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Important Information & Deadlines

Annual/Cumulative Calendar

1/27/25 - 1/31/25: Document Verification Week

• Dept. Admin/Chair: Assisting faculty ensuring all documents have been submitted. 
• Faculty are responsible for all document uploads, but may reach out to the Dept., and 

efaculty@sjsu.edu /scott.nguyen01@sjsu.edu for assistance.

1/31/25: Faculty Case Submission

• Please ensure that all packets are regenerated & submitted by the faculty. Submitted packets will 
be locked.

• If the faculty is unable to regenerate or submit, Dept., can assist with this process to ensure 
packets are submitted by 2/3/25.

• ***Packets that are not regenerated will NOT have the most recent documents uploaded to 
“Activities”.***

2/3/25: Cases Moved to Department Level:
 - Committees and Chairs will now have access to faculty Annual Evaluations.

https://www.sjsu.edu/up/docs/annual-and-cumulative-evaluation-calendar.pdf
mailto:efaculty@sjsu.edu
mailto:scott.nguyen01@sjsu.edu


Calendar

*Reminder that faculty need 
to submit all documents and 
“Regenerate” by 1/31/25. 

2/3/25: All cases need to be 
moves to the Department 
Level Review. 

2/28/25: All cases need to be 
moves to the College Level 
Review. 



         Required Documents  

As a reminder, this is a snapshot of the list of 
Required Documents faculty are responsible for 
submitting all documentation for their 
Annual/Cumulative Evaluation.

If they need assistance they may request help 
from the Chair/Dept, and FS (Scott Nguyen)

Contact:

Scott.nguyen01@sjsu.edu / efaculty@sjsu.edu

I do ask that they email my Direct email and    
CC: eFaculty@sjsu.edu, for each and every email.

 What to Submit                Where to Submit it

http://www.sjsu.edu/up/docs/annual-and-cumulative-evaluation-instructions.pdf
http://www.sjsu.edu/up/docs/annual-and-cumulative-evaluation-instructions.pdf
mailto:Scott.nguyen01@sjsu.edu
mailto:efaculty@sjsu.edu
mailto:eFaculty@sjsu.edu


Verification
What do faculty need before we can move cases 

forward?
- Did faculty submit all: Required Documents? 

- ASA-L
- Sotes/Solates
- Direct Observations of Teaching

- Did faculty Regenerate there case?
- Faculty should have regenerated to ensure all 

documents have been uploaded.

- Did faculty “submit”?
- Faculty will also need to hit “Submit” to lock 

the case.

- Can I regenerate after we submit my packet?

Once cases are forwarded to review: 

cases CAN NOT be Regenerated.  Faculty can 
regenerate until 1/31/25 the submission due date.

What do Dept. Admin/Chairs do to assist?

- Did you verify the Required Documents are 
submitted?

- Please reach out to faculty if they have 
missing documents.

- Missing Sotes/Solates or Direct 
Observation of teaching.

- Faculty need to place a memo 
stating why they are missing the 
above required documents.

- The faculty did not regenerate, can I regenerate 
for them? Absolutely, YES!

- Faculty should have regenerated to 
ensure all documents have been 
uploaded. If they do not, please 
regenerate for them 

- My Faculty forgot to submit can I submit for 
faculty?  Absolutely, YES!

http://www.sjsu.edu/up/docs/annual-and-cumulative-evaluation-instructions.pdf
http://www.sjsu.edu/up/docs/annual-and-cumulative-evaluation-instructions.pdf


What should the case look like? 
Before Moving

Please make sure before 
sending:

- Correct Person 

- Correct Unit

- Case Locked, If you see it 
unlocked, please lock.

- Case “Regenerated”
Faculty180 Vita and Other 
documents unlocked, you must 
lock the packet.

If all of the aboved is checked 
off- please send the case 
forward.



READ CASE: What to look for

This is an example of a Faculty who 
added their ASA-L directly onto the 
faculty180 Website, and no ASA-L 
document was uploaded.

As you can see here.  
There is no section 
for: 

Review: 
Annual/Cumulative 
Review.

But I do see the Sotes 
and the Direct 
Observations of 
Teaching documents 
uploaded.



Sending Case Forward
• Navigate to one.sjsu.edu
• Log in 
• Navigate to the efaculty tile

• Here you can access the 
Annual/Cumulative cases 
that you have create.

• Click on the cases in your 
landing page to view the 
Faculty. 

• Or Click on “Cases”



Sending Case Forward

To Send Case Forward: 

- Once we have located the 
faculty case we want to move. 

- Please “Check”, the box to the 
left of there name. 

- Once Selected: Hit “Send 
Forward”

- This will bring up “Send Case 
Forward” screen.

Please Make a note we only want to move forward cases that are Reappointments.   In 
this example above you can see that Sammy has a Re-appt for Accounting and Finance.

As well as another , “Mini Review”   - Please ensure we are moving the correct cases .



Sending Case Forward

Please input Email Title:

Annual Evaluation Case is Available 
for Review

Messaging Templates has been 
Provided in the previous training 
slides.

Pg.17 - Annual Evaluation -On 2/3/25

Pg.18 - Cumulative Template
Preview & Send - On 3/17/2025

https://www.sjsu.edu/up/docs/annual-and-cumulative-evaluations-case-creation.pdf
https://www.sjsu.edu/up/docs/annual-and-cumulative-evaluations-case-creation.pdf


Send Cases Forward - Inside the Case

Alternatively you can send cases 
forward from within the faculty 
case. 

To Move forward: 

- Navigate to the top right 
hand corner

- Select “Send Case”

- “Forward to Department 
Review”

- This will bring up the 
“Send Case Forward 
Screen”, please refer to 
the previous slides for the 
templates.



Successfully Moved to the next stage

Once successfully moved you will see 
that the case has updated itself to 
the step that we have moved it too. 

On 1/31/25 - Cases either will be in 
“Case is with Candidate” or it will be 
in “Step 1 of 4: Department 
Assistance”

On Monday 2/3/25 - All Cases should 
now be moved to    

“Step 2 of 4: Department Level” Due 
Feb 26, 2025

Due Feb 26, 2025 - Department level 
review submission



How to Regenerate for faculty
- Navigate to the faculty case

- Click “Edit” in the Faculty 180 Vita 
section

- A pop up will appear, and please 
make sure the Term Ranges inputted 
are correct, this is pull all documents 
within the select Term Ranges

- Hit “Regenerate” then “Yes” to 
Confirm

- After you have confirmed, refresh 
your browser and the regenerate 
should now be completed.



Sharing Documents and Optional Response

During this phase, we will be moving cases:

From Step 2: Department Level 

Submission Date: 2/26/2025 - All reviews and 
confidentiality agreements must be signed and 
submitted prior to moving the case to the next step. If 
these documents are not present, you will not be 
allowed to move the case forward

If they are not present, you will see the 
“Required Documents” notification stating they 
are missing.  Packets with missing reviews from 
the committee will not be allowed to move 
forward.

To Step 3: Dean or Appropriate Administrator

Submission Date: 4/8/2025

 



Sharing Documents and Optional Response

On 2/28/2025 - Departments will 
share with faculty the:

Department level reviews

As well as provide a 10 Day Optional 
Response.  On 2/28/25

On Tuesday 3/11/2025 - All packets 
will then move to the College level -

Step 3, please review slides for 
instructions.



Sharing Documents and Optional 
Response Cont.

To Share Documents:  

Click the checkbox next to the 
document you wish to share with 
the faculty. 

- After the document is 
selected. 

- Click “Share” Located in the 
Blue bar

- Select ”with Candidate”
- This should bring you to the 

next page



Sharing Documents and Optional 
Response Cont.

Template Located on - 
Pg. 19

- Please add a Subject 
heading and the body

- Must Enable “File 
Response” in order for 
the faculty to reply.

- Deadline: 3/10/25

https://www.sjsu.edu/up/docs/annual-and-cumulative-evaluations-case-creation.pdf
https://www.sjsu.edu/up/docs/annual-and-cumulative-evaluations-case-creation.pdf


Questions or need 1 on 1 assistance, please contact: 

eFaculty@sjsu.edu

Open Lab Schedule: 

Tuesday 2pm-3pm 

Thursday 11am - 12pm

By Phone: x4-2204 By email:scott.nguyen01@sjsu.edu

Contact Information

mailto:eFaculty@sjsu.edu
https://docs.google.com/document/d/1gzzV8F3vh4mS0vFrqLIDnHBucZEiRkNOaGQdbZqXH0o/edit?tab=t.0
mailto:scott.nguyen01@sjsu.edu


Deadline Day Open Lab Hours

Open Lab - Open for all 

1/31/25 - 11-12pm 

1/31/25 - 1-2pm

https://sjsu.zoom.us/j/84075727726?pwd=UfdyQs5jgFArZMZXN9CaFOYX3ElX5k.1
https://sjsu.zoom.us/j/89260817256?pwd=zz77gWCvLMrN85cxksRaQ30QUPgBgZ.1

