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Start Annual Evaluations

As the Unit Administrator, which could be a college or department liaison or a department
chair, you are tasked with starting annual evaluations.

Under
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Select a Unit to view its GEMS Codes. Preferences can only be set for one Unit at a time.
Select Next.

On this screen, you have two options for selecting faculty. Select All Faculty to include all
faculty from that Unit OR Click
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Here we will select All Faculty followed by Next

The message informs you of your choice and that a Task will be generated for you that you
must navigate to in order to continue with the evaluations process.

Select Yes to continue.

Please note that it may take up to 15 minutes for the task to be generated. A Task Email will
also be automatically sent to you.

Accessing the Task

There are two options to view the task. You can either click the View Task button in the email
notification or navigate to the Faculty Portal to view your Tasks under My Tasks.
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Select the Add Faculty Adjustments link for the unit.

# Archivum
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Please notice the Question Mark next to Group Links. These are helpful hints to better
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Enter a name or U-Number to search for individuals. Remember, names may be case sensitive.

&
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Repeat this process for Set Committee Viewers
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Supervisor Settings
Now let’s look at Set Supervisor. Enter a name or U-Number to search for an individual. Select
the desired individual to be the supervisor.

Ak~ Far AATA ADT 0 ADT LIcT AR ITE
%3':‘:

Select Set for Unit to apply this supervisor to all the faculty members. Individual faculty
member supervisors can still be modified.

v

Set Supe,;lg,fi S 7

S a Set ror unit
i 5
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# Archivum
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Individual faculty members can be added or removed by selecting the appropriate checkbox.

#4% Departme sl ",

DESELECT ALL 23 FACULTY IN COTA ART & ART HISTO.

DESELECT ALL 23 FACULTY IN COTA ART & ART HISTO.

a4t Departme il
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Once you are satisfied with the selected faculty and supporting criteria, select Next to advance
the process.

Confirm if you have removed any faculty who should not be evaluated at this time.

Select
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Set Self-Narrative Instructions for Evaluations

The next step is to Set Self-Narrative Instructions. You will receive a task email and task
notification for this step.

Navigate to the Faculty Portal. Select the Set Evaluation Instructions task.
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This screen allows you to review all the Evaluation Preferences.
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When you are satisfied with the current Evaluation Preferences, Check the box acknowledging
you have reviewed the information and are ready to proceed.

Unit Guidelines S

h i B I

Please note that this process cannot be undone. Select SUBMIT to advance the process.

Enter Assignments for Faculty

The next step in the evaluation process is to enter the assignments for faculty members. You
will receive a task email and task notification for this step. Navigate to the Faculty Portal. Select
the Enter Missing Assignment task(s).

# Archivum

Annual Evaluations 23



Next, enter the assignment for the appropriate category. Assignments must total and not
exceed 100.
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If the faculty member disagrees with the assignment, they can send back their assignment with
a required comment to describe the reason.

Populate Faculty History
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Notice the progress bar indicating where you are in the process.

& Archiivam

Affirm Agmtirrnmﬂnf' Dvimav +a Crialiiatianm

Review the Evaluation Timeline and Assignment for Evaluation categories and percentages.

R TR Taatt o

If you feel the category and percentages require adjustment, select Send Back.

vAssignment Affismation

Decision @ *

Affirrm Accionmaoant
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Add an optional comment.

Either select Save for Later or select
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Select Sign Integrity Statement

& Archiivam

< N -

On the self-evaluation page, review your due dates and assignments.

# Archivum
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Then enter your self-ratings and narratives for these categories.

BT B o e WL - o o T —

When entering narratives, please note there is a 12,000 character limit. The size of the text box
can be adjusted by clicking and dragging the bottom right corner.
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Supplemental Materials

You can add supplemental materials by including files from your faculty history or adding
directly. To add files from your faculty history, search for files and then select Add to
evaluation.

Files can be removed from your self-evaluation by searching and then selecting
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Additional files can also be uploaded using the Upload new files for evaluation tool. Files
added here will also be added to your faculty history.

—— S Sy s 1
'

Once you've finished your self-evaluation you can select Save for later or Submit.

Legve an opuonal comment

AVE F5° CLATER

To complete the process, selecting Submit will generate a task and notify the next person to
perform their part of the process.
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For example, if your evaluation process requires a committee, the committee chair will be
notified. If your process does not require a committee, your supervisor will be notified.

Acknowledge Evaluation Ratings

Navigate to the Faculty Portal. Select the Faculty Acknowledgment task under My Tasks.

@ Archivum

Review the evaluation information on this page.

A Archivum
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Note: eval ratings

Supervisor Rating
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You can include an option response to your acknowledgement of the evaluation in the bottom text box.
Once you're finished, select the Acknowledge Evaluation button.

Adding Committee Evaluation

As a committee member you will review the faculty member’s evaluation and supplemental
materials. As the committee chair you will rate the faculty member and add your committee’s
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You must accept the task before proceeding.

You will then need to agree to an integrity statement by checking the box and selecting Sign
integrity statement. This will only need to be done for the 1st evaluation completed in the
cycle.

Subsequent evaluations will skip this step.

On the evaluation page that appears, make your committee rating selections.

4 Avrhiviim

ﬁ@ it ulfy Tntamms

e Wilson Tenured Effectiyii™ =

Appointment - . aetcec% 13 “etng

oy W e E—
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Then fill in the narrative below the rating section.

Commii .

& ste the facuity membéiron their pertormance tor the preceding evaluatii

When finished, select Submit.

This will generate a task and notify the supervisor to perform their evaluation.

Your part of the process is now complete.
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Adding Supervisor Evaluation

As the Supervisor, you will rate the faculty member and add your narrative to the evaluation.

Navigate to the Faculty Portal. Select the Supervisor Reviewc[ )JTHT@EeSWBTFIT fI0F 1T fHR) &)1 H G@pot
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This will only need to be done for the 1st evaluation completed in the cycle. Subsequent
evaluations will skip this step.

On the evaluation page that appears, select the rating for each item.

Then fill in the narrative.

Select Submit
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Your part of the process is now complete.
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