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A  B E G I N N E R ’ S  G U I D E  

This tutorial gives a step-by-step introduction to operating Digital Measures. It 
includes how to login, navigate the interface, add information, and update your 
Faculty Activity Report. For further assistance, please contact the Office of 
Academic Technologies. 
 

1. Login to portal.pace.edu. 

2. In the Faculty tab, under Faculty Resources, select Digital Measures.  

 You can also login through the Digital Measures page of Academic Technologies’ 
Digital Toolkit:  http://www.pace.edu/digitaltoolkit and login with your pace portal 
credentials.  

3. Click on the Manage Data option in the left hand navigation bar. You will then see a list 
of headings that you would be working on to complete your profile.    
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4. Under each heading, you will add fields. This content will be details about your projects, 
research, awards, etc. To add fields, click on the blue headings you would like to add 
data to, for example Practice.  

 

 

5. Then click on Add a New Item. 

 

 

6. Complete the blank fields, and then click on Save and Return to save your changes. 
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7. If you are adding multiple items in the same category, choose Save and Add Another. 

 

 

8. To upload full text articles, first, click on Intellectual Contributions. Scroll down 
to the bottom, and click on Choose File. 
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9. The following steps details how to update your Faculty Activity Report (FAR) 
information. 

NOTE: This is only required of Lubin faculty. 

 

10. Under the General Information tab, click Faculty Activity Report – Narrative Questions. 
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11. Then, click Add a New Item followed by answering the questions. We suggest typing 
your answers in Microsoft Word first, and then pasting them in to the Digital Measures 
form. Next, click Save and Return. 

 

12. On the left side of the screen click Rapid Reports.  

 

13. Use the dropdown menu to choose “Faculty Activity Report”. Pick a date range and 
click “Run Report”. 

 

14. The report will download as a Word document on your computer. 
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