
CEHD  – Annual Evaluation Overview  
 
Updated: 08/0 5/2026 
 

 
Step 1: Workflow opens  

 
The workflow will be initiated in Faculty Success. The workflow begins with the faculty member . 
There are three ways the faculty member can be notified of this, in order of the images below: (1) 
Email notification from Watermark; (2) “Tasks & To - Dos” on the Faculty Success homepage; (3)  
By navigating to “Reviews” on the Faculty Success page.  

 

 
 

 
 

 
  



When faculty enter the workflow, their report s  will populate automatically. The “Contact & 
Research” report is three years  of data, while the “Teaching” and “Service & Other” reports are 
one year.   
 
To review the reports, click the PDF icon. If something looks incorrect, “X” out of the workflow 
and make the appropriate change in your Faculty Success profile.  
 

 
 

If changes are made to any of the information that will populate in the reports, click the refresh 
icon next to the appropriate report. This is a critical step. If the refresh icon is not pressed, the 
information will not be updated  in the report.  In the example below, the “Contact & Research” 
report was updated. This can be seen by the “Late Updated” time changing .  

 

 
 
 



When you are satisfied with the reports, upload the annual evaluation narrative and the other 
contract documents to their respective areas. When this is complete, click “Actions” in the 
upper right corner and “Submit to Department Chair.”  

 

 
 
 
Step 2: Department chair review  

 
The department chair will first review the submitted faculty documents. If there are any 
issues, they may send the evaluation back to the faculty  member  to make changes. To do this, 
click “Actions” in the upper right corner and “Send Back to Previous Step.”  
 

 
 
 
 
 
 
 
 
 



The department chair will then complete the evaluation form by entering a rating and 
narrative for each evaluation area. If an evaluation area does not apply, it may be left blank.  
 
 

 

 
The chair also needs to type their name into the last box of the form.  
 
 

 
When this is complete, the chair will select “Actions,” then “Send to Faculty  Acknowledgment ” 
in the upper right corner.   
 

 



Step 3: Faculty acknowledgment  
 
When the chair has completed their process, the faculty member will receive an email 
notification, as seen above. They can also log into Faculty Affairs to see the progress of their 
evaluation by going to “Reviews.”  
 

 
 
The faculty  member  will review the evaluation form, then type their initials  into the provided 
box. They may also optionally  upload a response to the chair feedback. After t his is 
completed, click “Actions” and “Submit  to Dean ” in the upper right corner.  
 
 

 
 

Step 4: Dean review  
 

The dean will receive the evaluation documents to review. The dean cannot send the 
submission directly back to the chair. If there are concerns with the chair response, the dean 
will need to send it back to the faculty member with directions to then send it back to the 
chair. These conversations and directives may occur outside of Faculty Success.  
 
The dean will type or copy and paste their narrative into the appropriate box, then type their 
name at the bottom of the form. When this is complete, they will click “Actions” and “Submit to 
Faculty Sign.”  
 



 
 

Step 5: Faculty sign  
 

The faculty member will receive the evaluation for their final signature. They should review 
the dean comments, then complete the four boxes at the bottom of the form. If the faculty 
member disagrees with all or part of the evaluation, they will submit a response to their chair 
and/or dean outside of Faculty Success.  
 
When the form is complete, click “Actions” and “Submit.”  
 

 



This will complete the evaluation. The evaluation will now show under “Reviews” and “History” 
for all involved parties.  
 

Optional: Evaluation download  
 

The competed evaluation may be downloaded at any time by clicking the arrow under 
“Actions.”  This is not required . The completed evaluation will remain availabl e in Faculty 
Success.  
 

 
 

 
 
There are two options to download the files. To save the files to your personal computer or 
drive, select “Download submission with files to my computer” and “Download.”  
 

 
 

The evaluation contents will be downloaded  as a .zip file.  
 

 
 



The file will have a folder for  the set of faculty uploads , labeled here as “0 0_Faculty .” The 
official evaluation form will populate as an .html file.  
 

 
 
 
 

If saving the form for your records, it is easiest to do this by the opening the .html file first. 
This will open a browser window with the completed form.  
 

 
 

 
 



Then print the form  and select “Save as PDF” for the destination.  
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