
Teaching and Research Artifact Reports  
 

The following guide will explain the new Teaching and Research Artifact reports for use during the 
College of Arts & Sciences annual evaluations.  
 
These reports will compile all of your teaching and research evidence into two separate  PDFs with 
links to the evidence you have uploaded in Faculty Success. The PDFs will automatically load into 
your annual evaluation.  
 

 
UND Faculty Annual Evaluation -  Teaching Artifacts  
 
Teaching evidence will now be uploaded to your individual courses in Faculty Success. Teaching 
evidence uploaded to Faculty Success is not publicly accessible.  Materials should be uploaded for 
all courses that are part of your Page 2. Do not upload materials for courses that are part  of an 
overload contract.  
 

1. Log into Faculty Success.  
 

2. Click “My Profile,” then scroll to “Scheduled Teaching.” Click the “Scheduled Teaching” heading 
to open your list of courses.  

 

 
 

 
 
 
 
 
 
 
 
 
 



3. Place your cursor over the course you would like to add artifacts for. Click the small pencil 
icon.  
 

 
 
 This will open a window on the right side of your browser.  
 

 
 

4. Scroll down to the bottom of this window to find the upload areas.  
 

 



5. Upload your documents as required by your department and college. Each upload area only 
allows one upload . If you would like to upload multiple files, you will need to combine them 
outside of Faculty Success first. If you teach multiple sections of the same course, please 
upload the SELFIs and syllabi into the separate sections as appropriate.  
 

6. When you are finished, click “Save” at the bottom of the screen.  

 
 

7. Repeat this process for all classes that will be part of your annual evaluation.  
 

8. To preview your Teaching Artifact Report, return to your Faculty Success homepage.  
 

 



9. Click “Reports” on the left side of the screen.  Scroll down to “UND Faculty Annual Evaluation 
– Teaching Artifacts.”  
 

 
 

10. Change the date range to the dates of your contract that are being evaluated, then click “Run 
Report” in the top right.  
 

 
 

 The report will be downloaded .  
 

 
 
 

The report will have your courses listed  by term and year, with the documents separated by 
course  and type. This report will replace individual teaching artifact uploads when the 
evaluation process opens. Reminder: You do not need artifact uploads for overload courses .  
 

 
 



 
UND Faculty Annual Evaluation – Research Artifacts  
 
Researc h and creative activity  evidence will now be uploaded to your individual courses in Faculty 
Success. Materials should be uploaded for all courses that are part of your Page 2. This report will 
include evidence for:  

A. Published or accepted intellectual contributions  
B. Presentations  
C. Artistic and professional performances or exhibits.   

 
The following guide applies to any of these three areas, but an Intellectual Contribution example will 
be used.  
 

1. Log into Faculty Success.  
 

2. Click “My Profile,” then scroll to  “Intellectual Contributions .” Click the “ Intellectual 
Contributions ” heading to open your list of items .  

 

 
 
 

3. To add a  document to an existing entry,  place your cursor over the item  you would like to add 
artifacts for. Click the small pencil icon.  
 

 
  
 
 
 



This will open a window on the right side of your browser.  
 

 
 

4. Scroll down to the bottom of this window to find the upload area.  
 

 
 

5. Upload your documents as required by your department and college  (e.g. first page of 
articles, entire article, abstract for presentation, full presentation) . Each upload area only 
allows one upload . If you would like to upload multiple files, you will need to combine them 
outside of Faculty Success first.  
 

 
 
 
 
 
 
 
 
 



6. At the  bottom of the window , you are  ask ed for consent to publish the item publicly and online  
through UND Scholarly Commons. If you do not want to take this action or do not have 
copyright permissions to do so, select “I do not want my work to be available on UND 
Scholarly Commons.” If you have  any questions about UND Scholarly Commons, please 
contact Zeineb Yousif ( zeineb.yousif@UND.edu ) with the Chester Fritz Library.  
 

 
 

7. Repeat this process for all contributions within the evaluation period , adding new 
contributions by clicking “Add New” in the top right.  Note: Only published or accepted 
contribution artifacts are needed for this report.  
 

 
 

8. Repeat this process for the “Presentation” and “Artistic and Professional Performances and 
Exhibits” area s  of your profile , as applicable.  
 

9. To preview your  Research  Artifact Report, return to your Faculty Success homepage.  
 

10. Click “Reports” on the left side of the screen.  Scroll down to “UND Faculty Annual Evaluation 
– Research  Artifacts.”  
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11. Change the date range to the dates of your contract that are being evaluated, then click “Run 
Report” in the top right.  
 

 
  

The report will be downloaded.   
 

 
The report will have your  research and creative activity artifacts separated by type . This 
report will replace individual artifact uploads when the evaluation process opens. Reminder: 
Refer to departmental guidelines to determine what artifacts should be included in your 
annual evaluation.   
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