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Introduction

Faculty Success (FS) is a customizable online information management system designed to organize and
report on your research/creative activities, teaching, and service accomplishments. FSis a
comprehensive and versatile reporting tool used to generate faculty activity reports to meet
accreditation requirements. Faculty can also generate up-to-date customizable CVs.

Benefitsto Users

Faculty Success eliminates periodic, recurring requests for information on your activities and
accomplishments. Faculty can also generate up-to-date CVs aswellas annual reports. The web-based
interface makes data collection and reporting easy and intuitive.

Logging In to Faculty Success

To log in to the secure DM application, navigate to the OIR website located here. You will use your
Purdue Fort Wayne username and password as the login information.

Note: If youreceive a message statingyou are not authorized to access the system, submitan online
request usingthe OIR’s service requestform located here.

User Authorization

FS offers secure, permission-based roles and access. Administrators (Deans, Department Chairs) and
Administrative Assistants have access to differentfeatures, which allow for modifying userrecordsin
bulk. If you need access to these features, submitan online request usingthe OIR’s service request form
located here.
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Faculty Success Overview

Faculty Success is made of many different components, all of which share common basic elements:

1. Thetop Navigation Menu

Activities

CV Imports

Manage Data

Reports Tools »

2. Main contentarea organized into categories: General credentials/expertise, careerinformation,
teaching/mentoring, scholarship/research, and service.

Review a guide to manage your activities.

~ General Credentials/Expertise
Personal and Contact Information
Biography and Expertise
Degrees

Graduate/Post-Graduate Training

Career Information

<

Professional Positions

Administrative Assignments

~ Teaching/Mentoring
Teaching Innovation and Curriculum Development
Directed Student Learning (e.g., theses, dissertations)

Mentoring

<

Scholarship/Research
Publications
Presentations

Contracts, Fellowships, Grants and Sponsored Research

Service

<

University Service

Professional Service

Navigation Menu

Rapid Reports | | PasteBoard

Licensures and Certifications
Awards and Honors
Media Appearances and Interviews

Faculty Development Activities Attended

Consulting

Professional Memberships

Scheduled Teaching
Non-Credit Instruction Taught

Yearly Advising Summary

Exhibits and Performances
Intellectual Property (e.g., copyrights, patents)

Research Activity

Public Service

The navigation menuis a permanentfixture at the top of all Faculty Success screens. The main
buttons/links provide the following functionality described briefly below. A more detailed guide is

available to download here.

e Home:Find your Client Success Manager’s contact information, access resources and technical

information.

¢ Manage Activities / Manage Data: Enter or manage your own biographical information,
teaching, research/creative activity, and service activities. Enter or managerotherusers’

teaching, research, and service activities.
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e Reports: Utilize the full reporting module to run customized reports, or create new reports,
generated from the datain Faculty Success.
e CViImports:
o TransferData from an existing CV into Faculty Success quickly and accurately.
e Help:
o Contact us: You may send a support request using the sub-menu option. These requests
are sentto the Al support queue and the system administrator will be in touch shortly.
By default, your contact informationis populated based onyourPurdue FW login.
Please do not change this option to anonymous.
o Resource Center: Access documentation created by Faculty Success
e Tools:
o Rapid Reports Tool: generate aCV, bio-sketches, or Annual Reportin Word, PDF, or
HTML formats using start and end dates.
o PasteBoard tool: bring in textfrom word processing application (MS Word) and
standardize for pasting into Faculty Success.

Based on yoursecure, permissions-based role you might not have all utilities displayed or functionality
described here.

CV Imports

The new CV Imports function allows for administrators, faculty, or faculty delegates to quickly and
accurately enterinformation from a faculty CV. This process converts portions of a faculty CV into
records on the Activities page.
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Upload New CV

Drag and Drop a CV (.doc, .docx, .odt, .rtf) or select a file from the dialogue box and click Begin to start
process.

Select A File

Welcome to CV Imports. This tool will allow you to easily upload entries
from your Cv and convert them into recards in Activities.

To begin the process, we'll need you to upload your CV. If you've
already done this and would like to continue, open the link under Drafts
in Pronress.

Upload New CV

Drop file (.doc, .docx, .odt, .rtf) here or
select to upload

Once you've selected your file, move on to the next step. Make sure
you've uploaded the correct file before moving on.

Selectthe Activity Type for which you would like to create, update, or modify.

Once the Activity Type is selected, a dialogue box will appear with instructions on how to highlight the
appropriate text. Please Note: During the initial system configuration process, certain fields were setto
eitherrequired or recommend. Required fields need to be completed priorto progressing. If you believe
a certain field should not be required for a specific Activity Type, you may submita request forthisto be
reviewed.
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Highlighting Instructions

? Keyboard Instructions

Highlighting Text

Roberts, A, Johnson, )., Nettleman, M., Richards, M. (2003). why Dark Matter is Dark: An Exploration of the Cosmos. Dark
Matter Times. Presumabl{About 85%). -1. http:/ /en.wikipedia.org/wikifDark_matter

Brown, H. (1989). IRS Publication f034- Federal Tax Guidelines for Nonprofit Organizations. Washington D.C...
Brown, H. [1977). The inequality of pay. Univ of Californla Press.

Presentations

Brown, H. (Presenter & Author), American Institute of Certified Public Accountants Annual Conference, "GAAP and Financial
Staternents,” American Institute of Certified Public Accountants. (May 15, 2012).

Brown, H. (Presenter & Author), American Association of Accounting Educaters Annual Fall Conference, "The Regulations of
Professional Accounting Edcuation,* American Assoclation of Accounting Educators. (November 5, 2004).

Brown, H, (Authar Only), AAA Annual Meeting, "Tax Code Problem Sohdng,” The American Accounting Association,
(Movemnber 15, 1994).

Contracts, Fellowships, Grants and Sponsored Research

Brown, H.. "Envircnmental Sustainability Research Grant,” Sponsored by EPA, Federal, $500.00. (February 1. 2016 - January 1,
2017).

When prompted to highlight text, use your mouse to select the relevant information from your
cv

Removing a Highlight

Faculty Success will then ask you to confirm the selected entries. Once confirmed, the system will
promptyou to select the appropriate information by simply highlighting the text. Certain fields require
manual entry, and a system window will open with blank entry fields.

Office of Institutional Research, September 2021 5



Entry 2
I (/linois Association

for Institutional Research Annual Forum, "Identifying and Nurturing
Future Institutional Research Professionals: Building Our Future,”
Illinois Association for Institutional Research, University of Illinois
Urbana-Champaign, Urbana, IL, United States. (2010).

City
State
Country

UPDATE ENTRIES

Once all required informationis complete, the system will prompt you to review andimport the new
records.

If you're finished creating records, move on
to the final step.

REVIEW AND IMPORT 2 RECORDS

If you experience any issues, a Faculty Success resource video is located here.
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Manage Activities

The manage activities module allows faculty to capture and manage teaching, research/creative
activities, and service accomplishments.

The first line of textat the top of the manage activities page — Review a guide to manage your activities
— provides a universal Faculty Guide thatis maintained by the vendor, Faculty Success. Most of that
material is included and customized in this document. The manage activities page includes links to each
of the data collection screensin the system.

When you first visit this screen, it would be good to spend a few minutes looking through the screens
accessible from it. To access an activity, click its name. The resulting screen displays records thatare
stored forthat screen.

Addingan Item

Items represent any activity, entry, service, orrecord that is added to one of the various sections within
Faculty Success. For example, whenyou enter the “Awards and Honors” section under General
Information, there will be an Add New Item button near the top of the screen. Click on this button to
add an award or honor.

Activities v Reports Tools v ? A .:iDigital Measures by watermark

and Honors. Rapid Reports PasteBoard

< Awards and Honors + Add New Item

Item

After completingall the fields, rememberto click the Save button. When addingan item, the only
required field is date. For date, you must enter, at a minimum, a yearin orderto save the item. The
formatfor Faculty Successis [Month Name] DD, YYYY.

Duplicating an Item

In some cases where there are two items that are almost identical, you may find it necessary to
duplicate one and thensslightly modify it. You can do this when viewing the items for a particular
section. First, click on the checkmark box for the item you wish to duplicate, then click on the Duplicate
button.

Activities v Reports Tools v ? A& .:iDigital Measures byw

ards and Honors Rapid Reports | | PasteBoard

< Awards and Honors & Add New Item

Item

Removingan Item

Click on the checkmark box for the item you wish to remove, and then click on the Trash Can button.
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Activities v Reports Tools v ? & :iDigital Measures

ds and Honors. Rapid Reports PasteBoard

< Awards and Honors # Add New Item

Item
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Publications

Importing Items

Faculty can use the import feature to bring Publication data into their profile. Importis only available for
the “Publications” section.

Activities v Reports Tools « ? A  .:iDigital Measures by

Rapid Reports | | PasteBoard

Search Publications.

< Publications & Import + Add New Ttem

Item

There are two ways import citations from other databases:

Import from a Bibtexfile

You can load BibTex files into Faculty Success. The Publications screen allows you import citations from a
wide variety of reference managers or databases. First, you need to download the citation file
(.txt/BibTex format) from the source (e.g., Google Scholar, Refworks, Web of Science, Zotero) to your
computer. Then, access the Publications screen toimport/load the BibTex citation file into your DM
profile.

1. Download the citation (.txt file format) to your computerfrom the reference managerorother
databases.

2. Click on the Publications link.

Click on the Importltems as seenin screenshot above.

4. Underthe Importfrom BibTex file head, click on the Choose file...button to selecta BibTex file
to upload from yourcomputer.

w

< Import Publications

Your publications may exist in other systems—and we want to make adding them easy. Import your citations using one of the options below, then follow the prompts to address duplicates, match
collaborators, and perform a final review to complete the process.

Import from a BibTeX file @ Import from a Third Party @
Import publications from other software or databases such as: Select a service:

- EndNote - Google Scholar @® Crossref (O PubMed

- Mendeley - RefWorks

- HeinCnline . Zotero Search criteria:
Author w | |Irah Modry-Caron i

Choose File.

Publication Date w | |2015/02/24 to| 2020/02/24 Ju}

Add search criteria

Search Crossref »

5. Click on the Continue button.
6. The nextscreenwill promptyouto match the publication with other Purdue Fort Wayne
accounts. We recommend that you skip over this section and do not match user accounts. Click
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on the Continue button. If the continue buttonis not active, the system s requiring that you
either match to a useror select no match.

7. Reviewyouritem(s)to be importedand click on the Finish Import buttonto complete importing
the items.

Import from Third Party

You can also import publications directly into Faculty Success from a third party, such as PubMed or
Crossref. You can connectto third party publication databases within Faculty Success and search for
your citations, or those of the userfor whomyou are managing data.

1. Click on the Publications link.

2. Click on the Import from Third Party section, select the third party source fromthe service drop-
down menu. Note that the search criteria will dynamically change based on which service you
use.

< Import Publications

Your publications may exist in other systems—and we want to make adding them easy. Impert your citations using one of the options below, then follow the prompts to address duplicates, match
collaborators, and perform a final review to complete the process.

Import from a BibTeX file @ Import from a Third Party ©
Import publications from other software or databases such as: Select a service:

- EndNote - Google Scholar @® Crossref (O PubMed

- Mendeley - RefWaorks

. HeinOnline . Zotero Search criteria:
Irah Modry-Caron i}

Choose File...

Publication Date v 2015/02/24 to|2020/02/24 i

Add search criteria

Search Crossref »

3. Use multiple criteria to search foryour publication.

a. CrossrefSearch: The defaultsearch, withoutadding any other criteria, is based on
publication date and author (fullname). To add criteria, click on the Add Search Criteria
link, use the dropdown menu to specify new search criteria and entersearch text (e.g.
search on ORCID ID).

b. PubMedSearch: The defaultsearch, without adding any other criteria, is based onyour
last name and first initial. To add criteria, click on the add search criteria link, use the
dropdown menuto specify new search criteria and entersearch text.

4, Then, click on the Search button.

5. Oncethesearch has finished and the results appear, click on the checkmark box forthe
publications you wish to import. Then, click Continue.

6. The nextscreenwill promptyouto match the publication with other Purdue Fort Wayne user
accounts. We recommend that you skip over this section and do not match user accounts. Click
on the Continue button. If the continue buttonis notactive, the systemis requiring that you
either match to a useror select no match.

7. Reviewyouritem(s)tobe importedand click on the Finish Import button to finalize the addition
of the publication.
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Match Collaborators

The Match Collaborators screen appears as Step 3 of the Import Publications feature. We fully
recommend that you skip this step and click on the Continue button to advance to the nextstep.
However, sometimes this Continue button appears inactive (greyed out), and the screen requires that
you identify ‘no match’ to users. In orderto select no match, follow the steps below ():

Fill in this section later when you have a test series publication identified.

Items Brought in from Other Sources

Anotherstreamlined functionin Faculty Success is that data can be automatically broughtin from other
sources. Currently, scheduled teachingand a limited set of personnelinformation (rank, home college
and department) are imported into DM.

Adding / Updating Other Members of an Activity

Faculty can add or update other members of an activity within certain sections of Scholarship/Research
category. Othermembers may be added / updated to activity in one of the following ways:

1. AsaRoleto Exhibits and Performances.

As an Investigatorto a Contracts, Fellowships, and Grants.
As an Author / Editors to a Publication.

As an Inventorto Intellectual Property.

As a Presenter / Author to a Presentation.

vk wnN

To add/update another member of an activity, click on the type of Scholarship / Research. Then, click on
the Add New Item or Edit Item button to drill downinto the item detail.

When manually adding an activity, the first member will always be you and displays as your Purdue FW
username, first name, and last name. You have option to ‘override’ or use a penname by enteringa
differentfirst or last name in the data field of yourrow.

If the Authors/Editorsis collapsed, be sure to click the carrot to expand the section. (add a screenshot
with a publication with multiple authors)

If there are additional authors or editors, skip down to selectthe numberof ‘Other Member’ rows you
wish to add and click the +Add Row button.

The ‘Other Member’ will be labeled as the ‘2"¥ contributor/author. Their information can be inputtedin
one of two ways:

1. Ifthe othermemberis Purdue FW faculty, thenyou will be able to find themin the first drop
down text box by entering theiruser name, first name, or last name: (add screen shot below)

2. Ifthe othermemberis not associated with Purdue FW or if their username is not listed in the
dropdown, entertheirinformation in the text boxes. (show screen of empty boxes).
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Faculty Delegates

Faculty can assign otherindividuals as one-to-one delegates in DM. Individuals assigned by faculty, as
one-to-onefaculty delegates willhave access to manage data and run reports for the faculty. To assign a
delegate foryourdata and reports, please send request one-to-one delegate access to OIR’s service
request page located here.
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Creating Custom CVs

Faculty have the ability to generate astandard CV, known as a ‘Vita’ in Faculty Success, using the
Reports or Rapid Reports feature. Faculty can also create customized CVsto vary fromthe standard vita,
for personaland professional uses. Custom CVs are created using intuitive features such as drag and
drop, word/format editors, and record filtering. To create a custom CV based on the default template,
follow the steps below:

1. Click on the Reports link in the main navigation menu.

?

&  .:iDigital Measures t

Activities v Tools v

Reports

Reports [@ Export Usage

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

2. Click on the Create New Report buttonin the upperright hand side of the Reportscreen.

3. Choose the Vita option when selecting the report style to begin with the default CV template.
Selecting this option is the easiest and fastest way to customize your CV.

4. Your CV will be auto-populated on the nextscreen based onthe dataentered into Faculty
Success and the default CV template.

5. Thereis a variety of ways to customize your CV, including but not limited to those outlined
below. Faculty Success has published content on how to customize your CV, including a video
tutorial Links to the Faculty Success’ resource are embedded below

a. ReformattingyourCV
i. Reordering using Drag and Drop
(00:54 — 1:04 of the video tutorial)
ii. AddingorremovingActivity Sections and headers (1:05 — 1:26 of the video
tutorial)
iii. Addinga Text-Only Section (no activity records)

b. Filtering Data displayed in Activity Sections
i. Click on the Settings gearwheeltofilterthe activities displayed in each section
ii. Breakingout Publications
(1:27 — 2:32 of the video tutorial)
c. Applyinga Date Range
i. Specifycertain years and dates of data that should be included on your CV.
(2:33 — 2:45 of the video tutorial)
d. Choosetooverride (notapply) date rangesto certain sections: (2:46 —2:55 of the video

tutorial)
6. Onceyou have finished customizing your CV, you should save it forfuture updating. Click on the
Save button nearthe topright corner of the screenand entera name for the new CV.
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Save Report

Report Name [Test Cv Irah

‘ Cancel

7. To downloada PDF or Word document copy of your CV, click on the PDF or Word icon under

Exportin the top right area of the screen.

Save Successful ‘ M Save ‘
Admin Format Filter Export
< ©@ 9 B & G=e
Share  Preview As Text Date Range Group Blank PDF Word
Sections
Options
dry-Caron Pt

rsity Fort Wayne

Faculty Success Video Tutorial:

https://www.digitalmeasures.com/activity-insight/docs/reporting.html
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Frequently Asked Questions

e Log-in/ Authorization Issues: OIR’s Service Request Form

The following links will re-directyouto the Faculty Success Resource Guide (Note:some of the links will

require you to sign-in to Faculty Success)

e Manage Activities
e |Importing ltems (BibTeX/ Third Party)
Report Creation
Customizing CVs
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