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Step 1: Workflow opens

The workflow will be initiated in Faculty Success. The workflow begins with the 
faculty member; however, there is nothing to do at this step. After 24 hours, the 
process will automatically move to the department administrator. Faculty do not 
need to do anything at this time. If the faculty does log into Faculty Success, 
they will see the following:

If faculty click on the workflow process, they will see this screen:

This will automatically progress to the next step after 24 hours. 



Step 2: Administrator uploads

The college administrator will upload the prior evaluation and Page 2 on behalf of the 
faculty member. When this is completed, they will click “Actions,” then “Send to 
Faculty.”

Step 3: Faculty evaluation documents

The faculty member will receive an email when the administrative step has been 
completed. 

Additionally, faculty may enter their evaluation workflow by logging into Faculty 
Success and viewing their “Tasks & To-Dos” or selecting “Reviews.”



Faculty should upload their narrative in the first box, then their FAR form and other
documents in the second box.

The report can be previewed by clicking the PDF icon next to the report. 

If any changes need to be made to the report, X out of the workflow in the top left 
corner. 



Make the changes in your Faculty Success profile, then reenter the workflow. It is 
crucial that you click the refresh button next to the report. If this is not 
pressed, the report will not be updated. You will note that the “Last Updated” time 
and date will change to reflect the refresh.

After the narratives and other information are uploaded, click “Actions” in the top 
right and “Submit to Faculty Supervisor.”

Step 4: Supervisor review

The supervisor will 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.



When this is complete, the supervisor will select “Actions,” then “Send to 
Department Chair” in the upper right corner.

Step 5: Department chair review

When the supervisor has completed their evaluation form, the chair will receive an 
email noting the form is ready for their comments. They can also find this by going 
to “Reviews” and seeing their open tasks.

The chair will be prompted to enter a narrative and type their name into the form. 
When this is completed, click “Actions” and “Submit to Faculty Acknowledgment” 
in the upper right corner.



 

Step 6: 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 this is completed, click “Actions” and “Submit to Dean” in the upper right 
corner. 

Step 7: Dean review

The dean will receive the evaluation documents to review. The dean cannot send 
the submission directly back to the chair. If the review needs to be sent back to the
chair, the dean will need to send it back to the faculty member with directions to 
then send it back to the chair. 

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 8: 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 
availability 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 one folder for each set of uploads, labeled here as 
“01_Admin_Setup” and “02_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. 

 


	SMHS – Annual Evaluation Overview
	Supervisor and Chair Version
	Step 1: Workflow opens
	Step 2: Administrator uploads
	Step 3: Faculty evaluation documents
	Step 4: Supervisor review
	Step 5: Department chair review
	Step 6: Faculty acknowledgment
	Step 7: Dean review
	Optional: Evaluation download



