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Creating and Submitting a Contract Actions Dossier on Digication 

 

Instructions for Creating and Submitting Digication Folios (ePortfolios/Dossiers)  
 
Faculty applying for Contract Actions need to submit their electronic portfolios via the Digication platform. Please see below for 
detailed steps. For questions, please reach out to the Center for Teaching and Learning: CTL@mercy.edu. 
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Step 1 Screenshots  

  

  

Log into Digication: 

https://mercy.digication.com 

using your Mercy Single Sign On 

(SSO) credentials.  

 

If the log-in attempt fails, click on 

“Forgot password” which sends a 

re-set prompt to your Mercy 

Outlook account. 
 

 

 

 

 

 

 

 

 

 

 

https://mercy.digication.com/
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Step 2 Screenshots  

  
From your home 
page/dashboard, look for 
the template that 
corresponds to your 
application.   
 
If the template does not 
appear in your dashboard, 
click on the blue plus icon 
to access the template 
library.   
 
Click on the template that 
corresponds to your 
application and type in your 
name in the title bar at the 
top.  
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Step 3 Screenshots  

  

  

The template has pre-

prepared pages where 

candidates input content. 

 

 To input content, click on 

each page and then click 

on the white cross in the 

blue circle to access the 

“add content” page. 
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Step 4 Screenshots  

  

  

Add content by clicking on 

“Upload File” and/or “Rich 

Text.” 
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Step 5 Screenshots  

  

  

Submit your dossier 

via the following 

three steps: 

 

Under the menu on 

the top-right corner, 

access the Settings 

page and under the 

Permissions tab, click 

“Private within Mercy 

College Main 

Campus.” 

 

Under the menu on 

the top-right corner, 

click on “Publish 

Pages.” 

 

Under the menu on 

the top-right corner, 

click on “Submit to 

Assignment” 
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