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Generating a Report or Creating a New Report 
 

 

In this manual you will find: 

 How to log in to Digital Measures. 

 How to generate a report or create a new report in Digital Measures.  
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GENERATING A REPORT | CREATING A NEW REPORT 
 

Introduction 

 
As a Digital Measures user, you have access to a set of custom reports for which the framework 
is already in place and which you can generate using Run Reports. The reports to which you 
have access are determined by your permission levels in DM. Your access may also allow you to 
create a new report in DM. If so, you can build reports with specific data that you choose. This 
allows flexibility in accessing faculty data in Digital Measures. Faculty generally do not have 
access to this feature, but college/department administrators and college/department 
administrative staff normally do. 

 

Log in to Digital Measures 

 
 In the address field of your preferred browser, type: http://my.utsa.edu.  

 Click on Digital Measures under Faculty/Staff Resources: 

 You will be taken to the UTSA Digital Measures site. (You may wish to save this page to 

your Favorites or Bookmarks in your preferred browser.)  

 From the landing page, click on the orange UTSA Digital Measures button on the upper 

right side of the page to reach the Digital Measures log-in page.  

 
 

Log in using your myUTSA ID (abc123) and passphrase. 

  

http://my.utsa.edu/
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Generate a Report 

 
From the main screen (once you have logged in to Digital Measures), click Reports in the top 
menu bar.  The following screen will open: 
 

 
 
 

All of the reports that are available to you will be listed. (The screen shot above does not show 
the entire list of reports available; it is for illustrative purposes only.) The reports that do not 
have the letters “UTSA” in front of them are stock reports available through Digital Measures. 
You might want to take the time to generate a few of these reports to see if they might be 
useful for you or your department/college. For instance, you can generate the “Birthday Report 
by Month” if you’d like to keep track of faculty birthdays in your department, or the 
“Faculty/Staff Directory” for a listing of your active faculty with email, office address and phone 
number, and faculty rank. 
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If you scroll down, you will see a number of reports that begin with “UTSA.” These are custom 
reports that were designed and developed specifically for use at UTSA. You may already be 
familiar with many of these reports, such as the workload reports. 
 
A final general note on generating and creating reports in Digital Measures. The date 
parameters that should be used when generating or creating reports for a specific term are: 
 

Fall September 1 – December 31 

Spring  January 15 – April 30 

Summer May 15 – August 31 

A listing/description of all stock and custom UTSA reports available to faculty, department/college 
administrative users, and university administrative users:
 

Report Title Function Available to 

Reports for annual reporting/evaluation process. In addition to being available to DM users, the highlighted 
reports in this section are generated and archived annually for all departments and colleges by the Office of Academic 
and Faculty Support and can be accessed by department/college administrators and administrative staff through the 
UTSA Digital Measures Archive site in SharePoint. 

UTSA Faculty Annual 
Report 

Displays faculty member’s annual report so that 
evaluations can be completed. Annual reports must be 
completed in Digital Measures. (Please see the “UTSA 
Faculty Annual Report User’s Manual” under ‘All DM 
User’s Manuals and Guides’ on the UTSA Digital 
Measures website for full instructions on completing 
faculty annual reports.) 

All users - faculty can only access their 
own report. Department/College 
administrative users can access reports 
for faculty to whom they have access. 

UTSA Annual Report – 
Department Chair’s 
Evaluation 

Displays the department chair’s evaluation of a faculty 
member, including calculated rating.  This is used in 
evaluating faculty for tenure and promotion and for 
merit. Faculty evaluations by department chairs must be 
completed in Digital Measures. (Please see the 
“Instructions for Creating Annual Report – Chair/Dean 
Evaluations” under ‘All DM User’s Manuals and Guides’ 
on the UTSA Digital Measures website for full 
instructions on completing faculty evaluations. PLEASE 
NOTE: Faculty members cannot see the ‘Annual Report – 
Chair/Dean Evaluations’ screen in DM where the 
Department Chair enters the evaluation. They must view 
their evaluations by generating this report.) 

All users - faculty can only access their 
own evaluation. Department/College 
administrative users can access 
evaluations for faculty to whom they 
have access. 

UTSA Annual Report – 
College Dean’s Evaluation 

Displays the dean’s evaluation of department chairs (or 
other faculty under their supervision) including 
calculated rating.  This is used in evaluating faculty for 
tenure and promotion and for merit. Evaluations of 
department chairs must be completed in Digital 
Measures, following the same procedures as the 
department chair’s evaluation of faculty (above). 

All users - faculty can only access their 
own evaluation. Department/College 
administrative users can access 
evaluations for faculty to whom they 
have access. 
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UTSA Annual Report – 
Faculty 
Acknowledgement of 
Evaluation/Comments 

Displays the faculty member’s acknowledgement of 
his/her evaluation.  Some colleges require their faculty 
to acknowledge that they received their evaluation, but 
this is not a university requirement.  Use of this is 
optional. 

All users - faculty can only access their 
own acknowledgement. 
Department/College administrative 
users can access acknowledgements of 
faculty to whom they have access. 

UTSA Dean/Department 
Chair Faculty Evaluation 
Verification 

Displays a list of faculty who do not have an evaluation 
signature/date during the period of the report. This is 
helpful to identify departments that might be behind in 
the evaluation process.  Report also displays courses 
taught during the previous two academic years for NTT 
faculty only (to assist in determining if the faculty 
member has taught at least two of the past four long 
semesters). 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

UTSA Faculty Evaluations 
by Department Chair 

Displays the contents of faculty evaluations created by 
the department chair/dean for an individual, 
department or college. Designed primarily to allow 
deans to review all evaluations for a college in an easy-
to-view format without having to generate numerous 
individual reports. When running this report, use the 
date parameters of January 1- December 31 of the 
evaluation year (i.e., to review faculty evaluations for 
evaluation year 2017, use the date parameters of 
January 1, 2017 – December 31, 2017). Please note: the 
generated report will display all evaluation records that 
have been entered in DM for the report period. If an 
evaluation does not display, it has not been entered in 
DM. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

UTSA Annual Report – 
Department Chair/Dean 
Evaluation Summary 

Displays the following summary information for all (or 
selected) faculty in department/college: Name, 
Department, Faculty Rank, Tenure Status, Evaluation 
Year, Overall Review Category (“Meets Expectations,” 
etc.), Overall Evaluation Rating (numerical value – 0.00-
5.00), Department Chair/Dean Signature (from 
evaluation), and Signature Date. When running this 
report, use the date parameters of January 1- December 
31 of the evaluation year (i.e., to display data for 
evaluation year 2017, use the date parameters of 
January 1, 2017 – December 31, 2017). Please note: the 
generated report will display faculty members whose 
evaluation records were entered in DM for the report 
period. If the faculty member does not display, no 
evaluation record was created for him/her in DM for the 
report period. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 
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UTSA Faculty Evaluation 
Progress 

Designed to track the status of a faculty member’s 
annual report, department chair/dean evaluation, and 
faculty acknowledgement of evaluation. When running 
this report, use the date parameters of January 1 - 
December 31 of the evaluation year (i.e., if you’re 
looking for the progress of faculty evaluations for 
evaluation year 2017, use the date parameters of 
January 1, 2017 – December 31, 2017). The report will 
display all faculty for your department or college (unless 
you wish to select individual faculty for the report), 
along with information on whether or not they have 
created/signed an Annual Report Summary, whether or 
not a Chair/Dean Evaluation has been created/signed by 
the chair/dean, and whether or not a Faculty 
Acknowledgement of Evaluation has been 
created/signed by the faculty member. This report can 
help you determine which of these steps have been 
completed or not. (Please keep in mind that the report 
will display all active faculty; it will be up to the 
department to determine which faculty need to submit 
annual reports and/or be evaluated.) 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 
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Reports for workload reporting process.  In addition to being available to DM users, the highlighted reports in this 
section are generated and archived annually for all departments and colleges by the Office of Academic and Faculty 
Support and can be accessed by department/college administrators and administrative staff through the UTSA Digital 
Measures Archive site in SharePoint.  PLEASE NOTE: For more detailed information on the workload process and 
reporting, please see the “UTSA Annual Faculty Workload Verification Manual,” located on the UTSA Digital Measures 
web site, along with the information on the ‘Faculty Workload’ page on the site.  

UTSA Faculty Workload 
Activity Audit – Fall (or 
Spring) Term 

Displays faculty with demographic and workload credit 
data, broken down by activity type (Instructional, 
Administrative, Research), as well as justifications for 
underload. 

All users - faculty can only access their 
own workload data. 
Department/College administrative 
users can access workload data of 
faculty to whom they have access. 

UTSA Faculty Workload 
Credits 

Displays faculty with demographic and specific workload 
credit data, separated by type of activity (Administrative-
Academic-Related and Non-Sponsored Research). One of 
the reports verified and signed by the department 
chair/dean using the ‘Workload – Chair/Dean 
Verifications’ screen. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

UTSA Faculty Workload 
Detail 

Displays a report for each faculty member individually 
which captures the details of his/her teaching workload, 
workload credit activity, and justifications for underload.  

All users - faculty can only access their 
own teaching and workload data. 
Department/College administrative 
users can access the data of faculty to 
whom they have access. 

UTSA Faculty Workload 
Summary – Fall Term 
 
UTSA Faculty Workload 
Summary – Spring Term 

Displays a report for department and/or college for the 
designated term, which lists all faculty with their total 
workload, whether minimum workload requirements 
were met, and justifications for underload. One of the 
reports verified and signed by the department 
chair/dean using the ‘Workload – Chair/Dean 
Verifications’ screen. These are the only DM reports 
where the Start and End Dates are preset and loaded 
automatically. For best results, check that the year is 
correct, but do not otherwise alter the preset dates. 

All users - faculty can only access their 
own workload data. 
Department/College administrative 
users can access workload data of 
faculty to whom they have access. 
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Reports for faculty credentialing process.  For more detailed information on the credentialing process, please see 
the “Education and Faculty Credentialing User’s Manual,” located on the UTSA Digital Measures web site, along with 
the information on the ‘Faculty Credentialing page on the site. 

UTSA Faculty Degrees 
Designated as ‘Other’ 

Displays any faculty who have ‘Other’ selected for 
“Degree” on their ‘Education and Faculty Credentialing’ 
record(s). This is normally a placeholder record created 
by DM when adding new faculty. This placeholder record 
should be edited by department administrative staff to 
display the faculty member’s highest conferred degree 
(taken from an official transcript), rather than creating a 
new record for the degree, because the faculty 
member’s courses are already uploaded to the ‘Other’ 
record. 
 
Generating this report at the beginning of a term can 
help you identify which faculty members need to have 
their ‘Education and Faculty Credentialing’ records 
updated. (Note: occasionally the ‘Other’ option is 
selected when the specific degree conferred upon the 
faculty member is not among the available options for 
“Degree.” This usually occurs with very specialized 
degrees or degrees obtained in another country. When 
selecting ‘Other’ in these instances, you must enter the 
name of the degree in the “Explanation of ‘Other’” field, 
exactly as it appears on the conferred degree transcript. 
Faculty members with conferred degrees where ‘Other’ 
has been purposefully selected will show up on this 
report and can be ignored.) 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

UTSA Course 
Credentialing and Faculty 
Qualification Verification 

Displays a list of faculty with rank and tenure status, any 
unverified courses they are scheduled to teach, and the 
dates their teaching qualifications were verified/signed 
by department chair, dean, and Provost’s Office (on the 
‘Education and Faculty Credentialing’ record). Helps 
identify faculty who have unverified courses and/or lack 
a current date-signature. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 
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Other UTSA-specific reports. 

UTSA DM Users without 
Scheduled Teaching 
Records 

Designed to help the DM Administrator identify faculty 
who are not actively teaching but have not been 
deactivated in Banner and/or DM; this report can also be 
used by colleges as a way to check this information. 
Report displays any faculty who do not have ‘Scheduled 
Teaching’ records for the period of the report. (You 
would normally generate the report for the current 
term.) While in some cases, there is a logical explanation 
why a faculty member is active in Banner/DM though 
he/she is not assigned to any courses, this report can 
also be a good way to catch faculty members 
(particularly TAs) who are no longer active and need to 
be made inactive in Banner and DM. 

College and University administrative 
users (for faculty to whom they have 
access). 

UTSA Faculty Activity 
Report 

Displays faculty activity in up to 17 specific areas (such as 
service, publications, honors and awards, etc.). Report 
may be generated to display one or multiple activities. 
When selecting the parameters for this report, be sure 
to select the activity or activities you wish to report on 
under Step 3 (Report Options).  

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

UTSA Faculty History 
Report 

Designed to help the DM Administrator identify faculty 
who may not be actively teaching but have not been 
deactivated in Banner and/or DM; this report can also be 
used by departments/colleges as a way to check this 
information. Displays faculty with the following 
information: college, department, faculty rank (title), 
tenure status, term of most recent Yearly Data record, 
term of most recent Scheduled Teaching activity, year of 
most recent Annual Report Summary, and year of most 
recent Annual Report – Chair/Dean Evaluations. When 
generating this report, it is best to select “Enabled and 
Disabled” for the “Include These Accounts” field. 
 
When reviewing the report, look at the Term of Most 
Recent Yearly Data Record. If it is the current term, 
check the next column (Term of Most Recent Scheduled 
Teaching Activity) to see if the faculty member has 
courses assigned for that term. If not, it is possible the 
faculty member should be inactivated in Banner and 
deactivated (disabled) in DM (if not already deactivated). 
Sometimes a faculty member may be active but not 
teaching due to workload releases or other reasons 
(FMLA, etc.), in which case, he/she would remain active 
in Banner and DM. 

Deactivated faculty in DM will display on the report with 
a “zz” in front of their names. If these faculty members 
are inactive, but still showing current Yearly Data 
records, it means they need to be made inactive in 
Banner (SIAINST) by the department. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

UTSA Faculty Workload 
Distribution Agreements 

Displays all faculty for department or college, along with 
faculty rank and tenure status, and whether or not a 
Faculty Workload Distribution Agreement has been 
uploaded for each faculty member. The start and end 
dates of the agreement are also displayed, as entered in 
DM by department/college administration. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 
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UTSA Official Vita 
The standardized faculty vita format developed by a 
faculty advisory committee.  

All users - faculty can only access their 
own vita. Department/College 
administrative users can access data of 
faculty to whom they have access. 

UTSA Summary of 
Student Course 
Evaluations  

Displays a faculty member’s courses taught with course 
enrollment, number of responses, overall course rating 
and overall instructor rating, based on the data from 
student evaluations of teaching, for the selected date 
parameters.  

All users - faculty can only access their 
own student evaluation of teaching 
data. Department/College 
administrative users can access data of 
faculty to whom they have access. 

UTSA Vita for 3rd Year, 
Tenure and Promotion, 
CPE, and Emeritus 
Reviews 

Displays the faculty member’s vita in the specific format 
required for third year, tenure and promotion, or 
emeritus reviews 

All users - faculty can only access their 
own vita. Department/College 
administrative users can access data of 
faculty to whom they have access. 

Digital Measures reports for general use (not created specifically for UTSA). 

Academic Degrees Earned 
Displays faculty in a Word document, list format, with 
faculty rank and all degrees (with institutions and year) 
conferred within the parameters of the report dates. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

Awards and Honors 
Displays faculty in a Word document, list format, with 
faculty rank and all Awards and Honors received within 
the parameters of the report dates. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

Birthday Report by 
Month 

Displays faculty name/department/birthdate in a Word 
document, table format, chronologically. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

Contracts, Grants and 
Sponsored Research by 
Faculty 

Displays faculty in a Word document, list format, with 
faculty rank and all Contracts, Grants and Sponsored 
Research (funded and not funded) within the 
parameters of the report dates. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

Creative Works by Faculty 
Displays faculty in a Word document, list format, with 
faculty rank and all Creative Works records within the 
parameters of the report dates. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

Editorial and Review 
Activities by  Faculty 

Displays faculty in a Word document, list format, with 
faculty rank and all editorial and review activities within 
the parameters of the report dates. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

Faculty/Staff Directory 
Displays faculty name/email/office address/phone 
number/rank in a Word document, table format, 
alphabetically. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

General Service by 
Faculty 

Displays faculty in a Word document, list format, with 
faculty rank and all Department, College, University, UT 
System, Professional, and Public service records within 
the parameters of the report dates. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

Intellectual Contributions 
by Faculty 

Displays faculty in a Word document, list format, with 
faculty rank and all Intellectual Contribution records 
within the parameters of the report dates. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

Presentations by Faculty 
Displays faculty in a Word document, list format, with 
faculty rank and all Presentation records within the 
parameters of the report dates. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 

Scheduled Teaching by 
Faculty 

Displays course number/title/section/credit 
hours/enrollment/instructor in a Word document, table 
format, for all faculty who have Scheduled Teaching 
records within the parameters of the report dates. 

Department, College, and University 
administrative users (for faculty to 
whom they have access). 
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Digital Measures reports specific to accrediting or reviewing bodies (not created specifically for UTSA). 

AACSB Table 15-1: 
Summary of Faculty 
Sufficiency and 
Qualifications (2013 
Standards, v. 2017) 

Displays data required by AACSB, per AACSB 
guidelines. 

Department/College administrative 
users in College of Business only. 

AACSB Table 15-1: 
Summary of Faculty 
Sufficiency and 
Qualifications Using 
Courses Taught (2013 
Standards) 

Displays data required by AACSB, per AACSB 
guidelines. 

Department/College administrative 
users in College of Business only. 

AACSB Table 15-1: 
Summary of Faculty 
Sufficiency and 
Qualifications Using 
Student Credit Hours (2013 
Standards) 

Displays data required by AACSB, per AACSB 
guidelines. 

Department/College administrative 
users in College of Business only. 

AACSB Table 15-2: 
Deployment of 
Participating and 
Supporting Faculty (2013 
Standards, v. 2017) 

Displays data required by AACSB, per AACSB 
guidelines. 

Department/College administrative 
users in College of Business only. 

AACSB Table 15-2: 
Deployment of 
Participating and 
Supporting Faculty Using 
Courses Taught (2013 
Standards) 

Displays data required by AACSB, per AACSB 
guidelines. 

Department/College administrative 
users in College of Business only. 

AACSB Table 15-2: 
Deployment of 
Participating and 
Supporting Faculty Using 
Student Credit Hours (2013 
Standards) 

Displays data required by AACSB, per AACSB 
guidelines. 

Department/College administrative 
users in College of Business only. 

AACSB Table 2-1: Five-Year 
Summary of Intellectual 
Contributions (2013 
Standards, v. 2017) 

Displays data required by AACSB, per AACSB 
guidelines. 

Department/College administrative 
users in College of Business only. 

AACSB Table 2-1: Five-Year 
Summary of Intellectual 
Contributions (2013 
Standards) 

Displays data required by AACSB, per AACSB 
guidelines. 

Department/College administrative 
users in College of Business only. 

AACSB Table 2-2: Five-Year 
Summary of Peer Reviewed 
Journals (2013 Standards, v. 
2017) 

Displays data required by AACSB, per AACSB 
guidelines. 

Department/College administrative 
users in College of Business only. 

AACSB Required Fields 
Audit 

Indicates which DM faculty records are missing data 
required by AACSB reports. 

Department/College administrative 
users in College of Business only. 

AACSB/Business: 
Administrative Data Report 

Displays all COB faculty with faculty rank, tenure 
status and all required AACSB demographic data. 

Department/College administrative 
users in College of Business only. 
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ABET Appendix B – Faculty 
Vitae Displays data required by ABET, per ABET guidelines. 

Department/College administrative 
users in College of Engineering only. 

ABET Table 6-1 Faculty 
Qualifications Displays data required by ABET, per ABET guidelines. 

Department/College administrative 
users in College of Engineering only. 

ABET Table 6-2 Faculty 
Workload Summary Displays data required by ABET, per ABET guidelines. 

Department/College administrative 
users in College of Engineering only. 

CAEP Capacity Table 4: 
Clinical Educator and Other 
Faculty Qualifications Displays data required by CAEP, per CAEP guidelines. 

Department/College administrative 
users in College of Education and 
Human Development only. 

NCATE Attachment B: 
Faculty Information 

Displays data required by NCATE, per NCATE 
guidelines. 

Department/College administrative 
users in College of Education and 
Human Development only. 

NIH Biographical Sketch 

NSF Biographical Sketch 

Displays faculty biographical data as required by NIH 
(or NSF). Faculty must create/complete an NIH or NSF 
Biographical Sketch record in DM in order to generate 
the report. (Please see “Instructions for Creating NIH-
NSF Biographical Sketches” under ‘All DM User’s 
Manuals and Guides’ on the UTSA Digital Measures 
website for full instructions on generating these 
reports.) 

Faculty/Department/College 
administrative users in College of 
Engineering and College of Sciences 
only. 

NSF Collaborators & Other 
Affiliations Information 

Displays data as required by NSF. 
Collaborator/affiliation information must be entered 
in DM records by faculty. 

Faculty/Dept/College administrative 
users in College of Engineering and 
College of Sciences only. 

 

Create a New Report 

To create your own custom report in Digital Measures, from the main page in DM, click Reports 
under the far right side of top menu bar.  The following screen will open. Click [+ Create New 
Report] in the upper right portion of the screen. 
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The following dialogue box will open: 

 

The two options on the left (Blank Document and Vita) are for creating vita-type documents 
using a faculty member’s data. Normally, you will select the option on the right (Export Data) to 
create a report. Click on the spreadsheet icon to select this option. 

A screen will open displaying a series of six steps for creating a new report: 
 

 
 
Step 1:   Date Range 
Select the “Start Date” and “End Date” that you wish for the report to encompass. Remember, 
when creating a report for a specific term, please use the following dates: 
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Fall September 1 – December 31 

Spring  January 15 – April 30 

Summer May 15 – August 31 

 
If you wish to capture all instances of a particular data set (that you will select in a later step) 
regardless of the dates associated with the data, you can check the All Dates box. 

 
Step 2:   Whom to Include 
By default, this step will display All next to “Users Selected by” This means all colleges, 
department, and/or faculty for whom you have ‘Manage Data’ rights will display in the report 
you build. If you wish to select a different set of faculty to include, click Change Selection. A 
white dialog box will open where you can make College, Department, or Individual selections 
for inclusion in your report. Click the caret symbol to the left of each section to display the 
options available to you. Click [Save] once you have made your selection(s). 
 
Select an option from the drop-down list for “Include These Accounts”: ‘Enabled Only’, 
‘Disabled Only’, or ‘Enabled and Disabled’. (Faculty who have left the university or are not 
actively teaching at the time of the report may have disabled accounts.) 
 
Step 3:   Data to Include 
In this step, you will choose the data that you wish to include in your report. The available data 
corresponds to every field on every screen in Digital Measures. The default setting for “Fields 
Selected from” is: All; however, you will not want to create a report that encompasses every 
available piece of data for each faculty member. Such a report would be unwieldy and too large 
to be usable and would probably exceed the report size DM is able to generate, resulting in an 
error message. Click Change Selection to select the data that you wish to include in your report. 
A white dialog box will open. 
 
If all boxes are preselected, check the topmost “Include All” box, which will deselect all of the 
boxes. If you wish to display the faculty members’ college/department on your report, click the 
caret next to “Most Recent” box and select College and/or Department. 
 
Click on the caret next to the box for Common Items. Each category that displays represents a 
corresponding screen in Digital Measures. When you click the caret next to the box for a screen 
name, all of the fields from that screen will display.  These fields correspond to the data 
entered on that screen in DM. 

You can select the data that you want to include in your new report by checking the boxes next 
to the appropriate fields. Once you have selected the screen/field(s) you wish to include, scroll 
to the bottom of the box and click [Save]. 

 

IMPORTANT -- PLEASE NOTE:   DM cannot combine data from multiple DM screens on one 

report. It is best to select only one screen name (the bolded categories under Common Items) 
per report; however, you may select multiple fields under that screen name.  
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If you choose to select data from multiple screen names and select a file format of “Comma-
Separated Values (.csv)”, DM will create a zip file with separate reports for each screen. If you 
are an experienced Excel and/or Access user, this will allow you more flexibility in combining 
and manipulating the data on a spreadsheet. 
 
Step 4:   Grouping Method 
This optional step allows you to select how you would like the data grouped. The default is 

“None,” which will probably work for most reports. Click on the symbol next to Grouping 
Method for more information on how this feature works. 

 
Step 5:   Search Keywords 
This optional step allows you to use keywords to narrow down your data, if you wish to select 

data that pertains to a specific subject matter. Click on the symbol next to Search Keywords 
for more information on how this feature works. 

 
Step 6:   File Format. 
The default format setting for created reports is “Comma-Separated Values (.csv)” which will 
open as an Excel file and allow you greater flexibility in manipulating data. You may also choose 
the other file format option (XML) by clicking the down arrow at the end of the gray box, if you 

prefer. Click on the symbol next to File Format for more information on the file format 
options. 
 
When you have completed all six steps above, you have two options. You can run the report 
(print/download/save to your computer) or you can save the report so that the report template 
will be available to you for future use. 
 

Run a Created Report 

To run the created report (without saving it), click on [Run Report] on the top right side of the 
screen. The report will open in the format you selected. You can review, print, download, or 
save the output file to your computer. Remember that any changes made to the output file will 
not be preserved in Digital Measures. 

Save a Created Report 

If you would like to save the report you have created for future use, click [Save] on the top right 
side of the screen. A white dialog box will open with a field where you can type the name you 
wish to give the report. After entering the name, click [Save] and the report will be added to 
the list of reports available to you when you run reports. It will be available only to you and will 
not be visible to other users. After saving the report, you may also choose to run the report, 
following the steps above. Remember that any changes made to the output file will not be 
preserved in Digital Measures. Please note: It’s a good idea to use a special character (such as * 
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or # or ^) as the first character when naming a saved report (consistently using the same 
character each time you name/save a report that you create). This will make the created/saved 
reports display in a group and make them easier to locate when you use the Reports option. 

Delete a Saved/Created Report 

If you wish to delete a saved report that you created, click Reports in the top menu bar to 
display your available reports and locate the report you wish to delete. Click the down arrow to 
the far right of the report name (under the ‘Actions’ column), then click Delete in the red box 
that will drop down. You will be asked if you are sure you want to delete the report; to delete it, 
click the [Delete] button. Click [Cancel] if you do not wish to delete the report. 


