
Departmental Supervisors & Chairs 

Step 1: Access the Dashboard 

Supervisors can sign into Power BI to review and monitor the status of their assigned faculty 
members’ APRs and to download Excel reports.   

Sign in to Power BI to access the dashboard. Power BI 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 Power BI 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 assigned to your 
supervisor or chair ID, that are required to do an APR.     The dashboard contains two sections.  

The first section contains an overall snapshot of the supervisors or chair’s APRs progress.  

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

https://app.powerbi.com/links/WzH_5o62j_?ctid=ee9155fe-2da3-4378-a6c4-4405faf57b2e&pbi_source=linkShare
https://app.powerbi.com/links/WzH_5o62j_?ctid=ee9155fe-2da3-4378-a6c4-4405faf57b2e&pbi_source=linkShare
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Step 3: Filter Settings 

Filter settings are located at the top of the dashboard.  Supervisors and chairs can filter by Faculty 
Member Name, Faculty Type (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 Date headers to ALL to reset the 
filter.   

Step 4: Monitor Review Progress 

Monitor the workflow progress of APRs assigned to you. 

Monitor the status of individual faculty members’ APRs in the workflow.

Step 5: How to Export Power BI Reports 



Hover over the right side of the section that list of faculty members assigned to you. 
Click on the three dots (ellipsis) icon and select Export data. 

Step 7: Support 

To request technical assistance or troubleshooting support from the Office of Faculty Affairs (OFA) or 
Information Technology (IT) email FacultyAPRs@umassmed.edu 

mailto:FacultyAPRs@umassmed.edu
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