SJSU UNIVERSIT

ERSONNEL

SENDING EVALUATION TO CANDIDATE
FOR OPTIONAL RESPONSE

eFaculty QuickTip
Sending Department Level Evaluations to Faculty Member for Optional Response

Step 1. Select the Department
Committee caret (if the form is
not visible, select the caret
again, and the form should
appear. Under Committee
Forms, select the evaluation
form.
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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 or committee manager.
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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
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Step 4. Complete the information
identified by the arrows. Provide
a message to the candidate.
Please go to the site below or
use the template in the example.

https://www.sjsu.edu/up/docs/e
mail-standard-messages.docx

1.
2.
3.

Enter a Subject

Enter the message

Make sure the correct
evaluation(s) is listed under
the message.

On the right, select: Enable
Enter a message reason:
Annual Evaluation for
Optional Response

Select the calendar date at
least ten calendar days after
sharing. If sharing earlier
than calendar deadlines,
typically you should use the

vk

Message to Candidate b X
To Fill in Subject -
Details
Subject * / Direct email reply:
Select box

Department Level Evaluations - Optional Response

Message * P Provide a message to the candidate

@ G| B I KlE = M Q

zeffie.bruce@sjsu.edu
| File R

Enable

When you share a file for the recipient to review, you can

check this box to allow them to submit a file in respanse.
Check this aption to allow the recipient of this message to

submit a file in response Fill in reasen
Message Reason

‘ Optional Response to Annual Evaluation |

=]

Dear Faculty Member:

The Department has concluded its review of your annual or cumulative evaluation. Their
recommendation is attached . You have 10 days to provide an optional response. If responding,
please submit your response no later than March 8,2021. Please note that the link above will not
‘work for sign on unless you are already signed in to your eFaculty account-visit one.SJSU.edu.

Deadline @

P i
Provide date due of March 8, 2021 or 10 days from

the sending of evaluation form
Section for Response *

Share Files

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

m Department Chair v
Annual Evaluation - Form 1 X
The section for response is Dept Chair~
Select send ﬂ m

optional response due date
on the calendar.

Section for Response should
be set to your level
(department or college) and
reviewer.
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