paste it into a text file (using Notepad, or other utility). Name

and save the file.
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http://blog.impactstory.org/impact-challenge-day-3-google-scholar/

Step 3: Import into Faculty Success
a. Within Faculty Success Publication screen, click on o i , click on

and enter the saved file at the prompt.

b. Follow the import instructions.

Step 4: Verify your imported Publications for accuracy. Review each citation
and ensure that all information is accurate, updating as needed.
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DM to FEAS

A Faculty Guide to Faculty Success
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Transferring data from Faculty Success to FEAS

The university will still require that all faculty activity information be stored in FEAS. The university will
continue to use FEAS to generate CVs for the promotion & tenure process and for other key processes,
such as sabbatical consideration. IT IS ESSENTIAL THAT ALL RECORDS IN FACULTY SUCCESS ARE
RECORDED IN FEAS. To help in this process, the university has created a program that translates Faculty
Success data into FEAS and assists in describing any errors that results from the transfer. Faculty within
the College of Business can enter all data into Faculty Success and periodically (at least once a year)
transfer this data into FEAS. There are six essential steps, each detailed below.

Step 1: Go to https://netprod.its.fsu.edu/COB_DMtoFEAS/. And click on
Faculty Menu.

STEP 1: Click on “Faculty L @rocsoen

Menu” (if faculty) Digiar Muaveres. vo FEAS wa e h

Menu” (if admins)

h R i e b i
STEP 1: Click on “Delegate J7 i S

Step 2: Complete recommended back-up procedures. Graphic display on next
page.
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STEP 2: Click on “Backup My
FEAS CV Citation to XML
File.”

Digital Measures to FEAS

The Colege of Business adopted Dhgital Messure's Actwity [nsspht product]
informatien was pulled from FELS and losded info this system which was
by FE&S ., The college avtends thet facu®y will update their information in
wsed by the Office of Faculty Development for gererating pubhic Vs and 1
to prowidie sugpod for mamtanng an updted OV in FEAS+ by copying Fa
remipng the respormibilty of Fscuity to mamten their informeborn in FEAS

Faculty Menu

You were Found m Bskh DM and FEAS 2, You are ehpbie (o use thes Eaoalty

FEAS_ Status
Enbry Status: D [n Progress
Last Revwsed: J17/3021 11:28:15 &M

General Information
Tidle: Professor
Email deradtEbusiness fsu.edu

D Enabled: true

Digital Measures Scheduled Teaching Update Foncticns
= Report DigitalMeasures SCHIEACH - Scheduled Teaching Heq
s Update Course Sectsons m FEAS+ Dovwnbosded from Student

& Repord FEASS Course Secticns

o Load/Update SCHTEACH - Scheduled Teachimg - Irom FEAS+

A5+ Upsdate Fundligns
s Backup My FEASs OV Citations o XML Fils

s Select XML Backup File lar My FEASS OV Restare E
» Transfer Data from DigitalMessures to FEAS + Halt o Ve

i Generate s PET OV from FEAS+

s Soreen Level Transkstion and Update (5

“Rsturm o Main Merw |
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Step 3: Click on “Load/Update SCHTEACH — Scheduled Teaching — from
FEAS. This function pulls scheduled teaching from DM and course sections
from FEAS and performs a comparison. New courses are inserted into DM.
Existing courses are updated. Courses not found are deleted. This function
can be run repeatedly for a term and any changes will be applied. (D. Yancy
“An Overview of Faculty Success — FEAS Migration)

\_

STEP 3: Click on “Update

~

Course Selections in FEAS
Downloaded from Student
Central”

/

STE

.

P 4: Click on llLoad/Updatex

SCHTEACH - Scheduled
Teaching — from FEAS”

Digital Measures Scheduled Teaching Update Functions
\- Report DigitalMeasures SCHTEACH - Scheduled Teaching Reg

/\yk s Lead/Update SCHTEACH - Scheduled Teaching - Iram FEAS

Digital Measures Lo FEAE

The Cofege of Business adopted Digital Messure's dctwity Enssght product
information was pulled frorm FEAS and losded mto thes system which was
by FEAS S, The cellege ntends thet facaly will update ther infarmation in
wied by the Ofhee of Faculty Developmant For gerersing pubhe CVe and 5
to prdwide Budpom for msintedng o0 updited OV in FEAS & by copynng e
FEFReS T respiedbilidy of TRouity o msnien thgr infermisben m FEAS

Faculty Menu

Vou were found @ Both DM and FEAS <. You sre ebybie 1o use thes faoany

FEAS_ Status
Enbry Status: D [n Progress
Lagt Renged: 37103021 §1:28:45 AM
General Information
Tiktle: Frofessor
Emal derwdn @ budinedd. M, ady
Dl Enaklad: Erua

» Update Course Sections in FEAS+ Dovwnboaded from Student

s Reporkt FEASS Cowrse Sections
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Digital Measures to FEﬁs

The Colege of Business sdopted Dhgital Messure's Acteity Inssghit produsc]
information was pulled from FE&S and loaded into this system which was
by FEAS+, The college mtends thet facu®y will update their information in
used by the Office of Faculty Developmert for genersting public Cv's and 1
to prosnde suppor for mamtsmeng an updsted OV in FEAS+ by copying Fa
rempnng the respontibility of Faculty to mamten their infarmation in FEAS

Faculty Menu
You were Found m both DM and FEAS+, You sne elpbie (o ute thes fscalty

FEAS_ Status
Entry Status: |:| In Progress
Last Revased: 3M17/202]1 11:28:15 &M
General Inlormation
Title: Professor
Ema deradt@business fsuedu
OH Enabded: true

Digital Measures Scheduled Teaching Update Functions

#« Report DigitalMeasures SCHTEACH - Scheduled Teaching Red

/ a & Lipdate Course Sections m FEAS+ Dovwnloaded from Stydent
STEP 5: Click on “Transfer R A
» Report FEAS+ Course Sectians
Data from FaCUIty Success o Load/Update SCHTEACH - Scheduled Teachimg - from FEAS+
to FEAS” Note: make sure

. . FEAS+ Uipdate Funciions
the Halt on Warnlng box = ¢ Backup My FEAS+ CV Citations bo XML File

unchecked. J\ + Select XML Backup File far My FEAS s OV Restare 5
\ § = Transfer Data from DigitalMeasures to FEAS+ .J Halt on War

& Generate s P&RT CV from FEAS+

& Soresn Level Translaticn and LlnrlnlrE

F.fza:h.l.'n In_M:ain Mam |

Step 5: Click on “Transfer Data from Faculty Success to FEAS” Note: Make
sure that the Halt on Warning box is unchecked. This function pulls all the
user’s records from DM and associated records in FEAS. The DM records
are translated into a form that could be loaded into FEAS. A comparison is
performed: new records are inserted into FEAS, existing records with
changes are updated, and records not found in DM are deleted. As part of
the translation process, warnings may be produced if field value required
by FEAS are missing, or a field length exceeds a length permitted by FEAS.
The load results are summarized in a downloaded report summary. (D.
Yancy “An Overview of Faculty Success — FEAS Migration
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