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Missouri State. 
Sign in 

):rll311, phone, or Skype 

C.n't aoteM ycuf&COOU'lt? --
Uso your Offlco 36~ Login, no1 yoo, omni! address. 
to llign in. Your Office 365 Login usemame format illl 
BearP3Ml.oglnetDomaln.edu: 

Students/Faculty/Staff new to MSU: 
abc1230Login.MiasouriState.edu 

Student11 Prior to December 2019: 
abc t 230LIYo.MISSOUf1Stato.edo 

Facully/Slall Prk>r to Decemb81" 2019: 
abc1230Misll000$taie.edu 

Leam how to log In to Office 365 

~ Slgn•lnoptiOOS 

----------- -------

Missouri State 

Login 

Password 

f2r921.~ I li!W!.l!lJ!il 

Missouri State. 
f- Omlssourlstate.edu 

Enter password 

Password 

Forgo1mypassword 

Use your Office 365 Login, not your email address, 
to sign in. Your Office 365 Login usemame format is 

BearPassLoginODomain.edu: 

Students/Faculty/Staff new to MSU: 
abet 230Logln.Missour1State.edu 

Students Prior to December 2019: 

abet 230Live.MissouriStata.edu 

Faculty/Staff Prior to December 2019: 
abet 230Mlssour1State.edu 

Learn how to log In to Office 365 

Missouri State. 
Omlssourlstate.edu 

Approve sign in request 

@ Open your Microsoft Authenticator app and 

approve the request to sign In. 

I can' t use my Microsoft Authontlcator app righ t now 

Mor91rilormatl0fl 

Use your Office 365 Login, not y0Uf email address, 
to sign In. Your Office 365 Login usemame lonnat Is 

BearPassLog!nODomaln.edu: 

Students/Faculty/Staff new lo MSU: 

abc1230Logln.MlssouriState.edu 

Students Prior to December 2019: 
abc1230Uve.MissouriState.edu 

Faculty/Staff Prior to December 2019: 
abc1230 MissouriState.edu 

Leam hOw to IOg In to Office 365 

0

Part One: Login 

Login 

My.MissouriState.edu 

LOGIN SCREENSHOTS 

Navigate to 
Digital Measures/Faculty Success 

through My Missouri State under 

the “Work Resources” tab, 

“Academic” channel, “Faculty 

Resources” section. 

4 

**NOTE** 

You will ONLY see 

these screenshots if 

you are not logged 

into your email on the 

web. If you are logged 

into Office365 online, 

it will bypass the 

additional 

verification. 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                   

      

    

    

    

                        

. ... Teaching 

""---<"-'••~II 

°""'...,"""°"'lM•""'9 

... AnnualFacuI1yAc1lvi1yAepor1 

~ ... ......._1 

I I 

I 
I 
I 

Landing Page 

Part 2 

Part 3 

Part 4 

Part 5 

You will complete each of these sections in Faculty Success 

 General Information…………….(Part 2) 

 Teaching………………………….(Part 3) 

 Scholarship/Research…………...(Part 4) 

 Service……………………………(Part 5) 

 When you arrive on the landing page you will see this dashboard. 
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"leaching 

vScholanhlp/AHHrch 

--service 

., Annu• IFecultyAc1lvllyRepor1 

v General Information 

l t ,t 71 ! 

Administrative 0a1a • Permanent 0a1a I Yearly Data 

A< 

Edit Personal and Conlact Information 

... General Information 

Personal and Contact Information 

I Adm 111!>trativ1 Data· Permanent Dala Yearly Data 

Academic, Government, Military and Professional Positions 

Administ rative ASSig~ 

Awards and Honors 

Consulting 

t ,,..,,..c_, .. , • ..,,._..,. 

........ --~, ........ ~,­
Ll<--C•l4~-

Education 

r J !\ 

l•f II l 

I' i I\' 

workload Information 

Education 

Ex1ernal Connec1ions and Partnerships 

Faculty Development Activities Attended 

Licensures and Certifications 

Media Contributions 

Professional Memberships 

Workload Information 

Part Two: General Information 

External Updates 
The Faculty Success Administrator 

will update administrative sections. 

 Administrative Data 

o Permanent Data 

o Yearly Data 

 Workload Information 

Update All 
 Personal & Contact Info 

 Academic, Government, Military… 

 Administrative Assignments 

 Awards & Honors 

 Consulting 

 External Connections… 

 Faculty Development Activities… 

 Licensures & Certificates 

 Media Contributions 

 Professional Memberships 

Add/Edit an Item 
Click on the link where you wish to 

modify information. “Personal and 

Contact Information” are used in 

the example. 
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ACllvlltff 

"S.Chol•r•hip(fie1Hrch 

"Annu•I FaeullyAc1lvl1yAepor1 

A<:IMIIH 

·ID 
COu,se Pfefi• aod COurse Number 

,,,.,..,c_,,.., • ...,, • ......,,..,. 
•ac•,-~w.-~••­
U<....,••-C•" .. ,._ 

[ • ~.~~~~ " 7 I _, I _,.. ,__,. 
1-~,~- I <- ➔ 

I O. ~DAc,..i S, 11 I s.wct, T""' llapill""""'" 

l••m~I <- ➔ 

Part Three: Teaching 

Teaching 
 Click on “Teaching” 

 Click on a subcategory. 
(“Directed Student Learning” 
is used in the example.) 

 Click here to add a new item 

 Complete the requested 
information. 

 Click here to duplicate an item 

 Click directly on an item to 
edit information 
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Ac1h,l1les 

( General Service 

K scheduled reaching 

~.111101111 

.i.c<OU"ltlt,gl 

,'I.CCf-1.,:.ecllO'I 0-_., 

'illll ZOJCI 

1nr.:irm,.ac,0n Winil,Qtm!-nt ~-sums 
A.C..tr 'O,S.~:thlfl .)01 

I llUClCOI..UMJ,1 1 I E- ➔ 

l 'f' >.oa . ..,,., l I Cwp • I • 

• 
M 

fill 

Part Three: Teaching 

 Delete an item 

o Select item to be deleted 

o A dialog box will appear 
asking if you are sure you 
want to delete the item. If 
it is, click “Delete.” 

Update as needed 
 Academic Advising 

 Direct Student Learning 

Scheduled Teaching 
 The “Scheduled Teaching” 
section will be updated 
automatically by Computer 
Services, but you will need to 
upload the syllabus. 
(Uploading a syllabus is 
discussed on the next page.) 

Click on the trash can icon to delete 

10 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

             

            

       

             

              

                 

             

        

                                

                  

       

             

         

                 

           

     

       

v Teaching 

Academic Advising 

Directed Student Learning 

Act1111t1es 

< Scheduled Teaching 

0 TfAM. TfRMANDY -

0 Srrvner 

Act1v1t1cs 

Edit Scheduled Teaching 

Scheduled Teaching 

E hSched~ El SearcnTlps RapldReports 

I SELECTCOLUMHS I ~ ➔ 

Proble,ms nSp. Ed 

I !!\,U.IIE•.t.DDNEW I 

Teaching: Course Syllabus 

Scheduled Teaching 
To upload a course syllabus, 
click on the “Scheduled 
Teaching” section. 

Course Schedule 
The section will list a schedule 
of classes, most recent first. 

Select a section from the list of 
classes displayed to upload a 
course syllabus. 

Upload Syllabus 
1. Scroll to the bottom of the edit 
page screen 

2. You may drag and drop your 
syllabus file into this section 

OR 
3. You may click on the blue text and 

select the syllabus file you would 
like to upload 

TIP 

 Clicking on any blue text of the listed course will take you to the edit page. 

Don’t forget to save! 
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v Teaching 

Academic Advising 

Directed Student Learn ing 

wate,mark· 
Faculty Success 1 '°'....,..,~~"'-""" 

AcU11itle$ 

< Scheduled Teach ing 

□ "' 

0 Summ.r 

I HLECTCOLUMH$ I ~ ➔ 

Non-Thes.lsProje-ct 

RueardlSeminarSpecEduc 

Problems on Sp.Ed. 

Teaching: Student Evaluations 

Scheduled Teaching 
To upload student evaluations, 
click on the “Scheduled 
Teaching” section. 

Special Note 
**Before uploading Student Evaluations in Faculty 
Success, you must login to EvalKit and download 
student evaluations in a raw Excel or PDF 
format.** 

Course Schedule 
Once again, navigate to the 
schedule of classes and select 
the course where you would 
like to attach student 
evaluations. 

Upload Evaluations 
1. 

2. 

3. 

4. 

SCREEN SHOT PLACEHOLDER 
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v Scholarship/Research 

Artistic and Professional Performances and Exhibits 

Intellectual Contributions 

v Scholarship/Research 

Artistic and Professional Performances and Exhibits 

Contracts, Grants and Sponsored Research 

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

Presentations 

Research Currently in Progress 

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

Presentations 

Research Currently in Progress 

Part Four: Scholarship/Research 

Update as needed 
 Artistic and Professional 
Performances and Exhibits 

 Contracts, Grants and 
Sponsored Research 

 Intellectual Contributions 

 Intellectual Property 

 Presentations 

 Research Currently in 
Progress 

Contracts, Grants 
and Sponsored 
Research 

Please post an “End Date of 
Funding” when appropriate. 

Intellectual 
Contributions 

 Please add dates for 
“Accepted” and “Published” 
for each publication 

 Upload the manuscript as a 
PDF OR add the url/link for 
online publication 

14 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

            

       

 

    

            

   

        

                  

       

               

     

                 

             

 

v Scholarship/Research 

Artistic and Professional Performances and Exhibits 

Contracts, Grants and Sponsored Research 

lntellectualContributlons 

AcllvlUu 

< Presentations 

Activ1t1n 

Edit Presentations 

to upload 

v Humber of Times Cited (1) 

I 

.. ""'" 
. :: ~"-"------~ Numt..ro!TlmH Clto,d 

~ - l """"""'" i 

I "'""' 

Uploading Documentation 

Uploading 
Documents 

 Click on the section where you 
would like to add 
documentation 

 Sample: Presentations 

Upload Document 
 A list of items already added 
will display 

 Click on “ADD NEW” 

Upload Document 
1. Scroll to the bottom of the edit 
page screen 

2. You may drag and drop your file 
into this section 

OR 
3. You may click on the blue text and 

select the file you would like to 
upload 

15 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                          

                  

               

                 

    

 

 

          

     

 

 

 

 

           

                 

               

 

 

           
vPfesenters/A""-'1{11 

---lo<S ■ Poo--11•--•o, .,,.., _...,,. n ._ 

..___.,,.,.,,_,..;si ■ 1t1 unnwN1, 

· I 

KI c .. ,,i.a. .. ,..., ,_""'''""' '""" • I ~I -- _-_ ' ____ ~~------~ ~-o~------~ 
~------~• .... -. .... ,;,ha_,.,..,., 

MCTE 6S!ft M •ng 

....... ...._ . 
............ na..c... to --·-----

Uploading Documentation 

Upload Document 
 On the previous page, you added a new item and uploaded a document. 
 Next, you will add information about the uploaded presentation. 

Documentation 
Information 
1. The newly added item, in this case 
it is a presentation, must be given a 
title. 

2. Complete all pertinent 
information. 

3. If you have successfully uploaded 
your document, you will see a link 
toward the bottom of the page. 

Note: Not all fields require data. 
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v Service 

Editorial and Review Activities General Service 

lo.-a.--.. s. 11--1-Tlpo • ..,._..._.. 
1-~,~- I <- ➔ 

Activities 

E5berof Hour1 SJ)ent PerYear 

Elec ted/Appointed7 

Part Five: Service 

TIPS FOR ADDING ITEMS 

 Dates need to be accurate as they are used for reporting. 

 Dates should encompass the entire timeframe of the item. For example, if serving on a committee for two 
years, create only one item with a two‐year time span for your dates. 

 Create a new item only if data other than the date has changed. A role change on a committee, from member 
to chair for example, would constitute a new item. The start date would be the same date of the role change. 

Update as Needed 
 Editorial and Review 
Activities 

 General Service 

Click “ADD NEW” 

Example: General 
Service 

 Complete relevant 
information 

 Don’t forget to click “SAVE” 
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Activities 

Consulting 

.., Teaching 

Academic Advising 

Directed Student Leaming 

" Scholarship/Research 

Artistic and Professional Performances and Exhibits 

Contracts, Grants and Sponsored Research 

Intellectual Contributions 

.., Service 

Editorial and Review Activities 

Annual Faculty Activity Report 

Annual Faculty Activity Report Narratives 

Actlvltlct 

Edit Annual Faculty Activity Report Narratives 

ColondarYHr 

D 

v Additional Evidence of High-Qu11ility Tuchiny (1) 

Professional Memberships 

Wor1<1oad Information 

Scheduled Teaching 

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

Presentations 

Research Currently in Progress 

General Service 

Reports: Landing Page 

Annual Faculty Activity Report 

This is where faculty enters personal 
annual statements about their 
teaching, scholarship, and service. 

You will be asked to enter: 

 Calendar year 

 Research active status 

 Narrative of high‐quality 
teaching 

 Drop box to upload evidence 
of high‐quality teaching 

 Narrative of high‐quality 
intellectual contributions 

 Drop box to upload evidence 
of high‐quality intellectual 
contributions 

 Narrative of high‐quality 
service 

 Drop box to upload evidence 
of high‐quality service 

Click “ADD NEW” 
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Act1v1t1es 

Consulting 

., Teaching 

Academic Advising 

Directed Student Learning 

v Scholarship/Research 

Artistic and Professional Performances and Exhibits 

ontracts, Grants and Sponsored Research 

Professional Memberships 

Workload Information 

Scheduled Teaching 

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

Presentations 

Research Currently in Progress 

Reports: Importing Citations 

If you have citations of your publications already stored in Zotero, Mendeley, 
EndNote, Google Scholar, Ref Works or others, you can import those records directly 
to Faculty Success using BibTeX file. Click on the the link below to learn how to create 
a BibTeX file: 

https://www.digitalmeasures.com/activity-insight/docs/bibtex.html 

Once you have your BibTeX file 
ready, click on “Intellectual 
Contributions” 

Click “Import” 

Follow the instructions to upload the BibTeX file, 
detect duplicate entries, and select collaborators. 

You will have a chance to review the records and 
finalize the import. 
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< Intellectual Contributions 

D I ·II 111111 

_____ ,_ .... __ ...., ..... , ... ._,. ___ _,.......,....,._,,_,_ 

fle-r.licn:lsol1-(.doc) • 

-~..,--,_.,.,.,...,.<ho<'9<""""' 'he •n•em 

Rapid Reports 

Rapid Reports are generated using only your own data. 

Report AACSB Required Fields Aud it Report 

Start Date AACSB Requi red Fields Audi t Report 

End Date 
AACSB Required Fields Audi t Report (2020 Standards) 

Academic Degrees Earned 

Activit ies Exclusion Report 

Awards and Honors 

Report 

Start Date 

End Date 

File Format 

Cancel Run Report 

X 

X 

Creating Reports 

Click “Rapid Reports” on the “Intellectual Contributions” screen. 

Some of the most common Rapid 
Reports are: 

• Vita 

• Annual Faculty Activity Report 

• Presentations by Faculty 

• Intellectual Contributions by Faculty 

• General Service by Faculty 

• Schedule Teaching by Faculty 

A dialog box will appear. 

Next, click the drop down menu for 
“Report” and select the report you 
would like to generate. 

TIPS 

 Be sure to select the appropriate dates 

 For Annual Faculty Activity Reports, the 
time frame is typically one calendar year. 

Click “Run Report” 
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