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Training & Organizational Development

FACULTY INSIGHTS GENERAL NAVIGATION GUIDE

ACCESSING THE FACULTY INSIGHT PORTAL

This guide is designed to help faculty navigate the portal, streamlining faculty activities into a single source. It
supports global research collaboration, accurate administrative and accreditation reporting while facilitating
workflows such as promotion, tenure, and annual reviews.

LOGGING IN:
1. Log in: Enter the Faculty Insight portal and enter your Gatorlink username and password.

UF Authentication CHANGE PASSWORD FORGOT/RESET PASSWORD CREATE ACCOUNT TROUBLE SIGNING ON?
UNIVERSITY o_f FLORIDA

NOTE: It has been brought to our attention that some browsers are retaining and

attempting to use old session cookies. This is causing some users to have to You are logging in to a University of Florida (UF)
authenticate more often than normal. Please clear your browsers cache and information system and agree to comply with the UF
cookies to fix this issue Acceptable Use Policy and Guidelines. Unauthorized

use of this system is prohibited and may subject the

AMS Beta user to criminal and civil penalties. UF may monitor

LOGIN TO AMS BETA

computer and network activities, and the user should
have limited expectations of privacy.

AMS System Beta Site

Username

[GatorLink Username

Password

Password

| LOGIN

NOTE: Throughout this guide, you will see images of the system showcasing various faculty activities within
the portal. These screenshots are provided to demonstrate navigation features.

For detailed guides on specific activity sections (such as Career, Awards and Honors, Teaching & Mentoring,
etc.), please refer to [insert link to toolkit page].
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ACCESSING THE ACTIVITY MANAGER

HOME SCREEN

Once logged in you will see the Faculty Insight home screen.

Faculty Insight MH) vichael

Home Search My Profile Activities Documents Repaorting Waorkflow Help

Welcome, Michael

Faculty Insight is a comprehensive tool for you to store, organize, and showcase your academic and career achievements.

Complete your Profile

Complete Workflow Tasks Keep your academic profile up-to-date by reviewing the below activities

~ Please complete these tasks a5 soon as possible,
- O Update your photo

"Il oy it later

QO Update your Research
nterests

Il o it Natier
Y¥ou're up to date e Comple
here are currently no tasks assigned to you. O -J["-lf”F your Researe h 00},.’0
Summary
Go to Workflow
Il o it Natier
O Update your Research

Keywords

"Il dovit later @

ACTIVITIES TAB:
1. Click on the Activities tab: Use the left-hand navigation menu to explore activity categories (or
sections) such as Clinical Activities, Creative Works, Scholarship, and others.

Faculty Insight

Home  Search My Profile | Activities | Documents  Reporting  Workflow  Help

Activity Manager

€ Home / Activity Manager

Awards & Honors v Welcome to the Activity page -
Career v The forms on this page are provided for faculty to self-report their accomplishments. In:
Analytics curates certain scholarship data for faculty and may have pre-populated recon
Clinical Activities v information/feedback.
Creative Works v
Scholarship v
Training and Organizational Development January 2025
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CREATING AND EDITING RECORDS

EDITABLE AND NON-EDITABLE RECORDS

Once you choose a specific activity section, you will see fields to add self-entered records. Those records are
editable. There are other activity sections with records that you are not able to edit since they come from
external data sources such as myUFL, Press Ganey, GatorEval, etc. However, you will be able to manage those

records as well using the features discussed in this guide.

CREATING RECORDS:
1. Expand Sections: Click on any activity section (e.g., Clinical Activities, Creative Works) to reveal

subsections or records (Career section example is shown here).

Faculty Insight

Home Search My Profile  Activities  Documents Reporting  Workflow  Help

. s <
Activity Manager "
€ Home [ Activity Manager / Awards & Honors
Awards & Honors W
Add information below to create record
Career
clb - eived Date Required
Epteuing NAVIGATION TIP: Use arrows to both
— expand and collapse activity sections.
Title

Faculty Effort Reported

Faculty Life Cycle Events
Awarding Organization [ Sponsor Required

Licenses & Certifications
Professional Development
Scope [ Impact

Professional Experience

Professional Membership

Training and Organizational Development January 2025
UF Human Resources Page 3 of 13



Human Resources

Training & Organizational Development

Gl FEA

2. Select Subsection: Each activity section has subsections related to that category. Once you have

expanded the section, choose which subsection record you want to view (Consulting subsection

example is shown here).

3. Fill in required information: If editable, use the blank fields to input your information.

Activity Manager - )
€ Home [ Activity Manager / Consulting

Awards & Honors . .
Add information below to create record

Create Record

Career ~
Start Date Required
/el o
Degrees End Date
mmy/dd/yyyy
Faculty Life Cycle Events
[] ongoeing

Licenses & Certifications

Organization [ Sponsor | Client

Professional Development

NAVIGATION TIP: Though not all fields
are required, it is highly recommended
that you fill in as much relevant
information as possible to capture your
faculty activities accurately.

Professional Experience

Professional Membership Location of Organization [ Sponsor [ Client

NOTE: The portal allows a variety of ways to capture your faculty activities such as dropdown menus,

document uploads,and more. To learn about the type of information allowed in the individual sections at a

glance, visit the FEA Dictionary. [insert link where the FEA Crosswalk will be housed]

Training and Organizational Development
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TYPES OF INPUT FIELDS
1. Dropdown Menus: Several activity subsections have dropdown menus to further specify and
categorize your work. Refer to the individual section instruction guides for the definitions and key

terms in select dropdown menus.

NAVIGATION TIP: For open response
€ Home / Activity Manager / Consulting fields, use the resize icon (highlighted
in the image) to drag the text box and
increase the available space for easier

Activity Manager

Awards & Honors ) )
Add information below to create record

Career ~ Description typing or viewing.
Consulting
Degrees 0/2000
Faculty Life Cycle Events Type of Consulting Required

Licenses & Certificatio v
Non-Governmental Organization (NGO)/Non-Profit Organization

Litigation

Professional Experience

Government

Professional Membership For Profit Organization

Academic

Clinical Activities v | oOther

2. File Upload: In some subsections, you will have the ability to upload documents. To get started, simply
click the Add Documents button.

State

Country

4+ Add Documents

January 2025
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3. Select File: Attach supportingdocuments by choosingthe Browse button to upload and name the file.

%
Consulting

Country NAVIGATION TIP: To easily find
documents later, clearly name files
with specific and descriptive titles (e.g.,
"Consulting_Report_2024").

Degrees

Faculty Life Cycle Events

Licenses & Certifications — Add Documents

Select afile Name the file
Professional Development

=]

Browse
Professional Experience

Professional Membership Add another document

4. Checkboxes: Pay attention to checkboxes that exist under fields throughout the portal. Checkboxes
help to clarify further details about the information you input.

Faculty Life Cycle Events

Licenses & Certifications Py
0/2000

Professional Development

(] Related to PK-12 Teaching or Administration

Professional Experience

Training and Organizational Development January 2025
UF Human Resources Page 6 of 13



Human Resources

Training & Organizational Development

Gl FEA

5. Add Collaborators: Certain subsections have an input field for you to add the information of those you

worked with when completing faculty activities. Start by selecting the Add Collaborators button.

Creative Works ~

0/2000
Exhibits & Installations

Literary & Critical Works Community-engaged activity?

Other Creative Works
Performances + Add Collaborators
Productions -+ Add Documents

6. Input Collaborator Information: Add additional collaborators by entering their names, affiliations,

roles, author order, etc. The faculty member’s details are pre-filled.

— Add Collaborators

Clinical Activities v
First Name Required M.l Last Name
Creative Works ~
Michael J Haas
Affiliation Enter at least 3 characters...

Literary & Critical Works
University of Florida

Other Creative Works

Author Order
Performances

Productions

8l

(Example from Creative Works section)

7. Create Record: Click Create Record to save your entry. A confirmation on the bottomright will appear.

Once saved, you can view or edit your record as needed in the Manage Your Records section.

Training and Organizational Development
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VIEWING AND MANAGING RECORDS

VIEWING AND EDITING RECORDS:
1. View Record: Once you create your record, scroll down to Manage Your Records.
2. Click on a row or the Actions menu to view detailed information about a record.

ACt“"ty Manager € Home / Activity Manager / Book Chapters

Awards & Honors v ) )
Add information below to create record Create Record Clear Form

Career v L

Publication Date Required
Clinical Activities v mm/dd/yyyy &
Creative Works v (J Norelease date

NAVIGATION TIP: Click Clear Form
o to reset all fields to their default

state if you need to start over while
creating or editing a record.

row is a quick, one-click method to
expand, edit, and view activity records.

e NAVIGATION TIP: Clicking on an entire

Manage your Records

Search for an activity... ¥ Filter v
Records per page: 20 v Showing 1 - 1 of 1 Records
v Chapter Title Book Title Year 15 Actions
Energy from Alcohol Comprehensive Handbook Of Alcohol Related Pathology 2004 s
Source: AcA  Visibility: Public

Year |5 Actions
Related | .
NAVIGATION TIP: Using the Actions view/Edit :
e menu unlocks additional features to Report Issue
manage reco rds. Exclude from CV/Reporting n
|
Set Visibility
Training and Organizational Development January 2025
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ADDITIONAL ACTION MENU OPTIONS
In addition to the View/Edit option, the Action menu allows other options for managing activity records.

1. ReportlIssue: Dependingon the data source, you will need to reach out to the appropriate contact to
correct or report an issue. When you select Report Issue, you will see the contact details for the
specific data source from the entry you selected. This allows you to report any technical issues or data
discrepancies quickly and accurately for non-editable sections.

2. Exclude from CV/Reporting: This allows faculty to tailor their CV and reporting outputs by excluding
irrelevant or incomplete records.

3. Set Visibility: Records can be set to public, private, or internal only. This allows faculty to efficiently

manage who can see activity records.

Set Visibility

® Public
Visible to all

o Private
Visible to only you

o Internal Only
Visible to everyone within your institution

NOTE: For non-editablesections that come from an external data source, faculty can view, exclude, or report
issues with these records. To learn more about which sections are editable and which are self-entered, view

the FEA Dictionary. [Link to where crosswalk will live]

Training and Organizational Development January 2025
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MANAGING MULTIPLE RECORDS

BuLK ACTIONS

The Faculty Insight portal allows for a streamlined management of records, particularly those with a high volume of
entries by using several built-in features.

1. Bulk Actions (Option 1): Use the check box next to Title and it will act as multi-select tool to select all
records on the page to update them simultaneously.

2. Select Records: All the boxes will then be filled with a blue check mark indicating all the records that
have been selected. To unselect any entries, simply click the check mark.

Manage your Records

Search for an activity... NAVIGATION TIP: Click the Records per page dropdown menu choose Y Filter v
’ the number of records you want to see on a page at a time.
Records per paged 20 v “ Z 3 L3 5 (] 7 Showimng 1 - 20 of 119 Records
() wv Title Journal Title Year |F  Actions
in D, Immune Function, and Atherosclerosis. Where Are We Now? Nutrition Research 2024 :
Visibility: Public
Records per page: 20 v n 2 3 4 5 6 > Showing 1 - 20 of 119 Records
20 records selected X Clear Selection Exclude from CV/Reporting Visibility: ~ Public v
v Title Journal Title Year ¥  Actions
vitamin D, Immune Function,aj NAVIGATION TIP: Click the Clear Selection button to clear all |4
SourcetAcA - Visibility: Publiq - selections at once if no longer needed or to adjust.
Cardioprotective antihyperglycemic drugs ameliorate endoplasmic reticulum stress American Journal of Physiology - Cell 2024
Source: AcA  Visibility: Public Physiology
FRI109 D-Allulose Inhibits NF-kB- And AP1-Mediated Inflammatory Pathways In HepG2 Journal of the Endocrine Society 2023
Cells

Source:

Publ‘ce

FRI699 Hyperfhosphatemia In The Setting Of Sodium Hypochlorite Use Journal of the Endocrine Society 2023

Source: AcA  Visibility: Public

Omega-3 Fatty Acids Inhibit Endoplasmic Reticulum (ER) Stress in Human Coronary Journal of Food Biochemistry 2023

Artery Endothelial Cells ’
Source: AcA  Visibility: Public
Training and Organizational Development January 2025
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3. Bulk Actions (Option 2): If you prefer to manually choose multiple records instead of selecting all

entries on a page, simply click the boxes next to individual entries withoutclicking the box next to Title.

3 records selected [ X Clear Selection Exclude from CV/Reporting Visibility: ~ Public
Title Journal Title
Vitamin D, Immune Function, and Atherosclerosis. Where Are We Now? Nutrition Research

Source: AcA  Visibility: Public

Cardioprotective antihyperglycemic drugs ameliorate endoplasmic reticulum stress American Journal of Physiology - Cell
Source: AcA  Visibility: Public Physiology

FRI109 D-Allulose Inhibits NF-kB- And AP1-Mediated Inflammatory Pathways In HepG2 Journal of the Endocrine Society
Cells

Source: Symplectic  Visibipbmiudali

NAVIGATION TIP: Bulk Action Option 1 onthe previous page is

FRI699 Hyperphosphatemia
best when a larger number of records need to be updated.

Source: AcA  Visibility: Pu

Omega-3 Fatty Acids Inhibit

A Endothelial Cell
rreny Endothelial Cells Bulk Action Option 2 on this page is best when a small number

of records need to be updated.

Source: AcA  Visibility: Pu

Transcription factor EB protd

artery endothelial cells

Source: AcA  Visibility: Public

Endoplasmic reticulum stress: A common pharmacologic target of cardioprotective drugs ~ European Journal of Pharmacology

Source: AcA  Visibility: Public

Year |5

2024

2024

2023

2023

2023

2022

2022

Save

Actions

4. Perform Actions: Once you have selected the record entries that you want to update, choose which

actions you want to take to update the records. You can choose to Exclude from CV/Reporting or

change the Visibility.

8 records selected Exclude from CV/Reporting Visibility:  Click to Set Visibility v

v Title Journal Title

Vitamin D, Immune Function, and Atherosclerosis. Where Are We N Nutrition Research

Source: AcA  Visibility: Private

Cardioprotective antihyperglycemic drugs ameliorate endoplasmic reticulum stress American Journal of Physiology - Cell

Source: AcA  Visibility: Public Physiology

5. Save changes when complete: A confirmation will appear in the bottom-right corner.

Year ¥  Actions

2024

FTYs

2024

FTYS

Training and Organizational Development
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FILTERING RECORDS
The Faculty Insight portal offers options to filter through records once they are updated to find them quickly.

1. Filter by Search: Use the search barto find specific records by title, year, key words, and other search

terms inputted in the fields.

Manage your Records

¥ Filter v

Search for an activity...

Records per page: 20 v n 2 3 4 5 6 > Showing 1 - 20 of 119 Records
1records selected X Clear Selection Exclude from CV/Reporting Visibility: =~ Private v
v Title Journal Title Year |¥  Actions
Vitamin D, Immune Function, and Atherosclerosis. Where Are We Now? Nutrition Research 2024 .

Source: AcA  Visibility: Private

Filter by Year: Use the Year button next to the Actions menu to search by year. The list of records

2.
default to showing the newest records first.

e Oldest records first: Press the button one time to re-order the list to show the oldest records
first. The arrow next to the word Year will turn upwardsYear 1=

e Randomize records: Press the button a second time to randomize the record entries. The arrow
next to the word Year will change into double arrows. Year $

v Title Journal Title Year 4= [Actions
Vitamin D, Immune Function, and Atherosclerosis. Where Are We Now? Nutrition Research 2024 t

Source: AcA  Visibility: Private

Training and Organizational Development January 2025
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3. Filter button: Using the Filter dropdown, select filtering options which includes options for visibility
(public, private, or internal only) and source (imported or created).
4. Apply Filters: Once you have selected the desired filter options, select Apply Filters.

¥ Filter v

Visibility
Select All

Public
Private NAVIGATION TIP: Source will change based on external data

Private Internal Only sources for pre-populated sections.

Source

Select All
AcA
Symplectic

| of Physiology —wwu—ecwer :

.

5. Once filter is applied, the records will narrow down to show entries that fit the filter criteria.

You have reached the end of this instruction guide. To see instruction guides from individual activity sections,

visit this link. [insert link where toolkits will live.

FOR ADDITIONAL ASSISTANCE

Policies & General Questions
Office of the Provost | Academic and Faculty Affairs
UF-FEA@ufl.edu

Technical Issues
Academic Analytics
facultyinsightproductquality@academicanalytics.com

Training and Organizational Development January 2025
UF Human Resources Page 13 of 13


mailto:UF-FEA@ufl.edu
mailto:facultyinsightproductquality@academicanalytics.com

