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SJSU Important Information & Deadlines

Annual/Cumulative Calendar
1/27/25 - 1/31/25: Document Verification Week

* Dept. Admin/Chair: Assisting faculty ensuring all documents have been submitted.
* Faculty are responsible for all document uploads, but may reach out to the Dept., and
efaculty@sjsu.edu /scott.nguyen01@sjsu.edu for assistance.

1/31/25: Faculty Case Submission

* Please ensure that all packets are regenerated & submitted by the faculty. Submitted packets will
be locked.

e If the faculty is unable to regenerate or submit, Dept., can assist with this process to ensure
packets are submitted by 2/3/25.

e ***packets that are not regenerated will NOT have the most recent documents uploaded to
“Activities”.***

2/3/25: Cases Moved to Department Level:

- Committees and Chairs will now have access to faculty Annual Evaluations.


https://www.sjsu.edu/up/docs/annual-and-cumulative-evaluation-calendar.pdf
mailto:efaculty@sjsu.edu
mailto:scott.nguyen01@sjsu.edu

JANUARY

Ongoing

Faculty add ASA-L and
evidence of
performance in
eFaculty's F180
Activities areas.

Faculty prepare materials in
F180 Activities areas before
submit deadline?.

Faculty use F180 in eFaculty

Fri, Jan 24

All Cases Created
Departments review
materials to assist
faculty with adhering
to requirements

Department via eFaculty RPT

Fri, Jan 31

Submit Annual
Evaluation Packet
"Regenerate and
Submit Packet"
(Department Locks all

narlkaote)

Faculty submit via eFaculty
Department locks packet in RPT

FEBRUARY

Mon, Feb 3

Move Packets to
Department Level
Review

Department via eFaculty RPT

Fri, Feb 21

Submit Committee
Evaluation if Chair is
reviewing separately

Committee Chair via eFaculty

Calendar

*Reminder that faculty need
to submit all documents and
“Regenerate” by 1/31/25.

2/3/25: All cases need to be
moves to the Department
Level Review.

Wed, Feb 26

Submit Department
Level Evaluations

(1) Chair's, if reviewing
separately, and

(2) Committee's

Chair/Comm. Chair via eFaculty

2/28/25: All cases need to be
moves to the College Level
Review.

Fri, Feb 28

Send Dept Level
Evals to Faculty
10-Day Optional

Response Period

Department Staff via eFaculty
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SJSU

As a reminder, this is a snapshot of the list of
Required Documents faculty are responsible for
submitting all documentation for their
Annual/Cumulative Evaluation.

If they need assistance they may request help
from the Chair/Dept, and FS (Scott Nguyen)

Contact:
Scott.nguyen01@sjsu.edu / efaculty@sjsu.edu

| do ask that they email my Direct email and
CC: eFaculty@sjsu.edu, for each and every email.

Required Documents

What to Submit

Annual Evaluation - eFaculty Placement
Item

Where to Submit it

Enter or Upload to This Activities Tab...

1. Annual Summary of Achievements -
Lecturers/Librarians (ASA-L)

Review: Annual/Cumulative Evaluation of Lecturers

2. All SOTEs for prior calendar year; Syllabus for
each course taught; other evidence of teaching
effectiveness

Classes Taught at SJSU, SOTE/SOLATEs, Syllabi,
etc. and/or Additional Courses and Student
Evaluations

SOTE/SOLATEs from Spring 2013 to present are
preloaded to these sections

3. All Direct Observations of Teaching (peer
evaluation) from the prior year

Direct Observations of Teaching

4. Any other department evaluations or evidence
of performance in assignment

Choose tab as appropriate to tab’s description

Cumulative Evaluation - eFaculty Placement
Item

Enter or Upload to This Activities Tab...

1. All prior reviews including ASAs and evaluator
comments.

Note: Faculty undergoing concurrent Annual
Evaluation should note the date to upload
Department Level Evaluation(s) and any
Optional Response to F180, Activities Tab,
"Prior Evaluations and Reviews"

Prior Evaluations and Reviews

2. All SOTEs from period of review; Syllabus for
each course (title) taught; other evidence of
teaching effectiveness

Classes Taught at SJSU, SOTE/SOLATEs, Syllabi,
etc. and/or Additional Courses and Student
Evaluations

SOTE/SOLATEs from Spring 2013 to present are
preloaded to these sections

3. All Direct Observations of Teaching (peer
evaluation) from the period of review

Direct Observations of Teaching

4. Any other department evaluations or evidence
of performance in assignment

Choose tab as appropriate to tab description

Periodic Evaluations - Temporary Faculty - Instructions 08/29/2024 Page 2 of 4


http://www.sjsu.edu/up/docs/annual-and-cumulative-evaluation-instructions.pdf
http://www.sjsu.edu/up/docs/annual-and-cumulative-evaluation-instructions.pdf
mailto:Scott.nguyen01@sjsu.edu
mailto:efaculty@sjsu.edu
mailto:eFaculty@sjsu.edu

SJSU

Verification

What do faculty need before we can move cases
forward?
Did faculty submit all: Required Documents?
- ASA-L
- Sotes/Solates
- Direct Observations of Teaching

- Did faculty Regenerate there case?
- Faculty should have regenerated to ensure all
documents have been uploaded.

- Did faculty “submit”?
- Faculty will also need to hit “Submit” to lock
the case.

- Can I regenerate after we submit my packet?

Once cases are forwarded to review:

cases CAN NOT be Regenerated. Faculty can
regenerate until 1/31/25 the submission due date.

What do Dept. Admin/Chairs do to assist?

Did you verify the Required Documents are
submitted?
- Please reach out to faculty if they have
missing documents.
- Missing Sotes/Solates or Direct
Observation of teaching.
- Faculty need to place a memo
stating why they are missing the
above required documents.

The faculty did not regenerate, can | regenerate
for them? Absolutely, YES!

- Faculty should have regenerated to
ensure all documents have been
uploaded. If they do not, please
regenerate for them

My Faculty forgot to submit can | submit for ‘qvvr,A

faculty? Absolutely, YES! 4
~


http://www.sjsu.edu/up/docs/annual-and-cumulative-evaluation-instructions.pdf
http://www.sjsu.edu/up/docs/annual-and-cumulative-evaluation-instructions.pdf

What should the case look like?
Before Moving

SJSU

San José State University > Cases >

Fern Alberts
Please make sure before
sen d | n g . Unit Template Status

Philosophy Annual Evaluation (Committee) - College of Humanities Select Status

and the Arts - Philosophy

- Correct Person

Case Materials

Search case materials by title

D I3

© Expand All @ Collapse All &4 Share of

- Correct Unit

- Case Locked, If you see it
unlocked, please lock.

Candidate Packet

Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. The candidate will be able to replace or delete any
files in an unlocked section before they submit.

v Faculty180 Vita

- Case “Regenerated” View H
Faculty180 Vita and Other beras Actions
Annual/Cumulxiye Evaluations

documents unlocked, you must
lock the packet.

Generated Edit

Spring 2024 - Fall 20%¢ | 9 attachments included

If all of the aboved is checked - Omerpremen o G2 “
dditional Documents optional ile
off- please send the case Additonal bocuments. opt

l‘
4
fO rwa rd . No files have been submitted. !

.



SJSU READ CASE: What to look for

Packet Annotations
Jana | Huyrh v FACULTY180 VITAE
Spring 2024 - Fall 2024
""“‘:‘VC“"L‘”CL:"“ Evaluations Annual/Cumulative Evaluations
ecturer
fane. huyrhpsisu. edu « Attachments from Annual/Cumulative Evaluations AAS YOU €an see here.
_ There is no section
Raview: Annual/ Cumalativa Fualuations v Classes Taught at SJSU, SOTE/SOLATES, Syllabi, etc.
- or.
ing 2024 - Foll 2024
Sprna Fall_2024_ENGR_10_04.pdf
Full Name: Jane Huynh, ID Number: 012/53195, Dep: sk y Engineerng, Enter your assignment(s) and

cormsponding FTE(s) of each by S Session In the Calendar Year (by department if applicablke). For example, Fall_2024_ENGR_10_05.pdf

Spring: Taaching 3 Classes 6, Major athising 2, Fall Teaching & Spring 2024: Teaching 31 abs 0.4 FTE R . .

Fall 2024: Teaching 3 Labs, 0.4 FTE. 1. ACADEMIC ASSIGNMENT: TEACHING, SUPERVISION, ANG/OR OTHER ACADEMIC WORK Fall_2024_ENGR_10_17.pdf eview:

ASSIGNMENT S: Attended woekly team meoetings to share and learn best practices from peers. Attended other relevant meetings X H

(wvaillable on campus) 10 conti feasional development, inchading Lecturer Lunch and Leaen seasions. Also anended Spring_2024_ENGR_10_10.pdf Annua I/CU mulative

Advarcing Inchusive Mentoring 1AIM’| acvd Mernial Health First Ald (MHFA) peagrams | 2 SERVICE TO STUDENTS, UNIVERSITY, 5 H

PROFESSION: Written three student reccmmendstion letters. , 3. ADOITIONAL ACHIEVEMENTS, QUALIFICATIONS, RSCA, AND/OR Speing_2024.ENGR10.20.pt Review.

CONTRIBUTIONS: NJA., I affirm that the information contained in thes Annu Summary of Achievements - Lecburer (ASA-L) Is true Spring_2024_ENGR_10_24.pdf

and accurana 10 the hest of my knowledge.: Yes . R i

v Direct Observations of Teaching

But | do see the Sotes

o Jane Fall 24.pdf and the Direct
This is an example of a Faculty who :

] i > OTHER DOCUMENTS ( OPTIONAL) Obser‘vatlons Of
added thelr ASA_L dlreCtly Onto the > DEPARTMENT ASSISTED DOCUMENT UPLOAD TeaChIng documents

faculty180 Website, and no ASA-L uploaded.
> DEPARTMENT COMMITTEE
document was uploaded.

> DEPARTMENT CHAIR

Wy
> DEAN OR APPROPRIATE ADMINISTRATOR \‘ ’A‘
S
> FACULTY SERVICE <

\4



SJSU

Sending Case Forward

Navigate to one.sjsu.edu
Log in
Navigate to the efaculty tile

eFaculty - faculty

Interfolio

(O 4

Here you can access the
Annual/Cumulative cases
that you have create.
Click on the cases in your
landing page to view the
Faculty.

Or Click on “Cases”

x SJSU | eracuLTy

Scott Nguyen v

Home

Faculty180
Announcements & Help
Evaluations

Administration

Review, Promotion and Tenure
Cases
Templates
Administration
Reports

Users & Groups

o

© 2025 Elsevier Inc.
Privacy Policy

Cookie Notice

Interfolio Office Closed for U.S. Holiday

Interfolio's Scholar Services help desk will be closed on Monday, January 20th. Please send us an email at help@interfolio.com or leave us a voicemail at (877)

997-8807 during this time, and we will get back to you when we re-open on Tuesday, January 21st.

My Tasks @

Craig England

John Todd

urer Range Elevation - College of Health and Human Sciences

0

Read Tasks

Mar 7, 2025

L



SJSU

To Send Case Forward:

Once we have located the

faculty case we want to move.

Please “Check”, the box to the
left of there name.

Once Selected: Hit “Send
Forward”

This will bring up “Send Case
Forward” screen.

Sending Case Forward

x SJSU | eFACULTY

Scott Nguyen v

Home Search cases
Faculty180 2T B [ Filter I
Announcements & Help
Evaluations
Administration V¥ 2of2cases

Filtered By: (Active Cases %
Review, Promotion and Tenure

i Close Cases

== More Options

Cases
Name - Type & Template Name & Status $
Templates
Administration Reappointment Annual Evaluation (Committee) - College of
Reports A nting & Finance Business - Accounting and Finance
Users & Groups X
Step 1 of 4: Department Assistance | Jan 31, 2025
|
sammy spartan Review Mini Review of Probationary Faculty
Applied Data Science
o Step 1 of 5: Faculty Services Admin Step ‘
@ 2025 Interfolio, Inc ‘
Privacy Policy
Cookie Notice

Please Make a note we only want to move forward cases that are Reappointments. In

this example above you can see that Sammy has a Re-appt for Accounting and Finance.

As well as another , “Mini Review” - Please ensure we are moving the correct cases .
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SJSU Sending Case Forward

Please input Email Title:

Send Cases Forward

Please confirm you wish to send the following cases forward to the next step in the review process.

Annual Evaluation Case is Available
for Review

sammy spartan is moving forward to "Department Level"

sammy spartan is moving forward to “Department Level"

Send a message to the reviewers gaining access.

Messaging Templates has been
Provided in the previous training

SI |d eS . Annual Evaluation Case is available for Review

If recipients respond to this message, their response will come directly to your email inbox.

Subject *

Message *

@ @ B I L

Pg.17 - Annual Evaluation -On 2/3/25

This evaluation is coming your way for review. You'll be able to see the documents and deadlines in Review, Promotion & Tenure
when you sign in. For help initiating your review, please visit our reviewer's guide, our eFaculty Training and Help page, or the
help pages under your name in the extreme upper right corner of your eFaculty account. If the wrong faculty member is

Pg.18 - Cumulative Template
Preview & Send - On 3/17/2025



https://www.sjsu.edu/up/docs/annual-and-cumulative-evaluations-case-creation.pdf
https://www.sjsu.edu/up/docs/annual-and-cumulative-evaluations-case-creation.pdf

SJSU Send Cases Forward - Inside the Case

Alternatively you can send cases

forward from within the faculty % 5] S| smansy SRS
Ca Se . San José State University > Cases > .
rome sammy spartan [ senacase v ] caseopions v
fecuitviEs Forward to
Announcements & Hel i
TO M ove fo rwa rd : Evaluations ’ xrc‘::tounting & Finance Z?\r:::;a!uation (Committee) - College of Select Status
- N aV|gate tO th e tOp I’Ight Administration ~ Business - Accounting and Finance
h a n d CO rn e r Review, Promotion and Tenure M Cetecie
Cases Search case materials by title
Templates B
- Select “Send Case” Administration
Reports © ExpandAll @ Collapse All & Share @ Settings
Users & Groups
- “Forward to Department Eshtidat SOk
Review" Any materials add T in their current case. The candidate

will be able to repl.

v Faculty1 View History -Unlock
- This will bring up the ..
“Send Case Forward
Screen”, please refer to g
@ . MNAS
the previous slides for the ) ’A‘
templates. <

~




SJSU Successfully Moved to the next stage

Once successfully moved you will see
that the case has updated itself to
the step that we have moved it too. sammy spartan

Accounting & Finance

Case is with candidate

On 1/31/25 - Cases either will be in
“Case is with Candidate” or it will be

in “Step 1 of 4: Department
Assistance” T

sammy spartan
Accounting & Finance

On Monday 2/3/25 - All Cases should
now be moved to

“Step 2 of 4: Department Level” Due
Feb 26, 2025 el

sammy spartan
Accounting & Finance

Step 1 of 4: Department Assistance | Jan 31,2025

Reappointment

Type &

Reappointment

Type &

Reappointment

D u e Fe b 2 6, 202 5 - De pa rt m e nt Ieve | Step 2 of 4: Department Level | Feb 26, 2025 A Required Documents

review submission

Annual Evaluation (Committee) - College of Business -

Accounting and Finance

Template Name $ Status &

Annual Evaluation (Committee) - College of Business -

Accounting and Finance

Template Name $ Status ¢

Annual Evaluation (Committee) - College of Business -

Accounting and Finance



SJSU How to Regenerate for faculty

© ExpandAll @ Collapse All & Share

Navigate to the faculty case
Candidate Packet
Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. The candidate will be able to replace or delete any

files in an unlocked section before they submit.

Click “Edit” in the Faculty 180 Vita
v Faculty180Vita View History

section

Trtfe- Details Actions
Annual/Cumulative Evaluations —
Fall 2023 - Fall 2024 | 2 attachments included Nov 13,2024

A pop up will appear, and please
make sure the Term Ranges inputted — x
are Correct’ this is pu” a” docu ments The vitae was last generated on Jan 20, 2025. Any information added or updates to existing activities after Jan 20,

2025 will not be reflected. Please select a new term range or regenerate the vita with the existing range to capture

Confirm

Regenerating the vita will create a PDF of the vita with any new
information added to activities or any information removed from the

within the select Term Ranges

Vita Name from any activities that no longer exist.
Annual/Cumulative Evaluations

Term Range * e o |

Select the term range (time period) for the vita

Hit “Regenerate” then “Yes” to suntem: - sunver:
Confirm

After you have confirmed, refresh
your browser and the regenerate
should now be completed.




SJSU

Sharing Documents and Optional Response

Name « Type &

During this phase, we will be moving cases:

sammy spartan
Accounting & Finance

Reappointment

From Step 2: Department Level

Step 2 of 4: Department Level | Feb 26,2025 A Required Documents

Submission Date: 2/26/2025 - All reviews and
confidentiality agreements must be signed and
submitted prior to moving the case to the next step. If
these documents are not present, you will not be
allowed to move the case forward

If they are not present, you will see the

“Required Documents” notification stating they

are missing. Packets with missing reviews from

the committee will not be allowed to move

forward. Name « Type

sammy spartan
Accounting & Finance

Reappointment

Step 3 of 4: Dean or Appropriate Administrator | Apr 8, 2025

To Step 3: Dean or Appropriate Administrator

Submission Date: 4/8/2025

Template Name & Status &

Annual Evaluation (Committee) - College of Business -

Accounting and Finance

Template Name $ Status &

Annual Evaluation (Committee) - College of Business -

Accounting and Finance



SJSU Sharing Documents and Optional Response

Internal Sections

These sections are available to committee members reviewing the case and cannot be viewed by the candidate. Please note that some materials added to internal sections can

O n 2/28/2025 = De pa rtm e nts Wl I I be shared with the candidate by an administrator or committee manager.
Sh are Wlth fa cu Ity the : > Department Assisted Document Upload

Department level reviews i Depermest Commitice

Materials
Title Details Actions
. Annual Evaluation Review by Scott Nguyen Added by Scott Nguyen Edit
As well as provide a 10 Day Optional

Response. On 2/28/25
> Department Chair

> Dean or Appropriate Administrator Add File

On Tuesday 3/11/2025 - All packets > Faculty Services
will then move to the College level -

. . W
Step 3, please review slides for 2} "AA
instructions. S

~



Sharing Documents and Optional

SJSU Response Cont.

Expand All @ Collapse All

With Candidate

TO Sha re DOCU mentS: Internal Sections With Committee Members
These sections are available to committee members reviewing the case and cannot be viewed by the candidate. Please note that some materials-aaged to Internar sections can
Cl |C k t h ec h ec kbox n ext to t h e be shared with the candidate by an administrator or committee manager.
document yOU WISh tO Sha re Wlth > Department Assisted Document Upload
the faculty.
v Department Committee
- After the document is Materias
Title Details Actions
S e I e Cte d . Annual Evaluation Review by Scott Nguyen Added by Scott Nguyen Edit
Jan 27,2025
- Click “Share” Located in the
Blue bar

- Select "with Candidate”
- This should bring you to the
next page



SJSU

Sharing Documents and Optional
Response Cont.

Template Located on -
Pg. 19

- Please add a Subject
heading and the body

- Must Enable “File
Response” in order for
the faculty to reply.

- Deadline: 3/10/25

Message to Candidate

To

sammy spartan (sammy.spartan@sjsu.edu)

Subject *

LTU-Day Optional Response - Annual Evaluation

Message *

@ @B/ L& =

Dear Faculty Member,

Details

Direct email reply:
scott.nguyen01@sjsu.edu

File

The department has concluded its review of your range elevation application. Their recommendation is attached. You have 10 days to provide an optional response. If responding, please
submit by Monday, March 10, 2025, If you do not respond, the case will still be moved forward. The link above will not work for sign-on unless you are already signed in to your faculty

account--visit one.SJSU.edu.

/

Pursuant to Provision 15.5 of the CSU-CFA Collective Bargaining Agreement, responses may not add new items to the range elevation packet. Responses that include new information or
new evidence will be removed from the packet by Faculty Services and will not be seen by reviewers.

Optional Responses shall be limited to a statement that focuses primarily on one or more of the following:

body p strong

Share Files

Files shared with this message can be viewed by the candidate after logging into Interfolio.

Annual Evaluation Review by Scott Nguyen

T

/’

P

@ Enable

When you share a file for the recipient to review, you can check this box to allow them to

submit a file in response. Check this option to allow the recipient of this message to submit a

file in response.

Message Reason

10-Day Optional Response

Deadline @

Mar 10, 2025

Section for Response *

Department Chair



https://www.sjsu.edu/up/docs/annual-and-cumulative-evaluations-case-creation.pdf
https://www.sjsu.edu/up/docs/annual-and-cumulative-evaluations-case-creation.pdf

SJSU Contact Information

Questions or need 1 on 1 assistance, please contact:

eFaculty@sjsu.edu

Open Lab Schedule:

Tuesday 2pm-3pm
Thursday 11am - 12pm

By Phone: x4-2204 By email:scott.nguyen01@sjsu.edu



mailto:eFaculty@sjsu.edu
https://docs.google.com/document/d/1gzzV8F3vh4mS0vFrqLIDnHBucZEiRkNOaGQdbZqXH0o/edit?tab=t.0
mailto:scott.nguyen01@sjsu.edu

SJSU

Deadline Day Open Lab Hours

Open Lab - Open for all

1/31/25 - 11-12pm

1/31/25-1-2pm



https://sjsu.zoom.us/j/84075727726?pwd=UfdyQs5jgFArZMZXN9CaFOYX3ElX5k.1
https://sjsu.zoom.us/j/89260817256?pwd=zz77gWCvLMrN85cxksRaQ30QUPgBgZ.1

