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eFaculty QuickTip: Uploading Provost’s Memo 

To upload the Provost’s memo to reviewers in annual and cumulative evaluations simply 
follow the 5 steps below. 

1. Open the case and scroll down to “Internal Sections.”

2. Under “Department Assistance,” select “Add File.”

3. Add the memo file . . .

https://www.sjsu.edu/up/docs/guidance-for-rtp-and-lecturer-evaluations-in-the-era-of-pandemic.pdf
https://www.sjsu.edu/up/docs/guidance-for-rtp-and-lecturer-evaluations-in-the-era-of-pandemic.pdf
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4. . . .and select “Save.” 

 

5. The memo’s file name should appear under “Materials.” It may take a 
few moments to completely upload. 

 
 




