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Phase I Teaching



Phase I Teaching

 The first portion is instructions. Please scroll to number 2 entitled "Narrative
describing the faculty member's efforts to achieve or maintain teaching excellence"

Writing is covered for privacy reasons



Reading Supporting Documentation

 To read supporting documentation, click the eye to read it directly in AEFIS.

Writing is covered for privacy reasons



 After clicking the eye, you can view the document. To exit the document
preview click the "EXIT DOCUMENT PREVIEW" at the bottom of the page.

Reading Uploaded Supporting Documentation



Downloading Supporting Documentation
 To download supporting documentation, click the cloud to start the download. Please

be patient depending on size it may take time

Writing is covered for privacy reasons



No supporting documents in any document upload areas. 

Some faculty did not follow instructions and only uploaded the documents, but did
not select. To know if that occurred the following should be present. 

1.

ERROR ON SUPPORTING DOCUMENTS

     2. Documents are uploaded to the form, as evidenced in the upper right corner. If 
          the box contains a number, the documents were uploaded but not selected.

Writing is covered for privacy reasons



Please be aware that if you send the PPE back, the system does not have a feedback
box to let the faculty know why you sent it back. You must send them an email from
your own Outlook, letting them know why you are sending it back and what they
must fix. 

Please look over the entire PPE before sending it back to the faculty. We want to
make sure you catch and address all errors in your first email. We do not want the
faculty to resubmit, and more errors are discovered that were not addressed the first
time.

If COAS would like a feedback box in the future, this is something we can add for
2023. However, it is too late to add it now. 

SENDING PPE BACK TO SUBMITTING FACULTY



Writing is covered for privacy reasons

If the faculty did not select the documents, then the PPE needs more information and
must be sent back to the submitting faculty
1. Use the orange down button to scroll to the bottom of the page 

3. Select "Submit the Form"

2. Select "Needs Information"

SENDING PPE BACK TO SUBMITTING FACULTY

4. Select "Yes, Submit the
Form"



Phase I Teaching
Teaching Summary of Course Evaluations



Phase I Teaching
Mean of the Median Calculation

Course Section here Mean of the Median calculation here.



Writing is covered for
privacy reasons

Writing is covered for
privacy reasons



FACULTY ERROR
Mean of the Median Calculation

If the faculty did not enter in the mean of the median calculation it will look like this.
If you need them to enter it then you must follow the steps on sending it back to
them for more information. 



Please be aware that if you send the PPE back, the system does not have a feedback
box to let the faculty know why you sent it back. You must send them an email from
your own Outlook, letting them know why you are sending it back and what they
must fix. 

Please look over the entire PPE before sending it back to the faculty. We want to
make sure you catch and address all errors in your first email. We do not want the
faculty to resubmit, and more errors are discovered that were not addressed the first
time.

If COAS would like a feedback box in the future, this is something we can add for
2023. However, it is too late to add it now. 

SENDING PPE BACK TO SUBMITTING FACULTY



Writing is covered for privacy reasons

If the faculty did not select the documents, then the PPE needs more information and
must be sent back to the submitting faculty
1. Use the orange down button to scroll to the bottom of the page 

3. Select "Submit the Form"

2. Select "Needs Information"

SENDING PPE BACK TO SUBMITTING FACULTY

4. Select "Yes, Submit the
Form"



Phase II Research,
Scholarly Activities,
and Creative Work



Phase II Research, Scholarly Activities,
and Creative Work

 The first portion is instructions. Please scroll to number 3 entitled "Narrative for Pre-
Publication Activities"

Writing is covered for privacy reasons



Writing is covered for privacy reasons

Reading Supporting Documentation

 To read supporting documentation, click the eye to read it directly in AEFIS.



 After clicking the eye, you can view the document. To exit the document
preview click the "EXIT DOCUMENT PREVIEW" at the bottom of the page.

Reading Uploaded Supporting Documentation



Downloading Supporting Documentation
 To download supporting documentation, click the cloud to start the download. Please

be patient depending on size it may take time

Writing is covered for privacy reasons



     2. Documents are uploaded to the form, as evidenced in the upper right corner. If 
          the box contains a number, the documents were uploaded but not selected.

Writing is covered for privacy reasons

No supporting documents in any document upload areas. 

Some faculty did not follow instructions and only uploaded the documents, but did
not select. To know if that occurred the following should be present. 

1.

ERROR ON SUPPORTING DOCUMENTS



Please be aware that if you send the PPE back, the system does not have a feedback
box to let the faculty know why you sent it back. You must send them an email from
your own Outlook, letting them know why you are sending it back and what they
must fix. 

Please look over the entire PPE before sending it back to the faculty. We want to
make sure you catch and address all errors in your first email. We do not want the
faculty to resubmit, and more errors are discovered that were not addressed the first
time.

If COAS would like a feedback box in the future, this is something we can add for
2023. However, it is too late to add it now. 

SENDING PPE BACK TO SUBMITTING FACULTY



Writing is covered for privacy reasons

If the faculty did not select the documents, then the PPE needs more information and
must be sent back to the submitting faculty
1. Use the orange down button to scroll to the bottom of the page 

3. Select "Submit the Form"

2. Select "Needs Information"

SENDING PPE BACK TO SUBMITTING FACULTY

4. Select "Yes, Submit the
Form"



B. Publications, Exhibits, & Performances
C. Involvement in Professional Organizations
and Meetings

Repeat these steps for 

Phase II Research, Scholarly
Activities, and Creative Work



Phase III. University
and Community
Service



Phase III. University and Community
Service

 The first portion is instructions. Please scroll to number 2 entitled "Narrative for
University and Community Service"

Writing is covered for privacy reasons



Writing is covered for privacy reasons

Reading Supporting Documentation

 To read supporting documentation, click the eye to read it directly in AEFIS.



 After clicking the eye, you can view the document. To exit the document
preview click the "EXIT DOCUMENT PREVIEW" at the bottom of the page.

Reading Uploaded Supporting Documentation



Downloading Supporting Documentation
 To download supporting documentation, click the cloud to start the download. Please

be patient depending on size it may take time

Writing is covered for privacy reasons



     2. Documents are uploaded to the form, as evidenced in the upper right corner. If 
          the box contains a number, the documents were uploaded but not selected.

Writing is covered for privacy reasons

No supporting documents in any document upload areas. 

Some faculty did not follow instructions and only uploaded the documents, but did
not select. To know if that occurred the following should be present. 

1.

ERROR ON SUPPORTING DOCUMENTS



Please be aware that if you send the PPE back, the system does not have a feedback
box to let the faculty know why you sent it back. You must send them an email from
your own Outlook, letting them know why you are sending it back and what they
must fix. 

Please look over the entire PPE before sending it back to the faculty. We want to
make sure you catch and address all errors in your first email. We do not want the
faculty to resubmit, and more errors are discovered that were not addressed the first
time.

If COAS would like a feedback box in the future, this is something we can add for
2023. However, it is too late to add it now. 

SENDING PPE BACK TO SUBMITTING FACULTY



Writing is covered for privacy reasons

If the faculty did not select the documents, then the PPE needs more information and
must be sent back to the submitting faculty
1. Use the orange down button to scroll to the bottom of the page 

3. Select "Submit the Form"

2. Select "Needs Information"

SENDING PPE BACK TO SUBMITTING FACULTY

4. Select "Yes, Submit the
Form"



Faculty Curriculum
Vitae



Reading Curriculum Vitae

 To read the CV, click the eye to read it directly in AEFIS.



 After clicking the eye, you can view the document. To exit the document
preview click the "EXIT DOCUMENT PREVIEW" at the bottom of the page.

Reading Curriculum Vitae



Downloading Curriculum Vitae
 To download the CV, click the cloud to start the download. Please be patient

depending on size it may take time



     2. Documents are uploaded to the form, as evidenced in the upper right corner. If 
          the box contains a number, the documents were uploaded but not selected.

Writing is covered for privacy reasons

No supporting documents in any document upload areas. 

Some faculty did not follow instructions and only uploaded the documents, but did
not select. To know if that occurred the following should be present. 

1.

ERROR ON SUPPORTING DOCUMENTS



Please be aware that if you send the PPE back, the system does not have a feedback
box to let the faculty know why you sent it back. You must send them an email from
your own Outlook, letting them know why you are sending it back and what they
must fix. 

Please look over the entire PPE before sending it back to the faculty. We want to
make sure you catch and address all errors in your first email. We do not want the
faculty to resubmit, and more errors are discovered that were not addressed the first
time.

If COAS would like a feedback box in the future, this is something we can add for
2023. However, it is too late to add it now. 

SENDING PPE BACK TO SUBMITTING FACULTY



Writing is covered for privacy reasons

If the faculty did not select the documents, then the PPE needs more information and
must be sent back to the submitting faculty
1. Use the orange down button to scroll to the bottom of the page 

3. Select "Submit the Form"

2. Select "Needs Information"

SENDING PPE BACK TO SUBMITTING FACULTY

4. Select "Yes, Submit the
Form"



Do not
submit the

PPE



The PPE will be reviewed by Chair,
Dean, and Provost. 



Unless you are the Provost, do not
submit the PPE as all parties need

access to the form until the end of the
semester. 



Thank you!


