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Introduction 
 
This user guide provides step-by-step instructions for Administrative Staff to monitor Faculty Annual 
Performance Reviews (APRs) in Softdocs’ Etrieve.  
 
A more detailed outline of the steps involved in the APR process is below. 
 
Additional guides that outline the complete workflow from form initiation through final approval and 
signature can be found on the OFA Annual Performance Reviews Resources website: 
https://www.umassmed.edu/ofa/academic/faculty-reviews/apr/ 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.umassmed.edu/ofa/academic/faculty-reviews/apr/
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Departmental Administrative Staff 
 
Step 1: Access the Dashboard 
 

Sign in to Power BI to access the dashboard. 

Power BI in Microsoft 365 is set up as a Single Sign on (SSO) identification system that allows 
access to multiple applications and websites. Single sign-on (SSO) will allow users to log into 
Etrieve with their @UMassMed or @UMassMemorial login credentials.  If you are already 
signed into your UMass Chan or UMass Memorial account, no additional sign in may be 
needed. 

 
Step 2: View Faculty Data 

 
The Power BI dashboard in Microsoft 365 automatically loads all faculty members from your 
department and contains two sections.  

The first section contains an overall snapshot of the department’s APRs progress.    

The second section contains all your faculty members and their individual status. Faculty 
information includes Department, Division, APR Status, NAME, Rank, Supervisor Name, 
Department Chair Name and Alternate Supervisor (if applicable).  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://app.powerbi.com/groups/me/reports/23a61297-cc0d-41bb-92dc-5e25139cdbf3/6820641356f7d690a3ca?ctid=ee9155fe-2da3-4378-a6c4-4405faf57b2e&experience=power-bi
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Step 3: Filter Settings  
 
Filter settings are located at the top of the dashboard.  Administrative staff can filter by Division, 
Category (school employed or clinical employed), and by Due Date (May 31st or Sept 1st). 
Please use the Clear Selection Eraser to clear the Faculty Type and DUE_DT headers to all when needed.   
 

 
 

 
 
Step 4: Monitor Review Progress 
 
Monitor the workflow progress of APRs for your department.   
 
 
 
 
 
 
 
 
 
Monitor the status of individual faculty members’ APRs in the workflow.  
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Step 5: Verify Form Completion 
 
Verify that all forms are submitted and processed correctly. 
 
For departmental APR Workflow: 
 
 
 
 
 
 
 
 
For faculty members APR workflow:  
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 6: Administrative Staff Guide: How to Export Power BI Reports (Optional) 
 
To download all individual faculty member APR statuses within your department, follow the directions 
located on the OFA website, Admin Guide to Exporting Power BI Reports.  
 
 
Step 7: Provide Support 
 
To request technical assistance or troubleshooting support from the Office of Faculty Affairs (OFA) or 
Information Technology (IT) email facultyAPRs@umassmed.edu.  
 

https://www.umassmed.edu/contentassets/1e44f5409312414c8984b1ef8e4f9398/admin-guide-to-exporting-power-bi-reports.pdf
mailto:facultyAPRs@umassmed.edu

	Introduction
	Departmental Administrative Staff


