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LOGGING IN TO ACTIVITY INSIGHT @ IR
COLORADO
1. Go to http://digitalmeasures.unco.edu Necarap?
2. Enter your UNC Username and Password = s
(Same credentials as logging in to URSA) e
3. Click Sign In il

ADDING INFORMATION

When you first log in to Activity Insight, the application defaults to your Manage
Activities page. This page is organized into General Information, Teaching,
Research/Scholarship, and Service.

To add your information:
= Click the link for the type of data you want to enter
= Enter relevant information in the entry fields and Save (note: not every field needs data)

Many information sections are considered “dynamic.” These dynamic sections, such as
Professional Memberships, allow adding multiple items. After clicking the link to open a
chosen information section, click on Add New Item, enter your data and then select Save.

Review 3 guide to manage your activities.
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CURRICULUM VITAE REPORT

To review your Curriculum Vitae Report:

Click on Run Reports

Select Curriculum Vitae

Change the Start Date to the year that begins your academic history
Select Citation Style (APA or MLA)

Choose File Format (PDF or Word)

Click Run Report

D U1 d WD -

Manage Activities Run Reports

| 1 _Report
| Curriculum Vitae a vl
Help Download this report's template
2 Date Range StartDate |Jun w| [01 = e

End Date Dec = 31 w| 206 =

3 Report Options * a) Citation Style: IAPA

N UNIVERSITY OF m
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e’ COLORADO 4 File Format E]

File Format IPDF

powereD By .:iDigitalMeasures Page Size Letter

After clicking Run Report, the PDF file automatically downloads. Open the file and review your
Curriculum Vitae for accuracy.

If you find inaccurate or missing data, update that information in the appropriate faculty profile
data field(s). Click here to review “Updating Faculty Information” section of this document.



CURRICULUM VITAE DATA FIELDS

To review all of the data fields the Curriculum Vitae report extracts from your faculty profile,

click on “Download this report’s template.”

Manage Activities Run Reports
1 Report
Curriculum Vitae
R Download this report's template

& Run Report

This “template” document (sample below) illustrates all the data fields that can populate your

Curriculum Vitae. If information is missing from your Activity Insight faculty profile, the section

or sections will not be listed in your Curriculum Vitae report.

[Preferred First Name] [Initial of: [Middle Name]] [Last Name]
[¥our Organization]
Callege]
[[[0Mea Phone Areacade]) [Oftcs PRone Preflk{OMee Phone SumMx]

Emall: E-M3ll AGdress
Personal Webshe: Persanal Webslie

Education

=craen: Esmarion
Zrems:  all records

[[Cegree] or [Explanation of "Otner ). [institution], [Year Completed].
Area af Study: [EmphasisMa)or]

Professional Academic Experience
TCTEON: ACGeoele, COVGFTRRNT, MiTTIAFY Gne rofiscional cosirioes
Toems: AN1 records

[Tiie!Rank!Posion]. [Organization]. {Start Yaar - End Year]).

Administrative Roles

scraen:
Zrems:  al1 records

[[PasiborsRale] or [Explanation of "Omer), ([Start Year - End Year]).

Licensures and Certifications
scraan: o I
Toams: 11 records

Cbiained - Explration WMonth Expiration Day, Expiration ¥ear]).
RESEARCH, SCHOLARSHIP, AND CREATIVE WORKS

Publications

tie of LI Month Obtained Cay Ootalned, Year
¥

=craen: ImEmiiecmal
Tmams: N1 _recards

Jurled
[Contribution Type] or [Explanation of "Otner] ar [Dther Publications]

[zt af [Authors] as *[Last Name], [F. §] (M. K.T] ([Y ear Published]). [Titie of
Contribution ] In [Edfor(s)] [(Ed.)
in & book], Titie of Larger Work] ([lssue Number/Edition ed., vol. \I'DFJITIE pp. Fage
Numers or Humber MPages]][ [City and State ct.luurnalpl.nllsner]

[idourr ] Wb Andress]

Artistic and Professional Performances & Exhibits

1.J] [If $hi5 5 part of & farger work (2.5., 2 chapter

SCraen: AFEISTIC and Frofesiiona] AurThrEmRCEs and ERTETDE
Zrems:  al1 records

[Name af Perfarming Group], [Sponsor], [Location (Chy. State, Country]]. ([Start Mantn Start

[t of [ParformersrExhibliors/Lecturers] 3z “[Last Mame], [F. M (M. N.J], TWorcExhioit Tie]”

Day. Stan Year - End Month End Day, End Year]).

Professional Presentations

=Croan: FresaTmTIonT
Zrems: a1l records

Invlted or Accapted?
Jurled
st o [Prauntemmutnnm 35 "[Last Name], [F N M. 1] [Role]) ]
tie]”

[Zo me], T
[Location]. (Manth Day Year.

Media Contributions
=craan:
Irems: Al records

Medls Type
[Media Name]. ([Month Day, Year])

Research in Progress

ECraan: Agcanrdh owTEATly 10 Aragrass
Trems: a11 records

“[Tle]" ([Status]).
[Descriptian]
GRANTS
=Craen: wrars and
TTams: n1'| recards
crizaria:
1. smames 15 one of: CourcenTly under Review', T ounded”, Caor Funded”

under Review

[zt nr[mvsaﬂgatm] 3¢ [Last Name], . N M. N ([tole]or [Explanation of “Other ),

“[THIEL" [Crganizalion Scope], SAmaunt]. ([Start
WMorth of Funding aun Day of Funulng S1an Year of Funding - End Manin of Funding End
Day af Funding, End Year of Fundingj).

TEACHING

Teaching Experience

[Your Organization]
Courzes Taught:

=creen: schedrlad
Irems: a1l racords
[Course Prefy] [Course Number], [Course Name], 1 [course(z)].
New Programs Developen/Malor Program Rewtsian: 1 [course(s)].

= e |
Trems: A1l records
[Frogram ar Curnzuminm]

If you identify missing information, that data will need to be entered in the appropriate faculty

profile data field.

Click here to review “Updating Faculty Information” section of this document.




UPDATING FACULTY INFORMATION

When you need to change or update your faculty information:

1. Click Manage Activities
2. Click the link for the type of data to update (e.g. Personal and Contact Information)

o I Review 3 guide to manage your activitias.
Rapid Reports
FasteSoard ~ General Information
Run Re ports Personal and Contact Information Education
Administrative Data - Permanent Data | Yearly Data Faculty Development Activities Attended
He'F Academic, Government, Military and Professional Positions Licensures and Certifications

Once you click the link for the information you want to update, the edit screen for the relevant
data fields opens.

3. Enter relevant information in the entry fields (note: not every field needs data)
4. Click Save

Edit Personal and Contact l@ Cancel || Msave §|

Prefix || Dr. e

First Name || Faculty

Freferred First Mame
Middle Mame

Last Mame | Demo

Swffix

Alternative Name You Publish Under
{e.g.. an anglicized name), if any

Mame of Endowed Fosition (if any)

After you click Save, the Activity Insight application defaults back to the previous page. In this
case, it defaults back to the Manage Activities page. If additional updates are needed, select
the next section to update, enter relevant information and click Save before exiting that section.

Review 3 guide to manage your activities.

Rapid Reports
=L ~ General Infermation
Run Reports Personal and Contact Information Education

Administrative Data - Permanent Data | Yearly Data Faculty Development Activities Attended

HE|p Academic, Government, Military and Professional Positions Licensures and Certifications




