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Open Activity Period Getting Started Guide
What is an “Open Activity Period”?
Each semester faculty can take advantage of a time-saving feature available only during an Open Activity Period, which are expected to occur twice a year. During this time, faculty will have the opportunity to employ a simplified tool, the Open Activity Form, to enter and update recent information in myVITA. This form will present specific sections and records for update and ask for information focused on a specific time period. When available, you will receive communication from your campus, and the Open Activity Form will appear as a link on your myVITA Dashboard. The Open Activity Form is designed to address entry of recent information, thus older activities will not appear and clutter data entry sections. However, all of your accomplishments still exist in myVITA and can be accessed anytime (24/7) by logging into myVITA and selecting one of the links on the left-hand navigation on the Dashboard (even during the Open Activity Period).



How do I complete an “Open Activity Period” input form?
Review the following pages for step-by-step instructions on how to complete an Open Activity Period input form. If you have questions, please contact us at ummyvita@umsystem.edu . Additional information and training is available at https://www.umsystem.edu/myvita .
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YOUR myVITA DASHBOARD❶ Quicklinks: Allows quick and easy access to most frequently used screens.
❷ FAQs: Submit questions about using myVITA.
❸ Help: Access the myVITA (via Faculty180) online help system including videos.
❹ Training: Access more in-depth myVITA information, “How To” training guides, FAQs, and Contact Info.
❺ Log Off: Click to log off myVITA.
❻ Menu: Allows access to all the various features and functionality within myVITA.
❼ Action Items: Displays a list of messages or tasks that need to be performed, such as completing an input form or evaluation.
❽ Manage Your Data: Provides quick access to the most common features in myVITA.
❾ Search Faculty Search for faculty members within the institution based on keywords in Areas of Interest, Scholarly Contributions, and Grants. .


❶	❷	❸  ❹  ❺

❻
❼






❽






❾








For a general overview of myVITA, see the myVITA Getting Started Guide on the myVITA website.
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 1. On your Dashboard, click the link for an Open Activity Input under the Action Items Section. Note: The actual wording of the link will be different than what is shown in this example.






2. The Activity Input form displays. By default, each section within the form is expanded. Activity Periods are set to help you review records that are included in the time frame set in the Activity Period. This helps you focus in only on the records that are current or “ongoing” during this timeframe, reducing the overall number of records you may need to review.
3. Review each section and add/update the data as needed. More information on completing certain sections can be found below.
4. To save your work in progress, click Save and Go Back. When all sections have been confirmed, click Submit to complete the form.

5. To review previously submitted Open Activity Input Forms, click Forms & Reports, then on Prior Faculty Activities Forms in your left-hand menu.

6. For additional help on the sections in the Activity Form, see the Activities Form Quick Reference Guide on the myVITA website.

7. If you used FAS (Faculty Accomplishments System), see the Where’s my FAS Data? Guide on the myVITA website for information on how your FAS information was transferred into your myVITA account.

Note: Updatescan be made to activities at any time by selecting the Activitieslink in the left menu bar or under the Manage Your Data heading.


Courses Taught (UM Official Record – Fall 2007 to Present):
The Courses Taught section displays a list of the courses that are currently assigned to the faculty member for each academic term. You can upload any corresponding course attachments you choose (e.g. syllabus, course and peer evaluations, etc.).


· All Course Information is imported from PeopleSoft into myVITA.
· Classify: Click the hyperlink (3 of 6) to provide additional information regarding the course. Three of the classifications are pre-loaded. You may edit these and enter others as you choose.
· Group Courses: For a consolidated course view, check the box next to each cross-leveled or cross-listed courses (i.e. UGRAD and GRAD courses taught at the same time and place) then click “Group”. To ungroup, simply check the box next to the grouped courses and once again click “Group”.


· Course Attachments: Click the Add button adjacent to the course section you wish to add an attachment.


 Data Entry Guidelines for an Open Activity Period:
1. Click the Add button to add a new record.

2. Select “Ongoing” for the end semester and year for any activity that does not yet have an end date. If the activity is one that continues from semester to semester, specify “Ongoing” in the End Semester and Year in order to report on the activity for multiple semesters.








3. myVITA precludes faculty members from adding new items in a given section until the open activities in that section have been managed. These open sections are identified as follows:
Activities require your attention
a. Either specify the activity as ‘Ongoing activity’ or ‘Activity Ended’ and click the Update button.
b. Scholarly Contributions and Creative Activities that are ongoing require the status to be managed. Select the appropriate status from the drop down and click the Update button.
Note: That status will be updated for the Start semester. For example, if the semester is Spring 2016 – Fall 2016, the status will be updated for Spring 2016.















4. The Attachments section within a form allows for the uploading of files or linking to a URL. Select either “File” or “URL” from the Attachment Type list.
There is a file size limit of 750 MB per file






Data Entry Guidelines (cont.):8. By default, data will only be displayed for activities within the Begin and End Semester specified. To view the data for all terms, click the View All button

Helpful Links
· Scholarly Contributions & Creative Activities Getting Started Guide
· Batch Loading Citations in Scholarly Contributions
· Grants Getting Started Guide

5. An asterisk “*” at the end of a field name indicates the field is required. The form data cannot be saved until data has been entered in all required fields.







6. At the bottom of each form are the following options:
· Save: Saves the data and remains on the current page.
· Save and Add Another: Saves the data and refreshes the form to add another record.
· Save and Go Back: Saves the data and returns to the previous screen.
· Cancel: Leaves the page without saving the data. A prompt will be displayed to confirm this action.
7. Once a record has been added the following icons are available to manage the data:
· Edit: Modify the data
· 	Delete: Delete the record. A prompt will appear to confirm the deletion. Delete with caution – there is no method to recover the data once the deletion is confirmed.
· 	Clone: Copy the record, change the semester/year. Note: Attachments will not be copied to the newly cloned record. Any attachments must be re-added to the new record.
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