
Generating Reports from Digital Measures 
 
Generating course and instructor evaluation reports is a simple five-step process in Digital Measures.  
Using the “Run Custom Report” option from the left hand menu will provide access to the step-by-step 
process. 
 
STEP ONE:  Select the report to run. 
One important note to make at this point is that faculty and administrators have different report access.   
 
Faculty have three reports they can select – 1) Faculty Report which includes all the data for all 
questions that were asked on the course evaluation.  This includes any additional questions the faculty 
may have selected to include in addition to the standard eight questions.  2) Department Report which 
includes the seven core questions and any questions the department may have added.  3) University 
Report which contains ONLY the seven core questions.  The University Report is the report that should 
be submitted in the portfolio, unless your department requests that you submit the Department Report.  
 
Deans and chairs have access to only the Department Report and the University Report.  Academic 
Administration only has access to the University Report.  This way, faculty members are guaranteed that 
the responses received on the additional questions are only available to them through the faculty 
report. 
 
As indicated in the image below.  First, select the report you would like to run and then click the “Select 
Report” button. 
 

 
 



STEP TWO:  Select the term(s) to use 
When you click on the link “Click Here” under Step Two, a pop-up window will appear.  Please select the 
correct term to generate the reports (e.g. Fall 2011).  Once the term(s) are selected, click the “Save” 
button to continue. 
 
STEP THREE: Who to Include  
The level of reporting access you have been assigned will determine the options you see at this step, or 
if this option appears at all.  University administrators (e.g. Provost Office) will be able to pull reports by 
college, department, course, or instructor.  Deans will have access to only their college, departments, 
courses, and instructors.  Similarly, Department Chairs will only have access to their department’s 
course and instructors.  Instructors will only have access to their courses and themselves. 
 
To select what to include, click on the link “Click Here” under Step Three.  This will cause the pop-up 
window displayed below to appear.   
 
Select the course to include in the report by checking the box to the left of the course.  Once the 
appropriate course is selected, click on the “Save” button at the bottom of the window. 
 
Once saved, the name of the course will appear in Step Three next to the statement “Data Selected.” 
 
Administrators, Deans, and Chairs can choose to run a variety of reports based on the items selected.  
For example, they can run a report on the overall evaluation for the university or a specific department.  
Depending on what they select in this step will determine what data is included in the report. 
 

   
 



 
STEP FOUR:  Select the file format 
In this step, you have three options from which to choose.  For the portfolio reports, please select 
Adobe PDF.  This will create a PDF that you can save to your computer and then print for your portfolio. 
 

 
 
 
STEP FIVE:  Select the page size 
In this step, leave the setting as “letter,” which is the default.  This provides the best printed results. 
 
 
BUILD REPORT 
Once all steps have been completed, click on the “Build Report” button at the bottom of the screen.  
The screen will change to the Digital Measures splash screen while the report is being generated.  Once 
created the report should appear in Adobe Acrobat Reader on your computer.  From here, you can save 
the report to your computer, making sure to give it an appropriate title. 
 
 


