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eFaculty QuickTip: Uploading Provost’'s Memo

To upload the Provost’s memo to reviewers in annual and cumulative evaluations simply
follow the 5 steps below.

1. Open the case and scroll down to “Internal Sections.”

San José State University > Cases >

Samantha Spartan

Unit Template Status

Biological Sciences Annual Evaluation (Committee) - College of Science Select Status

Case Materials  Case Details

Search case materials by title

D =3

© Expand Al @ Collapse All 4 Share €f Settings = Move

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.

aculty180 Vita @ View History

2. Under "Department Assistance,” select “Add File.”

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
be shared with the candidate by an administrator ar committee manager.

> Department Assistance

3. Add the memo file. ..

Add File x

Add New Fild Previous Reviews

Upload Video Webpage

@6@]

Drag & Drop your files anywhere or

Browse To Upload
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https://www.sjsu.edu/up/docs/guidance-for-rtp-and-lecturer-evaluations-in-the-era-of-pandemic.pdf
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4. .. .and select "Save.”

Add File ®

Add New File Previous Reviews
Upload Video Webpage

Name

Guidance for RTP and Lecturer Evaluations in the Era of Pandemic

oo Lo

5. The memo’s file name should appear under “Materials.” It may take a
few moments to completely upload.

Internal Sections
These sections are available to committee members reviewing the case and cannot be viewed by the candidate. Please note f

can be shared with the candidate by an administrator or committee manager.

v Department Assistance

In this step, the department may assist the faculty member with proper assembly of all required items.

Materials
Title Details

Guidance for RTP and Lecturer Evaluations in the Era of Pandemic Added by Junie Urbano
Nov 24, 2020
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