OptionalJob Aid: Faculty Annual Performance Review

Unlock or Lock a Faculty Member’s APR

Unlock a Submitted Section

Once a faculty member has submitted their APR packet, they are no longer able to edit the materials in
their packet. Case Managers, Committee Managers and Administrators for the case can manually unlock
the APR to allow for the faculty member to make revisions. Administrators can view this information in
the chronological Activity Log of all activity on an Annual Performance Review (APR) Case. The Activity
Logis accessed from the Case page.

Navigate to the faculty member’s APR packet. Click the Lock button to lock the APR. Picture below is

after the button is pushed.
Status of APR

v Recording Academic Activities @ | Unlock

Please record your academic and professional activities for the previous academic year in the appropriate sections below. Complete only the sections that
are relevant to you—you do not need to complete every section.

Key Points

» Be prepared! An up-to-date curriculum vitae will make it easier to complete the form. The APR form is consistent with the current version of the UMass
Chan CV format, allowing you to cut-and-paste information from your CV into your APR. Keep a log of your teaching evaluations to upload to Interfolio.

Click the Unlock button to Unlock the APR. Picture below is after the button is pushed.
Status of APR
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Please record your academic and professional activities for the previous academic year in the appropriate sections helow. Complete only the sections that
are relevant to you—you do not need to complete every section.

Key Points

» Be prepared! An up-to-date curriculum vitae will make it easier to complete the form. The APR form is consistent with the current version of the UMass
Chan CV format. allowina vou to cut-and-paste information from vour CV into vour APR. Keen a loa of vour teachina evaluations to upload to Interfolio.

To view an Interfolio video click the link below.
https://rise.articulate.com/share/Zv9oVNyzU89LcN9je0Uo044)criWpZ5)Q#/lessons/INIQzlzS-

lokG5uncn3vodjJJoCNi8P3
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