
Uploading Required Documents to eFaculty

Annual Evaluation



Annual - Required Documents

        Required Doc:                  Where to upload the Doc:



Annual Summary of Achievement ASA-L

Where to Find the ASA-L Document

1. Go to www.sjsu.edu

2. Use the search bar to look up “Annual Evaluation”

3. Locate the file titled Annual Summary of 
Achievements – Lecturers (ASA-L) [docx]

4. Download the document and fill it out

http://www.sjsu.edu


Annual Evaluation - Uploading Required 
Documents

Go to one.sjsu.edu

Click on eFaculty

Select Activities



ASA-L Upload
Please navigate to Review: 
Annual/Cumulative 
Evalutions to upload your 
ASA-L document.

Click +ADD

Upload the document



SOTEs & Syllabi
SOTEs are automatically 
uploaded in this section.

Syllabi must be added 
manually.

To upload your syllabus, 
click the pencil icon 
under ACTIONS and 
then upload the file.

 



Uploading Your Syllabus

Uploading Your Syllabus

1. Click Add

2. Select your file

3. Set Type to Syllabus

4. Click Upload

Please upload only one 
syllabus per course. 
Duplicate syllabi are not 
required.



Direct Observations of Teachings

Please navigate to the 
Direct Observations of 
Teaching section to 
upload your Direct 
Observation of 
Teaching (Peer 
Review) document.

Click +ADD

And upload the 
document



Regenerating Your Annual Evaluation Packet

Once all required documents have been 
submitted:

1. Navigate to Your Packet in the top-left 
corner.

2. Click on your Annual Evaluation Packet.

3. Click Edit, then select Regenerate.

4. Follow the prompts to complete the 
regeneration process.



Verify Packet Documents

After Regeneration is 
Complete

1. Refresh the webpage.

2. Click Preview Packet in the 
top-right corner.



Review Your Packet

Reviewing Your Packet

Once you are in Preview:

● Expand each section to review all documents.

● Click on each document to ensure it appears 
correctly and in the proper section.

● Please remember to submit your packet once 
all documents are complete.

After submission, you may notify your Chair so they can 
review the documents prior to the submission due date.


