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1. Go to Administration -> Reports -> Administrative Reports -> Standard Vitas 

 
2. You should then see a numerical value for the number of full-time faculty in your department; if you have relevant part-time faculty, 

you may wish to choose All Active in the Employment Status drop-down menu.  

a. Click on the number 

 
 

 

  



3. You will get a list of your faculty 

a. At the top of this page, change the report to your college/unit’s Annual Activity Report, then click on the blue eyeball for a 

given faculty member (the date range doesn't matter). 

 
 

4. The first section in the resultant pop-up window should be the Evaluations section and you can scroll until you find the year and eval 

step you want to see 

a. Click on the field in the first column for desired step: 
 

 
 



5. Yet another pop-up window opens with the submitted evaluation form. You may print to PDF or print out as desired. 

 

 

 


