
Preparing Annual Activity Narratives for Your 2021 
Faculty Annual Review (FAR) 
 
 
I. Entering new Annual Activity Narratives for Teaching, Research, and Service 
 

1. When you login to Digital Measures, you will be brought to the Activities 
area. 
 

2. You can add new Annual Activity Narratives item under “General 
Information” 

 

           
 

 
3. Click “Add New Item”  

 

 
 
 

4. After you click “Add New Item”, you will be brought to the record entry 
screen – The “Edit Annual Activity Narratives” screen. 

 

 



5. Select Academic Year “2020-2021” from the dropdown list 
 

 
 

 
6. On the “Edit Annual Activity Narratives” screen, you will also see the fields 

for entering narratives. 
 

            



II. Running the Annual Activity Report 
 

1. To generate your annual report, navigate to the Reports area and select 
“Annual Activity Report”.  
 

                  

 
 
 

2. Next, you can select a Date Range and File Format for your report output. 
To capture all of your activities that occurred in the 2020 calendar year, the 
Date Range will need to be set to January 1 through December 31 of the 
year of 2020. 

         

 
 
 

3. You also have a few options for the File Format of the report output. You 
may select Microsoft Word (.doc), PDF, or HTML as the format, and Letter 
or A4 as the page size. 
 
 

         

 
 



4. Once you have made your selections, select “Run Report” in the top-right 
corner of the screen to generate your report. 

 
 

 
 
 
 
 

Here’s an example of what your Annual Report output might look like. 
 

 



 


