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Before You Begin 

Have the following documents ready for upload: 

1. Updated Curriculum Vitae (CV), including activities, accomplishments, and professional 
updates through AY 2025/26. 

2. Course evaluations for AY 2025/26 for all courses taught during the academic year. 

3. AY 2025/26 workload document(s), including copies of approved workload assignments. 

4. Optional supporting materials that you would like reviewers to consider, such as 
publications, presentations, grants, awards, service activities, teaching materials, or other 
evidence of professional accomplishments. 

You will also complete the required Outside Employment form and the Candidate 
Documents form in the packet 

 

Step 1 | Open Your Annual Evaluation Packet 

1. Sign in and navigate to Your Packets. 

2. Locate the active AY 2025/26 annual evaluation packet. 

3. Select View on the right side of the packet row 

 



Step 2 | Open the Packet Tab and Add Documents 

1. Select the Packet tab. 

2. Expand Candidate Documents - Annual Evaluation Materials Submission. 

3. Select Add beside each applicable document category and upload the correct file: 

• Updated Curriculum Vitae (CV) 
• Course Evaluations for AY 2025/26 
• AY 2025/26 Workload Documents 
• Additional Supporting Materials (Optional 

 

 



Step 3 | Complete the Candidate Forms 

1. In the Outside Employment section, select Fill Out Form. 

2. Answer both required questions and save the form. 

3. In the Candidate Documents section, select Fill Out Form. 

4. Complete the required dossier submission question and save the form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 4 | Review and Submit All Sections 

1. Verify that the required documents are listed in the annual evaluation materials section. 

2. Verify that both forms show as completed. 

3. Select the checkboxes beside the completed sections. 

4. Select Submit Sections at the top of the packet. In the screenshot below, the Submit 
Section is unavailable because the required sections have not been completed.  

  

 

 


