[bookmark: _GoBack]How to Run Reports for a Group of Faculty

Login to Digital Measures and navigate to Reports at the top of the main screen. The reports that you have access to will be listed. Your role as a faculty member, chair, and/or college administrator will determine which reports are listed. There are two ways to run a report for a group of faculty and it depends on how the report was created: by Digital Measures or a UCCS user. 
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FOR A REPORT CREATED BY DIGITAL MEASURES 
If created by Digital Measures, then click the name of the report. On the screen that opens, make your selections in each numbered area. 
1. Be sure to select a date range for the activities you want to include. 
2. Click on “Change Selection” in order to select an entire college, department, or a handful of individuals.  
3. Check the report options. The default settings might not be best for you. 
4. Indicate the file format (usually Word, PDF, or sometimes CSV). 
5. After making your selections, click the RUN REPORT button on the top right area of the screen. Depending on the report, you might get one downloaded file for the group or one file per individual in the group. 
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FOR A REPORT CREATED BY SOMEBODY ELSE 
If the report was created by Institutional Research, the author will be “working group.” It is possible for other colleagues to create and share their reports, so if it is created by anybody other than Digital Measures, click the name of the report and do as follows:
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1. Clicking the name of the report will open into a report for a single person…click Options on the top-right of the page. This opens up the menu. (See the picture below this paragraph.)
2.  Select the date range filter to limit the activities within a year or whatever time frame you choose. 
3. Select GROUP icon to choose all of the faculty in a college or department or to choose a specific group of individuals. 
4. When selecting a group in the Scope or Selection boxes, be sure to click the ADD button to see your list in the popup window.
5. DO CHOOSE THE EXPORT BUTTONS AT THE BOTTOM OF THE GROUP WINDOW! If you choose the export option on the top right, you will export only the report you are previewing rather than the whole group you have selected. 
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Dr. Robyn L. Marschke
University of Colorado Colorado Springs

Staff
ADMINISTRATIVE OPERATIONS
rmarschk@uccs edu
Teaching
Scheduled Teaching by Term
Fall 2018

ABCD 85, section 1, UploadTest. 0 credit hours. 0 enrolled
ABCD 85, section 1, UploadTest. 0 credit hours. 0 enrolled

Directed Student Learning

Dissertation Committee Chair, "Title of Student's Work Goes Here.” (December 1, 2016 - Present).
Advised: Student First Name Student Last Name

Internship Advisor. (August 20, 2018 - December 15, 2018)

Internship Advisor, “Title of Student's Work Goes Here."” (August 20, 2018 - December 15, 2018).
Advised: STUDENT FIRST NAME STUDENT LAST NAME

Dissertation Course. (August 20, 2018 - December 15, 2018).

Directed Individuallindependent Study, "Underwater Scuba Diving” (August 1, 2016 - December 15, 201
Advised: Mr. Humu Nuku

Individualized Instruction Course. (August 1, 2016 - December 10, 2016).

Underwater Scuba Diving, "Name of the Course Could Go Here Instead.” (December 1, 2016 - Decembs
Advised: Humu Nuku Apua

‘Academic Advising

No items exist for Academic Advising

Non-Credit Instruction Taught
No items exist for Non-Credit Instruction Taught

Teaching Innovation and Curriculum Development

No items exist for Teaching Innovation and Curriculum Development

Scholarship/Research
Atistic and Professional Performances and Exhibits

No items exist for Artistic and Professional Performances and Exhibits

Contract, Fellowships, Grants and Sponsored Research
Grant

Marschke, R. (Co-Principal), "Example Title,” Sponsored by Sponsoring Organization, University of Colo.
$1.00. (August 2008 - December 2018).

Intellectual Contributions and Publications

Published
Marschke, R, Laursen, Nielsen, M., & Rankin. (2018). BOGUS EXAMPLE. Demographic inertia revisitec

achieve equitable gender representation among faculty in higher education. In NSF ADVANGE project (1
Journal of Higher Educatic

Marschke, R, Laursen, S, Nielsen, J. M., & Rankin, P. (2007). Demographic inertia revisited: An immods
equitable gender representation among faculty in higher education (1st ed. Vol. 78, pp. 1-26). Jounal o
hitps //dol org/10.1353/lhe 2007.0003
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Review a guide to manage your activities.
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Administrative Assignments
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Consulting

v Teaching
Academic Advising
Course Integrated Instruction for Library Faculty

Directed Student Learning (e.q. theses, dissertations, practica)
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External Connections and Partnerships.
Faculty Development Activities Attended
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Download this report's template

ity Report

1 DateRange StartDate [January o 2018

2 Whom to Include

Users Selected by Individual (1)

Include These Accounts |Enabled Only

End Date | December 31 2019 \/

3 Report Options a) Do you want to Teaching First \/
b) Do you want an abbreviated report? | Detailed \/
) Do you want to hide sections without any |Show \/
activities?
4 File Format @ File Format [PDE 5

Pagesize

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

Name « Created By

[ ‘Working, Group University of Colorado -

Colorado Springs

Annual Faculty Activity Report Digital Measures
NIH Biographical Sketch Digital Measures
NSF Biographical Sketch Digital Measures

vita Digital Measures




