Digital Measures User Guide
English Department—2017

Tip: consider composing your goals and reflections in Word first. Then copy and paste them into Digital
Measures. You’ll want to be able to save them so that if there is some kind of outage/confusion on DM, you
won’t lose them.

If you have evidence related to your 2016 FPA
goals, input your achievements in the appropriate
sections here first.
For example, let’s say you
served on a committee for
our department this year.
You’d select the “Service Department” link.

In this section, you should see a list of previous service, as well
as a link to “Add New Item.” To add any new service, click
there.
*If any of the items on the list are ongoing, you can simply click
on those items and change the end date to include 2016.

In “Add New Item,” you should see this page. Enter
the appropriate information. In some cases, the system will allow you to leave it blank. (For instance, who
knows how many hours per year they spend on any
service?) It will let you know if you’ve left something
necessary blank.
You can upload any supplemental files here, if you
scroll down.
You’re also required to include either a start date or
an end date. You can include both (for example, January 2016—December 2016), but you have to include
one.
Once you’ve finished, go to the top of the page and
click “Save.”

After entering all the “items” for
your service, teaching, research,
etc., go back to the “General
Information” section, and select
“Goals for your Faculty Performance
Agreement.”

If you don’t have “evidence”
to support your goals, such as
an abandoned goal or one that is
hard to measure, you can add a
narrative to your ARD or FPA
with these links.
Any info entered here will show
up on the final report.

Here you should find a list of last year’s FPA goals.
They’re listed by year, so you may need to scroll
down.
When you find the one(s) you want, click the name.

At the top, you should find your description of the goal, as well as a “Goal Status” drop-down option. Select that drop-down menu to change the status, as
appropriate. (Note: the “Other Comments on this Goal” box will not show up
in the final report.)
Then scroll down to the section below. You should find drop-down menus under the same categories we saw on the home page. Find the appropriate category for the activities you entered earlier (such as “Service Department”), and
choose the corresponding item.
Tip: if you have more than one activity to support this goal, you can add more
rows at the bottom of the page. Be warned, though: it will duplicate all the
rows, so it can get a bit overwhelming to scroll through the page afterward.

Tip: this is also where
you can “Add New Item”
for your 2017 FPA.

Once you’ve
“linked” all your
activities to the
appropriate goals
(and hit “save”),
you are ready to
“Run Reports.”

Select “Annual Review Document” for CHSS.
You’ll get some options for this report, but the only one to
really worry about is the date. Make sure the report is covering the appropriate time (it defaults to 2017, so you’ll need to
change it to 2016 for the ARD).
By the way, if you scroll down this drop-down list, you’ll find
an option for the FPA as well. You can select this option once
you have entered all your new goals for 2017.

The result should be a Word document including all the information you entered. You can save that
document to your computer and attach it in an email to Dr. Smith McKoy. Just remember: making
changes to the Word doc doesn’t change what’s on DM.
For anyone with course releases, DM is not currently set up for you to enter that information, so for
the time being, you’ll need to add it manually to the Word doc.

