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Overview

Activity Insight/Faculty Success (Al) is Washington State University's tool for collecting faculty
information for annual reviews and other reporting purposes. It is a browser-based tool hosted by the
third-party company, Watermark. Al enables faculty to run their Annual Review Report and to build
reports on teaching, research, and service activities.

Al sources faculty information directly from internal WSU records (including Workday, myWSU, and
ORSO0), but faculty members also need to add or edit items. Edits are by manual entry, file upload,
and/or linking to third-party databases such as ORCID. Administrators can add/edit data, generate
preformatted or custom reports, and export tabular data.

This guide introduces how ADMINISTRATORS can use Al to summarize and report on activities for
faculty members in their department or college.

This guide will provide step-by-step instructions on generating reports, customizing reports, exporting
tabular data, and more.

Useful Links

Provost's overview: https://provost.wsu.edu/annual-review/activity-insight/

Direct login to Al: https://ai.provost.wsu.edu/

Helpdesk (Jira support tickets): https://jira.esg.wsu.edu/servicedesk/customer/portal/44/
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Getting Started

Login for to Al
To log in, visit https://ai.provost.wsu.edu/. Enter your WSU credentials to log in (username and
password).

Activities Page
The ‘Activities’ page provide a list of activity screens where you can add and review your own
information. (See image below).

Activities Tools »

Manage Data

Reports

Activities - Washington State University Q search...

Review a guide te manage your activities.
DATA SHARE SETTINGS

v Appointment and Administrative Information

] l SEARCH Search Tips Rapid Reports

Personal and Contact Information Current Administrative Assignments (and Legacy/Read-only WSU

Appointments)
Permanent Data
i Degrees
Security and Permissions
. . Workload Information
WSU Academic Appointments.

WSU Positions

<

General Information

Prior and External Work Experience
Medical/Professional Affiliations

Awarde and Honnre

Goals and COVID-19 Related Circumstances

WSU Institutional Priorities

Faculty Development Activities Attended
Licensures and Certifications

Madia Contrihiitinng

Figure 1. Demonstrating how to navigate towards the Activities page on Activity Insight

Reports Page
The ‘Reports’ page allows you to run existing reports, or create your own reports. (See image below).

Activities Manage Data Reports Tools « “
U
NAME ~ CREATED BY ACTIONS
Annual Report - 2023 Watermark a8
Annual Report - Extension (old 2022 version) Watermark -
Annual Report - Extension 2023 Watermark a8
Annual Report - Extension Beta Version Watermark a8
Annual Report Beta Version Watermark -
Annual Report - Extension (old 2018 version) Watermark a
Annual Report - Extension (old 2020 version) Watermark a8

Figure 2. Demonstrating how to navigate to the Reports page on Activity Insight
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Run Annual Report

Activity Insight/Faculty Success allows administrators to run an existing annual report for faculty
members in their department, college, or other units that they have permissions to view. Administrators
with a college-level security role can view and download the report template to familiarize themselves
with the annual report criteria. You can only view this template but cannot modify it. If you need the
template to be revised or modified to align with your college or department needs, you must submit a
work request.

How to Run an Annual Report

1. In Activity Insight, click "Reports" at the top of the page.

WASHINGTON STATE

I UNIVERSITY

F
Activities Manage Data Reports Tools

Reports

Select the report you would like to view or edit, or select to create a new report.
MAME ~ CREATED BY

AACSB Required Fields Audit Watermark

Figure 3. Demonstrating where to first click to begin running a report

2. Scroll down and click on "Annual Report - 2024."

Activities Manage Data Reports Tools »
Reports
MAME -

Annual Report — 2024

Figure 4. Demonstrating where to find the report 'Annual Report - 2024

3. Fillin the information on the screen to generate a new customized report.
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Activities Manage Data Reports Tools

< Run Annual Report - 2024

Download this report's template

1 Date Range

Start Date | 11112024 E‘||
End Date | 123172024 & |
2 Whom to Include Groups to Include All groups selected
# Change Selection

O Users must be enrolled in all selected groups to be in this report.

Individuals to Include Al Individuals selected

# Change Selection
Include These Accounts Enabled Only v
Report Options
3 port Op a) Do you want an abbreviated repori? Detailed v
b) Do you want te hide sections without any Hide v
activities?
File Format @
4 File Format | Microsoft Word (.doc) - |

Figure 5. Demonstrating the various fields which can be found in this report

4. Set Date Range: The first item you need to specify in the report parameters is the Date Range. Change
the start and end dates in the "Date Range" to reflect the year of your annual review report.

Date Range
1 9 Start Date ‘ 1172024 | ‘

End Date ‘ 12/31/2024 E‘

Figure 6. Demonstrating how to change the date range of the report

5. Select Whom to Include: To select which groups to include in your report, click on “Change
Selection” under “Groups to Include.” The default setting includes all users in your assigned scope.
Clicking "Change Selection" brings up a pop-up menu on the right.

You can also run reports for individual faculty by clicking “Change Selection” under " Individuals to
Include."

Finally, under the “Include These Accounts,” decide if you wish to include enabled accounts,
disabled accounts, or both kinds of accounts. Generally, enabled accounts include faculty with
current monthly appointments or appointments ended within the last six months.

7 Whom to Include Groups to Include All gxg ected

# Change Selection

[0 Users must be enrolled in all selected groups to be in this
report.

Individuals to Include Al

# Change Selection

Include These Accounts ‘ Enabled Only v

Figure 7. Demonstrating hwo to select whom to include in the report
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6. Select File Format: Select the file format you prefer for your annual report. Click on the box to
choose from the list: Microsoft Word (.doc), PDF, or Web Page (.html)

3 File Format @

File Format ‘ Microsoft Word (.doc) -

Changes made o the Microsoft Word decument will not be reflected in the system.

Page Size

Letter “ ‘

Figure 8. Demonstrating how to change and select the file format of the report

7. Click "Run Report" at the top right corner of the screen.

WASHINGTON STATE

@ UNIVERSTTY

Activities

Manage Data Reports Tools «

< Run Intellectual Contributions by Faculty B RUN REPORT

Download this report's template

Date R:
| DateRange Start Date 11172024 i

Figure 9. Demonstrating how to run the report
Note that not all information that faculty enter are included in the Annual Report. To supplement this

information, you can download data from any screen of interest. See the section of Export Data Reports
for more information.
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Run Existing Report (generic)

Activity Insight (Al) allows administrators to run an existing report on activities for faculty members in
their department, college, or other units. As an administrator, you can access and run a report on

already saved information in your Report utility. This guide provides you with a step-by-step process of
running an existing report.

How to Run an Existing Report

1. Click "Reports" at the top of the webpage.

WASHINGTON STATH
Gl,’.\\\ ERSITY
-l
Activities Manage Data Reports Tools =
S’

Reports

Select the report you would like to view or edit, or select to create a new report.

NAME «

CREATED BY

AACSBE Required Fields Audit Watermark

Figure 10. Demonstrating where to first click to begin running a report

2. Scroll down and select the existing report you want to run. In this example, we want to run a
report on "Intellectual Contributions by Faculty."

Activities Manage Data Reports Tools +

Reports | CREATE A NEW REPORT I
NAME =« CREATED BY ACTIONS
FacUITy/ 51aTT LIreciory watermark a
General Service by Faculty Watermark =

I Intellectual Contributions by Faculty I Watermark =

LCME Table 4.2-1 Scholarly Productivity Watermark =
MIFA EXT SPEC Impact Watermark =

Figure 11. Demonstrating the location of a pre-existing report in the Reports page

3. Complete the required fields on the screen to create a new customized report.
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< Run Intellectual Contributions by Faculty

Download this report's template

1 Date Range

Start Date l 11112024 2 l
End Date l 12/31/2024 | l
7 Whom to Include Groups to Include All groups selected

# Change Selection
O Users must be enrolled in all selected groups to be in this
report.

Individuals to Include All Individuals selected

# Change Selection

Include These Accounts Enabled COnly v

3 File Format @

File Format ‘ Microsoft Word (.doc) v

Changes made to the Microsoft Word document will not be reflected
in the system.

Page Size Letter ¥

Figure 12. Demonstrating the various entry fields within a typical report

1. Set Date Range: The first item you need to specify in the report parameters is the Date Range. Change
the start and end dates in the "Date Range" to reflect the year of your annual review report.

Date Range
1 9 Start Date ‘ 1172024 | ‘

End Date ‘ 12/31/2024 m‘

Figure 13. Demonstrating how to enter a date range for your report

2. Select Whom to Include: To select which groups to include in your report, click on “Change
Selection” under “Groups to Include.” The default setting includes all users in your assigned scope.
Clicking "Change Selection" brings up a pop-up menu on the right.

You can also run reports for individual faculty by clicking “Change Selection” under " Individuals to
Include."

Finally, under the “Include These Accounts,” decide if you wish to include enabled accounts,
disabled accounts, or both kinds of accounts. Enabled accounts include faculty with current monthly
appointments or appointments ended within the last six months.
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2 Whom to Include Groups to Include  AllLgig

# Change Selection
O Users must be enrolled in all selected groups to be in this
report.

Individuals to Include A

# Change Selection

Include These Accounts ‘ Enabled Only v

Figure 14. Demonstrating how to change whom to include in the report

4. Select File Format: Select the file format you prefer for your annual report. Click on the box to
choose from the list: Microsoft Word (.doc), PDF, or Web Page (.html)

3 File Format @

File Format ‘ Microsoft Word (.doc) .

Changes made to the Microsoft Word document will not be reflected in the system.

Letter -

Page Size

Figure 15. Demonstrating how to change and select the file format of the report

5. Click "Run Report" at the top right corner of the screen.

WASHINGTON STATE

Q UNIVERSITY

®
Pe

Activities Manage Data Reports Tools =

< Run Intellectual Contributions by Faculty B RUN REPORT

Download this report's template

Date Range
1 9 Start Date 1/1/2024 |

Figure 16. Demonstrating how to run the report
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Viewing Report Template

The Report Template basically shows you how the reports are generated, and allows you to see the
intricacies of how the data is populated in each field. As an administrator, you can download and view

the report template built into the system from the Report utility screen. The template looks something
like this:

Intellectual Contributions

Your Organization
Report Start Date - Report End Date

[Last Name] [Suffix], [First Name] [Initial of: [Middle Name]] ([AACSB: Rank or Title])

Conference Proceedings
screen: Publfications
Items: A1l records

{[Contribution Type] or [Explanation of "Other"]] {[Current Status])

[list of [Authors/Editors/Translators] as "[Last Name], [F. N.] [M. N.]] ([Date Published:
Year]). [Title of Contribution ] In [list of [Authors/Editors/Translators] as "[F. N.]J [M. N.]
[Last Name]"] [(Ed.}.(s.),)] [if this is part of a larger work (e.q., a chapter in a book), Title
of Larger Work] ([Issue Number/Edition ed., vol. Volume, pp. Page Numbers])[.] [City and
State of Publisher]: [[Publisher/Proceedings Publisher]][.] [Web Address]

Figure 17. Demonstrating what a typical report template looks like

The report's area and features will differ depending on the assigned security roles and the screen that
you are exploring. For example, Administrators with a college-level security role can view and download
the report template to understand the criteria for generating reports. You can only view this template

but cannot modify it. If you need the template to be revised or modified to align with your college or
department needs, you must submit a work request

How to View a Report Template
1. In Activity Insight, click "Reports" at the top of the page.
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WASHINGTON STATE

G UNIVERSITY
N

Activities Manage Data Reports Tools v
—”

Reports

Select the report you would like to view or edit, or select to create a new report.

NAME ~ CREATED BY

AACSB Required Fields Audit Watermark

Figure 18. Demonstrating how to locate the Reports page

2. Scroll down and select the report you want to view (e.g., Intellectual contributions by Faculty
Report)

Activities Manage Data Reports Tools »
Reports
MAME ~

Annual Report — 2024

Figure 19. Demonstrating how to locate a specific report

3. Click "Download this report's template" under the report name at the top of the screen

Activities Manage Data Reports Tools w

< Run Intellectual Contributions by Faculty

Download this report's template

Date Range
1 9 Start Date l 1/1/2024 Gl
End Date l 12/31/2024 3 l
7 Whom to Include Groups to Include All groups selected

# Change Selection

[ Users must be enrolled in all selected groups to be in this
report.

Figure 20. Demonstrating where to click to download the report

4. The template will be downloaded to a Word document. This template can then be modified and
attached when submitted with the Work Request.
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Export Data Reports

This process enables you to export your data and provides access to record metadata, including record
IDs and the calculated date range of each record. You can generate and export raw data in .CSV format.

Note: Access is provisioned through a security role permission; the permission is included in
administrative security roles by default.

Purpose

Exporting raw data in .CSV format allows you to open the data in excel and enables you to filter and
format your reports in a way that makes them easy to read and parse information. This is especially
useful when you share reports with college deans, department chairs, and directors who want both
overviews and specific information.

How to Export Data
1. On the Activity Insight page, click on the "Reports" utility in the top navigation bar.

'-.\"-_ﬁ'l".:...ll }1 g :
Activities Manage Data Reports Tools ~
Reports l CREATE A NEW REPORT l
Salect the report you would like 1o view or edil, or selacl 1o creale a new reparl. 49 ltems
HAME = CREATED BY ACTIONS
AACSB Required Fields Audil Watermark 8
AACEB Required Fields Audil Report (2020 Standards) Watermark &8

Figure 21. Demonstrating how to navigate to the Reports page

2. Click on "Create a New Report."

Activities Manage Data Reports Tools =
Reports CREATE A NEW REPORT '
Salect the report you would like to view or edil, or selacl 1o creale a new reporl. 49 ltems
MHAME = CREATED BY ACTIONS
AACSE Reguired Fields Audit Watermark 8
AACSEB Required Fields Audil Report {2020 Standards) Watermark 8

Figure 22. Demonstrating how to create a new report

3. Select "Export Data" Depending on your security role, you should see the three options shown
below.
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Select a Report Style

E BB

Blank Documeant Vita Export Data

Figure 23. Demonstrating where to navigate to export data

4. Fillin the information on the screen to generate a new customized report.

WASHINGTON STATE

E UNIVERSITY e :
Activities Manage Data Reports Tools
{ Create a New Report [ M savE ] [ Bi RUN REPORT
1 Date Range O Al Dates
Start Date ‘ 1112024 ] ‘
End Date ‘ 12131/2024 ] ‘
2 Whom to Include Groups to Include  All groups selected

# Change Selection

Individuals to Include Al Individuals selected

# Change Selaction

Include These Accounts

Enabled Only w ‘

3 Data To Include Fields Selected from Al

# Change Selaction

i [}
4 Grouping Method Grouping Method l Mone = ‘

Q
5 Search Keyword Search Keyword [ l

& File Format @

File Format ‘ Comma-Separated Values (.csv) - ‘

Figure 24. Demonstrating the various fields available to export from the report

5. Set Date Range: The first item you need to change in the report parameters is the Date Range.
Change the start and end dates in the "Date Range" to reflect the year of your annual review report.
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Note: if you want your report to include all data entered into the system by all users, check the "All

Dates" box.
Activities Manage Data Reports Tools «
¢ Create a New Report l B save [ B monreromt
1 DateRange O All Dates
Start Date 1/1/2024 E'I ‘
End Date 1273172024 E'I ‘

Figure 25. Demonstrating how to select the date range of your data
6. Select whom to Include: "All" is the default setting for "Whom to Include" and will include all users

in your assigned scope.

You can modify "Whom to Include" by choosing "Change Selection," which will give you the pop-up
menu on the right. You can select to include people by ‘Groups’ or ‘Individuals’.

Lastly, decide if you wish to include enabled, disabled, or both types of accounts. Enabled accounts
include faculty with current monthly appointments or have ended within the last six months.

7 Whom to Include Groups to Include  All groups selected

# Change Selaction

Individuals to Include Al Individuals selected

# Change Selection

Enabled Only v

Figure 26. Demonstrating how to select whom to include in your data

Include These Accounts

7. Select the Data to Include: The "Data to Include" is one of the most important parameters when
getting the data out of the system. Click "Change Selection" to select only the data you want for
your reporting.

~

2 Data To Include Fields Selected from  All

Figure 27. Demonstrating how to change the selection of data to include

Un-check the "Include All" checkbox so that none of the checkboxes are marked. Click the arrow next to
"Common Items" to expand the selection (see below). Scroll down the "Common Items" list until you
find your desired item.

For example, if you are trying to pull data on Goals and COVID-19 Related Circumstances, you would
click on the checkbox next to "COVID-19 Related Circumstances and Goals" to include all information
about COVID-19 Related Circumstances and Goals.

Note: Several categories include information about publications. If you run a report on publications,
each category with publications information will need to be checked to ensure all are included in the
report. For more information, see the document on creating a Self-Service Report for Publication.
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Click on "SAVE" to save all your selected item. See screenshots below:

Data To Include x

O Include Al

¥ 0O Most Recent
» O system Details

% [E Commaon ltems
¥ O Personal and Contact Information
*» O Permanent Data
>0 Security and Permissions
? [0 wsU Academic Appointments
» O WSU Positions
> [ Current Administrative Assignments (and Legacy/Read-only WSU Appointments)
? O Degrees
¥ O Workload Infermation
% B Goals and COVID-19 Related Circumstances
& Review Year
& Comments on COVID-12 related work impacts on Teaching

& Comments on COVID-12 related work impacts on Research, Scholarship, and Creative
Arts

& Comments on COVID-19 related work impacts on Service

& Comments on COVID-12 related work impacts on Community Engagement, Extension,
and Outreach and Innovation/Entrepreneurship Activities

& Comments on Previous Year's Goals
* B Goals for Upcoming Year
& Upload CV for the review year

» T S0 Imetits #innal Drinritiae

Figure 28. Demonstrating how to select specific data to include

8. Select Grouping Method: The grouping method lets you choose how the report is grouped when

exported.
Grouping Method @
qmupmg ° ) Grouping Method Mone -
Y
° Campus
S h K rd
5 SearchKeywo Search Keyword l
College
File Format @
G File Form File Forma
Department
Files per Screer v
|

Figure 29. Demonstrating how to select how the data is grouped

9. Set your Search Keywords: Here, you can enter keywords to only pull records containing those
words
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5 Search Keyword @
2 ¥ Search Keyword |

Figure 30. Demonstrating how to enter various keywords if desired

10. Choose File Format: Select between .csv or XML file formats.

& File Format @ File Format

Comma-Separated Values (.csv) - ‘

Files per Screen Single - ‘

Figure 31. Demonstrating how to select the file format

11. Click "Run Report" in the upper right corner of the screen to generate the report.

Activities

Manage Data Reports Tools *

¢ Create a New Report

B RUN REPORT

4 save

Figure 32. Demonstrating how to run the report to export the data
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Creating Custom Report

Activity Insight/Faculty Success (Al) allows College and Department Administrators to create custom
reports using Self-Service Reporting tools. These custom reports are flexible by allowing users to add
and reorder sections and maintain complete control over the formatting, filtering, and grouping of
activities within the report template.

Note: If you have a reporting need that would be best fulfilled by building a custom report, you can
submit a Custom Report work request to the Al team, which would help guide you in testing and
validating the report to ensure that the report meets your department/college needs and specifications.
Generally, these requests should be made outside of the annual review season.

Purpose

These features enable Al college/department administrators to use Self-Service Reporting for purposes
of responding to requests for specific information, reviewing data for missing or inaccurate information,
and standardized reporting to specific audiences (e.g., department chairs, associate directors, provost
office).

How to Create Custom Report

1. In Activity Insight, click "Reports" at the top of the page.

WASHINGTON STATE

G UnIvERSITY
”~ N

Activities Manage Data Reports Tools v
e

Reports

Select the report you would like to view or edit, or select o create a new report.

NAME ~ CREATED BY

AACSB Required Fields Audit Watermark

Figure 33. Demonstrating where to find the Reports page

2. Click on "Create a New Report."

WWASHINGTON STATE
G[_‘\l\'l RSITY e ;
Activities Manage Data Reports Tools v
Reports ‘ CREATE A NEW REPORT |
—— y

Select the report you would like to view or edit, or select to create a new report. 48 Items

MNAME ~ CREATED BY ACTIONS

AACSE Reauired Fields Audit Watermark n

Figure 34. Demonstrating where to click to create a new report
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3. Select "Blank Document." Depending on your security role, you should see the three options below.
Choosing the blank document helps you to create a custom report on specific activities in Al.

Select a Report Style

kB B

Blank Document Export Data

Figure 35. Demonstrating where to click to start a black report document

4. Click "Options" in the top right corner.

WASHINGTON STATE

[ UNIVERSITY (7]

Activities Manage Data Reports Tools «

<{ Create a New Report

' ..

‘ OPTIONS '

T

Figure 36. Demonstrating where to click to find the report Options

5. Select "Preview As" to build tailored templates for your report.

WASHINGTON STATE

3 UNIVERSITY (7] a
Activities Manage Data Reports Tools w
{ Create a New Report
Options Learn More B X Close
Format Filter Export
A B 2 =
Preview As Text Date Range Group  Blank Sections  PDF Word

LR e TR T T e TP E R P I EETEY]

Figure 37. Demonstrating how to preview the report
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6. Choose any faculty within your college or department to generate a sample report, then click
‘Apply.’

ADMIN
@ Preview As

Sunday, Oluwafemi J (oluwafemi.sunday) e

APPLY

Figure 38. Demonstrating how to select an individual to preview the report as them

7. Type an appropriate heading for the new Section under "Section Heading." Select the heading type
for the Section heading by clicking the dropdown button in the top left corner. Click "ADD
ACTIVITIES" by selecting the "Activity Type" from the dropdown button. Once you have selected the
Activity type, you can click on the checkmark in the right corner to complete the activity.

Note: you can add text to make it more explanatory, and also you can delete this Section by clicking
on the delete button. Click "ADD SECTION" to begin another section.

q- |+ —..@

Heading 1

Heading 2 (e
Heading 3 -
Heading 4

Heading 5
Heading 6 =1 ADD ACTIVITIES

Figure 39. Demonstrating how to edit the elements of the report

8. Let usas an example add ‘scheduled teaching’ to our report. First, click on “Add Section,” then click
the "Section Heading." Once you have entered your desired section heading, then you can click on
“Add Activities.”
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Activities Manage Data Reports Tools

{ Create a New Report

Options Learn More B X Close
Admin Format Filter Export
2 A B 2 @
Preview As Text Date Range Group  Blank Sections  PDF Word

Section Heading

q -

Section Heading

ADD ACTIVITIES ADD TEXT

ADD SECTION

Figure 40. Demonstrating how to add a new activity to the report

9. Click on the "Activity Type" dropdown menu button to select the activity for your reporting. In this
example, we want to report on scheduled Teaching and publications.

Note: You can begin typing the section you are looking for to find it quicker.
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Activities Manage Data Reports Tools -

{ Create a New Report

Options Learn More & X Close
Admin Format Filter Export
- A ] 2 (Oorr) b 5
Preview As Text Date Range Group  Blank Sections  PDF Word

Section Heading

Section Heading

@Type (sche >

Scheduled Teaching

Figure 41. Demonstrating how to find various activity types

10. Click on the checkmark on the right to populate the scheduled teaching information.

Activities Manage Data Reports Tools -
{ Create a New Report
Options Learn More & X Close
Admin Format Filter Export
2 A | 2 (Oor) = W
Preview As Text Date Range Group  Blank Sections PDF Word

Section Heading

Section Heading

XSV Tl [S cheduled Teaching ] «

Scheduled Teaching

Figure 42. Demonstrating how to populate the scheduled teaching information

11. At this point, you can add formatting to this Section by clicking on the scheduled teaching block. You
will then see a toolbar with formatting options provided, including display style, table, filter, group
by, and so on. To create the scheduled Teaching in a tabular form and group the information, click
on "Table" and tick the boxes you would like to display in your report. After you have ticked the
boxes, click "APPLY."
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W@ Display Style Fiter~ [ Group by =

&
Data to include in columns ADD NEW RECORD

nsalact Al
dit hours. 1 enrolled.

dit hours. 14 enrolled.

D Exclude from Repaorts

[l This is a clinical eaching record

yerm, Term and Year

=ar, Term and ear

ADD TEXT ] |

ADD SECTION

Schedule Line Mumber
Scheadule Line Mumber United
Census Day Ennollmant Number
End of Term Enroliment
Maximum Credit Hours Allowed

Lower Division or Upper Division

Hooodboge i drOO0ROR
g
g
i

Courss Level L J

Figure 43. Demonstrating how to customize the table display

Once you click on apply, the information will be put in a tabular form, as seen below:

{ Create a New Report

Oluwafemi Jechnson Sunday
Washington State University
oluwafemi. sunday@wsu.edu

Section Heading

Section Heading

Year, Term and Year Course Name Course Humber Instructor Load
2024 Research Mathods | 505 100
2024 Research Mathods | 505 oo

Figure 44. Demonstrating how the table will be displayed in your report

12. Then if you choose, you can then apply filters to an the table generated above. First, click on the
table you want to filter. This will show a toolbar with a "Filter" option. Expand this menu by clicking
on the dropdown option. Then select and check the boxes next to the filters that you want to apply,
and click "Apply" when done.
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& Display Style =

Yaar, Term and Year s Humber Instructor Load

Z024 . 100
2024 . 100

----------------------------------- [ istanky
Campus

Course Prefix
Lower Division or Upper Division o= .
Course Level

Degree Program j ----------------------------------------

ADD TEXT

WOW W W W

t aacse Degree Program
Delivery Mode
Instructor Edit

Video Cenference Crigination /
Destination

Class Pedagogy Type
New course preparation?

W

>
b4
?
b4
?

MNew format for existing course?

Figure 45. Demonstrating how to apply various filters to your table

13. You may also want to change how activities are grouped within a section. To display how records
should be grouped, click anywhere on the activities to bring up the toolbar. Click the "Group by"
dropdown button to select a field. This list is based on the dropdown list fields available for a given
screen.
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& Display Style~ & Table = T

Filter

Year, Term and Year Course Mar

2024 Research M|
2024 Research M|

Term and Year
Year

Campus

Course Level

Degree Program

| T AACSE Degres Program

Delivery Mode:

Instructor Edit

Video Conference QOrigination f Des...
Clazs Pedagogy Type

Blosss nnsiroo nron arafinn

Instructor Load

100

100

Figure 46. Demonstrating how to group the table by various groupings

14. You may also add Text Sections to any section of your report when you need to include subheadings,
annotations, or a summary of your activities. To do this, click on an existing section and select "ADD

TEXT."

q-

Section Heading

ADD ACTIVITIES ]

ADD SECTION

Figure 47. Demonstrating how to add text to the report

A free-text box will appear for you to add any appropriate notes. Rich text formatting options like bold,
underline, and italicized are available. Once you are done inputting new text, click the checkmark icon in

the circle. (See below).

Note: Text Sections should not be used to enter activity records that do not appear in an Activities

Section.
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Lorem ipsum dolor sit amet. consectetur adipiscing elit. Sed guam enim. tincidunt a sollictudin et, tempor vulputate dui.

Duis mauwris erat, scelerisque in vestibulum id, fringilla lobortis felis. Sed malesuada nisl leo, interdum rhoncus una
Maurts eral, scelelsque nngqiia jonors Tels LAARAAAARAAR VAFA LAAF AAARAAAALS WAAAARRAR WAAA

interdum L. MNullam SI.IEEIEIT velit sed metus Er&tlum. at @uncg& magna poria.

Figure 48. Demonstrating what to click to add the text to the report

15. You can adjust the date range for your report. In the top-right corner of your report preview, you
will see an Options tab and be presented with additional buttons.

WIEHINGTON STATY
r3 0 '.lE SITY (2] a2
Activities Manage Data Reports Tools
{ Create a New Report
~ -

OPTIONS )

Oluwafemi Johnson Sunday
Washingion State University
oluwafemi.sunday@wsu edu

Section Heading
Lorem ipsum dolor sit amel, consectetur adipiscing elit. Sed quam enim, lincidunt a solicitudin et, tempor vulputate dui. Duis
mauris erat, scelerisgue in vestibulum id, fringilla lebortis felis. Sed malesuada nisl leo, interdum rhoneus urna interdum au.

Mullam suscipit velit sed metus pretium, at rhoncus magna porla.

Section Heading

Year, Term and Year Course Name Course Number Instructor Load
2024 Research Mathods | 505 o
2024 Research Mathods | 505 100

Figure 49. Demonstrating how to change various settings, such as date range, by clicking on options

16. Click "Date Range," which displays a pane with the following options:

WisH N STATE

Activities Manage Data Reports Tools »

< Create a New Report

Options Learn More B X Close

Admin Forma Filter Export
2 A ™ 13 (OoFF) @ B
Praview As Text Date Range Group  Blank Sections PDF Word

fivn s wiversiy
atemi. sunday@wsu.edu

[- Y SR I PR | I

Figure 50. Demonstrating how to filterby date range

17. All Dates (default): This selection will include all of your activities from Activities. Uncheck this
checkbox to set a custom date range. The Start Date and End Date option allows you to define a
specific date range for the report.

Note: You can choose whether to include activities that do not have a date entered.
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Finally, after entering the date range for your report, click "Apply."

FILTER
£ Date Range

All Dates

Start Date

mmviddiyyyy ‘

End Date

l mmiddiyyyy ‘

Undated Activities

INCLUDED @

Figure 51. Demonstrating how to select the date range

18. Once you are finished formatting your report, click "SAVE REPORT" in the top-right corner of the
screen.

Activities Manage Data Reports Tools «

< Create a New Report

Oluwafemi Johnson Sunday
Washington State University
oluwafemi.sunday @wsu edu

Section Heading

Lorem ipsum dolor sit amel, conseclatur adipiscing elil. Sed quam enim, lincidunt a sollicitudin et, tempor vulputate dui. Duis
mauris aral, scelerisque in vestibulum id, fringilla lobartis felis. Sed n ada nisl leo, | rhoneus urna interdurm au.

Figure 52. Demonstrating how to save the report

19. Name your report in the pop-up window and select the "SAVE" button. All saved reports must have a
unique name. If you attempt to save a report with a name currently used by any custom report or any
report you have already saved, you will receive the error message "You already have a report with this
name. Enter a unique name to save this report." Names do not need to be unique across users, but they
cannot be shared with any custom report, even if it is a custom report to which the user does not have
access.
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Save Report

Report Namea
Teaching Schedule Report
o ()

Figure 53. Demonstrating where to enter a name for your report, and how to save

Your saved report will appear in the Reports dropdown list along with other custom reports to which
you have access in the Reports section. You can export a copy of the report by clicking on it. Once you
have built a report template, you can use that template anytime to run a report.

= ——
Activities Manage Data Reports
——

Reports CREATE A NEW REPORT
MAME = CREATEDBY ACTIONS
[ ey ey e —
MIFA EXT SPEC Impact Walermark 8
NIH Biographical Sketch Watermark a8
NSF Biographical Sketch Watermark &
NSF Caollaborators & Other Affiliations Infarmation Watermark 8
Owvarview: CCB Peer-Raviewed Jourmal Repart Waltermark &
Presentations by Faculty Watermark &
Scheduled Teaching by Facully Waltermark -
Teaching Schedule Repaort Me -
Vita Waltermark &

Figure 54. Demonstrating where to find your newly-created report

Note: Each time you open the report, your previously saved settings, ordering, filtering, and grouping
will be intact, but it will refresh with any records or updates that have been entered in the Al screen.
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20. To export the report, open the Options tab within the Report Builder. In the ‘Export’ toolbar section,
select the desired file format for the report, either PDF or Word.

Activities Manage Data Reports Tools
< Run Teaching Schedule Report SAVE REPORT
Options LearnMore & X Close
Admin Format Filter Export
2 A ) 2 (Oorr)
Preview As Text Cate Range Group  Blank Sections
VRS I S LSty
azdren.coma@wsu.edu

Figure 55. Demonstrating the various formats the report can be generated in

21. You can Duplicate, Delete, or Rename the Report Template by selectign the drop-down menu at the
end of the report in the list of reports.

Note: Only the creator of a report can choose to delete, duplicate, or rename

5

Activities Manage Data Reports Tools ~

Reports l CREATE A NEW REFORT l
MAME = CREATED BY ACTIONS
MSF Bixgraphical Sketch Watarmark 8
MSF Collaborators & Other Affiliations Information Watarmark a

Delata

Owverview: CCE Peer-Reviewed Journal Report ‘Watermark
Prasentlations by Facully Watarmark Duplicate
Scheduled Teaching by Facully Watarmark Rename
Teaching Schedule Repart Me o
WVita ‘Watarmark 8

Figure 56. Demonstrating how to Duplicate, Delete, or Rename a report template

22. You can share the Self-Service Report with Other Users. This feature is accessible to Administrators
based on the security roles assigned to them. For those with access to share, the "Share" icon is
embedded on your screen. Users with whom you share the self-service report can open the report
and view the criteria and different fields/options selected but cannot edit any parts of the reports
except the date range.

To share the report, click “Options” for your report, then click the "Share" icon under the Admin
section. Lists of users to whom you can share the report will be displayed. Select the individual and
click "Apply."
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Proview As Text Date Range Group Blank POF
Sections
Options
Neurochemical and Ultrastructural Characterization of
hreshoid Mechanoreceptors Projecting to |
7-262. hilps:l/dl,0ra/10.1007/51057 1-02 « Share b 4

jultipie Stress Creep and Recovery, Pe
fol. 147 (18t ed.). hitns/idol 010,106

navides-Mendoza, A., Cabrera-De-I3
[1). Effect of three nanoparticies (Sq

[C] College
(] College Administrator
(] College Limited Administrator

Piergiorgio, C., Esther, C.. Al [] Department
fmance analysis and external I
lctrometers, Detectors and [[] Faculty

v VvV VVYY

! " [[] Self-Service Reports
bd Resear (] University Q
[] University Administrator Q

R ] University Limited Administrator Q

[} University Reporting Q
» [ Individual
R S0 N
puminmm,2020.10,007
ﬂpscoloual ($6): A case of diglossia?, In E

pvides-Mendoza, A. (2021). Bi
s and plants. Jounal of Adva

Fazzio, A. (2021). Disorder efidRts
pons: The case of bismuthene, PAlysical

hain: a case study at the time of Co
R.1007/512208-021-00281-8

M on germ. Fr. 4.30 Gain. In Mnemosyne:

: A class of topological materdials. Physical Review B, 102(23).

Figure 57. Demonstrating how you can select who you want to share your report with
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Account Request for Administrative Access

You can request access for faculty/staff to carry out some activity, including managing faculty data or
administrative reports, running ad hoc reports, custom reports, resource center, etc.

To request administrative access for a faculty/staff member in your unit, please request using the Digital
Measures Service Desk:
https://jira.esg.wsu.edu/servicedesk/customer/portal/44/

In your request, please include the name of the faculty/staff member(s) to be added, the scope of
permissions (typically a college, department or school). Generally only read access is given, but if there is
a need for write access, please include it in the request.

Permission Requirement

You need to seek approval from the departmental head or dean depending on the level of access
requested.

Submit a Request
1. To submit a request, click on the above Service Desk (Jira) link and select "Request Activity Insight
Account."

W5U Help Center .

W5 Help Center
Digital Measures Service Desk

Welcome! You can raise a Digital Measures Service Desk request from the options provided.

What do you need help with?

Search

¥\ Request for Assistance
Mo A Get assistance on general issues that you need help with.

8+ Request Activity Insight Account
Request a faculty or admin account to activity insight.

Enhancement Request/New Feature

Let us know your idea for a new feature.

General Product Feedback
General feedback about activity insights.

’ Report a bug
Tell us the problems you're experiencing.

Figure 58. Demonstrating how to navigate to the page to request an Activity Insight account

2. Enter information. Under Raise this request on behalf of, click on the dropdown button to type the
staff's name. Then fill up the requested information in the boxes as seen below. You can use the
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comment box to provide additional information you think may be helpful to create the account
successful

8.,. Request Activity Insight Account

Digital Measures Service Desk

Raise this request on behalf of

. Sunday, Oluwafemi Johnson

| Q

Please enter 1 more character

Employee's Name
Search for a user v
MNarme of employee who needs access.

Employee's Department

Mame of the department of the employee who needs access.
Type of Account

None v
(Faculty or Admin)

If admin, your position in your unit (optional)

(e.g. Vice-Chancellor, Dean, Assistant to the Dean)

If admin, the name of the unit, department, college, or campus for which you need admin
privileges (optional)

Figure 59. Demonstrating how to select an individual

3. When you are done entering the information, click "Create" to submit the reques

Search for a user v

Comments

Aav BI - =~ &@+~

Describe the business need for the request

ancel

Powered by 4 lira Service Management

Figure 60. Demonstrating how to create a ticket
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