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Step I: Prepare Six PDFs
1. Faculty Information — Fill out the Cover Page and save.
2. Faculty Narrative — A report of activities in each evaluation area: teaching, scholarly/creative
(if applicable), professional development, and service. Some departments prefer prose while
others prefer bullet points; consultation with the chair is recommended.

3. Teaching Appendix — Artifacts for items described in the Narrative.

4. Scholarly/Creative Appendix (if applicable) — Artifacts for items described in the Narrative.

5. Professional Growth Appendix — Artifacts for items described in the Narrative.

6. Service Appendix — Artifacts for items described in the Narrative.

Step II: Create E-Portfolio in Blackboard

1. Click Tools, then Portfolios, then Create Portfolio (do not select an existing template).

2. Title the portfolio [Your Name] 2022 Annual Report and click Submit.

3. Rename Page 1 as Faculty Information and upload the corresponding PDF created in Step 1
(Cover Page) by clicking Add Artifact, then Add Personal Artifact, select your file, and Save.

4. Click + to create additional pages for the other five PDFs described in Step I. When finished,

click Done Editing.

Step lll: Submit E-Portfolio in Blackboard

1. Click More under your portfolio, then Share, then Share a Snapshot, then External Users.
Enter your email address (do not modify anything else) and click Submit.

2. Back on the main page of Blackboard, click Courses and look for tmp.[Department
Acronym].202220 (e.g. tmp.CHEM.202220 for Chemistry). The course will be titled Tenure
and Promotion Provost Office (this is used year-round, so ignore the description).

3. Click E-Portfolio Submissions. The Annual Evaluation Portfolio assignment is in this folder.

4. Click Select Portfolio and then attach [Your Name] 2022 Annual Report. In the Comments
section, paste the Snapshot link that was sent to your email. Click Submit.

Step I: Review the E-Portfolios
1. In Blackboard: click Courses and look for tmp.[Department Acronym].202220 (e.g.
tmp.CHEM.202220 for Chemistry). The course will be titled Tenure and Promotion Provost
Office (this is used year-round, so ignore the description).
2. Click Grade Center under Course Management and look for the assignment Annual
Evaluation E-Portfolio Submission. All portfolios for the department will be located here.

Step II: Complete the Annual Evaluation Documents
1. Draft the packet, which includes the summary page, scoring for each evaluation area, chair’s
narrative (using the form provided or attached as a memo), and proposed activities form.
2. Meet with faculty to discuss, finalize, and sign the Annual Evaluation documents.

Step lll: Submit the Annual Evaluation Documents
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