
 
 

 
 

 

     
    
      
   
     
      
   
   
    

 

    

   

Kronos Help Guide Faculty Annual Review & Professional Development Plan 

The workflow for this process is as follows: 

• Faculty member (self-review) 
• Division Director (adds comments) 
• Faculty member (review and sign) 
• Division Director (sign) 
• Dean of Academic Innovation & Instructional Technology (add comments and sign) 
• Dean of Instruction (add comments and sign) 
• VPAASS (add comments and sign) 
• President (add comments and sign) 
• Finalized for HR employee file 

To more easily navigate this help guide, skip to the pages relevant to you: 

Position Title Page 
 Faculty Member 
 Division Director 

  Dean of Academic Innovation & 
 Instructional Technology 
 Dean of Instruction 

VPAASS  
 President 

  2, 10
 6, 13

 16 

 19 
 22 
 25 
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~ 
Favorites My HR 

~ 
My Information HR Act ions 

® Checklists 

Mylime 

Forms ~ 0 
Isl Government Forms > 

My Schedule 

G ther Form) 

~ My All Forms 
My Benefits 

(;) Offer Letters 

' 
Surveys 

c::i 

c 

1.  Faculty Member  

To begin the process, the faculty member navigates to My HR > Forms > Other Forms 

On the “Available” tab, find the document titled, Faculty Annual Review & Professional Development Plan for the correct fiscal year.  Select “Add” to add a new 
form. 
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HR > Forms > Other Fonns 

-4-- Other Forms 

I Submitted ) 

ffi Exit Survey View Open 

ffi. FSA Enrollment 2023 View Open 

!:a Faculty Annual Review & Professional Development Plan View Open G 
HCC Code of Trust 

Review form on the left side of the page. Sele<t SIGN icon. SUBMIT once completed. View Open + add 

Faculty member should complete Section 1 on page one, and then complete all self-assessment fields on the subsequent pages. Please DO NOT SIGN the 
form at this point in the process. Submit the unsigned form to your supervisor for them to add comments.  Faculty will sign off after the supervisor 
returns the document with their feedback added. 

• To save your work and return to it later at any point in the process, click the green save button in the top right of the screen. 
• To navigate between pages, use the arrows at the top left of the form or the next button on the top right of the screen. 
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My HR , Forms 

~ Faculty Annual Review & Professional Development Pion 

v Image Form 

C: Page1of11 ) 

v l mage Fo rm 

◄ Page2of11 

• 111\GUt.,TO\\ , 
~ to1.u.c, 

Faculty Annual Review and Professional Development Plan 
FY 2022-2023 

Faculty and Division Director Instructions: 

Step 1: Faculty complete Section 1, self-reflection areas of Sections 2, 3, 4, and faculty portions of Section 5. If 
applicable, complete Section 6. Submit 10 Division Oi<e<:tor via email. 

Step 2: Division Director completes Director Feedback areas for Sections 2, 3. 4. and director portions of Section 5. If 
applicable, complete Section 6. Return to faculty via email. 

Step 3: Faculty and Division Director discuss Director's comments and suggested goals. Vv'hen in agreement, both parties 
sign in Section 7. Division Director wi11 emai1 signed version to Dean of Instruction. 

Name Rank Division 

>t: >islant Professor En9lish & Humanities 

Test instruction faculy self- assessment information Test instrucHon facuty self- assessment inf ormation. 

Test instructioo facul y self- assessment inforrmiion Test instruction facuty self• assessment informaion. 

Test inslructioo f acul y self - assessment information Test instruction facul y self• assessment information. 

Test Instruction faculy self- assessmenl information Test Instruction facul y self- assessment Information. 

i.l E·MIIH+mm 

1' "' 
0 135% 0 :) Reset 

0 135% 0 :) Reset 

Example of self-assessment on page 2: 

When finished with the self-assessment, the faculty member navigates to page 11 and submits the form in the top right of the screen. DO NOT SIGN THE FORM 
AT THIS POINT IN THE PROCESS. 
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My HR > Forms 

+- Faculty Annual Rev iew & Professional Development Pion 

v Ima ge Form 

◄ Page11of11 

Save and submit the for m'? 

Participant 

FaclA1ty 

Div ision Oirei:lor 

Dean of Distance 
Leam ing 

Dean of Instruction 

You are about to save and submit this form for lu~ rrification 

( Cancel ) Save & submit 

iiieii6N f : Wfliiii 

Sig n 

= Sign 

Sig n 

i) +·@&ii·ii ♦M:i\8 ... 
1' 

0 135% 0 ::) Reset 

Submitting this form sends it along to the Division Director to add their feedback. 
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Custom Form 
FY 2025 Faculty Annual Review & Professional Development Plan 

0 Megan Test Curryyy (00000000) l & 

EB. View Details :;r. View Workflow 

Manager 1 test_Megan Curry Executive Officer/Cabinet Member test_Megan Curry Departments Learning Support Center 

Jobs (HR) Academic Testing Center Assistant 

Created 03/06/2025 12:36 pm 

2. Division  Director  

The Division Director will receive a “To-Do” notification.  Click “Modify” in the bottom right to begin the supervisor assessment. 
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Approve/ Reject Custom Form 
FY 2025 Faculty Annual Review & Professional Development Plan 

0 Megan Test Curryyy (0OO00OO0) / .9 

Manager 1 test_Megan Curry 

Jobs (HR) Academic Testing Center Assistant 

created 03/06/2025 12:36 pm 

Reject custom form request? 

You are about to reject this custom form request. 

Note * 

Please provide a list of goals on page 9 

Executive Officer/Cabinet Member 

X 

( Cancel ) ii&i 

E& View Details :,: View Workflow 

test_Megan Curry Departments Learning Support Center 

Review the information submitted by the faculty member for clarity/completeness.  If more information is necessary, navigate back to your to-do item and click 
the reject button. 

Type a reason for rejecting the form, and then click reject to send it back to the faculty member 
for review and edit. 
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HR > Forms 

~ Faculty Annual Review & Professional Development Pion 

G Megan Test Cur ryyy (00000000) / 61 

HR > Forms 

~ Faculty Annual Review & Professional Development Pion 

G Megan Test Curryyy (00000000) / 61 

v lmageForm 

◄ Page11of11 

Division Diredor Feedback on lnstrudion 

Participant 

Fae tty 

Division Director 

Dean of Distance 
Leaming 

Dean of Instruction 

VPAASS 

President 

13 il 

Sign 

Sign 

+·Mi!H+ . m 
I 

0 135% 0 :)Reset 

13 il 

0 135% 0 ::, Reset 

If the form is complete, proceed to add supervisor comments and feedback in the appropriate fields (supervisor comments should start with “Division Director 
Feedback on Instruction” on page 3).  Use the arrows (top left) or the next button (top right) to navigate between pages. 

Once all supervisor comments and feedback have been added, navigate through the form to page 11. DO NOT SIGN the form at this point in the process. 
The form will be returned for signature after the faculty member reviews and signs. 

To send back to the faculty member for their review and signature (they will sign after meeting to discuss), press “MODIFY” in the top right of the screen. 
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form? 

You are about to modify this form . 

( Cancel 
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Approve/Reject Custom Form 
Faculty Annual Review & Professional Development Plan 

0 Mega n Test Curryyy (000000001 

Ea, View Details X View Workflow 

Created 01/29/ 2024 02:39 pm 

3.   Faculty Member  

When the Division Director sends the form back to the faculty member for review and signature, a new item will appear in the faculty member’s “To-Do” items. 
Click on “Modify” from the to-do item. 

Review the comments and make any necessary updates based on supervisor feedback.  Navigate to page 11 to SIGN the form.  Click “sign”. 
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SECTION 7: SIGNATURES 
Participant 

Faculty 

Division Director r• 
Dean of Distance 

Leaming 

Dean of Instruction ,~ 
VPAASS 

President 

Terms and Conditions X 

0 By clicl<ing che "I Agree" bun on, you ackno"'1edge char 
you have read, understand and agree to che t erm s and 
conditions of this form 

Password • 

Plea~e type your (Megan curryyy) password co confirm. 

Sign 

Sign 

Sign 

Sign 

Sign 

Sign 

I 

" 

"" . 

Key in password to sign electronically. Then select “I Agree”. 

Your signature will generate on the form.  To submit to the Division Director, select “Modify” in the top right. 
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HR > FOf"ms 

~ Faculty Annual Review & Professional Development Plan 

v Image Form 

◄ Page 11 of11 

Participant 

Faculty 

Division Director 

Dean of Distance 
Leaming 

Sign 

Sign 

1:3 ii 
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Approve/Reject Custom Form 
FY 2025 Facu lty Annua l Review & Professional Development Plan 

0 Megan Test cu rryyy 100000000) / & 

Manager 1 test_Megan curry Executive Officer/Cabinet Member 

Jobs (HR) Academic Testing Center Assistant 

Created 

Participant 

Faculty 

Division Dir~tor 

Dean of Distance 
Loaming 

Dean of Instruction 

VPAASS 

President 

03/06/2025 12:51 pm 

SECTION 7: SIGNATURES 

Sig n 

Sig n 

Sig n 

Sig n 

SECTION 8: VPAASS'S COMMENTS 

El\ View Details :r. View Workflow 

test_Megan curry Departments Learn ing support Center 

4.  Division Director  

Go into the “To-Do” item and select “Modify” to navigate back into the form. 

Review, and when ready to sign, go to page 11. Click on the “Sign” button on the Division Director line. 

13 



 
 

   

 

 

         

 

 

 

Terms and Conditions X 

(D By clicking the "I Agree" button, you acknowledge that 
you have read, understand and agree to the terms and 
condit ions of this form 

Password * 

Please type your (test_Megan Curry) password to confirm. 

"" facu1,y Annuol Review & ProfesslOl'IOI OevelopMent Pion 

v 1mc90 Forti\ 

. 
o. ..... -.,. ( 

u ..... ... 

I 
I I 

! If/I ) 

To sign, type in your password and click, “I Agree”. 

Your signature will appear on the form. To move the workflow to the Dean of Academic Innovation & Instructional Technology, click “Modify” in the top right. 
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Modify form? 

You are about to modify this form. 

( Cancel ) -

0 Completed 
Custom form has been successfully modified . I 

.. 

Select “Modify” again when prompted. 

The form will be sent to the Dean of Academic Innovation & Instructional Technology. 
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Approve/Reject Custom Form 
FY 2025 Faculty Annual Review & Professional Development Plan 

0 Megan Test Curryyy 1000000001 / .p 

E& View Details :I! View Workflow 

Manager 1 test_Megan Curry Executive Officer/Cabinet Member test_Megan Curry Departments learning Support Center 

Jobs(HR) Academic Testing center Assistant 

created 03/06/2025 12:51 pm 

~ Faculty Annual Review & Professional Development Pion 1:::1 il 

t:£; Megan Test Curryyy f0OOOOOOOJ / ~ 

+·Milli~ 

v lmageForm 

0 13596 0 ::> Reset 

Division Director Feedback on Instruction 

5. Dean of  Academic Innovation & Instructional Technology  

When the form is ready, there will be an item waiting in the “To-Do” items.  Click on the notification bell, locate the Faculty Annual Review & Professional 
Development Plan, and select modify to add feedback. 

Dean of Academic Innovation & Instructional Technology feedback begins on page 7. To navigate through the form, use the arrows on the top left or the “Next” 
button on the top right. 

Note: If you need to reject the form back to the Division Director (e.g., something is incomplete), you can do so from the to-do item. Click reject (instead of 
modify), type in a reason for returning the form, and then click reject one more time to send the form backward in the workflow. 
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ati& 1· ikiAlfOiid . 
Participant SKJnature 

Faculty 
. . , , ,, 

Division Direct°' 
es, __ iv,egan vurry, 

Dean of Academic 
Innovation & 

Instructional Technolo 

Dean of Instruction .. 
VPAASS .. 

Presidont 

Terms and Conditions X 

CD Ry r lirking thP ··r AgrPP" h11tron. yo11 ~rknnwlPrlgP th~t 
you have read, understand and agree to the terms and 
condit ions of this form 

Password* 

Please type your (test_Megan Cuny) password to confirm. 

( Cancel ( I Agree ) 

Sign 

Sign 

Sign 

Sign 

Date 

' -

Type feedback and comments into the applicable text box(es).  

To sign the form and move the workflow forward to the Dean of Instruction, navigate to page 11.  Click on “sign” on the Dean of Academic Innovation & 
Instructional Technology signature line. 

To sign, type in your password and click, “I Agree”. 
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HR > Forms 

~ Faculty Annual Review & Professional Development Pion 1:3 

fD Megan Test Curryyy (00000000) / ~ 

Participant Calo 

Faculty 

Division Oire<:tor 

~ an of Distance -

Modify form? 

You are about to modify this form. 

( Cancel ) 

0 Completed 

Custom form has been successfully modified .. 

-

To move forward to the Dean of Instruction, click “Modify” in the top right of the screen. 

Select “Modify” again when prompted. 

The form will be sent to the Dean of Instruction. 
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Approve/Reject Custom Form 
FY 2025 Faculty Annual Review & Professional Development Plan 

0 Megan Test Curryyy 1000000001 / .p 

E& View Details :I! View Workflow 

Manager 1 test_Megan Curry Executive Officer/Cabinet Member test_Megan Curry Departments learning Support Center 

Jobs(HR) Academic Testing center Assistant 

created 03/06/2025 12:51 pm 

~ Faculty Annual Review & Professional Development Pion 1:::1 il 

t:£; Megan Test Curryyy f0OOOOOOOJ / ~ 

+·Milli~ 

v lmageForm 

0 13596 0 ::> Reset 

Division Director Feedback on Instruction 

6.  Dean of Instruction  

When the form is ready, there will be an item waiting in the “To-Do” items.  Click on the notification bell, locate the Faculty Annual Review & Professional 
Development Plan, and select modify to add feedback. 

Dean of Instruction feedback begins on page 3. To navigate through the form, use the arrows on the top left or the “Next” button on the top right. 

Note: If you need to reject the form back to the Dean of Academic Innovation & Instructional Technology (e.g., something is incomplete), you can do so from the 
to-do item. Click reject (instead of modify), type in a reason for returning the form, and then click reject one more time to send the form backward in the 
workflow. 
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II 1k I ibN 7: 111UAlTDia:a 
Participant S1nnature 

Faculty 
' 11 1> 

Division Director 
es, _Megan c;urry, 

Dean of Academic 
Innovation & 

Instructional Technolon, 

Dean of Instruction 

VPAASS 

Presidont • .. 

Terms and Conditions X 

0 tjy c icking ttle .. 1 Agree· bunon. you acknowledg~ that 
yuu ltdVI: 1e:1:J , u11tle1~Ld11cJ am; aqr ~e lu llie l e1111~ drn.l 
conditions of this form 

! 
I I 

---------------------' 

PasS\A1ord ,r 

Please type your (test_Megan C1.r1y) password to confii-m. 

( cancel {-@•iit► 

Sign 

Sign 

Sign 

Sign 

Date I 

Type feedback and comments into the applicable text boxes. 

To sign the form and move the workflow forward to the VPAASS, navigate to page 11.  Click on “sign” on the Dean of Instruction signature line. 

To sign, type in your password and click, “I Agree”. 
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HR > FOfms 

+- Faculty Annual Review & Professional Development Plan 13 ii 

II, Megan Test Curryyy (00000000) l &> 

v Image Form 

◄ Page 11of11 0 135% 0 :)Reset 

iitl& I: WflNI 
Participant Signature Date 

Faculty ......... ··~ _ ,.,, , .. ... , .... ~ 

DlvislonDirectOf est_Megan Curry, 01/29/2024 

Dean o f Distance est_Megan Curry, 01/29/2024 
Leaming 

Dean of lnstructloo est_Megan Cuny, 01/~ /2024 

VPAASS Sign 

President Sign 

Modify form? 
You are about to modify this form. 

( Cancel ) @t@@-

0 Completed 

Custom form has been successfully modified. 

-

To move forward to the VPAASS, click “Modify” in the top right of the screen. 

Select “Modify” again when prompted. 

The form will be sent to the VPAASS. 
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Approve/Reject Custom Form 
FY 2025 Faculty Annual Review & Professional Development Plan 

0 Megan Test Curryyy 1000000001 / .p 

E& View Details :I! View Workflow 

Manager 1 test_Megan Curry Executive Officer/Cabinet Member test_Megan Curry Departments learning Support Center 

Jobs(HR) Academic Testing center Assistant 

created 03/06/2025 12:51 pm 

~ Faculty Annual Review & Professional Development Plan 1:::1 il 

e Megan Test Curryyy (00000000) / ~ 

v lmageForm 

0 135% (i) '.) Reset 

Division Director Feedback on Instruction 

7. Vice  President of Academic Affairs &  Student  Services  

When the form is ready, there will be an item waiting in the “To-Do” items.  Click on the notification bell, locate the Faculty Annual Review & Professional 
Development Plan, and select modify to add feedback. 

VPAASS feedback begins on page 10.  To navigate through the form, use the arrows on the top left or the “Next” button on the top right. 

Note: If you need to reject the form back to the Dean of Instruction (e.g., something is incomplete), you can do so from the to-do item.  Click reject (instead of 
modify), type in a reason for returning the form, and then click reject one more time to send the form backward in the workflow. 
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ati& 1· ikiAlfORd . 
Participant S!!lnature 

Faculty 
" > ' 

Division OlroctOt 
es, __ iv,egan o,,urry, 

Dean of Academic 
Innovation & 

Instructional Technolo ... u 

Dean of ln1,truction 

➔ VPAASS 

Presidont 
,. .. 

Terms and Conditions 
X I 

8 Dy c icking the "I Agree" buttcn, fOU acknowledge that 
you hJ:'IC rCJd, unccr~t.:md ~nc Jg rec to th~ term~ .:rnd 
cond1t1,::ins ot th is torm 

rassword * 

Flease typ-e you1· (test_Meqcn Curr,:, passin:ord to confinn 

Sign 

Sign 

Sign 

Sign 

Date 

Type feedback and comments into the applicable text box. There is an additional box on page 11, under the signature lines, for additional comments not related 
to tenure. 

To sign the form and move the workflow forward to the President, navigate to page 11.  Click on “sign” on the VPAASS signature line. 

To sign, type in your password and click, “I Agree”. 
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HR > Forms 

~ Faculty Annual Review & Professional Development Plan 

(D Megan Test Curryyy (00000000) / ~ 

v lmageForm 

◄ Page11of 11 

llelllil 7: lllll"JURU 
Participant Sianature Data 

Faculty 
I'"'"" ,.,, .... ' V .... 

Division Director est_Megan Curry, 01129/2024 

Dean o f Olstanc. est_r~egan Curry, 0112912024 
Leaming 

O.an of lnstl\lctlon est_Megan Curry, 0113012024 

VPAASS est_Megan Curry, 0113012024 

President Sign I 
Modify form? 

You are about to modify this form. 

( Cancel ) @ f•@@j 

0 Completed 

Custom form has been successfully modified, 

-

To move forward to the President, click “Modify” in the top right of the screen. 

Select “Modify” again when prompted. 

The form will be sent to the President. 
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Approve/Reject Custom Form 
Faculty Annual Review & Professional Development Plan 

'3 Megan Test Curryyy (00000000) 16' 

Ea, View Details X View Workflow 

Manager 1 test_Megan Curry Executive Officer/Cabinet Member test_Megan Curry Departments Eng. & Eng. Technology 

Jobs(HR) Academic Testing Center Assistant 

Created 01129/2024 03:07 pm 

+- Faculty Annual Review & Professional Development Plan s i) 

(It Megan Test Curryyy (00000000) / ~ 

v Image Form 

0 135% 0 :) Reset 

Division Director Feedback on Instruction 

8. President  

When the form is ready, there will be an item waiting in the “To-Do” items.  Click on the notification bell, locate the Faculty Annual Review & Professional 
Development Plan, and select modify to add feedback. 

President’s feedback is on page 11.  To navigate through the form, use the arrows on the top left or the “Next” button on the top right. 
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II iknbN 7: IIIUAlnmu 
Partlclpant 

Faculty - ' 11 1> ' 

Division OlrcctM 
es, _Megan c;urry, 

Dean of Academic 
Innovation & 

Instructional Technolon, 

Dean of Instruction 

VPAASS ... 
➔ 

President • .. 

Terms end Conditions X 

0 By clicking tho "I /qrcc" button, you ocknowlcdgo thot 
you have read, understand and aqree to the terms and 
con di t ons of this form 

Pdssword * 

Please type yc,ur (test.Megen Curr1) password to coofirm. 

~~ature 

Sign 

Sign 

Sign 

Sign 

II 

Date 

' 

• 

Type feedback and comments into the applicable text box under the signature lines. 

To sign the form and send the finalized review to the employee’s file, click on “sign” on the President’s signature line (also on page 11). 

To sign, type in your password and click, “I Agree”. 
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HR :> Forms 

-E- Faculty Annual Review & Professional Development Plan 13 il 

G Megan Test Curryyy (00000000) / ,9 

v lmageform 

◄ Page11of11 0 135% © :) Reset 

f"Ktilty 

Divis ion Oire-etor est_Megan Curry, 01/29/2024 

Dean of OlstanC41 esU Aegan Curry, 01/29/2024 
Leaming 

DH n of Instruction est_Megao Curry, 01/30/2024 

VPAASS est_Megan Curry, 01/30/2024 

President est_Megan Curry, 01/30/2024 I 

Modify form? 

You are about to modify t his form. 

( Cancel ) -~@JP 

0 Completed 

Custom form has been successfu lly modified. 

-

To finalize for the employee file, click “Modify” in the top right of the screen. 

Select “Modify” again when prompted. 

The form will be finalized and sent to the employee file. 
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	Review the information submitted by the faculty member for clarity/completeness.  If more information is necessary, navigate back to your to-do item and click the reject button. 
	Type a reason for rejecting the form, and then click reject to send it back to the faculty member for review and edit. 
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	When the Division Director sends the form back to the faculty member for review and signature, a new item will appear in the faculty member’s “To-Do” items. Click on “Modify” from the to-do item. 
	Review the comments and make any necessary updates based on supervisor feedback.  Navigate to page 11 to SIGN the form. Click “sign”. 
	Review the comments and make any necessary updates based on supervisor feedback.  Navigate to page 11 to SIGN the form. Click “sign”. 
	Key in password to sign electronically. Then select “I Agree”. 
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	When the form is ready, there will be an item waiting in the “To-Do” items. Click on the notification bell, locate the Faculty Annual Review & Professional Development Plan, and select modify to add feedback. 
	Dean of Academic Innovation & Instructional Technology feedback begins on page 7. To navigate through the form, use the arrows on the top left or the “Next” button on the top right. 
	If you need to reject the form back to the Division Director (e.g., something is incomplete), you can do so from the to-do item. Click reject (instead of modify), type in a reason for returning the form, and then click reject one more time to send the form backward in the workflow. 
	Note: 

	Type feedback and comments into the applicable text box(es).  
	To sign the form and move the workflow forward to the Dean of Instruction, navigate to page 11.  Click on “sign” on the Dean of Academic Innovation & Instructional Technology signature line. 
	To sign, type in your password and click, “I Agree”. 
	To sign, type in your password and click, “I Agree”. 
	To move forward to the Dean of Instruction, click “Modify” in the top right of the screen. 

	Select “Modify” again when prompted. 
	The form will be sent to the Dean of Instruction. 

	6.  Dean of Instruction  
	6.  Dean of Instruction  
	6.  Dean of Instruction  

	When the form is ready, there will be an item waiting in the “To-Do” items. Click on the notification bell, locate the Faculty Annual Review & Professional Development Plan, and select modify to add feedback. 
	Dean of Instruction feedback begins on page 3. To navigate through the form, use the arrows on the top left or the “Next” button on the top right. 
	If you need to reject the form back to the Dean of Academic Innovation & Instructional Technology (e.g., something is incomplete), you can do so from the to-do item. Click reject (instead of modify), type in a reason for returning the form, and then click reject one more time to send the form backward in the workflow. 
	Note: 

	Type feedback and comments into the applicable text boxes. To sign the form and move the workflow forward to the VPAASS, navigate to page 11. Click on “sign” on the Dean of Instruction signature line. 
	To sign, type in your password and click, “I Agree”. 
	To sign, type in your password and click, “I Agree”. 
	To move forward to the VPAASS, click “Modify” in the top right of the screen. 

	Select “Modify” again when prompted. 
	The form will be sent to the VPAASS. 

	7. Vice  President of Academic Affairs &  Student  Services  
	7. Vice  President of Academic Affairs &  Student  Services  
	7. Vice  President of Academic Affairs &  Student  Services  

	When the form is ready, there will be an item waiting in the “To-Do” items. Click on the notification bell, locate the Faculty Annual Review & Professional Development Plan, and select modify to add feedback. 
	VPAASS feedback begins on page 10.  To navigate through the form, use the arrows on the top left or the “Next” button on the top right. 
	If you need to reject the form back to the Dean of Instruction (e.g., something is incomplete), you can do so from the to-do item. Click reject (instead of modify), type in a reason for returning the form, and then click reject one more time to send the form backward in the workflow. 
	Note: 

	Type feedback and comments into the applicable text box. There is an additional box on page 11, under the signature lines, for additional comments not related to tenure. 
	To sign the form and move the workflow forward to the President, navigate to page 11.  Click on “sign” on the VPAASS signature line. 
	To sign, type in your password and click, “I Agree”. 
	To sign, type in your password and click, “I Agree”. 
	To move forward to the President, click “Modify” in the top right of the screen. 

	Select “Modify” again when prompted. 
	The form will be sent to the President. 

	8. President  
	8. President  
	8. President  

	When the form is ready, there will be an item waiting in the “To-Do” items. Click on the notification bell, locate the Faculty Annual Review & Professional Development Plan, and select modify to add feedback. 
	President’s feedback is on page 11.  To navigate through the form, use the arrows on the top left or the “Next” button on the top right. 
	Type feedback and comments into the applicable text box under the signature lines. To sign the form and send the finalized review to the employee’s file, click on “sign” on the President’s signature line (also on page 11). 
	To sign, type in your password and click, “I Agree”. 
	To sign, type in your password and click, “I Agree”. 
	To finalize for the employee file, click “Modify” in the top right of the screen. 

	Select “Modify” again when prompted. 
	The form will be finalized and sent to the employee file. 






