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UTSA Annual Faculty Workload User’s Manual

In this manual you will find:
How tolog in to Digital Measures.
How togenerate and check workload reportsn Digital Measures.
How toassign released time workload creditg1 Digital Measures.
How toinput workload credits and justifications for underload in Digital Measures.

How toverify workload reports in Digital Measurs.
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UTSA FACULTY WORKLOAD USER’S MANUAL

Introduction

This manual is to be used by administrators in the colleges and departments to verify that their faculty

workload reports are in compliance with UT System’sw S 3 Sy (4 Q wdzf S &RuleBgoR- wS I dzf | G A ;
Academic Workload Requirements. Each fall and spring semester, colleges and departments are asked

to review and verify their faculty workload reports to ensure that all faculty meet the minimum

workload requirements based on their faculty title and percent appointment on state funds. The

repository for this information is Digital Measures.

Log in to Digital Measures

In the address field of your preferred browser, type: http://my.utsa.edu.

Click Digital Measures under Faculty/Staff Resources.
You will be taken to the UTSA Digital Measures site. (You may wish to save this page to
your Favorites or Bookmarks in your preferred browser.)

From the landing page, click the orange UTSA Digital Measures button on the upper

right side of the page to reach the Digital Measures log-in page:

iDigitalMeasures

Log in using your myUTSA ID (abc123) and passphrase.

Generate the UTSA Faculty Workload Summary Report

The UTSA Faculty Workload Summary report is a college/department faculty list that displays workload
information for each faculty member. There are two UTSA Faculty Workload Summary reports — one for
fall term and one for spring term. Please be sure that you select the report for the appropriate term.
These reports can be run to display summary information about an individual (or individuals), an entire
department or an entire college.
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http://my.utsa.edu/

Click Reports in the top menu bar.

Reports ? .:DigitalMeasures

You are not currently managing data.

ranana dara for other Users of entities within your system, If you

changes made using this utility are audited. Ma

f data, It may be faster to load this from

ons open in a new tab.

@ Manage Data for User | Selfect or type a name v
Users

Choose the UTSA Faculty Workload Summary — Fall Term or UTSA Faculty Workload Summary — Spring
Term report from the displayed list, as appropriate. (You may need to scroll down to locate the report.)

Activities Repores ! i = Dig italMeasures
Reports ¥ Create a Hew Report
Nama = Craatad By Aczie
Inssliscrial Cornribatans by Faculty Digital Maazures
Presentations by Faculty Digital Measures
Schedided Teaching by Faculty Digital Meazures
UTSA Annual Report - Deparomant Chair/Dean Evaluaton Summary Digital Meazures
UTSA Annual Report - Faculty Acknowledgement of Evalustion/Commants Digital Measures
UTSA Anevual Report- Collage Dean's Evaluation Digital Maazures
UTSA Annual Report- Department Chair's Evaluaton Digital Meazures
UTSA Course Credersialing snd Faculty Qualification Verification Digital Measures
UTSA Dusain Deiaremant Chair Faculty Evaluation Verifcanon Digital Maazuras
UTSA Faculty Actiity Report Digital Measures
UTSA Facuhy Anrual Report Digital Maasures
UTSA Faculty Degrees Designatsd as “Othar Digital Meazures
UTSA Faculty Evaluation Progress Digital Measures
UTSA Faculty Evaluations by Depastment Chair Digital Measures
UT5A Faculty Hismory Repom Digital Meazures
UTSA Faculty Workload Activity Audit - Fall (or Spring) Term Digital Meazures
UTSA Faculty Workioad Craies Digital Maazures
UTEA Faculty Workload Detail Digital Measures
UTSA Faculty Werkload Distribution Agresmans Digital Measures
UTSA Faculty Workioad Summary - Fall Tenm Digital Maazures
UTSA Faculty Worlkload Summary + Spring Term Digital Meazures
UTSA Official Vita Digital Maasures
UTSA Sumemary of Snudens Course Evaluations Digital Meazures

Step 1: Date Range. The Start Date and End Date will default to the appropriate dates for the report
term you selected, fall or spring. (Check to make sure the year is correct.)
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Step 2: Whom to Include.
This step has two elements:
By default, the report will include All (all faculty members/departments/colleges to which you have

access, based on your level of permission). If you wish to change that, click on Change selection... to
select whom you would like to include in the report.

A new dialog box will open where you will specify College, Department, or Individual(s). If you click on
the caret to the left of each section, a drop-down list will display, where you can further specify your
choice. For instance, if you choose “Individual”, then you must check the box by the individual(s) for
whom you want to run a report. Click [Save] once you have made your selection(s).

Individuals or groups to include

> [0 college
> [0 pepartment

3 [0 Individual

Then, still under Step 2, select “Enabled Only” from the drop-down list beside the label “Include these
accounts.” DM will default to this selection. (If you choose the “Disabled Only” or “Enabled and
Disabled” option, the report will include those faculty members who are no longer at the university.)

Step 3: File Format. Choose your file format and page size. For this report, you would leave the default
options of 'Microsoft Word' and 'Letter'.

Click on [Run Report] at the top right side of page. Your report will open as a Word document. Save this
report and print it out for reference as you complete and approve the “Requests for Released Time
Workload Credits” form. WARNING The Word document you have generated is NOT in Digital
Measures. Do not make edits to this document, as they will not appear in Digital Measures. If
information on the report is incorrect, it must be changed in Digital Measures.

Check the UTSA Faculty Workload Summary Report

The UTSA Faculty Workload Summary reports display faculty workload information for your
department/college based on your search parameters, including:

the requested term
the requested department(s)
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the requested faculty members':
0 BANNERID
Name
Percent appointment
Tenure status
Faculty title
Total workload
Met min (whether the faculty member has met the minimum workload requirements)
Hours short (if any)
Justification for underload (if needed).

O O0OO0OO0OO0OO0OOoOOo

1. Colleges/departments should make certain that each faculty member’s appointment
information is correct on this report. If it is not, update the information in BANNER or
PeopleSoft as appropriate. Note: Colleges/departments should update faculty members’
information in BANNER and/or PeopleSoft once the appointments are finalized each semester.
This information will then refresh to the Digital Measures system.

2. The Met Min (Met Minimum) column will automatically display “Yes” for every faculty member
who meets the minimum workload requirements, given his/her appointment. Reports that have
a “Yes” in the Met Min column need no further action by the department/college, other than
insuring that the displayed information is correct. A “No” in the column indicates a faculty
member who is below the minimum workload requirement. If there is a “No,” review the Hrs
Short (Hours Short) column.

3. The Hrs Short column indicates the number of workload hours short a faculty member is, based
on his/her percent appointment. This column is used to determine the number of hours of
workload credits that faculty members should receive to account for other work they are doing.

4. The Justification for Underload column displays the reasons that a faculty member would be
short workload hours but not given a course release (for example, if the faculty member is on
FMLA). These justifications are entered directly into Digital Measures; see pages 5-8 for
instructions on inputting justifications for underload.

Workload Credits and Justifications for Underloads

Assign Released Time Workload Credits

The appropriate UTSA Faculty Workload Summary report should be referenced when assigning
workload credits. Administrative staff should work with department chairs to determine the reasons
for each faculty member who needs workload credits based on the Hrs Short column. Tenured and
tenure track faculty members as well as full-time and part-time continuing (appointed at least
twice in the last four semesters) NTT faculty members who receive workload credits should have a
workload distribution agreement uploaded to Digital Measures that outlines the duties and
deliverables that are expected with the lighter teaching load.
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Note: The paper “Requests for Released Time Workload Credits” form is no longer required.
However, the form is still available on the Workload Information screen in Digital Measures for
colleges and departments to use when finalizing workload credits and obtaining approval from their
deans. Colleges are free to establish their own internal approval processes, including whether to use
this form. Colleges can begin entering workload credits in Digital Measures once their Dean has
approved them.

The UTSA Faculty Workload Credits report in Digital Measures is used when auditing the workload
credits for compliance with Regents’ Rule 31006. Colleges and departments can also use this report
in lieu of the paper forms if desired.

When deans and department chairs sign off on the ‘Workload — Chair/Dean Verifications’ screen,
they are signing off on both their faculty workloads in the appropriate UTSA Faculty Workload
Summary report and the workload credits listed on the UTSA Faculty Workload Credits report.
Deans and department chairs should run these two reports and review them before signing off on
the workload.

Input Workload Credits and Justifications for Underload

1. Inorder to input workload credits and/or justifications for underload in Digital Measures, return
to the Manage Data screen, and select the faculty member who needs workload credits or a
justification for underload from the Manage Data for Users drop-down list.

R Pepors ? & .iDigitalMeasures

You are not currently managing data.

Manage Data

Manags Data enables you to manags 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
€5V files rather than by using this utility. All changes made using this utility are audited. Manage Dats sessions opsn in a new tab.

@ Manage Data for User  Select or type a name... -
Users

Show  Enabled Accounts only

2. Once you have selected the faculty member, click on “Workload Information” on the main page
under the Teaching section (screen shot on next page).
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m Activities Report=

Search A

¢

W

L3

You are currently manasging data for |

Aeview a guide 1o Manage your activities

General Information

Fergonal and Cony miasion
Adrministrative Data - Permanent Data | Yearly Data

Azademic, Gevernmaent. Industry. Military and Professional Pesitions
Admankstrative Assignments

fuwards, Honors, Endowed Positons, and Blographical Listings

Cansulting

Teaching
Scheduled Teach ing
Directed Stusent Lﬁil’f‘:ll'; :5 0. thissas, digsertatians)

Ovher Instructional Acthvities

Scholarship/Research/Creative Works
Artistic and Professional Performances and Exhibits
Contracts, Fellowships. Grants, Sponscred Ressarch and Residencies

Intellectual Contributions

? 4 .:iDigitalMeasures

Education and Faculty Cred

External Connections and trerships
Faguley Develogmant Activities Amended
Licensures and Certifications

Media Contributions

Professional Memberships

Arademic AdvEing
Studant Evaluations of Teaching

Woridoad Information

[ntellectual Property (e.g. cpyrights. patents)
Fressntations

Seholarship/Research [Creative Works Currertly in Pregress

~ Service
Depariment UT System
College Professional
University Public

€

Faculty Reports and Evaluations
Faculty Werkload Distribution Agresmant
Annual Repor Summary

Archived Reports

Annual Repart - Chair/Dean Evaluations
Faculty Acknowlsdgement of Evaluation/Commants

Warkioad - Chair/Dean Verifications

Rapic Reports FasteBoard

3. Click [+ Add a New Item] if you have not begun adding workload credits for the faculty member
for the current academic year, OR click on the existing record if you have been working on
workload credits for the faculty member and need to make an update. (Note: You should only
have ONE record per academic year; each record includes both fall and spring semesters.
Normally, you will create a record in fall and edit that same record to add information for the
spring semestr.)

If there IS NOT an

existing record for the 3 .:iDigitalMeasures
current academic year,

UTSA -

Activities - Reports
gt

Rapid Reports PasteBoard

click here.

You are currantly managing data for
< Workload Information % Acdd Mew Itam
Item

20172018

20162017

If there 15 already an existing
20152018

record for the current academic
year, click here.
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4. The “Workload Information” screen will display. (Partial screen shot displayed below.) Please
note that links for many of the documents you may find helpful in calculating and reviewing
workload are listed at the top of this screen for your converge

Activities ¥ | Reports ? & .iDigitalMeasures

Rapid Reports | | PasteBoard

You are currently managing data for Kathryn Fleuriet.

< Edit Workload Information Cance! M save B save + Add Another

To the faculty, data on this screen is entered by college/department administrative staff. It is based on information taken from the Request for Released Time Workload Credits form, which is completed by
department chairs and approved by tha dean of sach college. If data is incorract, please contact your college/department administrative staffto corract the data in Digital Measures.

Workload Course Releases

Requests for Released Time Workload Credits - college form
Reguasts for Releazed Time Workload Credits - department form
Worklcad Calculations/Weights

Workload Verification Help Manual

R Academic Year -

Fall - Released Time Teaching Workload Credits

Instructional-Related Activity
R Activity R Credit Hours

Select the number of instructicnal-related activity rows to add: | 1 = fidd

Select the desired Academic Year from the drop-down list. For example, for the fall 2018
semester, you would select 2018-2019.

Please note that both fall and spring activity will be entered on the same record. There are
sections for both terms on the same screen, with Fall — Released Time Teaching Workload
Credits in the top half of the screen and Spring — Released Time Teaching Workload Credits in
the bottom half of the screen. Please be sure you are entering data under the appropriate
semester.

Under the section for the appropriate semester, select the Activity from the drop-down list
based on the type of release being assigned to the faculty member. There are three different
subsections of activities: Instructional-Related Activity, Administrative-Academic-Related
Activity, and Non-Sponsored Research Activity. The minimum and maximum number of
workload credits that can be assigned are displayed next to the workload course release
description in parentheses. For example, Visiting Faculty (1-3) means that the minimum
workload credit that can be assigned for Visiting Faculty is 1 and the maximum is 3.

Please note that when selecting the Faculty Development Leave option under Non-Sponsored
Research Activity, you must upload documentation for the Faculty Development Leave, using
the [Choose File] button below the Activity field.

Select the number of Credit Hours being assigned to the faculty member for that particular
activity. Credit hours are listed in whole and half numbers (i.e., 1, 1.5, 2, 2.5, etc.).

If no workload credits are being assigned to the faculty member and a Justification for
Underload is needed, select the appropriate justification from the drop-down box. If one of the
available options does not accurately describe the justification for underload, you may choose
“Other” from the drop-down list; when “Other” is selected, you must provide an explanation of
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“Other” in the corresponding text field to the right. This option should be used sparingly and
only if one of the existing drop-down options will not suffice.

Please note that when selecting one of the FMLA options, you must upload documentation for
the FMLA, using the [Choose File] button below the justification field.

Click [Save] in the upper right portion of the screen to preserve your entry. Once entered and
saved on the Workload Information screen, workload credits and justifications for underload will
appear in the “UTSA Faculty Workload Summary” when the report is run again.

Click on “Manage Data” (left side of screen) to return to your faculty list and select the next
faculty member. Repeat the steps in this section of the user’s manual until all faculty workload
credits and justifications have been entered and saved.

Verifying the UTSA Faculty Workload Reports

Generate the UTSA Faculty Workload Detail Report

The UTSA Faculty Workload Detail report is the individual faculty member’s workload report. It can
be run to display one individual faculty member’s workload report, an entire department’s workload
reports in alphabetical order by tenure status, or an entire college’s workload reports in alphabetical
order by tenure status.

Follow the steps beginning on page 1 of this document to generate a report. Choose the UTSA Faculty
Workload Detail report from the displayed list. (You may need to scroll down to locate the report.)

*“ Activities = Reports ? a .iDigitalMeasures
< Run UTSA Faculty Workload Detail 8 Run Report
Download this report’s template
| Date Range StartDate | January o1 2018
EndDate |Decamber 31 2018
2  Whom to Include Users Selected by All

Change Selection

Include These Accounts | Enabled Only
3 File Format @ File Format | Microsoft Word [.doc)
Changes made to the Microsoft Word document will not be reflected in the system.

Page Size | |etter

Step 1: Date Range. Choose the Start Date and End Date for the term of the report from the
drop-down lists. For the fall term, use September 1 as the start date and December 31 as the
end date. For the spring term, use January 1 as the start date and April 30 as the end date.
Variations from these dates could bring in data from other terms to populate the report.

Step 2: Whom to Include. Choose whom you want included in your report. The default setting
is All (all faculty members/departments/colleges to which you have access, based on your level
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of permission). To change that, click on Change selection... to select whom you would like to
include in the report. A new dialog box will open where you will specify the College,
Department(s), or Individual(s) you would like to include. Click [Save] once you have made your
selection(s).

Then, still under Step 2, select “Enabled Only” from the drop-down list beside the label “Include
these accounts.” DM will default to this selection. (If you choose the “Disabled Only” or
“Enabled and Disabled” option, the report will include those faculty members who are no longer
at the university.)

Step 3: File Format. You will use the default options of “Microsoft Word” and “Letter” in this
step. Note: the report will print in landscape orientation.

Click the [Run Report] button on the upper right side of screen. This generates a Word document
containing workload information on the faculty member(s) within the parameters of your search.

You may view, print and/or save this report. WARNING:The Word document you have generated is
NOT in Digital Measures. Do not make edits to this document, as they will not be riégitain
Measures.

Check the UTSA Faculty Workload Detail Report

The UTSA Faculty Workload Detail report displays faculty workload information by term and
individual, including:

Course-Related Activity (workload for courses taught)
Instruction-Related Activity (workload credits)
Administrative/Academic-Related Activity (workload credits)
Research Activity (workload credits)

Justification for Underload (if any)

Summary of All Activities (total calculated workload)

Faculty members should be encouraged to view their workload reports for accuracy but they are not
required to verify them. Departments/colleges should verify that the information on their faculty
members’ reports is accurate.

Once the UTSA Faculty Workload Detail report has been checked for accuracy by
departments/colleges and the appropriate UTSA Faculty Workload Summary report displays all
faculty members with a “Yes” (meaning that they have met the minimum workload requirements)
or there is a justification for underload indicated, then the department chairs and deans/associate
deans must verify their faculty workloads in Digital Measures.

Chair/Dean Verification

Department chairs and deans must verify their faculty workload reports and the workload credits
assigned each fall and spring semester by signing off on them in Digital Measures at the end of the
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workload verification period. In order to verify their faculty workload reports and workload credits,
department chairs/deans need to:

1.

Review the appropriate UTSA Faculty Workload Summary report (fall term or spring term). You
can get this report from your administrative staff who have access to Digital Measures or you
can generate the report in Digital Measures. (See instructions for running the report under
Generate the UTSA Faculty Workload Summary report on page 1.)

Review the UTSA Faculty Workload Detail report (if desired, but not required). You can get this
report from your administrative staff who have access to Digital Measures or you can generate
the report in Digital Measures. (See instructions for running the report under Generate the
UTSA Faculty Workload Detail report on page 8.)

Review the UTSA Faculty Workload Credits report. You can get this report from your
administrative staff who have access to Digital Measures or you can generate the reportin
Digital Measures through custom reports. (To generate this report, follow the instructions for
generating the UTSA Faculty Workload Summary report on page 1, but choose the UTSA
Faculty Workload Credits report from the available reports displayed.)

If you haven’t already done so, log in to Digital Measures using the log-in instructions on page 1
of this manual. You should be at the main page for entering your own activities in DM
(Activities). You will verify and sign off on all workload reports for your faculty for the term from
your own Activities page. You will sign only one time and do NOT need to go into each faculty
member’s individual profile (“Manage Data”) to verify/sign off on his/her workload.

Allremainingsteps for electronically signing your workload rep@ntih screen sholsare
displayedon the followingpages.
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5. Click “Workload — Chair/Dean Verifications” under Faculty Reports and Evaluations.

Review i g 10 MARBGE your 8¢

L

General Information

Fersonal and Contact Infarmation

Adminigtrative Dats - Permansnt Data | Year i Data

Academic. Government, :f‘ﬁui[l‘:r_ Al tary and Frefessional Fogitons
Administrative Asshgnments

Awrards, Honors, Endowed Positions, and Biographical Listings

Conulting

L1

Teaching
Scheduled Teaching
Directed Student Learning (e.g., theses, dissertations)

Cther Instructional Activities

L1

Scholarship/Research/Creative Works
Artistic and Professional Perfarmances and Exhisics
Contracts, Fallowships, Granes, Sponsored Research and Residencies

Intellectual Contributions

~ Service
Daparomant
College

University

L1

Faculty Reports and Evaluations

Seribi

Faeulty W Agreamant

Annual Repart Summary

Archivad Repors

6. Click [+ Add New Item].

¢ Workload - Chair/Dean \

[rem

Fall 2017
Departrmaent Chair

Spring 2016
Crepartrnaset Chair

Rapid Reports PamuBoard

Education and Faculty Credentialing
External Connections and Partnerghigs
Fi{uli)‘ Developmant Activities Attended
Licensures and Certifications

Madia Contributions:

Frofessional Memberthips

Academic Adwising
Srudent Evaluaticns of Teaching

Workioad Information

Insllacrual Proparty (8.9, copyrights, patents)
Fressntations

Schelarshipy Ressarch/Creative Works Currently in Progress

UT Systam

Frofesskona

Public

Dean Evaluations

Faculty Acknowladgarmant of Evaluation/Commants

Woridoad - Chasr/Daan Verifications

DigitalMeasures

Ragid Roports | | PasteSoand

* Add New Irem

The “Workload — Chair/Dean Verifications” screen will display (screen shot on next page).
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Activities » | Reports ? 4 .iDigitalMeasures

Rapid Reports PasteBoard

£ Edit Workload - Chair/Dean Verifications Cancel M save By Save + Add Another

Mote: The faculty workloads can be accessed by running the custom reports UTSA Faculty Workload Summary (faculty list page) and UTSA Faculty Workload Detail {individual faculty workloads) by
college/department. The faculty workioad credits can be accessed by running the custom report UTSA Faculty Workload Credits by college/department. Once you have reviewed the workloads and workload
credits for your collegefdepariment, certify verification of the workload and workload credits for all of your departmental faculty for the current term by filling out the information below and providing your
name and date in the signature and date fields. You only need to complete one verification record per term for your department or college, using your own profile; you do not need to complete a separate
verification for each faculty member.

= H Evaluator Rank -
* HTerm and Year -
H College -
H Department -

I varify that the workload cradits assigned to my faculty on this official state report are accurate and completa.

H Elactronic Signature
[Pleass type full name)

H Elactronic Signature Date -

Select Evaluator Rank from the drop-down list.
Select the current Term from the drop-down list and type in the Year.
Select the appropriate College from the drop-down list.

Select the appropriate Department from the drop-down list. Note: Deans should leave
this field blank when signing off for their colleges.

Type in your Electronic Signature. Please type your full name, as you would sign it, using
upper and lower case. Please do not enter initials only.

Enter the Electronic Signature Date by choosing the month from the drop-down list and
typing in the day and year.

Click [Save] in the upper right portion of the screen to preserve your entry.
Once this screen is completed, the department chair/dean’s signature will populate the appropriate
UTSA Faculty Workload Summary report and UTSA Faculty Workload Credits report and will display
the next time the reports are run (department chair signatures with department reports and dean

signatures with college reports).

Note: These reports will be archived in the Digital Measures Archive site in SharePoint at the end of
the workload verification period.

***FACULTY WORKLOAD VERIFICATION IS COMPLETE***
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