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Instructions for Reviewing Sabbatical Leave Applications, Fall 2016

To Review a Sabbatical Leave Application, first log in to eFaculty from the
MySJSU portal using your campus credentials. Any applications waiting for your
review will appear as an Action Item in your “To Do” list.

Click on the link Complete Evaluation: Chair’s Endorsement.
e Note: for the additional evaluation levels — naming convention is below
= College Committee
= Dean’s Recommendation
= University Committee

To Do
Search
Action Item +  Type ¢ Posted Date ¢  Due Date ¢ Actions
Complete Evaluation: Chair's Endorsement Evaluation August 10, 2016 August 31, 2016 6

A “Listing of Faculty Being Evaluated” will appear.

e Click the “View” @ icon to see the Sabbatical application.

View Faculty

[

Process 2016 Training Sabbatical Leave Review
Type Sabbatical

Evaluation Chair's Endorsement

. Details - Note: END date
Unit Mathematics The link to the application will no longer be available after this date

Creator Data180 Administrator

Start August 1, 2016 12-00AM Click to
End August 31, 2016 12:00AM Click to view access
application andfor Endorsement
Listing of Faculty Being Evaluated previous evaluations Form
. . - . . ~ Sabbatical Review:
O # < Faculty Being Evaluated ¢ Evaluation Saved | summer 2016} i Evaluale

1 Spartan, Sammy (o] Evaluaie

* Note: Saved Evaluations must be Submitted before the deadline shown.

Submit Selected Evaluations Cancel
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If multiple faculty are to be reviewed, each name will be listed.

Listing of Faculty Being Evaluated

O # < Faculty Being Evaluated < Evaluation Saved * e f::::gf;:ﬁ"iews Evaluate
1 Faculty1, Training o] Evaluate
2 Faculty2, Training (o] Evaluate
3 Spartan, Sammy @ Evaluate

= Note: Saved Evaluations must be Submitted before the deadline shown.

Submit Selected Evaluations Cancel

After you click on the “view” icon, a new window opens with only the individual
application you selected. Click the link in the “Process” column related to each

evaluation step as needed.

Chair’s view:

REVIEWS
Y SPARTAN

sammy.spartan@sjsu.edu

Click on link
to see application
s

) Note the details of each step in the workflow
Evalugtions

Evaluation | Faculty Start ,  Due

Procegs & itle ¥ e ¥ < 3
VP Author Response Date Date

2016 Training ~ Application Sabbatical Spartan, Sammy  No 2016-08-01  2016-08-31

Sabbatical 00:00 00:00

Leave Review

College Committee’s view:

SAMMY SPARTAN

sammy.spartan@sjsu.edu
Evaluations
Process < Title ¢ Type < Evaluation | Faculty . Start . Due

Author ¥ Response =~ Date ¥ Date

2016 Training  Application Sabbatical Spartan, Sammy  No 2016-08-01  2016-08-31
Sabbatical 00:00 00:00
Leave Review
2016 Training  Chair's Sabbatical Chair, Training No 2016-08-01  2016-08-31
Sabbatical Endorsement 00:00 00:00
Leave Review

Note: For each level of review, another row will be added.
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The application will open in another window. You might find it easier to read if
you expand to “full screen.” Scroll down to review the full application.

‘ D @ | httpsy//wvew facuty180.con

FACULTY180

DASHBOARD | [ S ———————————————

SABBATICAL APPLICATION

@ rote: Required attachments may be uploaded in Section G below.

4@

®

Add a Quicklink

PROFILE

ACTIVITIES Evaluations
B Human or Animal Subjects Documentation

EVALUATIONS

Fee=s 8 wio | If animal or human subjects are involved in the project. Is appropriate committee clearance attached? If not attached,

indicate date application was made. Or provide documentation that such clearance is not necessary.

2016 Training  Application
Sabbatical

Leave Review

Bl FORMS & REPORTS Date of Application 2016-08-10

Regarding Animal or Human Subjects Appropriate clearance is not attached, date of application is noted below

B VITAS 8 BIOSKETCHES Appointment History For Last Seven Years

For "fraction of time." you may enter numbers or words. (That is, you could write "full ime” or "1.0")
\_‘ — ate

Academic Year 1 Fall 2016 - Spring 2017
1 Spartan, Fall Fraction of Time 1.0 Juate
* Note: Saved Evaluations must be | Spangibiectioniofanmel) 1.0
ic Year 2 Fall 2015 * Spring 2016
Submit Selected Evaluations Fall Fraction of Time 1.0
Spring Fraction of Time 1.0
Academic Year 3 Fall 2014 - Sorina 2015 ~
- ©2016 DATATE0

Powered by DATA180

Close the application screen after you have finished reviewing it. Close the
“Process” screen as well if it remains open, and return to the main page (the
“Dashboard”) to complete your Chair’'s Endorsement or Committee Evaluation.

NOTE: If you are not the chair of the committee, you are to stop here and log out.
Only the committee chair will complete the evaluation form for the committee.

Complete the evaluation form. To do this, click the button under

the Evaluati | Evaluate
View Faculty G
Process 2016 Training Sabbatical Leave Review

Type Sabbatical

Evaluation Chair's Endorsement

Unit Details - Note: END date

L Mathematics The link to the application will no longer be available after this date

Creator Data180 Administrator

Start August 1, 2016 12:00AM Click to

End August 31, 2016 12:00AM Chckiblwew) access

application and/or Endorsement

Listing of Faculty Being Evaluated previous evaluations Form

- - - . . - Sabbatical Review:
] # 2 Faculty Being Evaluated ¢ Evaluation Saved Sl ——— i EvaluaIe

1 Spartan, Sammy (@] Evaluate

* Note: Saved Evaluations must be Submitted before the deadline sfrown.

Submit Selected Evaluations Cancel
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Complete the evaluation form as indicated. You may find it easier to read if you
expand to full screen. Answer the required questions (Can suitable arrangements
be made... etc.)

Type your full name in the eSignature box.

Click the “Save” button pbelow the Electronic Signature box.

/

SABBATICAL - CHAIR'S ENDORSEMENT

E Input Form

Suitable arranjements can be made so as ot to disrupt seriously the continuing course offerings of the department or the functioning of the unit.*  ves ~

The continuifg course offerings of this glepartment or the functioning of the unit will be seriously disrupted if the applicant is granted a sabbatical
leave.”

3 |FoutSize - | | i 5

It is a long established fact that a reader will be distracted by 9
the readable content of a page when looking at its layout. The
point of using Lorem Ipsum is that it has a more-or-iess normal
distribution of letters, as opposed to using 'Content here,

rantent hara! makinn it Inak like rearahla Ennlich Many

Statemeyt of benefits, if any, to fhe department if the leave were approved:*

v

Path: p » span

Elecfronic Signature

Chpir's Full Name*  Fyll Name of Chair

* Indicates required field

Save Cancel

You will be returned to the evaluation screen. Your evaluation is completed and
saved. Now you need to submit the evaluation.

e Check the box in the first column
e /Click the “Submit Selected Evaluations”

View Faculty /

Process 2016 Jraining Sabbatical Leave Review
Type Sabhbatical
Evaluation Chgir's Endorsement

Unit Mathematics

Creator ta180 Administrator
Start ugust 1, 2016 12:00AM
End August 31, 2016 12:00AM

Listing off Faculty Being Evaluated

¢ Evaluation Saved * g | EEEIEREETE Evaluate

# ¢ Faculty Being Evaluated s

vl 1 Sparian, Sammy @ Not Submitted @ Evaluate

" Note: Saved Evaluations must be Submittpd before the deadiine shown.

Submit Selected Evaluations Cancel
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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 remaoved from your Listing of Faculty Being Evaluated.
3. Your responsibility for this evaluation will be completed,

Your evaluation has been submitted and will automatically be routed to the next
level of evaluation. Click “Okay.”

Matification »

The evaluation has been submitted

You have finished all steps. Please log out of eFaculty. You will receive an email
message confirming again that your evaluation is complete.



