
Faculty Training

Using the Electronic Dossier 
Submission System for Promotion 

and Tenure 



Activity Insight

Assist administration in 
responding to request for 

faculty related data

Enables you to 
input 

information 
once to allow 
for multiple 

outputs

Organizes and 
builds reports on 

teaching, 
research, and 

Service activities

Faculty Staff Guide

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


Accessing the Workflow System

OFA Builds a 
Schedule

• As per timeline for reappointment, T&P
• Faculty names assigned to each step
• Schedule has due dates

Launch 
Schedule

• Email notification to faculty to submit their materials
• Click open now or login through Digital Measures page

Access Digital 
Measure 

• Open Workflow task to access screens for file upload



Routing Process Tenure and Promotion



Submission for Tenure and Promotion



Accessing the Workflow System
You should bookmark the Activity Insight link so that you can quickly access it. 
There are multiple ways to find the login site, but this approach is one:

From the main WSSU landing page click “Faculty and Staff” and click “Get More 
Info” Click Get More Info



Accessing the Workflow System
On the “Faculty and Staff” page, under “Resources and Applications”, click on “Activity 
Insight” If asked, or if accessing away from campus, you will need to provide your university 
login credentials to access the system.  

Click Activity Insight link



Uploading Dossier Content
Five step guide to uploading dossier:

1. Click on Workflow and choose the Promotion and Tenure Task from the 
Dropdown Menu

Click on Workflow



Workflow Task



Uploading Dossier Content
2. Submit required document and route "binder" to the next step (PDF and Word are
acceptable for documents)



Dossier Content
Dossier Title Page
Table of Contents
Department Criteria for reappointment*
Curriculum Vitae*
Reappointment Application Form*
Teaching Statement
Course Syllabi
Student Course Evaluations
Peer Teaching Evaluations
Scholarship/Scholarly Works Statement
Published Works
Works in Press
Works Submitted for Publication
Presentations/Invited Lectures
Contracts, Grants, Sponsored Research
Other Scholarly Activity
Service Statement

Departmental Service
University, School, College Service
Professional Service
Community Service
Annual Department/Chair/Senior Faculty 
Evaluations
Supplementary Documentation

Note:  Each of the areas above require either an 
upload or typed submission. If you leave a 
required field blank (denoted with and asterisk 
(*)), you will not be able to route (or submit) your 
documentation to the next step



Submitting your Dossier

Click on Actions and then Submit 
link to route it to next step

3. To submit the documentation, click the Action button at the top right of the screen and on the drop 
down menu click on Submit to Department Senior Faculty and Chair Review



Review Status of your Submission

4. Where can I view my submission once I’ve submitted it?

• After you route the submission, it will appear under “history”

• Reference the History table to track your submission as it progresses

• Return to the Workflow > Task screen at any time to see what step the process is 
currently sitting in.  You can also see the review letters at each level of review.

• Completed submissions will remain under “History” indefinitely



Review Status of your Submission

Click on Task to see status



Uploading Dossier Content (Tips)

• Avoid putting spaces in the filenames of files you upload to Digital Measures.

• Make sure all your hyperlinks work

• We recommend using Google Chrome or Mozilla Firefox as your default browser. 

• Organizing your supporting documents will make it easier for your reviewers 



Questions?




