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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 build reports on Teaching, research, and service activities.

Al sources faculty information directly from internal WSU records (including Workday, mywsSuU, and
ORSO0), but faculty members may 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 Faculty can use Al to log activities relevant to your annual review. In this guide, you
will find step-by-step instructions on adding or editing an activity, explaining which activities should be listed
in which sections, who to contact when you need assistance, and more.

Screen-specific Instructions.

This guide includes a page for many screens you will encounter in Al. Each screen page provides step-by-
step instructions on how to add or edit an item. Note that screen-specific sections can be found above the
step-by-step instructions on many pages.

Useful Links

Provost's overviewhttps://provost.wsu.edu/annuareview/activity-insight/

Direct loginto Al: https://ai.provost.wsu.edu/

HelpdeskJira support ticketshttps://jira.esq.wsu.edu/servicedesk/customer/portal/44/
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Getting Started

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

Activities Page .
TheW! OuU A @ Aplokidesa fist df #ctiVify screenwhere youcan goin and review your own
information. (See image below).

WASHINGTON STATE

Activities Manage Data Reports Tools +

L Activities - Washington State University Q search ] I SEARCH I SearchTips  Rapid Reports
Review a guide to manage your activities.

DATA SHARE SETTINGS

~ Appointment and Administrative Information

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

Appointments)
Permanent Data e

) X Degrees
Security and Permissions

Workload Information
WSU Academic Appointments

WSU Positions

Goals and COVID-19 Related Circumstances

WSU Institutional Priorities

~ General Information

Prior and External Work Experience Faculty Development Activities Attended

Medical/Professional Affiliations Licensures and Certifications

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

Adding vs. Editing an Activity
Many screens allow you to either add new entries or edit existing entries. Ensure that entries are not
duplicated if they already exist. Adding and editing entries is very similar between screens on Al.

For example, if a publication previously listed in Al has since been published, you would want to edit the
entry of the submitted publication to include the published date. If you added a new entry for this purpose
rather than editing the existing entry, this publication would be listed twice.

To edit an existing activity, click on the activity, make the edit and after editing the activity, click on save,
as seen below.
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Activities Reports

seanch | SescnTips  RapidReponts

< Publications Q Search Publicatio

Ploase use this screen 1o record any works, both popular, scholarly, and creative (e.g. compositions) that you have published.

Filters: None

(u] O ALLOW SH... CONTRIBUTIO.. ~ EXPLANATION.. =  CURRENT STATUS v TITLEOFCON. ~ COUNTOFRO.. =~  JOURNALNA.. ~  JOURNALMA.. ~ Yi
—

=] ves® Joumsl Article Submitted 2 Nt n List

o ey Journal Article n Preparation; Not Yet Submitted s Not in List

Figure 2. Demonstrates how to access an entry in Publications

Activities [VELELEIEIE] Reports
>
" p——
Edit Publicaticns ‘ Cancel m M save ] B, Save + Add Another
)

You do not have access to modify some of the fields on this screen. If changes are
needed, contact your Watermark Faculty Success Administrator, WSU Administrator
ESG.

Please use this screen to record any works, both popular, scholarly, and
creative (e.g. compositions) that you have published.

WSU Record ID

ion Type *
! Dournal Article 3

Was this peer-reviewed/refereed?

[ves |

Figure 3. Demonstrates how to save an entry or changes to an entry

Sorting, Filtering, and Selecting Columns on a Summary Screen
Each screen will show a summary of the activities you entered or that were loaded into Al from a WSU
data system.

The summary screen enables you to select columns to display. Scroll over to view all the activities you
have chosen, and sort and filter activities according to your preference. Below is an example of a
summary screen of entered activities for the Publication Screen. 0

C | i Sekect Bolumnsoin the top right corner to select the activities you want to display. Then click on
fiJpdated0 t o modi fy the columns you want to display.
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Activities Manage Data Reports Tools *

< Publications

|Q€:ar:h... | [ SEARCH l Search Tips Rapid Reports

Please use this screen Lo record any works, both popular, scholarly, and ereative (e.g. compositions) that yau have published

n DUPLICATE COMPARE m

Filters: None

[m] @ ALLOW SH... CONTRIBUTION TYPE - EXPLANATION OF"O.. = TITLE OF CONTRIBUTION - YEAR, DATE PUBLISH... ~
a (ves@) Journal Article Elile Cuging, Gander, and the 2024

R
o vES® Olher Fodcast Total Survey Design 2024

o — .

Chacastagies T tal Mlasocafise Thot L

Figure 4. Demonstrates how to change which columns are displayed

Cl i c kLeft am&Right Arrows dutton next to the selected columns to scroll over your activities.

Activities Manage Data Reports Tools «

< Publications

‘QScar:h.. ‘ I SEARCH I Search Tips Rapid Reports

Please uge this screen o record any works, both popular, seholarly, and erealive (e.g. compasitions) that you have published.

n l pUPHIeATE l l COMPARE l m é 9

Filters: None

] © ALLOWSH..  CONTRIBUTIONTYPE =  EXPLANATIONOF'O.. ~  TITLE OF CONTRIBUTION *  YEAR,DATEPUBLISH.. ~
a ( vss.:, oumal Article Elile Cueing, Gender, and Lhe Partisan Gap in Environmental Support 2024

m} Othe Podcast Total Survey Design 2024

(] ( vss.} oumal Artiele Characleristies of Large Environmenlal Nenprofils That ldentify Climate Change and Seeial 2023

Justice as Focal Concerns

Figure 5. Demonstrates how to change the view of which columns are visible

To sort your activities according to your preference, clickthe A dr opd own o

button cl ose to
choose eithertheAs cendi ngo or of epsddemdi.ngAl so, you can filter vy
box c¢close to the acti vFltetryoybhewaApplyd tho udafefve athdtelhe ic hany
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Activities Manage Data Reports Tools v

< Publications |G-S:~:r:h . | l SEARCH l Seareh Tips Rapid Reports

Please uge thig screen Lo record any works, both popular, scholarly, and crealive (e.g. compositions) that you have published.
n m/ SELECT covmne < 2

Filters: None
(] 9 ALLOW SH... CONTRIBUTION TYPE EXPLANATION OF "O.. ~ TITLE OF CONTRIBUTION A YEAR, DATE PUBLISH... ~

DUPLICATE COMPARE

ander, and tha Parlisan Gap in Environmental Suppor 2024

S "\ . Elite Cuging. G
= (Yes@) Sort and Filter Elite Cueing, G

Sort Order

0 (e
¥es@ 1% ASCENDING

Tolal Survey Design 2024

l 1% DESCENDING

[m] 'C"ES.:' Filter onmental Nonprofils Thal Identify Climate Change and Social 2023

O Journal Article
O other

O (Blank)

Figure 6. Demonstrating how to sort the entries that you are viewing

Required Fields to Save Activity

Generally, entering a year is REQUIRED to save a record. Some screens where this is an exception are:
Personal and Contact |Informationo

Research Q@urorgeretsisyo i n

Referenceso

Citationso (only visible to some Colleges)
fPermanent Datao

=A=2-2-2-2
jum 2 St S S 1§

How to Enter Dates
Although entering a date is straightforward, utilizing Al requires specific date entry methods depending on
whether the activity is ongoing, occurring over a single day, or spans multiple days.

1. For events that happened over the specified time frame: include a START and END DATE.
2. For events that begin on the date listed and are ongoing: include only a START DATE.

3. For events that happen only on a single day: include only an END DATE.

4. For events that took place over one month, in the END DATE enter only the month and year.
5. For events that took place over one year, in the END DATE enter only the year.

Closing Completed Activities

If you have completed an activity currently listed as ongoing (such as a project or a paper), make sure to
edit the activity to close the date range. If an end date is not entered, the activity will continue to appear in
reports as a current event.

To close the date range for the activity, edit the activity to include the date the activity ended at the end
date.
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Note that the activity should already have a start date if indicated as an ongoing event (see How to Enter

Dates above).

Where to Record an Activity
If you are not sure what to classify as an activity, most pages have examples of what does and does not

qualify as that type of activity. Fi r st , consider the categories or
record.

Activities Manage Data Reports Tools ~

A Notifications « Activities - Washington State University

Once items have been reviewed or
d, they will be moved to the

TO DO

COMPLETE

You're all caught up!

New notifications will appear here when
there’s something far you te do or review.

Review a guide to manage your activities.

| Q, Search...

v Appointment and Administrative Information

Personal and Contact Information
Permanent Data

Security and Permissions

WSU Academic Appointments

'WSU Positions

v General Information
Prior and External Work Experience
Maedical/Professional Affiliations
Awards and Honors
Consulting

Medical Graduate/Post-Graduate Training

<

Teaching/Mentoring

Academic Advising

Directed Student Learning (e.g., theses, dissertations)
Mentoring

Non-Credit Instruction Taught

v Scholarship/Research
Biographical Sketch - NIH | NSF
Contracts, Grants, and Fellowships

Publications

‘ I SEARCH ] SearchTips  Rapid Reports

DATA SHARE SETTINGS

Current Administrative Assignments (and Legacy/Read-only WSU
Appointments)

Degrees
Workload Information
Goals and COVID-18 Related Circumstances

WSU Institutional Priorities

Faculty Development Activities Attended
Licensures and Certifications

Media Contributions

Professional Memberships

References

Scheduled Teaching
Other Teaching
Teaching Innovation and Curriculum Development

Engagement in Program Assessment Activities

Intellectual Property (e.g., copyrights, patents)
Presentations

Research Currently in Progress

Figure 7. Highlighting the different domains of entries that can be made in Activity Insight

Furthermore, a more comprehensive list can be found toward the end of this guide in table Activity Index

by Screen

Finally, if you are still having trouble determining where to enter an activity, do not hesitate to reach out to
the Activity Insight team at WSU by completing a Jira ticket:

https://jira.esg.wsu.edu/servicedesk/customer/portal/44/
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Appointment and Administrative
Information Screens

s ¢ o ndcraensd il nofcoart neadtdowahind hadpfoouttimest hée 6

The following page
tive. Information Screens?o

and Administr a

Personal and Contact Information (PCI)

Fields Locked for Editing in PCI
Your name and contact information are populated by mywWSU and Workday. Please visit myWSU or
consult with your unit or department administrator (whomever handles personnel actions) to request
changes to the data in locked fields. You can change your office phone number in Workday if incorrect.
You can initiate a change to your Working Title on Workday (Business Title). Please use the following links
to access further information on changes to personal information:
Change legal or preferred name:
https://wd5.myworkday.com/wsu/d/search.htmld?g=change%20name
Change business title:
https://wd5.myworkday.com/wsu/d/search.htmld?g=change%20my%20business%?20title

See the next section for information on how to update your name.

Fields Available for Editing in PCI
You are encouraged to edit your information in unlocked fields on this screen.

Work Location Definition
Work Location information is populated from Workday.

Campus Definition
For Activity Insight/Faculty Succes, the campus refers to campuses: Pullman, Tri-Cities, Spokane,
Vancouver, Everett, and Global Campus. This information is populated from Workday.

When to Update Your Name in myWSU or Workday

If you use a name other than your legally given personal name, you may want to fill out the preferred name
in your profile on myWSU or in the personal data section in Workday. The personal (or legal) name will be
used for all reports unless you specify a Preferred name. Once a preferred name is listed, the reports will
use the preferred name in place of your personal (or legal) name.

How to Update Your Preferred Name

You cannot change your preferred name to Workday or myWSU. To change it in Workday, you can enter
Change My Preferred Name into the Search field at the top of the page and select Change My Legal
Name 1 Task. More detailed instructions are found in the Workday Knowledge base in Confluence in the
Workday Reference guide in the Modify Personal Information section.

How to Update Your Personal Name

Updating your personal name record can be initiated in Workday or by contacting Payroll Services. Please

use the following |ink to find information from Payrol
name: https://payroll.wsu.edu/name-change/

To change it in Workday, you can enter Change My Legal Name into the Search field at the top of the
page and select Change My Legal Name i Task. More detailed instructions are found in the Workday

ACTIVITY INSIGHT/ FACULTY SUCCESS REFERENCE GUIDE 0 PAGE 9 of 97
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Knowledge base in Confluence in the Workday Reference guide in the Modify Personal Information
section.
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Permanent Data

Overview

All locked information on this screen comes from Workday. The Start Date at Washington State
University and Continuous Hire Date fields refer to general employment at WSU and are not department
or rank specific. Continuous Hire Date would differ from your Start Date at Washington State University if
you had a gap in employment. Please consult with your unit or department administrator (whomever
handles personnel actions) to correct any errors in fields such as tenure status or dates related to your
employment.

Activities Manage Data Reports Tools

A& Notifications « Activities - Washington State University

Once items have been reviewed or Review a guide to manage your activities.

completed, they will be moved to the

Complete tab. | Q, Search... | l SEARCH Search Tips Rapid Reports
TO DO COMPLETE

¥ Appointment and Administrative Information

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

Deg

rity and Permissions

. - - Workload Information
WSU Academic Appointments

. Goals and COVID-19 Related Circumstances
WSU Paositions

WU Institutional Priorities

v _General Information
Figure 8. Demonstrating how to view the entries for Permanent Data

In the rank advancement section, you should list each rank you attained at WSU and the date you started
working at the rank. Do not include ranks that you earned at previous institutions.

"» watermark ™
Faculty Success | formery igital Measures

Activities Reports

==
Edit Permanent Data M Save

You do not have access to modify some of the fields on this screen. If changes are
needed, contact your Watermark Faculty Success Administrator, WSU Administrator
ESG.

All information on this screen is locked for editing within Activity Insight.
Please contact your unit admin for assistance correcting any errors.

Starting Rank

Start Date at Washington State University
Month* & Day & Year*

August 4 2017

Continuous Hire Date

Month* & Day & Year*
August 4 2017

Figure 9. Demonstrating how to enter the Starting Rank
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Security and Permissions

Overview

This screen is solely used to give access to screens and reports. Over time, it will show all salaried faculty
positions/academic appointments for the past six (6) years. This information is populated from Workday
university data and mapped to the Activity Insight/Faculty Success list of WSU colleges and departments.
Supervisory Organizations and Academic Units pointing to campuses or units outside of academic areas
are mapped tlLevel ardaOthpruAppointments. &ou should see joint positions/academic
appointments listed here.

An individual 6ds scr een per mpasisossiacadesic appoantmanssdisted onehis
screen. The order of the colleges and departments listed has no meaning and is based on the order in the
data set that populates the screen. There is no need for the order to be changed because the order does
not matter in the assignment of access to screens and reports.

The campus field information is from Workday and is used in Activity Insight/Faculty Success to give
administrators access to reports.

Errors in your campus, and paid position/academic appointment information cannot be corrected through
Activity Insight/Faculty Success. It should be reported to your unit administrator (whomever handles
human resources or personnel actions) to be corrected in the administrative system so that you are sure to
have access to all screens you need in Activity Insight/Faculty Success.

M watermark WASHTNGTON STA .
* Faculty Success | romeny oigisi messures @uUrim @ a2

Reports

Activities - Washington State University . Search A1 Acthvt SoarchTips | Rapid Reports

Review a guide 1o manage your activities

~ Appoii and ini: ive Information

Figure 10. Demonstrating where to find the Security and Permissions section
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WSU Academic Appointments

Overview

Information on this screen is from Workday academic appointments and cannot be edited in Activity
Insight/Faculty Success. All academic appointments listed in Workday appear in the list of appointments.
Note that appointments that are not current may have an end date in the future. When you open an
appointment, there is a field Current Academic Appointment at the bottom of the screen that indicates
whether the appointment is current.

Errors in academic appointments cannot be corrected in Activity Insight/Faculty Success. All errors should
be reported to your unit HR administrator to initiate a correction on Workday.

Information about academic appointments is found on the WSU Academic Appointments screen.

» watermark SHTNGION ST @ 3
* Faculty SUCCESS | formery Digital Mensures GFUNIVESTY a

Reports

Activities - Washington State University
Review a guide to manage your activities.

SEARCH | SearchTips  Rapid Reports

v A i and Admini ive Information

Figure 11. Demonstrating where to find WSU Academic Appointments
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WSU Positions
Overview

Information on this screen is from Workday positions. Positions listed in Workday appear in the list of WSU
positions. There are two fields on the screen not populated from Workday where faculty can enter
information regarding the position: Description of Position and FTE. If there are errors in the other fields
on this screen, they cannot be corrected in Activity Insight/Faculty Success. All errors should be reported
to your unit HR administrator to initiate a correction on Workday.

Information from the legacy administrative system, which is like the WSU Positions, is found on the WSU
Appointments and Administrative Assignments screen.

M watermark
Faculty Success | romeny oigisi essures

Reports

SEARCH | SearchTips  Rapid Reports

Activities - Washington State University
Review a guide to manage your activities

ive Information

Figure 12. Demonstrating where to find WSU Positions

Please note that you can organize the information you see according to your preferences. Click i Sel ect
Co | u minshe top right corner to select the information you wish to see.

» watermark WasGTON STAT @ 2
if Faculty SUCCESS | tomany Digitsl Messures [« [N a

Activities Reports

< WSU Positions

SEARCH Search Tips Rapid Reports
[« [ o | — (e ) ¢

Filters: None

O JosTMLE = MONTH.POSITIONS.. ~ DAY, POSITIONSTA. =  YEARPOSITIONST. ~  MONTH.POSITIONE. =  DAY,POSITIONEND.. ~  YEAR POSITIONEN.. =

Figure 13. Demonstrating how to select which columns to display

Once your selection is complete, click on 6 U p d,adndeyou will see the changes on the screen. You can
also filter how the information will be displayed. To do so, click the arrow next to each column. With this,
you will have the option to sort and filter.
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Current Administrative Assignments (and
Legacy/Read-only WSU Appointments)

Source

Primary information is from our legacy HR system (AIS), and secondary information is entered by faculty.

You can enter your current Administrative Assignments if they do not appear elsewhere. However, you

CANNOT edit ALegacy WSU Appoi nt ment s-ONLY leistodcal positionshi s s cr
from the legacy AIS system and CANNOT be EDITED. For CURRENT information, please refer to the

"WSU Positions" screen for current positions and the "WSU Academic Appointments" screen for current

academic appointments.

Purpose
This screen is meant to contain all paid legacy-system WSU appointments held. You can add
supplementary appointments and administrative entries for any positions not recorded in AlS.

Appropriate Items to Report
Graduate program director, program or research center director, academic director, and school associate
director.

Inappropriate Items to Report

Non-WSU positions (record in Prior and External Work History) and unpaid service positions (record in
appropriate Service category). More examples can be found in the Activity Index by Screen table toward
the end of this guide.

How to Add Items
Ensure the position does not already exist. If it does exist, edit it (i.e., enter an end date to close a
completed activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. To add supplementary positions held at WSU not already listed here, select i WS U
Appointments and Admi ni suhderadppbintneentarsd Administrate/e t s 0
Information.

> watermark WASHTNGTON STA o .
* Faculty SUCCESS | formery Digital Measures FUNIVERSTY -

Reports

Activities - Washington State University
Review a guide to manage your activities.

v A i and ini: ive Information

Figure 14. Demonstrating where to find WSU Appointments and Administrative Assignments

2. Once you have selected this screen, you should see all your positions pre-populated for you here,
as they are recorded in AlS, along with their appointment titles, appointing departments, and
appointment begins and ends dates.

3. Cl i Ad&d AN &wdd supplementary data not included in AIS (e.g., administrative
assignments, endowed positions, etc.). Complete all fields for the activity which are required or
relevant to your annual review
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watermark NisiNGTONS ° .
§ Faculty SUCCESS | formary Dighal Measures <] It 2

Reports

n i s 2

Figure 15. Demonstrate how to add a new entry

4. Entering a Year is required to save the information (For more information on date entering, refer
to Getting Stateds ect i on AHow).to add datesbo

5. Create a separate entry for each position held. For example, if you were a department chair and
held an endowed position at the same time, each position should have its own entry.

6. Selecti Sa wAdd An ot hifeyoudhave more information to add or select i S a vvehén you
are done entering information for this screen.

M watermark NASHI N Si o °
* Faculty Success | fomery Digitst Measures G UNIVIRSIT a

Reports

Figure 16. Demonstrate how to save or add a new entry

7. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon to delete

8. When you are finished entering data on this screen, select either the back arrow button in the
topleftorfi Act i vt teture te thhe main screen.
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Degrees

Source
Faculty.

Purpose

Please use this screen to record your academic degrees held, most importantly, your highest degree
earned. Please indicatethehi ghest degr e¥e dngxttsteelgeestion, migs AThi s t
Degree You H a v inforrkation roe gloRrohighest degree earned is needed for NWCCU
Accreditation. In particular, the area, degree-granting institution, and level of your highest degree are
required to provide a general count of how many faculty members have earneda b a ¢ h e degree¥esysus
ama s t dagréesversus a Doctoral degree, etc., as their highest level of education.

Appropriate Items to Report
Formally granted academic degrees, such as Ph.D., MD, MA, MS, BA, BS.

Inappropriate Items to Report

Professional licenses or certifications (should go on flLicensures and Certificationsg and postdoctoral
work (should go on fPrior and External Work Experienced. More examples can be found in the Activity
Index by Screen table toward the end of this guide.

One Entry per Degree
Each degree should be listed separately. If you have more than one degree from the same institution, you
will have multiple entries for that institution.

Required Fields
Country, Year Completed.

How to Add Items
Ensure the degree entry does not already exist. If it does exist, edit it. If it does not exist, add a new item
as follows:

1. To add entries, selecti D e g r in@esAppointment and Administrative Information.

b watermark WASHTNGTON STX @ 2
* Faculty SUCCESS | formery Digital Messures [« LS a

Reports

Activities - Washington State University
Review a guide to manage your activities

v A i and Admini ive Information

Figure 17. Demonstrate where to find Degrees

2. Selecti Add .N&omplete all fields relevant to your annual review

b watermark WASHINGTON ST @
” Faculty Success | romeny igns easurss U

Activities Reports

< Degrees

é >

DEGREE +  EXPLANATION OF "OTHER" »  INSTITUTION *  EMPHASIS/MAJOR = ¥EAR,DATE COMPLETED

Figure 18. Demonstrate how to add a new entry

3. Entering the Year when the degree was completed is required to save the information.
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4. Selecti Save and Ad dyodhawembreinfarmation to add or selectfi S a vvehén you
are done entering information for this screen.

» watermark Wi STAT o
X Faculty Success | e tipesivesaes G )

Activities  Reports

Edit Degrees |m| B, SAVE + ADD NEW

Degree

Institution

Figure 19. Demonstrate how to save or add a new entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more
information on editing existing activity, please refer to Getting Starteds ect i on AAddi ng Vs.
Editingo).

6. When you are finished entering data on this screen, select either the back arrow button in the

topleffori Acti oitoeseturn to the main screen.
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Workload Information

Source
Faculty.

Purpose
Please use this screen to estimate the amount of time you spend in each category listed.

Totaling Sections

Notethatfil nstructi onalddfiWot lal o d\avelséparatedsections. The total of all entries

inthed Tot al \dseatidn showdaddd up to 100% for all faculty. IntheA | nst r uct i oseaidn, Wor k| o a
either the total of all entries should add up to 100%, or all entries should be left blank to indicate you have

no Instructional Workload. The fAl nstructi onal Wanly kelled@t blahk if yeuehave alsan s h o u |

| ef t nstructienald | f i el d b ToamnNorklbaddr stehcet ifion, i ndicating 0% in bo

If you are part-time, please indicate how 100% of your WSU time is used so that your entries for each
applicable section add up to 100%.

How to Add Items

Ensure an entry for the Academic Year you wish to update does not already exist, as there should be only
ONE entry per academic year. If it does exist, click the entry to edit it. If it does not exist, add a new item
as follows:

1. To add your Workload Information, select @ Wor k| o ad |underdAppoiatrnent@nmd o
Administrative Information.

» watermarl

¥, k SHINGTON STA M
* Faculty SUCCESS | formery Digital Measures GUNVITY @ 2

Reports

Activities - Washington State University
Review a guide to manage your activities.

v A i and ini: ive Information

Figure 20. Demonstrate where to locate Workload Information

2. Selectii Ad d Nfahs Adcademic Year you need to update is not already listed. Click the entry
to edit the existing information if it is already listed.

» watermark-
* Faculty Success | fomer

SEARCH | SearcnTips  Rapid Reports

< Workload Information

n DUPLICATE COMPARE

Filters: None

[1  ACADEMIC VEAR

Figure 21. Demonstrate how to enter a new entry

3. Selecting an Academic Year from the dropdown is required to save the information. Note that
there should only be ONE entry per Academic Year.

4. Complete all fields, ensuring that the entriesforidi Tot al Wo r kup toa@0éo. Ifyald
indicate having any instructional workloadi n fATot al éndlwertheRbadtructi onal
Wor k| o ad alsoeadd up tod@0%. Note that you may leave a field blank to indicate 0%.

5. Selecti SawAdd An oifyowenead to add information for a different academic year that is
currently not listed or select i S a vvehén you are done entering information for the selected
academic year.
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Edit Workload Information . [ B save ]l[H‘SavE*rAddAnuther]

Cancel

Academic Year

v Instructional Workload @

Figure 22. Demonstrate how to save or save and add another entry

6. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more
information on editing existing activity, please refer to Getting Starteds ect i on A Addi ng Vs.
Editingo)

7. When you are finished entering data on this screen, select either the back arrow button in the top
leftorfi Act i vtb rteturete the main screen.
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Goals and COVID-19 Related Circumstances

Source
Faculty.

Purpose
Use this screen to track the goals you set every calendar year. CVs can be uploaded in this section at
the very bottom. You can also record the positive and negative impacts of COVID-19 on your work.

One Entry per Year

Eachi Re v i e w showdahavée only ONE entry. To enter multiple goals for a single calendar year, once

the entry for that year is open, enter your 1stgoal under i Go al s f oing Yb&g,cthemclicki + Add
Rowo to create a new box to add your 2" goal. Repeat this process to add all your goals.

How to Add Items
If the year you wish to add goals to already exists, then edit it. If it does not exist, then add a new item:

1. To add entries, select i C O \-19Related Circumstances and Goalsounder Appointment and
Administrative Information.

M watermark VESHINGTON STATE .
# Faculty SUCCESS | formery Digiai Messures [ [ @ 2

Activities Reports

Activities - Washington State University
Review 3 guide to manage your activities.

Rapid Reports

v A i and ini: ive Information

Figure 23. Demonstrates where to find the Goals and COVID-19 Related Circumstances section

2. Clickfi Add .N&omplete all fields for the activity relevant to your annual review.

» Wwatermark~ WASHINGTON STAT
* Faculty Success | fameny igisi Measures QusvERsY (2]

Activities Reports

u SEEeTeo €2
Filters: None

REVIEW YEAR

¢ COVID-19 Related Circumstances and Goals

Figure 24. Demonstrating how to add a new goal

3. Enteringafi Re vi e w isYeguired do save the information. Note that there should only be
ONE entry per calendar year, though you can include multiple goals within that year.

4. Selecti SawAdd An oifyowenead to add information for a different year that is currently
not listed or select A S a vvehén you are done entering information for the selected year.

M Watermark WASHINGTON STATE e
* Faculty Success | formery bigital Measures EPUNIERS

Activities  Reports

Edit COVID-19 Related Circumstances and Goals CANCEL B, SAVE + ADD NEW I

_

th

Review Year

Figure 25. Demonstrating how to save or save and add a new entry
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When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more
information on editing existing activity, please refer to Getting Stateds ect i on AAddi ng Vs.
Editingo).

When you are finished entering data on this screen, select either the back arrow button in the
topleftori Ac t i vt teture ts thhe main screen.
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WSU Institutional Priorities

Source
Faculty.

Purpose

Please use this screen to record some specific priorities that are highly valued by the university and not
easily reported in faculty performance review materials. Please describe your contributions and impact in
the following four areas: (1) High-Impact Learning Practices, (2) Inclusion, Diversity, Equity, and Access,
(3) Community Engagement, and (4) Internalization.

One Entry per Year

Entering a year is required to save a record. Please ensure you record all your contributions and impact for
a given year in ONE single entry. However, only one entry will be included in your annual review report if
you enter more than one record for a calendar year. All information for a review year should be entered on
one screen.

How to Add Items
Ensure the year you wish to add goals does not already exist. If it does exist, edit it. If it does not exist,
add a new item as follows:

1. Select AWSU I nstitut i omudérAppointment and Admidisttative a d d
Information.
6.

M watermark: WASHTNGTON STA .
Faculty SUCCESS | fomer Digil dessres QRURIERIT e 2

Reports

Activities - Washington State University
Review a guide to manage your activities

~ Appoil and Admini ive Information

Figure 26. Demonstrating where to locate WSU Institutional Priorities

2. Clicki Add .N&omplete all fields for the activity relevant to your annual review.

» watermark WASHINGTON STATE
* Faculty SUCCESS | tarmeny oigitat Measures GunvESIY [7]

Activities Reports

{ WSsU Institutional Priorities

n i comrare m < K

Filters: None

REVIEW YEAR

Figure 27. Demonstrating how to add a new entry

3. Enteringaf Re vi e w isYeguireddo save the information. Note that there should only be
ONE entry per review yeatr.

4. Selecti SawAdd An oifyowneal to add information for a different year that is currently
not listed or select A S a vvehén you are done entering information for the selected year.
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" watermark-
# Faculty SUCCeSS | fomeny oigital Measures

Activities Reports

CANCEL

Edit WSU Institutional Priorities

charged by the federal

Review Year

Figure 28. Demonstrating how to save or save and add a new entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more
information on editing existing activity, please refer to Getting Stateds ect i on AAddi ng Vs.
Editingo)

6. When you are finished entering data on this screen, select either the back arrow button in the
topleftori Ac t i vtob teture ts the main screen.
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General Information Screen

The following pages c ondcr@ensd il nofeoart nhaltdonaiind ea@doeted  t
Informationd

Prior and External Work Experience

Source
Faculty.

Purpose

Please use this section of your profile to record relevant non-WSU work history and relevant work
experience occurring both prior to and at the same time as your appointment at WSU but external to the
university (e.g., small business ownership).

Appropriate Items to Report
Academic positions held at other institutions, business ownership, and professional positions held outside
of higher education.

Inappropriate Items to Report
WSU positions (record in WSU Appointments and Administrative Assignments) and unpaid service
positions (record in appropriate Service category).

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. To add your non-WSU work experience, selectiin Pr i or and EXxt er nanter Wor k

General Information.

v|GeneraI Information I
—;| Prior and External Work Experience Faculty Development Activities Attended
Medical/Professional Affiliations Licensures and Certifications
Awards and Honors Media Contributions
Consulting Professional Memberships
Medical Graduate/Post-Graduate Training References

Figure 29. Demonstrating the location of Prior and the External Work Experience section in the General Information
domain

2. Selecti Add .N&omplete all fields for the activity relevant to your annual review.

? watermark WASHINGTONST o 3
Faculty SUCCESS | formerty Digtal Messures <] a
Activities Reports
< Prior and External Work Experience Q Search Prior and E SearchTips  Rapid Reports
Please use this section of your profile to record relevant non-WSU work history and relevant work experience occurring at the same time as your appointment at WSU but external to the university (e.g. small business
ownership).
n m < >

Figure 30. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (For more info on date entering, please refer
to Getting Starteds ect i on fAHow to Enter Dateso above
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4. Selecti Save and Ad dyodhawembreinfarmation to add or selectfi S a vvehén you
are done entering information for this screen.

b atermark - VASHINGTON ST .
¥ Faculty SUCCESS | formeriy igital Massures Q@ UIvERST (2] -

Edit Prior and External Work Experience | canciL Hsave | 15, SAVE + ADD NEW I
f t
"

relevant non-WSU work history and
e 25 your appointment at WSU but

Employment Type

Figure 31. Demonstrating how to save or save and add a new entry

Was/is this a postdo position?

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (For more
information on editing existing activity, please refer to Getting Starteds ect i on A Addi
Editingo).

6. When you are finished entering data on this screen, select either the back arrow button in the
topleftorfi Act i vt teture ts thhe main screen.

Awards and Honors

Source
Faculty. You would find it here if you had pre-loaded data from WORQS (a prior annual review tool).

Purpose
Awards and honors capture recognition, nominations, and honoraria given to faculty by their department,
college, institution, or external organization.

Appropriate Items to Report
Awards (nominated or received), Fellows/Honorary Fellows, Outstanding Mentor/Advisor/Teacher,
Excellence in Teaching/Research/Service, elected as a member, service recognitions, and team awards.

Inappropriate Items to Report

Grants and contracts, serving on faculty senate, awards to your students, invited papers/keynote speaker,
editor/author, committee/board service, becoming an elected officer of a professional organization,
becoming a member of the graduate faculty, patents, being cited within a research paper, affiliate
appointments, press releases, and serving on a review panel.

One Screen per Award or Honor

Each Award or Honor should be entered as a separate item, meaning only ONE of the six (6) award fields
should be filled in per entry. Once all the related information for the selected award is complete, you can
create a new entry to enter information for another award. If you won an award that you currently have
listed in Activity Insight/Faculty Success as Nominated, you would edit the nomination entry to indicate it
was Awarded rather than creating a new entry, thus listing the same award twice.

Prestigious Awards Dropdowns
These are awards identified by the National Academies as prestigious; approximately 1,400 of these
awards are organized into four (4) groups. The dropdown menus organize the awards by area of emphasis

and are type-ahead enabled. Also, note the dropdown specifictoWa s hi ngt on St ate Uni

Awards.
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How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. To add entries, selectii Awar ds a nuhdeH®@eneoal Irfoomation.

leeneraI Information I
Prior and External Work Experience Faculty Development Activities Attended
Medical/Professional Affiliations Licensures and Certifications
—P Media Contributions
Consulting Professional Memberships
Medical Graduate/Post-Graduate Training References

Figure 32. Demonstrating the location of Awards and Honors section in the General Information domain

2. Cl i &Ad&kd iN ewdd new entries. Once you have selected this screen, you will see a list of
the awards entered using your WORQS data.

» watermark
* Faculty Success | formery Digital Measures

Activities  Reports

< Awards and Honors Q Search Awards anc SearchTips  Rapid Reports
Awards and honors captures recognitions, nominations, and honoraria given to faculty by their department, college, institution, or external organization.
n OUPHEATE comene m < >

Figure 33. Demonstrating how to add a new entry

3. Each entry should specify only one of the first six (6) fields on the screen. After selecting an

award/honor or fillingintheii f not | i descepton tortao award/honor not found in the
dropdowns, complete all fields for the activity which are required or relevant to your annual
review.

4. EnteringaYearforiDat e Nomi nat eigirégRiredte dave éherecord. Note that there
should be only ONE entry per award/honor per cycle of the award/honor.

5. Selecti Save and Ad dyodhaeimbreinfarmation to add or selectfi S a vvehén you
are done entering information for this screen.

Edit Awards and Honors | Cancel r | B save " B, Save + Add Another

Awards and honors captures recognitions, nominations, and honoraria given to faculty
by their department, college, institution, or external organization.

Prestigious Awards - Arts and Humanities

Prestigious Awards - Social and Behavioral Sciences

Prestigious Awards - Physical Sciences and Engineering

Prestigious Awards - Life Sciences

Washington State University Provost's Awards

Award or Honor Name!ifnot listed above)

Figure 34. Demonstrating how to save or save and add another entry
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When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (For more
information on editing existing activity, please refer to Getting Stateds ect i on AAddi ng Vs.
Editingo).

When you are finished entering data on this screen, select either the back arrow button in the
topleftori Ac t i vt teture ts thhe main screen.

ACTIVITY INSIGHT/ FACULTY SUCCESS REFERENCE GUIDE 8 PAGE 28 of 97



Consulting

Source
Faculty. If you have data pre-loaded from WORQS (a prior annual review tool), you will find it here.

Purpose
Use this screen to record consulting that you have done both as a member of WSU and as a private
individual.

c

The WSU Faculty Manual defines consulting as follows: A Consul t i ng, whi ch must b
ros |

Universityéds mission and enhance the faculty membe
for others in areas of professional competence for which Washington State University employs the faculty
member. 0

e
0

Appropriate Iltems to Report

Paid or pro bono consulting for ad hoc projects, subject matter expert/scientific advisor, litigation
support/expert witness, advisory boards, public health/animal health/health regulatory work/veterinary
consultants, outside evaluator, program/curriculum development, program evaluation, and product design
improvement.

Inappropriate Items to Report

Owning a small business, long-term appointments with a single external firm, private practice in health/legal
fields, editorial board/editor, conference presentations, mentoring, advising, teaching at other institutions,
guest lectures, non-credit instruction taught, and editorships.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. To add entries, selecti Co n s u | undemGgreeral Information.

leeneraI Information I
Prior and External Work Experience Faculty Development Activities Attended
Medical/Professional Affiliations Licensures and Certifications
Awards and Honors Media Contributions
— Professional Memberships
Medical Graduate/Post-Graduate Training References

Figure 35. Demonstrating the location of the Consulting location under the General Information domain

2. Cl i ck n Adcdmphte alldequired fields relevant to your annual review. Once you have
selected this screen, you may still see information imported from WORQS (a prior annual review
tool).

§ :;::!t’ﬂ‘tvks.uccess 1 formerty Digital Messures \G“ clizadle @ 2

< Consulting Q search Consulting ‘ SEARCH SearchTips  Rapid Reports
Use this screen to record consulting that you have done both as a member of WSU and as a private individual.
n pupkieATE comrARe m " =2

Figure 36. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (for more info on date entering, please refer to
the Getting Starteds ect i on fAHow to Enter DatesoO above

4, Selecti Save and Ad dyodhawembreinfarmation to add or fi S a vvenén you are
done entering information for this screen.
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M watermark:
?f Faculty SUCC@SS | formarty bigtai Messures

Edit Consulting l CANCEL —} ml B, SAVE + ADD NEW I

Use this screen ta record consulting that you have done bath as a member of WSU and
as a private individual

Consulting Type

Client/Organization
Address @

Figure 37. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more
information on editing existing activity, please refer to Getting Starteds ect i on A Addi
Editingo).

6. When you are finished entering data on this screen, select either the back arrow button in the
topleftorfi Ac t i vt teture ts thhe main screen.
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Faculty Development Activities Attended

Source
Faculty. If you have pre-loaded data from WORQS (a prior annual review tool), you will find it here.

Purpose
Please record training and development activity here, including conferences that you attended but did not
present.

Appropriate Iltems to Report
Continuing education programs, fellowships, internships, self-study programs, seminars, tutorials,
webinars, conference attendance, and workshops.

Inappropriate Iltems to Report

HRS-type training courses on purchasing cards, OBIEE and financial data warehouse training, travel,
conference presentations, recertification of professional licenses, degrees obtained, journal subscriptions,
and faculty meeting attendance.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. SelectiFaculty Devel op me nundeA@endrallnfarnnatos to Add en&iesd e d 0

leeneraI Information |
Prior and External Work Experience =P | Faculty Development Activities Attended
Medical/Professional Affiliations Licensures and Certifications
Awards and Honors Media Contributions
Consulting Professional Memberships
Medical Graduate/Post-Graduate Training References

Figure 38. Demonstrating the location of the Faculty Development Activities Attended section under the General
Information domain

2. Selecti Add .N&omplete all fields for the activity relevant to your annual review.

M watermark: WASHINGTON STATE 0 .
X Faculty SUCCESS | formeriy Digital Measures QUNIVERSITY -
Activities  Reports
< Faculty Dy iviti Q search Faculty De I SEARCH | SearchTips  Rapid Reports
Please record training and development activity here, including conferences which you attended but did not present.

Figure 39. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (for more info on the date, please refer to the
AHow t o Ent er odtetGettng Stasted pdge).o n

4. Selecti Save and Ad dyohhawembreinfarmationtoaddor i S a vvehén you are
done entering information for this screen.
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» watermark
N Faculty SUCCESS | formery Digital Maasures

Activities Reports

Edit Faculty D iviti CANCEL Im B, SAVE + ADD NEW

Please record training and development activity here, including conferences which you
attended but did not present,

Activity Type
Title

| |

Sponsoring Organization

Figure 40. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more

information on editing existing activity, please refertothes ect i on fAAddiomthe Vs.

Getting Started page).
6. When you are finished entering data on this screen, select either the back arrow button in the
topleftori Act i vt teture te thhe main screen.
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Source
Faculty.

Purpose

Licensures and Certifications

Faculty should use this screen to record any professional licensures and certifications held.

Appropriate Items to

Report

American Bar Association, CPR certification, teaching certifications or endorsements, Certified Public

Manager, Li

censed

Di

et

ci

an

Licensed

Professi

onal

license, Registered Nurse, Licensed Clinical Social Worker, Professional Engineer, and Pesticide

Applicator License.

Inappropriate Iltems to Report
OBIEE, purchasing cards, and travel training. More examples can be found in the Activity Index by Screen
table toward the end of this guide.

How to Add Items

Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. To add entries, selecti L i

censures

a n uhde€@eneral Iffarntaton. i

onso

leeneraI Information |

Awards and Honors

Consulting

Prior and External Work Experience

Medical/Professional Affiliations

Medical Graduate/Post-Graduate Training

e

Faculty Development Activities Attended

Licensures and Certifications

Media Contributions
Professional Memberships

References

Figure 41. Demonstrating the location of the Licensures and Certifications section under the General Information

domain

2. ClickAi Add

N@&omplete all fields for the activity relevant to your annual review.

e watermark:

W Faculty SUCCESS 1 e sgtattessass

Activities

Reports

< Licensures and Certifications

n DUPLICATE COMPARE m

SEARCH | SearchTips  Rapid Reports
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Figure 42. Demonstrating how to add a new entry

3. EnteringaYearinfiDat e

Ob ordiiExed & at iieraquildtd save the information.

P | Date Obtained

Month Day

Year

| -

> [Epraionsen

Month Day

| -

Year

Figure 43. Demonstrating the presentation of 'Date Obtained' and 'Expiration Date' entry points

4., Selecti Sav e

and

A d d yodhhawe tmbre infarmation to add or i S a vvehén you are
done entering information for this screen.
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Edit Licensures and Certifications

Title of Licensure/Certification

‘Sponsoring Organization

License/Certification Number

Active or Inactive

Figure 44. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more

information on editing existing activity, please refertothes ect i on A Addiomthe Vs .

Getting Started page).
6. When you are finished entering data on this screen, select either the back arrow button in the
topleftorfi Act i vt teture ts thhe main screen.
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Media Contributions

Source
Faculty. If you have data pre-loaded from WORQS (a prior annual review tool), you will find it here.

Purpose
Please use this screen to report your accomplishments in popular media outlets and/or participation as a
university representative in popular media. Published works should be listed in Publications.

Appropriate Iltems to Report

Interviews of you that were conducted for radio/TV/print/social media/web articles, popular press
articles/press releases that you wrote for radio/TV/print/social media/web articles, guest spots on a radio
show that were broadcast, and programs that you participated in that were originally broadcast on
radio/TV/social media.

Inappropriate Items to Report

Participation as a private citizen in popular media and web or social media videos of you from a performance
or event. For example, if you performed in a concert hall, list it on the performances tab, even if it was
recorded and later uploaded to YouTube or a website.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. Sel ect fiMedi a Contributionso under Gener al |

leeneraI Information |
Prior and External Work Experience Faculty Development Activities Attended
Medical/Professional Affiliations Licensures and Certifications
Awards and Honors —ly
Consulting Professional Memberships
Medical Graduate/Post-Graduate Training References

Figure 45. Demonstrating the location of the Media Contributions section under the General Information domain

2. Clicki Add .N@omplete fields for the activity relevant to your annual review.
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Figure 46. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (for more info on the date, please refer to the
AHow t o Ent er ofietGettng Stested page).o n

4., Selecti Save and Ad dyodhawembreinfarmation to add or fi S a vvenén you are
done entering information for this screen.

ACTIVITY INSIGHT/ FACULTY SUCCESS REFERENCE GUIDE 8 PAGE 35 of 97

nf or mat



 watermark WASHINGTON STATE .
ﬁ Faculty SUCCESS | tormerty bigist Massures @ UNIVERSITY e a

Reports

of your media

Edit Media Contributions I CANCEL l m [ B, SaVE + ADD NEW
lease use this screen to repor

Media Type

Contribution Title

ion Name

Figure 47. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more
information on editing existing activity, please refertothes ect i on A Addiomthe Vs . Edi
Getting Started page).
6. When you are finished entering data on this screen, select either the back arrow button in the
topleftorfi Act i vt teture ts thhe main screen.

ACTIVITY INSIGHT/ FACULTY SUCCESS REFERENCE GUIDE 8 PAGE 36 of 97



Professional Memberships

Source
Faculty. If you have data pre-loaded from WORQS (a prior annual review tool), you will find it here.

Purpose
Please use this screen to record memberships in organizations related to your profession or discipline.

Appropriate Items to Report
Honor societies and local, regional, national, or international organizations are made up of those in the
same or similar professional fields.

Inappropriate Iltems to Report

Service on university committees (should go on university service), and memberships in civic clubs or
fraternal organizations (e.g., Boy Scouts, Kiwanis) i can be put on public service if you are in a volunteer
role. Leadership roles in a professional organization should be recorded on Professional Service.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. To add entries in this screen, selectii Pr of essi onal MeenGenera mflormation.
leeneraI Information |
Prior and External Work Experience Faculty Development Activities Attended
Medical/Professional Affiliations Licensures and Certifications
Awards and Honors Media Contributions
Consulting = | Professional Memberships
Medical Graduate/Post-Graduate Training References

Figure 48. Demonstrating the location of the Professional Memberships section under the General Information
domain

2. Clicki Add .N&omplete all fields for the activity relevant to your annual review.
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Figure 49. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (for more info on the date, please refer to the
AHow t o Ent er olXtetGettng Stasted pdge).o n

4, Selecti Save and Add i An gtoheinfoanmateon toneald oz select i S a vvehén you
are done entering information for this screen.
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Figure 50. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more

information on editing existing activity, please refertothes ect i on fAAddiomthe Vs.

Getting Started page).
6. When you are finished entering data on this screen, select either the back arrow button in the
topleftori Act i vt teture te thhe main screen.

ACTIVITY INSIGHT/ FACULTY SUCCESS REFERENCE GUIDE 8 PAGE 38 of 97

Edi



References

Source
Faculty.

Purpose
Use this screen if you are interested in including contact information for professional references on your
curriculum vitae.

Appropriate Iltems to Report
Professionals (within or outside of academia) who can comment at an expert level on your accomplishments
and abilities.

Inappropriate Iltems to Report
Relatives (regardless of their professional status) and people with a conflict of interest in your success.

Blank Record
Note that saving a blank record is possible on this screen. If you have done so, you will see fitem has
bl ank values f or ®nhhe Sulhmaypstreen. Blank eetodds should be deleted.

How to Add Items
Ensure the reference is not already listed. You can edit the entry (i.e., update contact information, etc.) if
listed. If they are not listed, add a new reference as follows:

1. Selecti Ref erenceso under Gener al I nfmr mati on to

v|General Information

Prior and External Work Experience Faculty Development Activities Attended
Medical/Professional Affiliations Licensures and Certifications

Awards and Honors Media Contributions

Consulting Professional Memberships

Medical Graduate/Post-Graduate Training —

Figure 51. Demonstrating the location of the References section under the General Information domain

2. Selecti Ad d .N@&omplete all fields for the activity relevant to your annual review.
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Use this screen if you are interested in including contact information for professional references on your curriculum vitae.

Figure 52. Demonstrating how to add a new entry

3. Selectih Save and AddiAngtolue thav e toeudoeselechff Da vrehén yoa n
are done entering information for this screen.
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Figure 53. Demonstrating how to save or save and add another entry

Last Name

4. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more

information on editing existing activity, please refertothes ect i on A Addi ng Vs.

Getting Started page).
5. When you are finished entering data on this screen, select either the back arrow button in the
topleftorfi Act i vt teture ts thhe main screen.

ACTIVITY INSIGHT/ FACULTY SUCCESS REFERENCE GUIDE 8 PAGE 40 of 97

Edi



Teaching and Mentoring Screens

The
Mentoringd

foll owing

pages

Decision Tree for Teaching/Mentoring

C 0 ndcraensd

il nofcoart neadtd o wahintd haefchiddhaed hoe 6

Q: What is/was the type of advising,
directed student learning, mentoring,

or teaching?

“ S

Advising related to
student 0s
study or career options,
NOT research/special
projects.

Helping students make
decisions about which
major to choose,
navigating college,
study skills, which
courses to take,
information about
internships, information
about applying to
graduate/professional
school, career options,
and counseling
regarding work/life
balance. Postdoc
supervision included.

p

Graduate committee
membership,
supervised research not
in mywsuU, and DNP
advising.

Any mentoring or
counseling given to
NON-STUDENTS (e.g.
postdocs, junior faculty,
research staff).

WSU group taught
courses or individually
taught courses (e.qg.
800, 700, 702, 499,
etc.).

|

}

}

|

Academic
Advising

Directed Student
Learning

Mentoring

Scheduled
Teaching

Where should you enter information regarding your Advising, Directed Student Learning, Mentoring, or

Scheduled Teaching?
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Academic Advising

Source
Sourced from advising tables in myWSU (primary); faculty (secondary).

Purpose

Academic Advising captures curriculum, major, minor, and career advising to students at all levels. Data
on this screen are pre-populated from the advising tables in myWSU once each academic year on the 10th
day of classes (Census) for the Spring term. After this date, faculty will need to update and edit this
information manually. Once updated, the new information will override the updated information from
myWSU. The counts of the students by academic career are a distinct count of students for whom a faculty
member has a formal advising role. The counts are by academic career, summed across all programs.
Because faculty often interact with or serve as an advisor to students without a formal advising role, faculty
may modify the numbers in these fields to reflect their correct academic advising load more accurately.
Faculty may also enter a description of the types of academic advising they conduct and an estimate of the
number of hours spent per academic year on advising activities if they wish.

Appropriate Items to Report

Advising related to studentdés program of study
which major to choose, navigating college, study skills, which courses to take, information about internships,
information about applying to graduate/professional school, career options, and counseling regarding
work/life balance.

Inappropriate Items to Report
Advising related to research/special projects. More examples can be found in the Activity Index by Screen
table toward the end of this guide.

One Entry per Academic Year

Selecting an Academic Year from the dropdown is required for this screen. Each Academic Year should
have only ONE entry. If you need to add an entry for the existing academic year, you will need to click the
entry to edit it instead of creating a new entry. If there is no entry for the academic year you need to edit,
you must create a new entry.

1. To add entries, selecti Ac a d e mi c ouAdénTeashing/Mentoring.

v[Teaching/Mentoring I

—b Scheduled Teaching
Directed Student Learning (e.g., theses, dissertations) Other Teaching
Mentoring Teaching Innovation and Curriculum Development
Non-Credit Instruction Taught Engagement in Program Assessment Activities

Figure 54. Demonstrating the location of the Academic Advising section under the Teaching/Mentoring domain

2. Click PAdd New. Gomplete all fields for the activity relevant to your annual review
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Figure 55. Demonstrating how to add a new entry

3. Entering an Academic Year is required to save the information (for more info on the date, please
refertothef How t o Ent er orDietGetting Stasted pdge).o n

4, Selecti Save and Ad dyodhawembreinfarmation to add or fi S a vvenén you are
done entering information for this screen.
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Academic Advising captures curriculum, major, and career advising to students at all
levels.

Academic Year

2020-202

Number of Undergraduate Students Advised

L]

Number of Graduate Students Advised

Number of Professional Students Advised

Figure 56. Demonstrating the location of selecting the Academic Year, and demonstrating how to save or save and add
another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more

information on editing existing activity, please refertothes ect i on A Addiomthe Vs .

Getting Started page).
6. When you are finished entering data on this screen, select either the back arrow button in the
topleftori Ac t i vt teture ts the main screen.
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Directed Student Learning (e.g., theses, dissertations)

Source
Graduate Research Management tables in myWSU (primary); faculty (secondary).

Purpose

Directed Student Learning reflects faculty instructional effort as a project advisor, student mentor, or
committee member for students working on a thesis, dissertation, undergraduate research, special project,
internship, or lab rotation.

Appropriate Items to Report

Serving on graduate committees, being a member of the Graduate Mentor Academy, and supervising
students involved in research/internships/creative works/lab rotations whether the student is signed up for
a course for that purpose.

Inappropriate Items to Report
Faculty mentorship and academic advising (advising related to academic program, courses taught, degree
completion, placement, post-graduate education, letters of reference, careers, etc.).

Note

Ifyouserveon a graduate studentés committee as recorded on
myWSU will prepopulate some of the fields. You may also add records for students not recorded in myWSU,

such as non-WSU students, graduate students who have not yet filed a Program of Study, undergraduates

with special projects, or students who are rotating through your lab.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. Select fADirected Student Learningo under Teaching/ N
student learning activities.

v ITeaching/Mentoring I

Academic Advising Scheduled Teaching

—PIDirected Student Learning (e.g., theses, dissertations) I Other Teaching
Mentoring Teaching Innovation and Curriculum Development
Non-Credit Instruction Taught Engagement in Program Assessment Activities

Figure 57. Demonstrating the location of the Directed Student Learning section under the Teaching/Mentoring domain

2. Selecti Add .N&omplete all fields for the activity relevant to your annual review.
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Figure 58. Demonstrating how to add a new entry

pecial project, o lab rotation. If
not recorded in mywsd,

St

3. Entering a Year is required to save the information (for more info on date entry, please refer to
theiHow t o Ent er oteiGettng Stasted pageé).o n

4, Selecti Save and Ad dyodhawembreinfarmation to add or fi S a vvenén you are
done entering information for this screen.
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Directed Student Learning reflects faculty instructional effort as a project advisor,
mentor, or committee member for students working on a thesis, dissertation,
undergraduate research, special project, or ab rotation. If you are serving on a graduate
student’s committee as recorded on their Program of Study, information from myWSU
will prepopulate some of the fields. You may also add records for students not recorded
in myWSU, such as for non WSU students, graduate students who have not yet filed a
Program of Study, undergraduates with special projects, or students who are rotating
through your ab.

Figure 59. Demonstrating how to save or save and add another entry

5.

When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more

information on editing existing activity, please refertothes ect i on fAAddiomthe Vs.

Getting Started page).
When you are finished entering data on this screen, select either the back arrow button in the
topleftorfi Ac t i vtb teture te the main screen.
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Mentoring

Source
Faculty.

Purpose
This screen is meant to record unofficial mentoring activities for non-students, such as the mentorship of a
junior colleague.

Appropriate Iltems to Report
Supervision of post-doctoral appointees and/or research associates and advisement of junior faculty.

Inappropriate Iltems to Report
Any work done with undergraduate, graduate, or professional students (report on the Academic Advising
tab or Directed Student Learning tab).

How to Add Items
Ensuret he Me nt ededs aot @raadyrexist. If it does exist, edit it (i.e., enter an end date to close a
completed activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. To add entries, selecti Me nt o wunder §eaching/Mentoring.

v ITeaching/Mentoring I

Academic Advising Scheduled Teaching
Directed Student Learning (e.g., theses, dissertations) Other Teaching

—b Teaching Innovation and Curriculum Development
Non-Credit Instruction Taught Engagement in Program Assessment Activities

Figure 60. Demonstrating the location of the Mentoring section under the Teaching/Mentoring domain

2. Toaddanitem,selecti Ad d .N&omplete all fields for the activity relevant to your annual
review.
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Figure 61. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (for more info on date entry, please refer to
thei How t o Ent er olteiGettng Stasted pageé).o n

4, Selecti Save and Ad dyodhawembreinfarmation to add or fi S a vvenén you are
done entering information for this screen.
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This screen is meant to record unofficial mentoring activities, such as mentorship of a
junior colleague.

Mentee First Name

l
l

Figure 62. Demonstrating how to save or save and add another entry

Mentee Last Name
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When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete.

When you are finished entering data on this screen, select either the back arrow button in the top
lefforfi Act i vto reture ts the main screen.
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Non-Credit Instruction Taught

Source
Faculty. Some data pre-loaded from WORQS (a prior annual review tool) may be found here.

Purpose
You can use this screen to record and describe any instruction you delivered to people who are not earning
course credit for participating in your session.

Appropriate Iltems to Report
Non-credit experiences include continuing education courses, guest lectures in a non-credit course,
seminars, and workshops.

Inappropriate Iltems to Report

Supervision of student internships (should go on directed student learning) and instruction to non-WSuU

constituents - f or instance, a workshop conducted at your pr of
(should go on Professional or Public service).

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. Toadd entries, selecti NeGr edi t | n st rundetTeaching/Mentoropdn t O

v |Teaching/Mentoring I

Academic Advising Scheduled Teaching

Directed Student Learning (e.g., theses, dissertations) Other Teaching

Mentoring Teaching Innovation and Curriculum Development
—PI Non-Credit Instruction Taught I Engagement in Program Assessment Activities

Figure 63. Demonstrating the location of the Non-Credit Instruction Taught section under the Teaching/Mentoring
domain

2. Clickonii Add .N&omplete all fields for the activity relevant to your annual review.
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Figure 64. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (for more info on date entry, please refer to
theif How t o Ent er olteiGetthg Stasted pageé).o n

4, Selecti Save and Ad dyodhawembreinfarmation to add or fi S a vvenén you are
done entering information for this screen.

ACTIVITY INSIGHT/ FACULTY SUCCESS REFERENCE GUIDE 0 PAGE 48 of 97



G watermark WiasH NGT ON STAT .
# Faculty SUCCESS | rarmery igital Measursa [« [ @ 2

Activities  Reports

Edit Non-Credit Instruction Taught I CANCEL ] I 1, SAVE + ADD NEW I

Vou can use this screen o record and describe any instruction you deliversd to pecple
who were ot eaming course credit for participating in your session.

Instruction Type

Title.

Figure 65. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more
information on editing existing activity, please refertothes ect i on fAAddiomthe Vs. Edi
Getting Started page).
6. When you are finished entering data on this screen, select either the back arrow button in the
topleftorfi Ac t i vtob tteture ts thhe main screen.]
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Scheduled Teaching

Source
Class tables in myWsSU and instructor.

Purpose

This screen contains official teaching records from myWSU for each primary or secondary instructor of
record with more than 0% effort. It excludes courses with catalog numbers > 900, IALC, audit-only, and
courses with no enrollment.

Please review this data at the beginning of each term to ensure that you have a record for each course you
are serving as an instructor of records. If you see any omissions or errors, contact your unit administrator
(typically whomever handles course scheduling). Instructions for validating teaching records in OBIEE are
included in the Appendix.

Note

For your record to show up here, ensure that the information under Teacher Assignment in OBIEE on
myWSU is correct. It is not possible to change existing records in this screen except by requesting your
unit administrator (typically whomever handles course scheduling) make changes to the source record in
myWSU. However, there are several fields (as shown below) within individual records to which you can
add supplementary material.

How to Edit a Course Record to Add Supplementary Material

To add supplementary material for a course in Activity Insight/Faculty Success, select i Sc h e d
T e a ¢ h iumdgr @eaching/Mentoring, then select the course record you wish to add. Once you are in
the individual course record, you can edit any of the following non-myWsSU fields:

v |Teaching/Mentoring I
Academic Advising _P
Directed Student Learning (e.g., theses, dissertations) Other Teaching
Mentoring Teaching Innovation and Curriculum Development
Non-Credit Instruction Taught Engagement in Program Assessment Activities

Figure 66. Demonstrating the location of the Scheduled Teaching section under the Teaching/Mentoring domain
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Other Teaching

Source
Faculty.

Purpose
Please use this screen to record and describe your participation as an instructor in for-credit experiences
other than your regularly scheduled teaching.

Appropriate Iltems to Report
For-credit experiences such as guest lectures in a university course, teaching a module in a university
course, and preceptorship.

Inappropriate Iltems to Report
Presentations to community groups, adjudication, continuing education courses, executive development,
and guest lectures in a non-credit course (these can be reported in Non-Credit Instruction Taught).

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. Toadd entries, selecti Ot h er T endec Teachirg/dlentoring.

v |Teaching/Mentoring I

Academic Advising Scheduled Teaching

Directed Student Learning (e.g., theses, dissertations) ——

Mentoring Teaching Innovation and Curriculum Development
Non-Credit Instruction Taught Engagement in Program Assessment Activities

Figure 67. Demonstrating the location of the Other Teaching section under the Teaching/Mentoring domain

2. Selecti Add .N@&omplete all fields for the activity relevant to your annual review.
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Figure 68. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (for more info on date entry, refertothe i Ho w
to Ent er DaohthesQGettirg Started page).

4, Selecti Save and Ad dyodhawembreinfarmation to add or selecti S a vvehén you
are done entering information for this screen.
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Instruction Type

Figure 69. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete.).
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6. When you are finished entering data on this screen, select either the back arrow button in the
topleftorfi Ac t i vt teture ts thhe main screen.
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Teaching Innovation and Curriculum Development

Source
Faculty.

Purpose

Please use this screen to record the development of new courses, significant revision of an existing course,
or implementation of a new teaching tool. These activities are not driven by the assessment of student
learning outcomes (see Engagement in Program Assessment Activities).

Appropriate Items to Report

Activities not driven by assessment of student learning outcomes such as participation in higher education
teaching/curriculum development workshops, attendance of conferences on higher education instruction,
involvement in continuing-education-type instructional activities (webinars, online development modules,
certificate programs), conversion of an existing class to a flipped-classroom format, migration of an existing
class to Global Campus, and integration of writing assignments into an existing class.

Inappropriate Items to Report

Activities such as the following do not constitute Innovation on their own: revision of a syllabus, change of
textbook in an existing class, use of a new exam format in an existing class, increase of course enrollment
cap, and inclusion of guest lecturers in an existing class. If these activities are a part of or are combined
with other activities, they may be appropriate to include.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. Select fAiTeaching I nnovation and Cunderi cul um Devel opn
Teaching/Mentoring.

v |Teaching/Mentoring I

Academic Advising Scheduled Teaching

Directed Student Learning (e.g., theses, dissertations) Other Teaching

Mentoring —blTeaching Innovation and Curriculum Development I
Non-Credit Instruction Taught Engagement in Program Assessment Activities

Figure 70. Demonstrating the location of the Teaching Innovation and Curriculum Development section under the
Teaching/Mentoring domain

2. Selecti Add .N&omplete all fields for the activity relevant to your annual review.

watermark

v WASHINGTON STA
” Faculty SUCCESS | formerty Digitai Measures T UNIVERSITY o

< Teaching Innovation and Curriculum Development Q search Teaching ‘ SearchTips  Rapid Reports
Please use this screen to record development of new courses, significant revision of an existing course, or implementation of a new teaching tool
n puPHeATE comrare m < @

Figure 71. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (for more info on date entry, please refer to
theiHow t o Ent er oteiGettng Stasted pageé).o n

4, Selecti Save and Ad dyodhawembreinfarmation to add or selecti S a vvehén you
are done entering information for this screen.
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= watermark -

WASHINGTON STAT

k Faculty SUCCESS | formeny digitalMeasures [ UNIVERSITY 9 a

Edit Teaching Innovation and Curriculum Development CANCEL l I B, SAVE + ADD NEW I

Please use this screen to record development of new courses, significant revision of an
existing course, or implementalion of a new teaching tool.

Activity Type

Gourse or Program Name:

Delivery

Figure 72. Demonstrating how to save or save and add another entry

5.

When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more

information on editing existing activity, please refertothes ect i on A Addiomthe Vs .

Getting Started page).
When you are finished entering data on this screen, select either the back arrow button in the
topleftori Ac t i vt teture ts the main screen.
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Engagement in Program Assessment Activities

Source
Faculty.

Purpose

Please use this screen to record your participation in program assessment activities recognized as teaching

activities. For example, activities driven by the assessment of student learning outcomes for a degree

program or UCORE. These activities help faculty think about student learning across the entire curriculum

and how their course supports the programbs | earning ol

Appropriate Items to Report

Activities are appropriate to include if they are related to instruction and curriculum and are driven by
outcomes of assessment activities such aevelgoaleagasi ng on
result of performance in student work that has been scored on learning outcomes, restructuring a class to

include guest speakers because the assessment has shown there is a learning outcome that would benefit

from this restructuring, and redesigning core assignments as influenced by the assessment of student

learning outcomes.

Inappropriate Items to Report

Activities driven by the desire to improve student's learning experience include adopting a flipped classroom
because you think it will better utilize class time (report under Teaching Innovation and Curriculum
Development). Serving as the program assessment coordinator, planning assessment activities for a
program, and collecting and organizing data (reporting these under University Service).

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. Sel ect AEngagement in Program Assessment Activities

v |Teaching/Mentoring I

Academic Advising Scheduled Teaching

Directed Student Learning (e.g., theses, dissertations) Other Teaching

Mentoring Teaching Innovation and Curriculum Development
Non-Credit Instruction Taught —Pl Engagement in Program Assessment Activities I

Figure 73. Demonstrating the location of the Engagement in Program Assessment Activities and Curriculum
Development section under the Teaching/Mentoring domain

2. Clicki Add .N&omplete all fields for the activity relevant to your annual review.

» watermark

* Faculty Success 1 tomen

Reports

< in Program A iviti Q h Engage ‘ SearchTips  Rapid Reports

ted to the assessment of student leaming outcomes for a degree program or UCORE ar riced latcting activkes. Thes s help faculty think about student learning
ok ik com i spgoria i o ov amis learning outcomes. Please use this screen to r acord e s Yous pisticipation i these acthites (o g.. scoring student wor o on oo ing
" program-level goal

Figure 74. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (for more info on date entry, please refer to
theiHow t o Ent er ottetGettng Stasted page).o n

4, Selecti Save and Ad dyodhawembreinfarmation to add or selecti S a vvehén you
are done entering information for this screen.
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Activities Reports

Edit Engagement in Program Assessment Activities [ CANCEL ] m [ B, SavE + ADD NEW I

Degree-level or UCORE-related Activity Type

~ Connection of Activity to Your Teaching

Pursued a professional development activity
Designed/refined your course(s) of teaching  related to teaching and assessment (e.g.,
strategies in relation to program-ievel or attending a workshop, join a teaching Collaborated with colleagues on curricular  Trained/mentored other faculty in the
UCORE learning outcomes community) changes related to assessment results assessment of student learning

Other

Figure 75. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more
information on editing existing activity, please refertothes ect i on fAAddiomthe Vs. Edi
Getting Started page).

6. When you are finished entering data on this screen, select either the back arrow button in the
topleffori Acti oitoeseturn to the main screen.
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Scholarship and Research Screens

The following pages c ondcr@ensd il nofcoart neadtdowmind haSzfwladhigt hoe
and Researchd

NIH Biosketch

Purpose

In this section, you can bring in relevant Positions and Employment, Academic Experience, Other
Experience, Professional Memberships, Professional Service, Awards and Honors, and Research Support
from your records within Activity Insight/Faculty Success. You are also able to list relevant publications in
support of the activities you list in these categories. Once you run the report, you will need to edit it.

1. To add to your NIH biosketch screen, selecti Bi ogr ap hi c &l Hi@deret ¢ h
Scholarship/Research.

v| Scholarship/Research |

= Biographical Sketch @ NSF Presentations
Contracts, Grants, and Fellowships Research Currently in Progress
Publications Citations

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

Figure 76. Demonstrating the location of the NIH Biographical Sketch section under the Scholarship/Research
domain

2. Click nAdd New

’» watermark -
” Faculty SUCCESS | formery Digitai Messures

Activities Reports

If you are submitting a grant for the National institutes of Health (NIH), you may use this screen o prepopulate 3 corre ctly formatted biosketch with highlights from your publications, appointments, etc. for submission

Figure 77. Demonstrating how to add a new entry

3. From here, you can label your NIH biosketch to suit the purpose for which it is needed. You can
create and save as many NIH biosketches as you like.
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Edit NIH Cancel | | B save B, Save + Add Another

If you are submitting a grant for the National Institutes of Health (NIH), you may use this
screen to prepopulate a correctly formatted biosketch with highlights from your
publications, appointments, etc. for submission with the grant.

Label for this Biographical Sketch (not printed in report) @

eRA Commons Username

Personal Statement @

B I U x® x «

Figure 78. Demonstrating elements of the NIH biosketch page

4. In the example below, use the dropdown box to select a WSU appointment or assignment you
wish to have appeared on the biosketch. Then, click i + ARbw, &elect another WSU
appointment or assignment and repeat until all relevant WSU appointments or assignments are
listed. Repeat the same process to fill in relevant Academic Experience, Other Experience,
Professional Memberships, Professional Service, Awards and Honors, Research Support, and
Publications.

Positions and Employment

+ WSU Appointment or Administrative Assignment (1)
1st WSU Appointment or Administrative Assignment Actions v

= WSU Appointment or Administrative Assignment

—"|

—_— + Add Row

Figure 79. Demonstrating how to add another appointment or assignment

5. When you are finished filling out this screen, selecti Savee@®Save + Addattheitopt her 0
of the screen to save your work.

» watermark WASHINGION SIATE @
& Faculty SUccess | fmen spessesaes o e

Activities Reports

Edit NIH cance MI Foowve oo |

If you are submitting a grant for the National Institutes of Health (NIH), you may use this
screen to prepopulate a correctly formatted biosketch with highlights from your
publications, appointments, etc. for submission with the grant.

Label for this Biographical Sketch (not printed in report) ©

eRA Commons Username

Figure 80. Demonstrating how to save or save and add another entry

6. Note that saving a blank record is possible on this screen. If you have done so, youwillseefii t e m
has blank val ues f oonthe SBuenmahy sergeh. Blgnk fedored sHosld be
deleted by clicking the entry box on the left side of the screen, followed by the trash can at the top
of the screen.
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M Wwatermark: Wask
¥ Faculty Success | rme o <}

<NH Q search N \ SearchTips  Rapid Reports

If you are submitting a grant for the National Institutes of Health (NIH), you may use this screen to prepopulate a correctly formatted biosketch with highiights from your publications, appointments, etc. for submission

i the gra
—»n oupticaTe == scrcoms | & >
Filters: None

[ LABELFOR

~  LASTSAVED

—

Figure 81. Demonstrating how to delete a blank entry

7. When you are finished entering data on this screen, select either the back arrow button in the
topleftori Acti oitoeseturn to the main screen
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NSF Biosketch

1. To add to your NSF biosketch screen, selectii Bi ogr a p h chc- &l 5 FBdee t
Scholarship/Research.

v| Scholarship/Research |

—— Biographical Sketch - NIH Presentations
Contracts, Grants, and Fellowships Research Currently in Progress
Publications Citations

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

Figure 82. Demonstrating the location of the NSF Biographical Sketch section under the Scholarship/Research
domain

2. CIl i Add Newo

» watermark WASHINGTON STATE z
* Faculty SUCCESS | formerty Digitai Measures QuNvERS o 2

Activities Reports

< NSF Q search NSF SEARCH | SearchTips  Rapid Reports

1f you are submitting a grant for the National Science Foundation (NSF), you may use this screen to prepopulate a correctly formatted biosketch with highlights from your publications, appointments, etc. for submission
with the grant.

B (eorvonr | [[comems m smecrcoms | & S

Figure 83. Demonstrating how to add a new entry

3. From here, you can label your NSF biosketch to suit its intended purpose. You can create as
many biosketches as you like.

4. Select up to 10 relevant Publications or patents from the dropdown lists, using i + ARbw0 to
add more rows as needed.

5. Note that the first five entri.e®heRublicdionappear
(Intellectual Contribution) and Intellectual Property sections of your Activity Insight/Faculty
Success profile populate information into the dropdowns.

Edit NSF Cancel ‘ ‘ M save | B, save + Add Another

¥ Publications (1)

Select the publications that should be displayed whenever this record is used to generate
a Biographical Sketch report. The report will display these publications in the order in
which they are entered here, provided they match the reporting criteria. Please click the
help icon for each question for more information.

You may enter up to 10 publications or patents for inclusion in the NSF Biographical

Sketch report. Additional entries will not be printed. The first five publications or patents
will appear as the five "most relevant” products on the NSF Biographical Sketch report.

1st Publication

Intellectual Contribution @

" -OR--

Intellectual Property

B —— | + Add Row

Figure 84. Demonstrating how to add a new entry as needed
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6. For Synergistic Activities, enter up to 5 items to appear on the report, usingfi+ Add t®Ro wo
add more rows as needed. You can choose from the Intellectual Contribution dropdown list or
fildl in the AOther Activityo box

7. Selecti Save and Ad dyohhaetmbreinfarmationtoaddor i S a vvehén you are

done entering information for this screen.
VRS @ &

> watermark™
* Faculty SUCCESS 1 formeriy Digital Measures.

Activities Reports

Edit NSF

if you are submitting a grant for the National Sclence Foundation [NSF), you may use this
screen to prepopulate a correctly formatted biosketch with highlights from your
publications, appointments, etc. for submission with the grant.

Label for this Biographical Sketch [not printed in report) ®

Figure 85. Demonstrating how to save or save and add another entry

10. Note that saving a blank record is possible on this screen. If you have done so, you will see
tem has bl ank val ue sontheSummanyescreen. Blagnk racprdsfstioeld d s 0

A i
be deleted by clicking the entry box on the left side of the screen, followed by the trash can at the

top of the screen.
o

» watermark
* Faculty SUCCESS | formerty Digital Measures

L Reports
Q search NSF SEARCH Search Tips Rapid Reports

< NSF

I you are submitting a grant for the National Science Foundation (NSF), you may use this screen to prepopulate a correctly formatted biosketch with highlights from your publications, appointments, etc. for submission

with the grant
n m '@

Filters: None
~  LASTSAVED - RECORD END DATE

—_— ¢
Figure 86. Demonstrating how to delete a blank record

11. When you are finished entering data on this screen, select either the back arrow button in the
to the main screen

topleftfori Acti oi toeseturn
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Contracts, Grants, and Fellowships

Source
Office of Research database (ORSO) (primary); faculty (secondary).

Purpose
This screen is meant to contain all contracts, grants, and fellowships. Externally sponsored projects are
populated by ORSO. To request corrections to locked source system records, please contact

orso@wsu.edu.

Appropriate Items to Report
Internally funded WSU grant activities such as departmental funding awards or internal reallocations.

Inappropriate Items to Report
Personal research. More examples can be found in the Activity Index by Screen table toward the end of
this guide.

A Note on Dates

If an ORSO grant is ongoing with no specified end date, the year 2100 is used to note the end of the project.
End-of-calendar-year reconciliation may not be reflected in the system until late January/early February
next year. Also, current projects initiated prior to 2002 may not display all data, and some older
awards/amounts may not be included.

A Note on Agency/Subagency
Agency/Subagency is used when the money is directly from a sponsor. Awarding Agency/Awarding
Subagency is used if the project flows through from another organization.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. To add supplementary entries in this screen that were not included in ORSO data, select
AfiContract s, Fel | owsrdér chglarship/BReséarclaant s o

v| Scholarship/Research |

Biographical Sketch - NIH | NSF Presentations
—-PlContracts, Grants, and Fellowships | Research Currently in Progress
Publications Citations

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

Figure 87. Demonstrating the location of the Contracts, Grants, and Fellowships section under the
Scholarship/Research domain

2. Selecti Ad d .N@&omplete all fields for the activity relevant to your annual review.

» watermark- o — e i
H Faculty SUCCESS 1 formeny Digital massuras QUSRS a

< Contracts, Grants, and Fellowships Q search Contracts, 1 SEARCH SearchTips  Rapid Reports
This screen is meant to contain all contracts, grants, and fellowships. Extemally sponsored projects are piped in from the Office of Research database (ORSO). To request corrections to kocked source system records,
please contac! W, o
For any items not inciuded in ORSO data, such as Gepartmental Swards of internal reallocations, you may 30d supplementary data by selecting "Acd New ltem.”

Figure 88. Demonstrating how to add a new entry
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3. Enteringa StartorEnd Yearf or fiDat e ioréquireditmsdve thgiaformation (for more
info on date entering, please refertothes ect i on A How bDmotheBetting Startddlat e s O
page).

4. Selecti Save and Ad dyolhawembreinfarmation toaddor i S a vveheén you are
done entering information for this screen.

*» watermark Was WSt 0
k Faculty Success | formery Digitat Measures G S

Activities Reports

Edit C , Grants, and F ip CANCEL m l M, SAVE + ADD NEW I

This screen is meant to contain all contracts, grants, and fellowships. Externally
sponsored projects are piped in from the Office of Research database (ORSO). To
request corrections to locked source system records, please contact

For any items not included in ORSO data, such as departmental awards or internal
realiocations, you may add supplementary data by selecting *Add New item.*

Figure 89. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more
information on editing existing activity, please refertothes ect i on A Addiomthe Vs . Edi
Getting Started page).
6. When you are finished entering data on this screen, select either the back arrow button in the
topleftori Ac t i vtob teture ts the main screen.
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Publications

Source
Faculty. If you have data pre-loaded from WORQS (a prior annual review tool), you will find it here.

Purpose
Please use this screen to record any popular, scholarly, and creative (e.g., compositions) that you have
published.

Media for which a faculty member was consulted (newspaper or magazine interviews, radio shows,
television segments, etc.) should be recorded in Media Contributions.

Appropriate Iltems to Report
Books, book chapters, broadcast media written/produced by a faculty member, reviews, textbooks,

conference proceedings, journal articles, instructor ds manual , softwar e,

monograph, law reviews, research reports, transcription or translation, popular press articles and/or
columns relating to teaching/research/public service.

Inappropriate Items to Report

Student research, presentation, accreditation self-study documents, online course development, course
syllabi, consultation reports, unpublished artistic/creative work, popular press articles and/or columns
unrelated to a faculty position. More examples can be found in the Activity Index by Screen table toward
the end of this guide.

Note on Dates

You will have the option to add several types of dates, though filling in one year field is sufficient to save.
Complete all relevant data; if a work is published, you only need the date. For works in progress, you can
build on to dates, adding as milestones are reached (submitted, accepted, etc.).

How to Add Items

You can choose to manually enter your publication information or import it directly into Activity
Insight/Faculty Success. Ensuret he publ i c doesnotraidesdy existt Ifitydoes exist, edit it (i.e.,
enter an end date to close a completed activity, update the status of a publication, etc.). If it does not exist,
add a new item as follows:

1. Select fAPublicationso undeentrieSmanualyar shi p/ Research

v| Scholarship/Research |

Biographical Sketch - NIH | NSF Presentations
Contracts, Grants, and Fellowships Research Currently in Progress
=——|Publications Citations

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

Figure 90. Demonstrating the location of the Publications section under the Scholarship/Research domain

2. CIl i &dd Néwo rhamually add new entries. Complete all fields relevant to your annual review.

3 Faculty Success | mmamopsee Vgt @ 2
Activities Reports
< Publications Q Search Pubicatio SearchTips  RapidReports
[reeme] « >
Figure 91. Demonstrating how to add a new entry
3. EnteraiContri butd{ bar Tgpampl e, you c aandinddatei€itis AJour nal

iPerevi ewed/ r dfyersed @t i ng tledst @ Year is refuired fo)save tihe
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information (for more info on date entry, please refertothei How t o
Getting Started page).

4, Selectii Sav e Aaddd An o if yloiehave more information to add or fi S a vvenén you are
done entering information for this screen.

» watermark> WHSHINGTON STAT .
X Faculty SUCCESS | fumer bl Hesmures G e 2

Edit Publications

m fone e

You o not have access to modify some of the fielcs on this screen. If changes are
needed, contact your Watermark Faculty Success Administrator, WSU Administrator

Please use this screen to record any works, both popular, scholarly, and creative (e.g.
compositions) that you have published

WSU Record ID

Contribution Typa®

Journal Article * 0‘
Was this peer-reviewed,refereed?

res —-

Figure 92. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more
information on editing existing activity, please refertothes ect i on
Getting Started page).

jy Wwatsemak WASHINGTON STATE &
* Faculty SUCCESS | remeny Digital Messures Quyvesy ® 2

Activities  Reports

Q Search Publicatior

< Publications

SEARCH | SearchTips | RapidReports

Please usa this screen 10 record any works, both popular, scholarly, and creative (e.g. compositions) that you have published.

_bn m SELEETCorE €2

Filtors: None
[ ©ALLOWSH. CONTRBUTIO. ~ EXPLANATION.. ~  CURRENT STATUS - TTLEOFCON. - COUNTOFRO. =~ JOURNALNA. ~ JOURNALNA. ~ ¥i
o (ves@) Journal Article Submitted a Not in Lis

—_— (ves®@) Journal Article in Preparation; Not Yet Submitted 3 Mot in Lis

Figure 93. Demonstrating how to edit individual entries

6. When you are finished entering data on this screen, select either the back arrow button in the
topleftorfi Ac t i vt teture ts e main screen.
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Intellectual Property (e.g., copyrights, patents)

Manual edits of information from the source system are not allowed on this screen. Any inaccurate

intellectual property information from the source system should be reported to the Office of
Commercialization, which provides the source data listed here using their Inteum software. You can add a

new entry if you need to add information that has not b
database.

1. Toaddentries, sePellti & andar 8chosaship/Research.

—
v Scholarship/Research
Biographical Sketch - NIH | NSF ( Intellectual Property (e.g., copyrights, patents) )
Contracts, Grants, and Fellowships Presentations
Publications Research Currently in Progress
Citations

Figure 94. Demonstrating the location of the Intellectual Property section under the Scholarship/Research domain

2. Cl i Ad&kd AN eComptete fields for the activity relevant to your annual review.

» Watermark WasH NS Py

* Faculty SUCCEeSS | formerty Digasi Messures 1

Activities Reports

< Intellectual Property (e.g., copyrights, patents) Qs ellectu ‘ SearchTips  Rapid Reports

Figure 95. Demonstrating how to add a new entry

3. Entering a Year foreitheri Dat e Di scl osedorfiDat/ai Ap pssrantirgddad
save the information.

4. Sel eSave anil Add Anotherd i f y ou hanoematiootr @ a dShvieo r @nfyou
are done entering information for this screen.

p» watermark

WASHINGTONS
* Faculty Success | fermeny Digitat Messures QUNVESTT 2]

Reports

Edit Intellectual Property (e.g., copyrights, patents) CANCEL m I M, SAVE + ADD NEW I

fros

base. Any

Figure 96. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
fEditoor select the checkbox to the item, followed by the trash cani ¢ o n Delete@(forimore
information on editing existing activity, please refertot he secti on f Admdtheng Vs. Edi
Getting Started page).
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Edit Intellectual Property (e.g., copyrights, patents) Cancel Hsave B, Save + Add Another

Data from this screen are sourced from the Office of Commercialization database.
Any inaccurate intellectual property information should be changed in the system of
record. If you have questions about the information appearing in this screen, please
contact the WSU Activity Insight Service Desk via the JIRA portal or
provest.activity.insight@wsu.edu

Technology Title
Technology ID

[ |

Date Disclosed to University

Month Day Year
Life Stage

l -]

+ Patent/Copyright/Trademark Details (1)

This section lists the individual patents, copyrights, or trademarks, by country and

status.
1st Patent/Copyright/Trademark Details Actions W
Intellectual Property Type Title Patent/Copyright Number/ID Type
File Location @ Status
# pate of Application
Month Day Year
Date Approved
Month Day Year
4+ Add Row

Figure 97. Demonstrating the screen where you can edit Intellectual Property entries

6. When you are finished entering data on this screen, select either the back arrow button in the
t op | Actiitiesdr to return to the main screen.
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Presentations

Source
Faculty. If you have pre-loaded data from WORQS (a prior annual review tool), you will find it here.

Purpose
Please use this screen to record presentations at academic conferences, keynote addresses, and other
formal presentation activities.

Appropriate Iltems to Report

Paper or oral presentation, poster presentation, lecture to a professional audience, exhibit (except for
artistic/creative exhibits 7 those should go on Performances/Exhibits), keynote or plenary address, and
demonstration.

Inappropriate Items to Report
Artistic/creative exhibits and conference/workshop/seminar attendance where you did not present. More
examples can be found in the Activity Index by Screen table toward the end of this reference guide.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. To add edit entries in this screen, selecti Pr e s e n t anter $Schadasship/Research.

v| Scholarship/Research |

Biographical Sketch - NIH | NSF ——b
Contracts, Grants, and Fellowships Research Currently in Progress
Publications Citations

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

Figure 98. Demonstrating the location of the Presentations section under the Scholarship/Research domain

2. Clickonii Add .N€@omplete all fields for the activity relevant to your annual review.

»p watermark WASHINGTON STATE
* VERS e 2

Faculty SUCCeSsS | formeriy bigital Measures G UNIVERSTY

Activities Reports

< Presentations Q search Presentatic ‘ I SEARCH l Search Tips Rapid Reports

Please use this screen to record presentations given at academic conferences, keynote addresses, and other formal presentation activities.

n DUPLICATE COMPARE ADD NEW SELECT COLUMNS & >

Figure 99. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (for more info on date entry, please refer to
theiHow t o Ent er orbDeGettng Stasted page).o n

4. Selecti Save and Ad dyodhawembreinfarmation to add or selecti S a vvehén you
are done entering information for this screen.

*’. watermark \\'\én\'\ STON STATE ) °
a

Faculty Success | rormenyDigital Measures UNIVERSITY

Activities Reports

Please use this screen to record presentations given at academic conferences, keynote
addresses, and other formal presentation activities

Figure 100. Demonstrating how to save or save and add another entry
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When you return to the summary screen, you will see your entries listed. You can click on them to

feditoor select the checkbox next to the item, followed by the trash can icon, to fdeleted(for more
information on editing existing activity, please refertothes ect i on

Getting Started page).

AAddI

Vs.

» watermark
Faculty Success | farmery Digital Measures

Activities Reports

{ Presentations

Please use this screen to record presentations given at academic conferences, keynote addresses, and other formal presentation activities.
— DUPLICATE COMPARE m
Filters: None:

© ALLOWSH..  PRESENTATION TITLE

— (ves®@) Example Presentation 1

~  CONFERENCE/MEETI. ~ COUNTOFROWS,PR.. ~  MONTH,DATE

2

DAY, DATE

=] ¢

Q Search Presentatic I I SEARCH ] SearchTips  Rapid Reports

YEAR, DATE

2017

Figure 101. Demonstrating how to edit or delete entries

6. When you are finished entering data on this screen, select either the back arrow button in the

topleftorfi Ac t i vtb teture te thhe main screen.

ACTIVITY INSIGHT/ FACULTY SUCCESS REFERENCE GUIDE 8 PAGE 69 of 97



Research Currently in Progress

Source
Faculty.

Purpose

Please use this screen to report work that has not yet produced a formal scholarly output, such as a
publication or presentation. Also, you can report work that is not recorded on another screen as contracts,
Grants, and Fellowships or Publications.

Appropriate Iltems to Report
Brief summary of major research foci.

Inappropriate Iltems to Report
Long narratives.

Blank Record
Note that saving a blank record is possible on this screen. If you have done so, you willseefii t em has
bl ank values f or ®nhhe Sulhmaypstreen. Blank eetodds should be deleted.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it. If it does not exist, add a new item as
follows:

1. Select fiResearch Currently in Progresso under Schol

v| Scholarship/Research |

Biographical Sketch - NIH | NSF Presentations
Contracts, Grants, and Fellowships =——| Research Currently in Progress
Publications Citations

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

Figure 102. Demonstrating the location of the Research Currently in Progress section under the
Scholarship/Research domain

2. Selecti Ad d NGComvpete all fields for the activity relevant to your annual review.

*’. watermark WASHINGTON STATE )

. .
Faculty Success | romeny bigital Measures BuNnEsTY a

Activities Reports

< Research Currently in Progress Q search Research C ‘ I SEARCH l SearchTips  Rapid Reports

Research Currently In Progress should be used to report work that has not yet produced a formal scholarly output, such as a publication or presentation, and that is not recorded in another screen in this instrument,
such as Contracts, Fellowships, and Grants or Publications.

n DUPLICATE COMPARE ADD NEW SELECT COLUMNS & -

Figure 103. Demonstrating how to add a new entry

3. Selecti Save and Ad dyodhaetmbreinfarmation to add or selectfi S a vvehén you
are done entering information for this screen.

*‘. watermark WASHINGTON STATE )

NI °
Faculty Success | rormery bigita Measures 3 UNIVERSITY a

Activities Reports

Edit Research Currently in Progress m

Research Currently In Progress should be used to report work that has not yet produced
a formal scholarly output, such as a publication o presentation, and that is not recorded
in another screen in this instrument, such as Contracts, Fellowships, and Grants or
Publications

Figure 104. Demonstrating how to save or save and add another entry
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How to Delete Items
When you return to the summary screen, you will see your entries listed. You can click on them to edit or
select the checkbox next to the item, followed by the trash can icon, to delete (for more information on

editing existing activity, please refertothes ect i on A Ad d i amthe Getting Started gagen g o
¥ Facuity Success | wmer ogusesare Yo @ &

Activities Reports

< Research Currently in Progress Q search Research ¢ ‘ [ SEARCH I SearchTips  Rapid Reports

Research Currently In Progress should be used ta report work that has not yet produced a formal scholarly output, such as a publication or presentation, and that is not recorded in another screen in this instrument,
such as Contracts, Fellowships, and Grants or Publications

' =3 seeercowmns | & 3

Filters: None
TITLE ~  COUNT OF ROWS, COLLABORATORS ~  STATUS ~  LAST SAVED ~

—_— Concept map 1 October 18, 2022

Figure 105. Demonstrating how to edit or delete an entry

Note: Please delete work that is no |l onger AfAcurrent

completed or abandoned). Otherwise, it will show up in your annual report as still being currently in
progress.

When you are finished entering data on this screen, select either the back arrow button in the top left or
A Act i vtbrteturets the main screen.
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Creative Scholarship Screens

The following pages c ondcr@ensd il nofeoart nkadtdonaiindeaGxdativdi t he 0
Scholarshipd

Creative Works/Projects

Source
Faculty.

Purpose

Use this screen to record any unpublished creative work or intellectual contributions. Published works
should be recorded in Publications. Individual works of art may be listed here, but shows, performances,
and exhibitions should be listed on Performances/Exhibits.

Appropriate Items to Report
Individual works of art or compositions, digital media, drawing, concert, orchestration, and metal arts.

Inappropriate Items to Report

Published works, such as musical compositions or books (should be recorded in Publications), shows,
performances, and exhibitions (should be listed on Performances/Exhibits), though individual works of art
may be listed here.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. Sel ect MMbrrekast/iPreoj ect so under Creative Scholarship

VICreative Scholarship |

—DICreat‘\ve Works/Projects I Reviews of Creative Scholarship

Performances/Exhibits

Figure 106. Demonstrating the location of the Creative Works/Projects section under the Creative Scholarship
domain

2. Selecti Ad d NGComvpete all fields for the activity relevant to your annual review.

*‘. watermark” WASHINGTON STATE )

. °
Faculty Success | romery bigital Measures GUNESIY a

Activities Reports

< Creative Works/Projects Q search Creative W ‘ I SEARCH I SearchTips  Rapid Reports

Use this screen to record any unpublished creative work or intellectual contrioutions. Published works should be recorded in Publications. Individual works of art may be listed here, but shows, performances, and
exhibitions should be listed on Performances/Exhibits

n SELECT CoLume < >

Figure 107. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (for more info on date entry, refer to the fHow
t o Ent e sectibraoh thesQetting Started page).

4. Selecti Save and Ad dyodhawembreinfarmation toaddor i S a vvehén you are
done entering information for this screen.
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» Watermark: WHASHINGTON STATE e
* Faculty Success | fomery igital Measures P UNIVERSITY

Activities Reports

Use this screen to record any unpublished creative work or intellectual contributions
Published works should be recorded in Publications. Individual works of art may be listed
here, but shows, performances, and exhibitions should be listed on
Performances/Exhibits.

Figure 108. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete.

6. When you are finished entering data on this screen, select either the back arrow button in the
topleftori Act i vib tteture te e main screen.
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Performances/Exhibits

Source
Faculty.

Purpose
Use this screen to list performances, exhibits, shows, readings, and arrangements, including those which
are juried/adjudicated as well as those that are not.

Appropriate Iltems to Report
Use this screen to list performances, exhibits, shows, and arrangements, including those that are
juried/adjudicated and those that are not.

Inappropriate Iltems to Report
Unpublished creative work or intellectual contributions. More examples can be found in the Activity Index
by Screen table toward the end of this reference guide.

Note about Items to Include

Please indicate whether each activity was juried, curated, or traveling as well as whether an activity was
peer-reviewed or invited. For activities that involve collaborators or co-presenters, please indicate whether
a collaborator was a student at the time of the activity.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. Toadd entries, selecti Per f or ma n c ensler Eeative Bchalaship.

vI Creative Scholarship I

Creative Works/Projects Reviews of Creative Scholarship

—DIPerformances/Exhibits I

Figure 109. Demonstrating the location of the Performances/Exhibits section under the Creative Scholarship domain

2. Selectfi Add ®Cemplete all fields for the activity relevant to your annual review.

. watermark WASHINGTON STATE e .
* Faculty Success | fomery Digital Moasures uNis 2
Activities Reports
¢ Performances/Exhibits l Q search Performan: ‘ I SEARCH SearchTips  Rapid Reports
Creative Scholarship screens are meant to capture creative scholarship or intellectual contributions not otherwise reported in Scholarship/Research. Use this screen to list performances, exhibits, shows, readings, and
arrangements, including those which are juried/adjudicated as well as those that are not.
n DUPLICATE COMPARE ADD NEW & >

Figure 110. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (for more info on date entry, refer tothe i Ho w
to Ent er D aohthesQGettirg Started page).

4, Selecti Save and Ad dyodhawembreinfarmation to add or fi S a vvenén you are
done entering information for this screen.
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Activities Reports

Title or Group Name (if different from Creative Work/Project)

Type of Performance or Exhibit

Figure 111. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more

information on editing existing activity, please refertothes ect i on fAAddiomthe Vs.

Getting Started page).
6. When you are finished entering data on this screen, select either the back arrow button in the
topleffori Acti oitoeseturn to the main screen.
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Reviews of Creative Scholarship

Source
Faculty.

Purpose
Use this screen to record reviews in recognized professional outlets, news publications, news broadcasts,
and mentions on blogs or websites maintained by recognized professionals.

Appropriate Iltems to Report

Reviews appear in recognized professional outlets (e.g., ARTnews, Down Beat), reviews that appear in
news publications or news broadcasts, and mentions on blogs or websites maintained by recognized
professionals. Please include a Title of Creative Scholarship reviewed for the review year to avoid having
items as blank values for the display fields on the summary screen.

Inappropriate Items to Report
Reviews that appear on personal blogs or websites and comments on personal social media sites. More
examples can be found in the Activity Index by Screen table toward the end of this reference guide.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. Toaddentries,selecti Revi ews of Cr e ahdenCeati&Stholdrship.s hi p o

"I Creative Scholarship

Creative Works/Projects mpp-| Reviewss of Creative Scholarship

Performances/Exhibits

Figure 112. Demonstrating the location of the Reviews of Creative Scholarship section under the Creative
Scholarship domain

2. Selecti Ad d NGComvpete all fields for the activity relevant to your annual review.

e Wwatermark™ WISHINGTON STATE ) -
* Faculty Success | fomery bigital Measures G UNIVESIY a2
Activities Reports
< Reviews of Creative Scholarship l Q Search Reviews of ] [ SEARCH l SearchTips  Rapid Reports

Use this screen to record reviews that appear in recognized professional outlets, reviews that appear in news publications or on news broadcasts, and mentions on blogs or websites maintained by recognized
professionals.

n DUPLICATE COMPARE m SELECT COLUMNS & >

Figure 113. Demonstrating how to add a new entry

3. EnteringaYearinfiDat e of IisRexuireddorsave the information (for more info on date
entry, please refertothes ect i on fiHow bDrotheGetting Startdd page).s O

4. Selecti Save and Ad dyodhawembreinfarmation to add or fi S a vvenén you are
done entering information for this screen.

*'. watermark ™ WASHINGTON STATE o

TNIVER °
Faculty Success 1 rormeny digital Measures @ UNIVERSTY -

Activities Reports

Edit Reviews of Creative Scholarship M save

Use this screen to record reviews that appear in recognized professional outlets, reviews
that appear in news publications or on news broadcasts, and mentions on blogs or
websites maintained by recognized professionals.

Figure 114. Demonstrating how to save or save and add another entry
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When you return to the summary screen, you will see your entries listed. Click on them to edit or
select the checkbox next to the item, followed by the trash can icon, to delete.

When you are finished entering data on this screen, select either the back arrow button in the
topleftori Ac t i vib tteture te e main screen.
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The f ol

Service Screens

| owi ng

Decision Tree for Service

Where should you enter information regarding your service inside or outside the University?

pages

C 0 ndcraensd

Q: What is/was the service

il nofcoart neadtdowmhind haiSefvick®h et hoe

Clinical
Service entries
should be
recorded on
the Clinical
Service

screen.

have this option.)

Veterinary
Clinical
Service entries
should be
recorded on
the Veterinary
Clinical
Service
screen.

is/was
provided to
WSU or
another
academic
institution at
the university,
college,
department, or
campus levels,
record in
University
Service.

If this service
is/was related
to your career

but not
provided in
service of
WSU or
another
academic
institution,
record in
Professional
Service.

setting?
Clinical Institutional Professional Personal
(Not all colleges (Not all colleges If this service
have this option.)

If this service
is/was not
provided to an
academic
institution and
is not related
to your career,
record in
Public
Service.

v

Example:

v

v

v

v

Unpaid sharing of
expertise within a
treatment facility.

Example:

Activities in the
Veterinary
Teaching Hospital
or WADDL.

Example:

Organizational
Committee
Service, service on
Faculty Senate,
Search
Committees.

Example:

Serving as an
officer for a
professional
organization,
editing a journal,
presenting
research to the
public.

Example:

Kiwanis, Scout
Leadership, and
other community
or civic service.
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Clinical

(Not all colleges have this option)

Source
Faculty. If you had data pre-loaded from WORQS (a prior annual review tool), you will find it here.

Purpose
Use this screen to record the provision of your clinical skills to the public.

Appropriate Items to Report
Work with patients in a professional setting and consult with other professionals in a clinical setting.

Inappropriate Items to Report
See your chair for guidance on items not to report on this screen.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it (i.e., enter an end date to close a completed
activity, update the status of a publication, etc.). If it does not exist, add a new item as follows:

1. To add entries, selectfi C| i n undeaS$ervice.

—l Professional

Veterinary Clinical Public

University

Figure 115. Demonstrating the location of the Clinical section under the Service domain

2. Selecti Add NGonrvglete all fields for the activity relevant to your annual review.

. watermark WiSHINGIONSTY
* Faculty Success | romeny bigital Masures QuNviRs [~]

Activities = ManageData  Reports

< Clinical Q search Clinical ] SEARCH | SearchTips  Rapid Reports
Use this screen to record provision of your clinical skills to the public.
] o ] ¢ >

Figure 116. Demonstrating how to add a new entry

3. Entering a Year is required to save the information (for more info on date entry, please refer to
the AHow t o Ent aihe GettingeStarded gaged. t i o n

4. Selecti Save and Ad dyodhawembreinfarmation to add or selecti S a vvehén you
are done entering information for this screen.

» watermark WASHINGTON STATE .
A Faculty SUCCESS | fomesy it sssures [« i e 2

Activities Manage Data Reports

Edit Clinical p— ml B save « aDoHEW I

Use this screen ta record provision of your clinical skils to the public.

Clinical Organization

Practice Type

d
\

Figure 117. Demonstrating how to save or save and add another entry

Position/Role
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When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete.

When you are finished entering data on this screen, select either the back arrow button in the
topleftori Act i vib tteture te e main screen.
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Veterinary Clinical

(Not all colleges have this option)

Source
Faculty. If you have data pre-loaded from WORQS (a prior annual review tool), you will find it here.

Purpose
Use this screen to record the provision of your veterinary clinical skills to the publicd specifically, information
pertaining to work conducted in the Veterinary Teaching Hospital or WADDL.

One Entry per Calendar Year
Each Calendar Year should have only ONE entry.

How to Add Items
Ensure the activity does not already exist. If it does exist, edit it. If it does not exist, add a new item as
follows:

1. Toaddentries, selecti Vet er i nar ynde€ Eervice.c al 0

v| Service

Clinical Professional
Veterinary Clinical Public
University

Figure 118. Demonstrating the location of the Veterinary Clinical section under the Service domain

2. Selecti Ad d NGComvpete all fields for the activity relevant to your annual review.

Figure 119. Demonstrating how to add a new entry

3. Enteringafi Cal e n d a is reyuged to Save the information. For a calendar year, enter only
one record.

1 Entering a year is required to save a record. However, only one entry will be included
in your annual review if you enter more than one record for a calendar year. All
information for a calendar year should be entered on one screen.

4. To select another calendar year, you should selectfi SawAdd A n o if yowehave more
information to add or i S a vvehén you are done entering information for this screen.

Figure 120. Demonstrating how to save or save and add another entry

5. When you return to the summary screen, you will see your entries listed. You can click on them to
edit or select the checkbox next to the item, followed by the trash can icon, to delete (for more

information on editing existing activity, please refertothes ect i on A Addiomthe Vs .

Getting Started page).
6. When you are finished entering data on this screen, select either the back arrow button in the
topleftorfi Ac t i vib fteture te e main screen.

ACTIVITY INSIGHT/ FACULTY SUCCESS REFERENCE GUIDE 0 PAGE 81 of 97

Edi

ti










































