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Overview of Digital Measures 

Digital Measures allows MCOB faculty to: 

• Track teaching, research and service activities 
• Generate annual Performance Evaluation reports, promotion and tenure reviews,  
• Generate NIH and NSF Biographical Sketch reports for grant applications, and  
• Generate reports for external constituents. 

Digital Measures is cross-compatible with most modern browsers including Microsoft Edge, Chrome, 
Mozilla Firefox, and Apple Safari. 

Accessing Digital Measures 

Access Digital Measures from the MCOB Homepage by selecting the Faculty tab, followed by Faculty 
Resources. 
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Login using the name portion of your South email address and a password you create when you login 
the first time. 

 

Managing Activities Screen 
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Tips and Features 

Expanding text boxes 

If a text box has two diagonal lines in the bottom right corner, you can expand the text box by dragging 
that corner of the box.  Note the first text box in the screen below is enlarged. 

 

Importing Citations from Other Systems (EndNote, Scopus, Google Scholar, etc.) 

There are two ways for you to bring citations into Digital Measures from other databases. 

First, you can load BibTeX files into Digital Measures. BibTeX Imports enable you to import citations from 
a wide variety of reference managers or databases — for example, EndNote, Google Scholar, Mendeley, 
RefWorks, Scopus, Web of Science or Zotero.  

If you citations are already stored in another software system such as EndNote, Google Scholar, 
Mendeley, RefWorks, Scopus, Web of Science or Zotero, you can select the records and export them 
into a BibTeX file. 

BibTeX is the most broadly supported standardized way to structure publication citations in a file. This 
makes it easy to move citations between two software applications. You export citations from one 
software application into a BibTeX file and then import that file into another software application. In this 
case, you are exporting from another software application and importing into Digital Measures. 

You can open a BibTeX file with any common text editor, including Microsoft Word, TextEdit or Notepad. 
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Here is an example of a BibTeX file: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A second way to import citations is to directly import citations into Digital Measures from PubMed. You 
can connect to PubMed from within Digital Measures to search for and import your citations, or those of 
the user for whom you are managing data. Visit this page for details on this feature. 

Rapid Reports 

When the Rapid Reports option is selected, faculty members have the capability to quickly generate 
performance reports, vita, CV Summaries, or Tenure and Promotion Reports for their own data.   

PasteBoard 

PasteBoard is another time-saving feature of Digital Measures. The PasteBoard allows you to copy text 
from another document, such as your vita in Microsoft Word, and paste it into the PasteBoard. After 
you have pasted text into the PasteBoard, you can then select text from it, click-and-hold on the text 
you selected, and drag it into a field in the system to have it pasted into the field. 

To access the PasteBoard, click the text PasteBoard in the left-hand menu under Manage Activities. The 
PasteBoard will appear in the bottom right-hand corner of your screen and can be dragged anywhere on 
the screen as needed. Any text in the PasteBoard upon logging out will remain in the PasteBoard for 
future sessions. 

@Book{ 
  author="Ann Roberts and Naiobi Richards and Joe Johnson and 
Sally May", 
  title="Why Dogs Have Tails: A Treatise of the 20th Century", 
  publisher="Oxford Press", 
  year="2008", 
   booktitle="A Tail of Two Doggies", 
  address="Oxford", 
  volume="Canis", 
  number="Canidae", 
  pages="7", 
  url="http://en.wikipedia.org/wiki/Dog", 
  editor="Lassie Collie and Toto Terrier", 
  isbn="canis-lupus-familiaris", 
}, 
 
@Article{ 
  author="Ann Roberts and Jack Pepper and Amanda Smith and J 
Thomas", 
  title="A History of Working Papers and What Makes Them 
Work", 
  publisher="Paper Mill Gazette", 
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Spell Check is based on your search engine 

Google Chrome Toolbar and Yahoo Toolbar are two applications that have spell-check. These 
applications work with all of the websites you use, not just Digital Measures, allowing you to use the 
words you add to your custom dictionary with all sites you visit. 

Most modern browsers also have settings or preferences which enable the browser to check your 
spelling as you type across all web applications. 

In Chrome go to Language in the Settings menu, select the Language and Input Settings Button, check 
the check box “Use this language for spell check.”. 
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Managing Activities 

Data Entry Guidelines  

The Digital Measures Activity Screens document lists the drop down menu options for each of the 
Digital Measures Activity Screens.  This document is found in Faculty Resources on the MCOB 
homepage. 

Restricted Fields 

When fields are marked with a superscript R or a lock icon , the field is entered by the Dean’s Office 
or Academic Affairs.   

Entering Course Information 

For each course section, faculty must enter course information.  If you are teaching two or more 
sections of the same course, record the information for one section and then duplicate the course and 
change the unique numbers (number enrolled and grade distribution).   

After final grades are recorded, the Digital Measures system creates a record for each course with 
enrollment and grade distribution information.  Faculty copy and paste or type the following 
information so the department chair can assess classroom performance and for preparation of AACSB 
reports.  The following Items should be described when applicable: 

• Pedagogical innovations 
• New teaching materials developed 
• New teaching methods developed 
• Activities that enhance student learning 
• Types of examinations 
• Types and number of written assignments 
• Use of library, Internet and other resources 
• Use of technology 
• How the course ethical issues (critical for AACSB report) 
• How the course covers social responsibility (critical for AACSB report) 
• How the course covers sustainability (critical for AACSB report) 
• How the course addresses diversity 
• How the course content encourages critical thinking 

The course syllabus and teaching evaluations should be uploaded for each section. 

Course information for sections can be duplicated after the information is entered for one section. 

Representative Teaching Materials 

This section is especially important for faculty who will apply for promotion or tenure.  This section also 
assists your department chair in assessing your teaching.  Please upload documents that illustrate your 
teaching efforts, such as exams, projects, special assignments, cases, etc. 

Duplicating Records 

To copy records, use the duplicate button on an activities page.  For example to duplicate a consulting 
project or information related to a course, click the check box beside the item then click on the 
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Duplicate button at the top of the screen.  You will enter the duplicated record to make appropriate 
updates like changing dates and other information. 

 

 

Editing and Reviewing Activities 

All editing and reviewing activities should be recorded in Scholarship, Research, and Creative Activities.   

In the Service area in the Public Service/Non-professional option, there are options for editorial roles 
and reviewer roles (DO NOT USE the Service area to record editing and reviewing activities). 

Research Currently in Process (DO NOT USE) 

Please do not use the “Research Currently in Progress” option in Scholarship, Research and Creative 
Activities.  When you enter items in Research Currently in Progress, the items remain until deleted and 
these items are NOT printed in the Performance Report. 

In Intellectual Contributions, from the Status menu you can select “In Preparation; Not yet submitted” 
or “Working Paper.”    

Media Contributions 

If you are interviewed for or quoted in the media, the record of this event should be recorded in media 
contributions.   
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Consulting Activities 

Consulting activities can be classified as (a) consulting practice in a teaching related field or (b) public 
service: service to community and civic organizations. 

Consulting practice in a teaching related field, which helps determine faculty status according to AACSB 
Standards, should be listed in Consulting in General Information. 

Consulting provided to community and civic organizations that will count for external service credit 
should be listed in the Service area in Public Service: Non-professional Service. 

Professional Service 

Faculty activities that count as professional service include: 

Attendee, Meeting  

Board of Advisors of a 
Company  
Board of Directors of a 
Company  

Chairperson  

Committee Chair 
Committee Member 

Conference Related 

Editor Conference 
Proceedings 

Interaction with Industry 

Member 

Officer, Other Officer 
Officer, President/Elect/Past 

Officer, Secretary 

Officer, Treasurer 

Officer, Vice President 
Prepare/Grade Certification 
Exams 

Program Coordinator 

Program Organizer 

Reviewer, Grant Proposal 

Session Chair 

Task Force Chair 
Task Force Member 

Track Organizer 

Workshop Organizer 

Other 

 

Please do not use the editor and reviewer options that are not included in this list, but are displayed in 
the drop down menu. 

Public Service: Non-professional Service (Note: We do not consider public service as non-professional) 

Public Service: Non-professional Service options include: 

Adjudicator 

Attendee, Meeting  
Board of Advisors of a 
Company  

Board of Directors of a 
Company  
Career Guidance 

Chairperson  

Committee Chair 

Committee Member 

Conference Related 

Expert Testimony 
Interaction with Industry 

Member 

Officer, Other Officer 

Officer, President/Elect/Past 
Officer, Secretary 

Officer, Treasurer 

Officer, Vice President 

Prepare/Grade Certification 
Exams 
Program Coordinator 

Program Organizer 

Task Force Chair 

Task Force Member 
Track Organizer 

Workshop Organizer 

Other 

 

Please do not use the editor and reviewer options that are not included in this list, but are displayed in 
the drop down menu. 
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Promotion and Tenure Areas - Annual Goals and Narratives (Tenure Track) 

Tenure track faculty seeking promotion must complete the Narratives sections for the promotion and/or 
tenure portfolio.   

Teaching Self-Evaluation Statement 

Is the faculty member’s statement on teaching effectiveness and should include what the candidate 
perceives as strengths and weaknesses in the classroom and in working with students This statement is 
limited to 2 pages.  

Faculty members must also provide a short statement of your teaching philosophy and goals, which is 
also limited to 2 pages. 

Professional Development Narrative 
Research Activities Self-Evaluation Statement 

The self-evaluation of research and professional activity should include a summary of research activities, 
a judgment as to the relative worth of the research, and an assessment of the quality of the journals in 
which papers have been published.  Candidates should indicate the area or areas in which they have 
engaged in sustained research and professional activity.  They should also indicate what their major and 
original contributions have been in these areas and what they hope to achieve in the future.  

Service Self-Evaluation Statement 
The self-evaluation of service activity should include a summary of the candidate’s service to the 
department, college, university and the community. The candidate should indicate if the service is 
professional or non-professional, and if any offices are held.  The statement is limited to two pages. 

Annual Goals 
Faculty members should enter annual goals for teaching, professional development, and/or service.  The 
specific goal or objective statement is limited to one page.   

Please set goals related to the MCOB Strategic Plan.   

Goals should be classified as in-progress, completed, or discarded.  Faculty may provide optional 
comments. 

Instructor Promotion Area  

Instructor Statements (For Promotion to Senior Instructor) 

Instructors seeking promotion to Senior Instructor must complete the following sections: 

Instructor Teaching Self-Evaluation Statement (for Promotion to Senior Instructor)  

The statement on teaching effectiveness should include what the candidate perceives as strengths and 
weaknesses in the classroom and in working with students. The candidates should also evaluate the 
effectiveness of their student advising (if applicable).   Statement on Teaching Effectiveness (500-1000 
Words) 
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Instructor Professional Development Self-Evaluation Statement (for Promotion to Senior Instructor)  

The professional development self-evaluation statement should include a summary of professional 
activities undertaken to enhance the candidate's teaching and student advising, professional 
development, and service.  Statement on Professional Development (500-1000 Words) 

 Instructor Creative Professional Development Self-Evaluation Statement (for Promotion to Senior 
Instructor)  

The creative professional development self-evaluation statement should include a summary of activities 
which have enhanced the candidate's teaching and student advising, professional development, and 
service.  Statement on Creative Development (500-1000 Words) 

Instructor Service Self-Evaluation Statement (for Promotion to Senior Instructor)  

The self-evaluation of service activity should include a summary of the candidate’s service to the 
department, college, university, and the community. The candidate should indicate if the service is 
professional or non-professional, and if any offices are held.  Statement on Service (500-1000 Words) 
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