


5.   In Part 2, click the Calendar Icon located in the Conference field to 
choose the Date of Conference this evaluation applies to

a.   Tip: Change the month/year shown on the calendar by 
clicking the triangle to the right of the date, month and year shown

6.   Using the Rating Scale in your evaluation notification email, select 
the Faculty Member’s ratings for this review period. 

7.   The Summary of Faculty Review section is used to document the 
Faculty Member’s Narrative Summary by typing text into the field.

8.   Enter text by typing into the field or by pasting text you’ve copied

9.   To return to this evaluation to make additional changes, click Save 
Part 2

10.   To finalize Part 2 of the evaluation, to move it to Part 3, click 
Evaluator’s Signature & Submit

Part 2: to be completed by the Evaluator/Evaluator Proxy (cont.)
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