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How to Add or Remove Instructors in DIG

Step by Step “How To”

Background: DIG (Data Integrity Gateway) allows administrators to review and update instructor

assighnments for course sections before publishing course surveys. Administrators can add

instructors to one or multiple course sections or remove instructors through the instructor list.

Twenty-eight days before the course end date, instructors receive an email notification, and a

DIG task appears on their Course Evaluation home page. For example, for courses ending on
November 13, 2026, the DIG task will become available on October 16, 2026.

A. Adding Instructors

1. After logging in to your Explorance Blue (EB) account, locate the My Active Tasks section

on the homepage. The DIG task will appear in this section when it becomes available for

the semester.

@ Q Search...

AR

Amy Rector

Say something about yourself.

MY BOOKMARKS

6 Home

TASK PROGRESS

Get started!

0% Let's get some of these tasks out of the way, shall we?
COMPLETION

20pen > Olnprogress > B 0Completed >

MY ACTIVE TASKS
Data Preparation for Summer 2026
Data Integrity Gateway
® Open 39. Summer 2026
Data Preparation for Fall 2026
Data Integrity Gateway

® Open 40.Fall 2026
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[ Tasks @ Reports [ Bookmarks e'

Endson

2026-11-30 View

Endson
2026-12-24
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2. Locatethe desired course section(s) in the course list and select the checkbox next to each

section. You can select multiple sections if the same instructor needs to be added to all

of them.

‘ Search.

ulkActions v | (2selected/ 2317 found) | Manage Columns v ‘ ‘ Reset Display Settings

Status

Actions Alerts

- A

A

] A
0 A
m] A

3. Click ‘Bulk Actions’ on the left, then select ‘Assign Group Members’ from the menu.

‘Original

Original

Original

‘Original

Original

| Advanced filters

Group
Teaching Assign
ment
Student Enrolme
Teaching Assign
ment
Student Enrolme
nt
Teaching Assign
Student Enrolme
nt
Teaching Assign
ment
Student Enrolme
nt
Teaching Assign
ment

Student Enrolme
nt

10

EY 4

10

B’

14

kY

10

B

14

B

Course Name

GENERALCHEMISTRY LAB Il

PRECALCULUS MATH

PRECALCULUS MATH

PRECALCULUS MATH

PRECALCULUS MATH

CRN

46274

46282

46288

46289

46291

Subject_ Name

ChemistryLab

Mathematics & Appl
Mathematics

Mathematics & Appl
Mathematics

Mathematics & Appl
Mathematics

Mathematics & Appl
Mathematics

Edit courses fields

CourseNumber

102

151

151

151

151

| Advanced filters

CourseSection

L51

020

030

031

041

(o |
Campus_Name

Monroe Park and VCU
Medical Campus

Monroe Park and VCU
Medical Campus

Monroe Park and VCU
Medical Campus

Monroe Park and VCU
Medical Campus

Monroe Park and VCU
Medical Campus

(2 selected / 2317 found) | Manage Columns w ‘ | Reset Display Settings

Assign group members

Unassign group members

Create new group member

Merge courses

Split courses

Restore courses

Publish courses
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Group

Teaching Assign
ment

Student Enrolme
nt

Teaching Assign
ment

Student Enrolme
nt

Teaching Assign
ment

Student Enrolme
nt

Teaching Assign
ment

Student Enrolme
nt

Teaching Assign
ment

Student Enrolme
nt

Teaching Assizn

18

24 &

18

38 &

18

38 &

18

35 &

18

33L&

Y

Course Name

GENERAL CHEMISTRY LAB Il

PRECALCULUS MATH

PRECALCULUS MATH

PRECALCULUS MATH

PRECALCULUS MATH

°23a5..>»

College_Name

Humanities and
Sciences

Humanities and
Sciences

Humanities and
Sciences

Humanities and
Sclences

Humanities and
Sciences

Department Nam

Chemistry

Mathematics &
Statistics

Mathematics &
Statistics

Mathematics &
Statistics

Mathematics &
Statistics
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4. Inthe Select a group dropdown menu, choose ‘Teaching Assignment’.

Assign group member

Group

[ Select a group ~ ]

__+ Teaching Assignment

Cancel

5. Enter the instructor’s first name or last name in the search box. Searching by one name
at a time generally provides better results.

Assign group member

Group

‘ Teaching Assignment v ‘

Search group member(s) Add filtering fields

——-ﬂ Russler ® ‘ ‘ ‘ ‘ Field v ‘

First Name Last Name Choose avalue... v @

Sean Russler °

Cancel

You can also select User ID from the ‘Choose a Value’ dropdown to display the instructor’s User
ID. This method is recommended when searching for an instructor with a common name or
distinguishing between individuals with the same name.

Note: In DIG, User ID refers to the instructor’s elD in Banner.

Assign group member

Group

‘ Teaching Assignment v ‘

Search group member(s) Add filtering fields

Russler ® ‘ | ‘ | Field ~ |
Firsthiame Lesthame ©
Sean Russler User ID °

Cancel
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6. Click the blue + icon next to the instructor’s name. Repeat the search and selection
process to add additional instructors, as needed.

Assign group member

Group
| Teaching Assignment v |
Search group member(s) Add filtering fields
russler 0] | ‘ | ‘ Fleld v ‘
First Name Last Name User ID v @
Sean Russler russlers @

Cancel

7. Click Apply to save the changes and return to the course list.

Assign group member

Group
| Teaching Assignment v ‘
Search group member(s) Add filtering fields
| | | | Field v
No courses match the filter criteria
Group member to be added :
Cancel Apply
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8. Review and click ‘Yes, I’'m Sure’.

Confirm Assign Member

Are you sure you want to add the following member(s) to all selected courses?

Group member(s)

* Sean Russler

No' Cancel

9. Click the dropdown menu to view the newly added instructor’s name.

= Bulk Actions v (2 selected / 2315 found) ‘ Manage Columns w ‘ ‘ Reset Display Settings

Actions Alerts Status Group H Course Name CRN Subject_Name CourseNumber CourseSection

Teaching Assign
ment -

# Derek Behmke
# Sean Russler GENERAL CHEMISTRY LAB Il 46274 Chemistry Lab 102 L51

- A Modified

:ttudent Enrolme 24 8

Teaching Assign 20
men! :
- A Modified PRECALCULUS MATH 46282 Rl 151 020
Student Enrolme 388 athematics
nt

Teaching Assign 16
M . o ment e R Mathematics & Annl .

10. To add an instructor who is external to VCU (e.g., a guest lecturer) for evaluation
purposes, click the pencil icon, then select Create New in the Assign Teaching Assignment

section.
‘ D Bulk Actions (0 selected / 2313 found) Manage Columns | | Reset Display Settings
Actions Alerts  Status Group i CourseName CRN Subject Name CourseNumber CourseSection
Teaching Assign 28 -
ment i
o - a Modified PRECALCULUS MATH 46293 ma{:emf(.‘csw‘w 151 051
StudentEnrolme ., o A
nt
© Teaching Assign .
i .
O - a Original men PRECALCULUS MATH 46295 R 151 120
StudentEnrolme . » S EIE
nt
Teaching Assign 10 -
t .
O - a T e PRECALCULUS MATH 46296 R C AT 151 121
StudentEnrolme 0 5 ZAE R
nt
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» Teaching Assignment: Assigned (1)

Search.. Advanced filters C Refresh List 10 v G

O Alerts FirstName LastName L UseriD

(m} Rachel Caterisano caterisanor

2 Assign Existing

A CreateNew
.

Cancel

11. A new window will appear. Enter the instructor’s First Name and Last Name. Since the
name will not appear as a suggestion while typing, verify the spelling carefully, then click
Create and Assign.

© PRECALCULUS MATH } Teaching Assignment: Create new

User ID

If blank, the User |D will be autogenerated according to the project specifications.

First Name *

| Sean ‘

Last Name *

| Russler ‘

Ca nCEI
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12. The last step is clicking “Bulk Actions” on the left, then select “Publish Courses.”

B BulkActions A

Edit courses fields
Assign group members

Unassign group members

Split courses

Restore courses.

Publish courses

Important considerations

e Verify that you selected the correct course sections before applying changes.
e When multiple sections are selected, ensure the instructor should be assigned to every
selected section.

B. Removing Instructors

Use the instructor list to remove an instructor from a course section.

1. Locate the course section and click the pencil icon next to the instructor count. If
necessary, use this option to open the full instructor list.

‘ B BulkcActions ~ (2 selected / 2315 found) | Manage Columns v |

Reset Display Settings

Actions Alerts Status Group H Course Name CRN Subject_Name CourseNumber CourseSection

°© Teaching Assign -
ment
O . a INSIGHT NEWS SHOW 47882

Original Mass Communications 465 001
Student Enrolme &~
nt
TeachingAssign 4 5
ment
D A Original SENIOR SEMINAR 47892 English 499 003

Student Enrolme
ot 14 &
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2. Check the box next to the instructor you want to remove. Click Remove in the lower-left
corner of the list. Click Save List to save the updated instructor list and return to the
course list.

} Teaching Assignment: Assigned (2)

‘ Search.. ‘ Advanced filters C Refresh List ‘ 10 v ‘ ’
[-] Alerts FirstName LastName I
(m} Vivian Medina-M
Narey Smith

3. The updated instructor will now be displayed.

= Bulk Actions v (2 selected / 2315 found) | Manage Columns v | ‘ Reset Display Settings

Actions Alerts Status Group H Course Name CRN Subject_Name CourseNumber CourseSection
© \ Teaching Assign
ment
D o A Modified INSIGHT NEWS SHOW 47882 Mass Communications 465 001

:EudentEnmlme 1o

Teaching Assign Ps

men|

D - A Original SENIOR SEMINAR 47892 English 499 003
Student Enrolme
ot 1“e v
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4. The last step is clicking “Bulk Actions” on the left, then select “Publish Courses.”

B BulkActions A

Edit courses fields
Assign group members

| T ——

Split courses

Restore courses

Publish courses.

Important considerations

e Confirm the instructor’s identity before removing them.
e Review the updated instructor list to ensure the intended changes are made.

Office of Institutional Research and Decision Support 10 Last updated on 10/28/2026



How to Merge Courses in DIG

Step by Step “How To”

Background: Manually merging courses combines their course surveys into one survey. This
should only be used in special circumstances. Note: Merging courses are not used for multi-
section courses or cross-listed courses, as these are automatically merged based on the banner
data. One example of when to manually merge courses is, when separate courses have low
enrollment but are taught by the same instructor. Merging them allows the courses to be treated
as one, with one survey sent to a larger group of students. Select a specific date if the merged
courses have different end dates. Twenty-eight days before the course end date, instructors
receive an email notification, and a DIG task appears on their Course Evaluation home page. For
example, for courses ending on November 13, 2026, the DIG task will become available on
October 16, 2026.

1. After logging in to your Explorance Blue (EB) account, locate the My Active Tasks section
on the homepage. The DIG task will appear in this section when it becomes available for
the semester.

@ Q Search # Home [E Tasks A Reports [ Bookmarks e-

TASK PROGRESS

Get started!

0% Let’s get some of these tasks out of the way, shall we?
COMPLETION

AR

20pen > Olnprogress > W 0Completed >

Amy Rector

Say something about yourself.. MY ACTIVE TASKS

Data Preparation for Summer 2026
Data Integrity Gateway
MY BOOKMARKS Endson View
2026-11-30
® Open 39. Summer 2026

Data Preparation for Fall 2026
Data Integrity Gateway
Endson
2026-12-24
@ Open 40. Fall 2026
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2. Select the courses you want to combine. All students and instructors from the selected

courses will be included in one survey.

: Bulk Actions v (3 selected / 2317 found) Manage Columns w | ‘ Reset Display Settings

Actions Alerts Status

—N - A Original

. - A Orignad
—> - A G

o . A Original

Group

nt

Teaching Assign
ment

Student Enrolme
nt

Teaching Assign
ment

Student Enrolme
nt

Teaching Assign
ment

Student Enrolme
nt

Teaching Assign
ment

Student Enrolme
nt

P

14

24 &

18

28

18

232

0

o0&

Course Name CRN

INTRO TO FOCUSED INQUIRY 43704

INTRO TO FOCUSED INQUIRY 43716

INTRO TO FOCUSED INQUIRY 43718

INTRO TO FOCUSED INQUIRY 43719

Subject_Name

University College

University College

University College

University College

CourseNumber

111

111

111

111

CourseSection

096

099

909

3. Click “Bulk Actions” on the left, then select “Merge Courses.” A confirmation screen will

appear. Review the courses you want to combine, then click “Yes, I’'m Sure.”

—’[ B BulkActions A ]

Edit courses fields

Assign group members

Unassign group members

Merge courses

Split courses

Restore courses

Publish courses
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Confirm Merge

Areyou sure you want to merge all selected courses?
Courses to be merged:

Course Name CRN Subject_ Name CourseNumber CourseSection Campus_Name College_Name Department_Name Xlist_Group Modality Co
IR TORCGUSD g, ey ez R —— R—— »
IR TOROCUSED s, sy Coteze R —— R—— rone »
ITROTOROCUED g umersy coee 1 o Hamantesondcierces Fossednaury »

©

4. After merging the courses, review the course information to make sure everything is
correct.

e An M icon with a number in the Alerts column means the course has been merged. The
number shows how many courses are included in the merge.

e The Status column will show the new course as Modified.

e The Group column shows the number of students and instructors on the merged course.

e Click the student or instructor count to expand the list and view their names.

e The Course Name column shows the names of all courses included in the merge.

e Review the other columns to make sure all course information is correct.

‘ B BulkActions v (1 selected /146 found) | Manage Columns ‘ ‘Rese(DisplaySemngs ‘ 10 v ‘ « < 1 ° RS

Actions Alerts | | status Group H Course Name CRN Subject_ Name CourseNumber CourseSection Campus_Name College Name Department_Name

nt
Teaching Assign

20

ment B N

- A® Modified INTRO TO FOCUSED INQUIRY University Callege 111 094,096,099 m‘jg,‘”jz?‘“"dvcu ?‘f”’a"‘“es””“
Student Enrolme (o 5 edical Campus clences

Focused Inquiry

Teaching Assign
ment LXs

O - a riginal INTRO TOFOCUSED INQUIRY 43719 University College 111 909
Student Enrolme o 5

Monroe Parkand VCU  Humanities and

Medical Campus Sciences Focused Inquiry

Teaching Assign
ment 12

a - A Original INTRO TO FOCUSED INQUIRY 43734 University College 111 039

Monroe Parkand VCU  Humanitiesand
Medica 7
Student Enrolme. , 5

Jedical Campus Sciences Focused Inquiry

TeachingAssian 4
ment
O - A Original INTRO TO FOCUSED INQUIRY 43841 University College 111 036

Monroe Parkand VCU  Humanities and
Medical i
Student Enrolme. 5 5

] e Focused Inquiry

TeachingAssign 4 5

ment ; S
O - a Original INTRO TOFOCUSED INQUIRY 43842 University College 11 058 m“l“zf‘“"" vey S‘%m"‘““‘”d Focused Inquiry

Student Enrolme ;5 cal Campus ~ Sciences

nt
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5. Click the M icon to view the courses included in the merge.

v (1 selected / 146 found) Manage Columns v | Reset Display Settings
Actions Alerts Status Group H Course Name CRN Subject_Name CourseNumber CourseSection
Teaching Assign 28 o~
” ment
. @ Modified INTRO TO FOCUSED INQUIRY University College 111 094;096;099

Student Enrolme &~
nt
Teaching Assign L @) v
ment

c -1 INTRO TO FOCUSED INQUIRY 43704 University College 111 094
Student Enrolme u®
nt
Teaching Assign T o~
ment

c =7 INTRO TO FOCUSED INQUIRY 43716 University College 111 096
Student Enrolme 2wE® v
nt
Teaching Assign 1@ -
ment

-3 INTRO TO FOCUSED INQUIRY 43718 University College 111 099
Student Enrolme P
nt

6. . After completing all changes, click Save Row to save your updates.
Teaching Assign | &~
ment PHYSICAL CHEMISTRY LAB ey
- A @ Editing... IC,AC\)I?)III\:OC INQ: LIT,RES & el ey &l L04:032

ﬁ:udent Enrolme o 5

~

I Save Row Cancel

7. Tounmerge, click the three dots in the Alerts column and select “Unmerge.” It will delete

that course from the merge course. A confirmation screen will appear. Review the courses

you want to delete, then click “Yes, I’'m Sure.”

Bulk Actions v (Lselected /146 found) | Manage Columns v ‘ | Reset Display Settings

Actions Alerts Status Group Course Name CRN Subject Name
e rEEn ) 5,
ment
- A® Modified INTRO TO FOCUSED INQUIRY University College
Student Enrolme
9P v
nt
'rf"e:':{lirgAss'\gn 1@
-1 INTRO TO FOCUSED INQUIRY 43704 University College
StudentEnrolme ,, g
nt
Le:;tmngAssign e
D7) INTRO TO FOCUSED INQUIRY 43716 University College
Student Enrolme , &

nt

TeachingAssisn | o
a ment
-3 INTRO TO FOCUSED INQUIRY 43718

University College

Unmerge Etudenl Enrolme 3O -
Teaching Assian -
Office of Institutional Research and Decision Support 14
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Confirm deletion

Areyousure you wish to delete this merged courses?
Courses to be unmerged :

CourseName RN Subject Name CourseNurmber CoursaSoction Campus Namo Collego Name Department Name Xist_Group Madality Cour}
INTRD TOFOCUSED - unversisycall m o5 Hanzs Bark and vl umarises snd sciences  Facuced Inquiny
IHOURY > veolies : Medical Campus selenes iy

8. The last step is clicking “Bulk Actions” on the left, then select “Publish Courses.”

= Bulk Actions 1selec

Edit courses fields
Assign group members
Unassign group members
Merge courses

Split courses

Restore courses

&)

Publish courses
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How to Publish Courses in DIG

Step by Step “How To”

Background: To complete the survey setup, all courses must be published by the deadline.
Publishing finalizes the survey details and initiates the survey timeline. All courses must be

published, even if no modifications (such as adding or removing instructors or merging or splitting
courses) are needed.

1. After logging in to your Explorance Blue (EB) account, locate the My Active Tasks section
on the homepage. The DIG task will appear in this section when it becomes available for
the semester.

@ Q Search.. #r Home Tasks [ Reports [ Bookmarks e-

TASK PROGRESS

Get started!
0% Let's get some of these tasks out of the way, shall we?
compLeTIon
20pen > Olnprogress » B 0Completed >
Amy Rector
Say something about yourself... MY ACTIVE TASKS
Data Preparation for Summer 2026
i BooRMARKS Data Integrity Gateway Endson i
2026-11-30 View
@ Open 39. Summer 2026
g Data Preparation for Fall 2026
Dsta Integrity Gatew
5 Integrity Gateway Ends on i
L] ’ 2026-12-24 View
: @ Open 40. Fall 2026
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2. At the very top of your course list, place a checkmark in the “Bulk Actions” box, this will

select all the surveys on your current list.

Bulk Actions +

Actions
.
.

Alerts

A

2313 selected / 2313 found) Manage Columns ‘ | Reset Display Settings
Status Group Course Name CRN
'In;e:;t?'fmg Assign 28
Modified PRECALCULUS MATH 46293
Student Enrolme
34 &
nt
Teaching Assign 16
ment
Original PRECALCULUS MATH 46295
Student Enrolme
36 &
nt
Teaching Assign 10
ment
Original PRECALCULUS MATH 46296
Student Enrolme
28 &
nt
Teaching Assign 10
—— ment EXPLRNG FRNTS s
& Student Enrolme CHEM:RSRCH METHS
10 &
nt
Teaching Assign 10
menf
Original PRECALCULUS MATH 46316
Student Enrolme
348
nt
Teaching Assign 10
ment
Original PRECALCULUS MATH 46317
Student Enrolme ., 3

nt

Subject_Name CourseNumber
Mathematics & Appl 151
Mathematics

Mathematics & Appl 151
Mathematics

Mathematics & Appl 151
Mathematics

Chemistry Lab 400
Mathematics & Appl 151
Mathematics

Mathematics & Appl 151
Mathematics

3. Click “Bulk Actions” and choose “Publish courses” from the drop-down menu.

Bulk Actions A (1selec

Edit courses fields

Assign group members

Unassign group members

Merge courses

Split courses

Restore courses

Publish courses
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4. Review the information on the confirmation screen, and click “Yes, I'm sure” in the lower
right corner.

Confirm Publish

A Warning: Published and incomplete courses cannot be published.

Are you sure you want to publish all selected courses?

Courses to be published:

Course Name CRN Subject_Name CourseNumber CourseSection Campus_Name College_Name Department_Name Xiist_Group Modality
INTRO TO FOCUSED INQUIRY 46879 University College 111 Qoé Qatar Campus Humanities and Sciences Foeused Inquiry
/ART OF HISTORICAL DETECTION 47598 History 201 Qo1 Qatar Campus Humanities and Sciences History

HONORS: ART OF HIST

DErECTION 4759 History 201 Qo2 Qatar Campus History
ADVFOC INQ:LIT,RES& COMM 47607 University College 200 Qo4 Qatar Campus Focused Inquiry
ST-EXSCI JEOPARDY

ChALLENGE 8578 Health, PhyEd & Exercise 391 901

INTRO TO FOCUSED INQUIRY 22315 University College 111 Qo1 Qatar Campus Focused Inquiry
INTRO TO FOCUSED INQUIRY 22317 University College 111 @03 Qatar Campus Focused Inguiry

2DV

INQLITERACYRESEARCHCOMM 27074 College 200 Qo1 Qatar Campus Facused Inquiry
INTRO TO FOCUSED INQUIRY 45471 University College 111 Qo4 Qatar Campus Humanities and Sciences Focused Inquiry
oy AV N LT RES 43950 University College 200 Qos Qatar Campus Humanities sndsciences Focused nquiry

com

. e — . ™ fonroe Park an

e

Important considerations

e You may see warnings that incomplete courses cannot be published — you can continue
through the process, and DIG will skip those courses while publishing everything else.
Afterwards, use the Advanced search filters to find the “Invalid” courses, correct any
errors, then publish again.

e You will also get a warning if you attempt to publish a course that is already published,
you can safely ignore this message since these courses are already complete.
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How to Combine Reports and Managing Crosslisted Courses

Step by Step “How To”

The recommended method for combining survey responses into a single report is to use the
Xlist_Group column.

Enter a value/name in the ‘Xlist_Group’ column to identify the courses you wish to combine. The
purpose of assigning a name to the Xlist_Group is to group related reports together. After
completing all changes, click Save Row to save your updates.

Data Rules for Xlist_Group

e Use aunique group identifier: Ensure that the Xlist_Group value does not unintentionally
overlap with unrelated courses. Courses with the same Xlist_Group value will have their
evaluation responses combined into one report.

e Assign the same identifier to courses that should be combined: Enter the same
Xlist_Group value for all courses whose survey responses need to be consolidated.

Example: To combine survey responses for Career Compass 1 and Career Compass 2, assign both
courses the same Xlist_Group value. If you want to combine survey responses for the courses
associated with HUMS203 into a single report, enter HUMS203 as the Xlist_Group value for each
relevant course. Ensure that this identifier is not used for unrelated courses.

Save Row Cancel

TeachingAssign 4 73 S NS03
ment -
CAREER COMPASS Hl._!manmes and
Student Enrolme Celencas
nt 510 v

O Backtoedit
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