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Instructions for Submitting Applications for the FERP Program,
2016-2017

e Access eFaculty from the My.SJSU “Apps” portal and log in by using your regular campus
credentials.
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¢ You will land on your “Dashboard” and you should see an “Action Item” under your “To Do”
list. Click on the link that says Faculty Early Retirement Program Application.
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e You should now see your name listed. Then click on the “evaluate” button.
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o Complete the application form. Note: an asterisk indicates a required field.
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e After completing the application, cfi e “save” button at the bottom of the screen.

e Your application is completed and saved. Now it needs to be submitted. To submit:

> heck the box in the first column
> |[Then click the “Submit Selected Evaluations” button
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¢ You will see the following screen. Click “Submit.”

Submit Selected Evaluations »®

submitting the selected evaluations has the following implications;
1. Faculty being evaluated can respond to the evaluation, if applicable,

2. submitted evaluations will be removed from your Listing of Faculty Being Evaluated.
3. Your responsibility for this evaluation will be completed,

e Your application has been submitted to be reviewed by the Chair. You will see the confirmation
message below. Click the “Okay” button.
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The evaluation has been submitted

You will also receive an email from the Faculty 180 system confirming that your application is
complete and submitted. Congratulations! You have successfully submitted your FERP application.
When you return to the Dashboard, you will see that it has been removed from your “To Do” list.
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No Messages.

Need Help?

Contact Molly Marquez or Rosa Savercool or Elna Green in the Office of Faculty Affairs.



