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FACULTY Workflow Directions for Full-time Annual Evaluation (6-18-24) 
 

IMPORTANT: Before you begin the process of uploading your Annual Activity Packet and CV, 
please save both documents on your computer with this nomenclature:   

• Lastname-Firstname-AAP-2023-24.pdf (Note: if you will also submit the packet for 
continuance, label it AAcP instead of AAP (lower case c intended).  

• Lastname-Firstname-CV-2023-24.pdf 
 

Part I: Uploading  and submitting your Annual Activity Packet and CV 

1. Go to: https://app.wku.edu/workflow/  
2. On that page, click on the Full-time Faculty Evaluations Dashboard. 
3. Log-in with your normal WKU credentials (you may have to do the Duo thing). 
4. Then, click the CREATE NEW EVALUATION button at the top of the page.

 
5. You’ll arrive at a page that looks like this: 

 

https://app.wku.edu/workflow/
https://app.wku.edu/workflow/
https://app.wku.edu/workflow/
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6. Make sure the approval chain correctly lists you, your chair/director, and dean—if not, 
STOP, and contact amber.scott@wku.edu to correct the error.  She will contact you once it 
has been corrected, and then you will re-start the process.   

7. Once you know the approval chain is correct, click the green UPLOAD button under Annual 
Activity Packet (see screen shot on previous page). You’ll arrive at this screen:  
 

 
 
8. Follow the directions on the page to either Drag and Drop or Click and Select your packet. 

Once you’ve added it, you will get to a screen that looks like this: 

 
Remember to click the green ADD SELECTED button to correctly upload the file—forgetting 
this step is the most common error in the process (don’t be common 😉). 

mailto:amber.scott@wku.edu
mailto:amber.scott@wku.edu
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9. The page will look like this when you’ve done it correctly: 
 

 
 

10. Then press the CONTINUE button.   
 

11. Go through the same routine to add your CV.  Click the green Upload your CV button, follow 
the directions to upload your CV, Click ADD SELECTED, and then click CONTINUE.   

12. Once your files are added correctly, you’ll arrive back at this screen: 
 

 
 
13. Press the SUBMIT button. You’ll then see a SUCCESS screen. You will also receive an email 

saying Evaluation Packet Submitted.  Now you wait for your department chair to complete 
your evaluation.  
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Part II: After the chair has completed the evaluation 
 
1. You will receive an email notifying you that the chair has completed the evaluation. Click 

the ACCESS FULL-TIME FACULTY EVALUATION WORKFLOW button at the end of the email. 
 

 
 

2. Log in to the workflow. Then, click the magnifying glass next to your name under Pending. 

 
 

3.  After clicking the magnifying glass, you will return to the Full-Time Faculty Evaluation page.  
Scroll down the page until you reach the Annual Evaluation Document section.  Click the 
DOWNLOAD button next to your name to read your chair/director’s ratings and comments.  
Review the Criteria for Evaluation radio buttons on the web page to make sure they match 
the ratings on the Word document that you downloaded.  The page will look something like 
this: 
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4. After you have read your evaluation and checked that the ratings match the evaluation on 

the Word document, you have two options.   
A. Press SUBMIT if you accept the evaluation.  Or  
B. Upload a response document (label it Lastname-firstname-Response-2023-24).  Note: To 

upload your response, follow the directions elaborated on page 3 of this document, 
steps 7, 8 and 9—and then press SUBMIT.   

5. You will receive a Success message in the browser and an email notification called Faculty 
Received when you have successfully responded to your chair/director.  You will continue to 
receive messages about the status of your evaluation until it is completed.   
 

NOTE: If you have submission errors during the process, you will receive notification emails 
from your chair/director with instructions on how to correct the submission. For example, you 
might have uploaded the wrong document, you might have not included required materials in 
the packet, etc.   


