Uploading Syllabi to Digital Measures

First, please make sure your syllabus is saved using the Digital Measures
naming convention:
[CourseNumber_facultyusername_Term_Year_syllabus.pdf]

File Name Example: ENG_101 001 kiskadenc Fall 2012 syllabus.pdf

For security reasons, we recommend you always save your file as an
Adobe PDF document before uploading into Digital Measures.

Digital Measures is accessed on the web according to the following
directions: Go to digitalmeasures.nku.edu and click on "Digital
Measures Activity Insight Login Screen"

Digital Measures

Activity Insight from Digital Measures is a web based program for intemal use by faculty and staff. Digital Measures makes it easy
for faculty and staff to keep track of activities they accomplish, such as
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Login Screen:

ty_insight_log v @ B
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Login Screen NU

access.nku.edu

HApps  NKU Home: Norther NKU Directory  Vice President for Ac

SAP Netieaver Ports  ©) AEM Signin

Note: Please enter your NKU network username and password. If you do not remember your
password you can reset it online at http:/wwiw nku edw password

Usemame:
Password.

Login

Uploading Syllabi to Digital Measures

Click on “Manage Data” and select the appropriate faculty member.
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Dashboard

Manage Data

Manage Data enables you to manage data for other users or entities within your system. If you are entering a lot of data, it may be faster to load this from
Csv files rather than by using this utility. All changes made using this utility are audited. Manage Data sessions open in a new tab.

Course Response >

Run Reports

@ Manage Data for Users User

Usage Statistics
9 Abate, Anne: abateat
Show
Users and Security Abdullah, Larry: abdullahl1
Workfl Ackerson, |oye Beth: ackersonjl
orkriow

O manage pata for Programs Acosta, Charles A: acostac

Work Requests Adams, Mary M: adamspe

Adams, Tracey: ADAMSTR
Adkins, Anita Z: adkinsa

Resource Center

(O Manage Administrative Data for Users
Help Agard, David B: agard
Agnew, Junko: agnewj1
Ahmed, Shamima: ahmed
Akers, Wesley R: akersw
Al-Bahrani, Abdullah A: albahraniat
Albert, Bonnie: albertb
Alberti, John: alberti
Albritton, Matthew T: albrittonm
Alexander, Shannon: alexanders3
NQJ nggBER]g Allan, Deborah F: alland1
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Allen, James G: allenj4
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Once you select the faculty member, select “Scheduled Teaching” that can be found under “Teaching”.
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Rapid Reports

PasteBoard + Education

Run Reports Please complete for ALL degrees earned or in progress, by selecting Post Graduate Course Work

the screen below and clicking "ADD A NEW ITEM" for each degree.
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Once on this screen, select the course for which you are uploading the syllabus for. You will be able to
see if a syllabus is currently uploaded or not from this screen. Note: PAD 626 has a syllabus uploaded.

Schedule of Classes - SA” x 1 NKU Home: Northern Ker X V2% Norther Kentucky Univel XY ,z§ Northern Kentucky Unive xw

=12

1odeld=

L C' | & https:;//www.digitalmeasures.com/login/nku/faculty/survey/ma summary.do?su

CIP user site New User - Set Up in Evaluations for Instru [CJ Other bookmarks

Digital Measur

i Apps  NKU Home: Northerr NKU Directory Vice President for Ac: &7 SAP NetWeaver Port= @ AEM SignIn

Dashboard
i Add New T D) Duplicate i}
Course Response N < Scheduled Teaching + ew Ttem 0 Duplicat [}
Item [m}
Rapid Reports Summer 2012-2013
PasteBoard Nonprofit Information Management m]
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Run Reports
Usage Statistics Summer 2011-2012
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Work Reguests PAD 627, Section 002
Resource Center
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Scroll down and select “Choose File”. From here you will be able to upload the syllbus. Make sure you
select “Save” and then you are finished!
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Dashboard
Course Response 5 < Edit Scheduled Teaching Cancel ‘ | M save B4 save + Add Another
Is this a General Education course? -
Rapid Reports
pasteBoard Is this an Independent Study, -
Internship or Co-op Course?
Run Reports Is this an Online Course? -
Usage Statistics CIP Code for this Course 440401
Users and Security H Faculty is qualified to teach this -
course? (If "Yes" they have a
Workflow terminal degree or 18 Graduate
Hours in the Discipline; Enter Gr Hrs
Work Requests or Additional Justification on the

Academic Qualification Screen)
FesurER CartEr Course Level | Graduate
Help Is this transferable? | Yes
* Official Enrollment Number 11
* Number of Credit Hours |1
Lower Division or Upper Division | Graduate

Delivery Mode | LEC
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