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Add New Faculty Member

These instructions outline the procedure to add new, eligible faculty to the Digital Measures system
for your college. Faculty eligibility for a DM account is the designation: full-time, part-time regular
faculty as set by the Liaison group in spring 2009.

After logon, select Users and Security from the left sidebar menu:

2 New Mexico State University | Digital Measures - Microsoft Internet Explorer [BEE
Ele Edit view Favortes Tools Help =
@Eack - @ - I§| 7 Favories  Links Google G+ veo@d [ @on~ B+ @~ Ty bookmarksy Seblocked | P check 3 - » () settings=

Adchess @) 11aa DFSEB213E838 v| B

=
«iDigitallVieasures
‘ Welcome, Barbara Roy. Thursday, July 29, 7010
Setup indicates the steps needed to get setup with Digital Measures' Activity Insisht solution.
Setup [INCOMPLETE]
! Black indicates steps you may complete right now.
! Green indicates steps that have been completed or skipped.
Wateh the demo that sald you on Activity Insight.
Downlosd the Administrator's Guide for Activity Insight, or order printed copies. - New!
(] contacs Cur Helpdesk
(2 submit Your Feadback Activities Database - University
[ privacy seatement
1 Subuit a completed user setup template.
[ Logerr
2 Submit the reports you would like to build with the system.
Put file storaee in place. [O5tionalt Hore information == v
&) . 1184 DFSER21 5 @ meernet
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Click on ADD A NEW USER button:

X New Mexico State University || Digital Measures - Microsoft Internet Explorer X

Ele Edt View Favorites Tools Help w
. . » »
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Address [€) i Ulysex juserjshon jsessionid=C11A FSEB213E536: B>

‘ Welcome, Barbara Roy. Thursday, July 29, 2010 &

‘ Users end Security enables you to maintain accounts in the system.
Manage Your Activities
Manage Data )
Users and Security

Run Custom Reports

[ contact Cur Helpdastc

| Search Users. |
ctivities Database - Untversity s ]

st Name First Mame Username

| | | ] SEARCH

1398 Users, 1397 Accounts Enabled to Log In

] submit Your Fesdback Users with accounts not enabled to log in are arey

@ Download All User Information (Including Default Passwards
iew Security Roles

[ privacy statemant

[ Logert
Next »»

Edit  Last Name First Name Username

& apbott Laurie labbott

& apdelat 4hmed asbdell

& 4bdul Rahman Mhahd fahzy

& acharya Fram acharyar

&  ickleson Jason Jackleso

& sdams Eve eadams

&  Adams John fdoms

a L

& S & ntemet

2 New Mexico State University | Digital Measures - Microsoft Internet Explorer,

Elle Edit View Favorkes Tools Help

Qeack - () (0 (2] 5 Fevoris " e 7| Google|[G veaoD M @ony B Q- ¥ bookmaker F6blocked | 5P Check v - » () settings =
JserEditor. 11AATP6BFF7SEF4EBEDFSER: Jers= v B
Dashboard i
Manage Your Activities Create User

Manags Data

Fields marked with en asterisk are required.
Run Ad Hoc Reports

Run Custom Reports i Last Name ™

rst Name ™

Usage Statistics

¥ Users and Security ddle Name/Initial

!

Work Requests afl * larsson@nmst. edu

uthertication Ceorm mare
[ — '

Please select an option below. *
[ Logotr

Resource Center

[ ontact dur Helpdeskc

[ submit vour Feetback

[=] Activities Database - University

For the Activities Database - University screens, do we need to keep track of this user's
caching, research and service activities? £ven i someone will keep track of this user's
ctivities on their behalf, you should select "Ves" to this question.

Yes

hoose the attributes for this user.
Primary Collegs *

Arts and Sciences College v
Primary Department
EN v
Choose the security roles for this user. 3
&) Done B @ ermet

1 Complete all the fields in the first box:
-if Middle Name/Initial is unknown, leave it blank;
-use the university’s preferred email that displays on the NMSU Phonebook:
Person Lookup at nmsu.edu;
-the Username will default from the Email field;
-Banner ID is needed for accurate data pulls;
-set Authentication to Portal.

2 In the second box:
-ensure that the green check is displayed for Yes;
-select your college from the first drop list;
-select the Primary Department from the second drop list.

DM College Limited Administrator Instructions for User Accounts



New Mexico State University | Digital Measures - Microsoft Internet Explorer
,l

Eile Edit View Favorkes Tools Help

Qeack - () (0 (2] 5l ravors fliks || Google |Gl Vo@D @ on- B @ ¥ cooknaker S6bocked | P Check v . »
address [@) JserEdtor 1100 DFSERZ1 Jsers=
ar the Activities Database - sereens, do we need to Keep frack of this user’s

eaching, research and service activities? Even if someone will keep track of this user's
ctivities on their behalf, you should select "Ves" to this question

hoose the attributes for this user.

Primary College *

Arts and Seiences College v |

Primary Department
ENGLISH ~|

Choose the security roles for this user.
= If arole has 3 grayed-out checkbox, submit 3 work request to give the role to the
user.
Users with multiple roles have the permissions for all of the roles
To wiew the permissions associated with a role, click the Details tink.
= To add, change or delete security roles, submit a work request,

ollege [Details]

ollege Administrator [Details]

ollege Data Entry [Details]

ollege Limited Administrator [Details]
epartment [Details]

Faculty [Details]

University [Details]

University Administrator [Details]

University Limited Administrater [Details]

&) Dore 2 @ Internet

3 In the third box:
-check the box for Faculty;
-click on the SAVE button.
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Add Admin Entry Personnel

These instructions outline the procedure to add DM administrative entry personnel for your college.

DM admin entry personnel are charged with entering the Allocation of Effort percentages to the
Workload Information screen for the customary time period as prescribed by your college

departments: yearly or by semester.

DM admin entry personnel can also assist with citation entry on Books, Journals and Other Text-
Based Contributions or any entry to any screen with the appropriate data file provided by the faculty

member. Onus is on the faculty member to review any data that is added to the system on their

behalf.

After logon, select Users and Security from the left sidebar menu:

2A New Mexico State University | Digital Measures - Microsoft Intennet Explorer E”E‘El
Ele Edk Uew Favortes Took Help i
. . » » i
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Address (@) i i 110y FSERZ 13ER3E: B>

.iDigitallVleasures

‘ Welcome, Barbara Roy. Thursday, July 29, 2010

Satup indicates the steps needed to get setup with Digital Measures' Activity Insight solution.

Setup [INCOMPLETE]

! Black indicates staps you may complete right now.
! Green indicates steps that have been completed o skipped.

Wiatch the demo that sold you on Activty Insight.

Download the Administrator's Guide for Activity Insight, or order printed copies lew!

[ Contact Cur Helpdasic

[&] Submit Your Feedback Activities Database - University

[ privacy statzment
1 Submit a completed user setup template.

[ Logerr
2 Submit the reports you would like to build with the system.
Put file storaee in place. [Ootionalt fore information »> =
& Uikyser fuserjshowl id=C 11 S @ mternet
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Click on ADD A NEW USER button:

2l New Mexico State University | Digital Measures - Microsoft Internet Explorer,

X

Elle Edit View Favorkes Tools Help

i

. - » »
Qe - ) - (O [B] Fprovorees iuks || Google[Gr Voo M@ one B @ ¢ ooknaksr S6bocked | % Check - » () Settings -
Address [€) i Ulysex juserjshon jsessionid=C11A FSEB213E536: B>

-~
‘ Welcome, Barbara Roy. Thursday, July 29, 2010
Users and Secarity enables you to maintain accounts in the system.
Manage Your Activities
Manage Data .
Users and Security
Run Custom Reports

 pottespataoase -umerty 4] i
| Last Name First Hame Usermame i
il A | =

[ contact Cur Helpdastc

1398 Users, 1397 Accounts Enabled to Log In
(2] submit Your Fesdback Users with accounts not enabled to log in are srey

@ Download All User Information {Including Default Passwords
Wew Security Roles

[ privacy statemant

[ Logert
Next »»
Edit  Last Name First Name Username
& anbort Laurie Isbbott
& apdelat 4hmed asbdell
& 4bdul Rahman Mhahd fahzy
& acharya Fram acharyar
&  ickleson Jason Jackleso
& sdams Eve eadams
&  Adams John fdoms v
- 2
&

S & ntemet

© |z https om

A

BT
File Edt View Favortes Tools  Help

x Google [Gi~ veoD M @onv O D~ Oy sockuarksy Gizeblocked P check v 5 + ] AutoFil (s Send tow () settings
o Favorites ¢ 53 1) Employment @& + | FresHotmal £ -

=2 Hew Mexico State Universicy | Digial Measures

Manage Your Acti
Run 4d Hos Reports Fields marked with an asterisk are required
Run Custom Reports JY—— [wisa ‘
Usage Statistics Bt e [orends ‘
il Sl Middle Name/Imitial ‘ ‘
Work Requests
Ernail * [bwise@nmsu edu

Username * [bwise |

S - Bl ) g - pager Sefetyr Took+ @+
Create User [RETURN (CANEEL) | -~

[2) contact Our Helpdesk

Banner 1D ‘800377877 ‘

Authentication Portal Authentication v | Learn more

E Submit Your Feedback

[2] Privacy statement

= Logoff Please select an option below. *

[= Activities Database - University

For the Activities Database - University screens, do we need to keep track of this user’s 1
| teaching, research and service activities? Even if someone witl keep track of this user's
ities on thelr behalf, you should setect "Ves" to this question.

Yes

Choose the security roles for this user.
u If arole has a grayed-out checkbox, submit a work request to give the role to the user,
m Uszers with multiple roles have the permizsions for all of the roles,
m To view the permissions associated with a role, click the Details link.

Dane

(E3

€ Internet 45 v ®120% -

1 Complete all the fields in the first box:
-if Middle Name/Initial is unknown, leave it blank;

-use the university’s preferred email that displays on the NMSU Phonebook:
Person Lookup at nmsu.edu;

-the Username will default from the Email field;
-Banner ID is needed for creation of this role;
-set Authentication to Portal.

2 In the second box:

-ensure that the green check is clicked off and the Yes checkbox is blank;
-scroll to the bottom of the page.
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e Mexico State University | Digital

Measures - Windows Internet Explorer

@ € https om V‘ gJ B[ | %
fle Edt View Favortes Toos Hep
x Google|[C+ vicod @ ® on~ - @~ ¥ bookmarksw Ehzzblocked P Check = % = ] Autoil (e Send tow () settings =
¢ Favorites 5 H empoyment & v | FreeHotmal & -
W Mexicn State Lniversity | Digial Measures S M v B L) d® v Page~ Safetyr Took- @+
2] Logoff ¥ ~
[=] Activities Database - University
| For the Astivities Database - University screens, do we need to keep track of this user's
| teaching, research and service activities? Even if someone witl keep track of this user's
| gctivities on thelr behalf, you should select "Ves" to this question.
i i00ives
Choose the security roles for this user.
w If arole has a grayed-out checkbox, submit a work request to give the role to the user.
m Users with multiple roles have the permissions for all of the roles,
= Toview the permissions associated with a rals, click the Details link.
m Toadd, change or delete security roles, submit a work request.,
O [ callege [Batails)
College Administrator [Details]
O [# callege Data Entry [Details]
[ [ college Limited Administrator [Details]
O Department [Details]
O Faculty [Details]
O University [Details]
University Administrator [Details]
O University Limited Administrator [Details]
-
Done & Tnternet 43 - ®i% -

Ele Edit View Favorkes Tools Help

x Google |G+
o Faverites 55 ) Employment @&

Mew Mexico State University | Digital Measures

viet@ M @on- B+ Qv Oy sookmakse Foobocked W check v ~ ] autoil [gb Send tov

] Free Hotmail €] -

N ENEES

‘h- B

=i

Choose the security roles for this user.
m If arole has o grayed-out checkbox, subrmit a work request to give the role to the user,
m Users with multiple roles have the permissions for all of the roles
m To view the permissions associated with a role, click the Details link,
» To add, change or delete security roles, submit a work request.

O [# callege [Betails)
Collags Administrator [Details]
[ college Data Entry [Details]
O Agriculture and Home Econ College
00 ALBCC Alamogordo Branch CC
|1 Arts and Sciences College

' Businass Admin and Econ Callege

O cagec carlsbad Branch CC
O [ callege Limited Administrator [Details]
O Department [Details]
O Faculty [Details]
O University [Details]

University Administrator [Details]

O University Limited Administrator [Details]

|*

|

~

€ Internet 45 v ®120% -

-click on the appropriate college for this admin entry person;
-click on the SAVE button.

The admin entry person has been added for your college. The College Data Entry security role can
access all faculty members for the college to perform the

Manage Data function.
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Assign Department Head Security Role to Existing DM Faculty

The DM Department security role consists of the following access:
= New Mexico State University | Digital Measures - Windo... |Z|[Z|
4=

“a https digitalmeasures, com

:DigitallVieasures

Department

m fihanage Data
m Run Ad Hoc Reports
m Run Custom Reports

m Reports:

m ftcademic Degrees Earned

fwvards and Honors
Birthdaw Report by Maonth
Contracts, Grantz and Sponsared Rezsearch by Faculty
Creative Works by Faculty
Editoral and Rewiewe Activities by Faculty
Faculty Annual Performance Evaluation
Facultys/Staff Directory
General Serice by Faculty
Intellectual Contrdbutions by Faculty
Presentations by Faculty
Scheduled Teaching by Faculty
Wita

I € Internet v v Moo -
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To add this

security role to your Department Heads, complete the following actions:

digitalmeasires.com

NS

Tods  telp

search > [ - [ @ o~ - Q- | Bsharer B~

Ap Check = & Translate = & autoRil =~

7 _ Sonln -

https
File Edt Wiew Favorites
i x Gac gl\r‘
i Jr Favorites

¢ 9% B3 Mebraska - Positions By Stat... [ Employment &

jev Mexico State Urniversity | Digital Measures

- ] Free Hotmall ] -

»

S % - Bl [ #h v Pags- Sdfety~ Took~ @

.:DigitallVieasures

[ contact Dur Helpdsk

[ submit tour Feedback

| Welcome, Barbara Roy. Friday, January 28, 2011

Users and Security enables you to waintain accounts in the system.

Users and Security

b Search Users
| Activities Database - University v ;

First Name Username

Users with accoants not enabled to loz in are orey

] Privacy Statement Edit Last Name First Name Username
& ogor W dlison Christopher callisan
ogo :
Dane € 1ntermnet Sy v HI00% <

*Click on the Edit icon:

New Mexico State Unives

| tal Measures indows Internet Explorer.

- hitps

h—

digitalmeasires.com

DEEEIEE ]

File Edt Wew Favorites

Tods  telp

i x Google| search ~ 4 [l - [ @ o~ - @~ | Bsharer T | Apcheck - §) Translate - & autcFil -+ S v _Sanin -
i oy Favorites 9l [EJ Mebraska - Positions By Stat... [ Employment @ * | Fres Hotmal 2] -
- »
jew Mexica State University | Digital Measures © v B ) o= v Pager Safety+ Took~ @-
s e ; 3
Run Ad Hoc Reparts ! T

Run Custom Reports
Usage Statistics
» Users and Security

Work Requests

[ contact Dur Helpdsk

[ submit tour Feedback

[ Privacy statement

[ togorr

Wihy con't this user be deieted? ;
i Wiy disable versus delete an account?

| Lost Mame * [rison | ]
i First Name * [enristopher |
| Middle Hame/Initial [o. | |
Email * |calison@nmsu.edu |
i Banner ID |BDDD18213 ‘ i

| iuthentication Portal Authentic ~ | Learn more

Please select an option below. *

[=] Activities Database - University
This user's teaching, research, and service actiities are tracked with these screens.

Chaose the security roles for this user.
u If 3 role has 3 grayed-out checkbox, submit s work request to give the role to the
user.

Usars with muttiple roles havs the permissions for all of the roles.
To view the permissions associsted with 3 role, click the Details link,
To add, chanze or delste security roles, submit 3 work request.

v

€ 1ntermnet Sy v HI00% <
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*Scroll down to the assignment box:

= New Mexico State University | Digital Measures - Windows Internet Explorer,

@ﬁ ® |,zfhetps digitslneasres,com DEEEERIE] e
i Ble Edt view Fovortes Tools Help

i x Gaogle v Psearch - - Q@ on- G- Q- Bshaer B | AsCheck - ) Translate - autoRil - % v o SonIn v
© e Favorites i [E) Nebraska - Positions By Stat... 1) Employment € v ] Free Hotmal ]

o2 New Mexico State University | Digital Measures | ] -8 G v Pags - Safety e Tookse @
I This users teashing, research, and servics activities sre tracked with these soreens. -~

Chaose the security roles for this user.
u If 3 role has 3 grayed-out checkbox, submit 3 work request to give the role to the

user.
u Users with multiple e roles.
® Toview the permissi click the Details link,

u To add, shange or dele submit 3 work request.

i O [ Collegs [Detsits]
College Administrator [Details]
! [ [ College Data Entry [Detaik]
i [ [E College Limited Administrator [Details]
! [ & Department [Detaik]

[ EXPD FOOD NUTR FRGM BERNAL 4|
[ £xPD FOOD HUTR FRGM DOKA &
T4 EXTENSN ANIAL RESOURCES
[ EXTENSH ECONOICS

Faculty [Detais]

{0 University [Detail]

' University Administrator [Details]

. l University Limited Administrator [Details]

€ 1ntermnet S5 - ion v

*Leave the Faculty box checked, and click on the blank box next to Department.
*A drop list displays the scrolling list of departments for selection.

*Click on the appropriate department box.

*Click on the SAVE button.

*The Department security access assignment is complete.

Additional Departments

If the Department Head covers more than one department, after checking the first department box,
depress the Control (Ctrl) key and scroll to the next assigned department and click on that box.

To verify the department’s access that was assigned, return to Users and Security and edit the
Department Head. The scroll box displays however many departments were assigned:
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= New Mexico State University | Digital Measures - Windows Internet Explorer,

v |ahs digitalmeastres.com V| %J B[+ x| (29
© File Edt  Wiew Favorites Tools  Help
ix Go,gle‘ V‘ﬂﬁear[h'“j' @ o~ gp- Q- Goshaer B~ | Apcheck - & Translate - & Autoril - v SinIn v
¢y Favorites 5l [EJ Mebraska - Positions By Stat... [ Employment & - ] Free Hotmall &) -
- . ~ _
=8 New Mexica State University | Digital Measures DM v ) [0 deh v Page- Safsty~ Took~ @
This user’s teaching, research, and service actities are tracked with these screens. ~
Chaose the security roles for this user.
u If 3 role has 3 grayed-out checkbox, sUbmit 3 wark request to give the rale ta the
user.
u Users with multiple rales have the permissions for all of the rales.
u To view the permissions associsted with 3 role, click the Details link
§ Toadd, change or delete security rales, submit 3 wark request.
i O B calteze [etait]
Callege Admiristrator [Detals]
i [ E calleze Data Entry [Detaiks]
[ [ College Limited Administrator [Details]
H Department [Details]
| 4G ECOMOMICS AND &G BLISINESS A
EXTENSH ECONOMICS n |
[ 4 H #ND YOUTH DEVELORMENT PG\ LINIT ]
[ ACACEMIC SUPPORT SECTION Ch
I Arm A InITIME Gh R AL = o R e ‘:
Faculty [Details]
t [0 University [Details]
H University Administrator [Detsils]
{0 University Limited Administrator [Details]
v
Dane & Internet S5 v ®00H ~

Additional departments should also be entered on the Yearly Data screen. During the DM system
configuration sessions, the Liaisons enhanced the delivered system with the ability to record cross
department and cross college assignments. It was decided that the addition of such assignments
would be restricted to administrative entry.

To add additional department(s) and/or college(s) to the faculty record, select the faculty member
using the Manage Data link:

= New Mexico State University | Digital Measures - Windows Internet Explorer,

’H Q|| & R
@ A digitalmeasures. com ~| %J 5| [+2|| x| [*§
¢ File Edt  wiew Favortes Tools  Help
i x Google| o P search v - [ @ o - e Qv @wer Bv | A Check G Translats - AutoRll - v _Smnin-
i oy Favorites 7l [EJ Mebraska - Positions By Stat... 1 Employment @ - ] Free Hotmal £] -
: . . L=
=8 New Mexico State University | Digial Measures St v Bl () deh - Page - Safety~ Took - @-
~
e
ATE <iDigitallVieasures
T v
Setup [INCOMPLETE] | Welcome, Barbara Roy. Friday, January 28, 2011 |
| You are not currently managing data for others |
» Hanage Data #Hanage Data enables you to manage data for other users. If you are entering a lot of data, it may
be faster to load data from _csv files rather than by using this utility. All changes made using this
utility are audited.
Usage Statistics
Resource Center
[ contact Our Helpdesk
B Submit Your Feedback . e n
Manage Administrative Data for Users
[F] privacy seatement Click here to manage the Administrative Data for your users.
[ Logorr =
b
& mternet Sy - B00% -

On the Yearly Data screen select the Secondary College and Department from the drop lists, and
SAVE:
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dows Internet Explorer

@‘ digitalmeasures, com V| gj |2 | % | ] ‘ P
i Fle Edt vew Fevortes Tools Help
ix Go,gle‘ v Y search - [H - O] @ on- g @ @shaer B - | AsCheck - ) Translate - Autoril - v SinIn v
¢y Favorites 5l [EJ Mebraska - Positions By Stat... [ Employment & - ] Free Hotmall &) -
. it/ »
jew Mexico State University | Digital Measures D v B) 0 [0 deh v Page~ Gafety~ Took~

Activities Database - University

[T — Yearly Data

~
| You are currently managing date for Esther Devall, End | 3

Usage Statistics
SAYE AND RETURN | [ RETURN (CANCEL) |
Users and Security

Work Requests

Direct Contact Help: Please rewiew the non-editable fields belows this data feeds from an NASU source system. If you believe data
s incarrect or missing, please contact your department's HR Lisison to have it reviewed and revised as nesded, finy revised
[ contact Our Helpcesk infarmation will display after the next scheduled import to the system. Nate that the Graduste Faculty snd On Leavel fisld

[, conversions are pending and will be supplied at a later date,
ubmit Your Feedbacl

[ Privacy statement

Academic Year 2009-2010
[Ope Primary College College of Agricultural, Consumer and Emiranmental Seiences
Primary Department FAMMILY AND CONSUMER SCIENCES
Secondary College and Department ®
Secondary College and Department
Callege ® Department B
Colisge of Agricultural, Consumer and Environmental sciences | |EXTENSN HOWME EC PG UNIT v/
&dd another Secondary Colleze and Department: v
| RapidReparts || PasteBoard || Hide |
Dane & Internet S5 v ®00H <

Disable Personnel who have Left the University

When faculty members or admin entry personnel leave the University they should be disabled on DM.

In Users and Security, locate the person and click on the edit icon:

Windows Inter,

om DENENEES

Els  Edt  View Favortss  Tools  Help

x Google| Search ~ 4+ [l - [[] @ ont- - Q- | @sherer F- | ApCheck+ Ty Transiste - sukoFil = S A+ . Sonln -
¢ Favorites % [ nebraska - Positions By Stat... |l Employment & v €| FreeHotmal £ | -
- _
Mew Mexica State University | Digital Measures Dfi v B [ @ v Page- Safety~ Took - @~
Dashboard L
Edit User
Manage Data
Run Ad Hoc Reports : ]
| Why diseble verses delete on account? :
|
[rp— Flelds marked with an asterisk are requived.
U d Securit [
|
|
[ Contact Dur Helpdesk :
| Email* scloftin@nmsu,edu
D] cubmit Your Feedback |
P Grney G |
| Banner D 800011017
B vogorr | — L
R | Authentication Portal Authentication | Learn more
Please select an option below. *
[=] Activities Database - University
or the Activities Database - University screens, do we need to keep track of this user's
eaching, research and service activities? Even if someone will keep track of this user's
ctivities on their behulf, you should select "Ves" to this question,
O ves
Choose the security roles for this user.
u I 5 role has 3 grayed-out checkbox, submit a work request to give the rale to the >
Done & Internet 45 - ®i0w -

Click on the DISABLE USER button; do not use the DELETE button.

Thank you for your help with Digital Measures!
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