
Annual Review Quick Tutorial for Faculty/Instructors 
 

For detailed instructions with screen shots, be sure to see the Annual Review Guide for Faculty Powerpoint. 

This quick guide introduces the main features of the online review form. 
 

1. Online Annual Review forms are located in Sharepoint at http://www.uscupstate.edu/annualreview 

 Log in using your network username and password 

 You may access the site and complete your file using any device (smartphone, notebook, computer, 

etc.) 

2. From home page, click Reviewee Console 

3. Click New Annual Review to begin. Your *Name will be automatically filled in. Once all Faculty 

Information (marked with *red asterisk) is filled in, the Save and Exit button will work. Save and Exit at 

any point and return later to complete the file in multiple sessions. 

4. Select the *Review Period for Annual Review or Three-Year Post-Tenure Review. 

5. Select the *Year or years of review (one at a time) to automatically import course enrollment data 

from my.sc.edu. 

6. Select the *Department (including sub-unit in professional schools) to identify your reviewer and import 

your specific unit criteria.  

7. Select *Rank to identify type of review (instructor or faculty). 

8. Under Teaching, imported courses can be edited and supporting attachments added by clicking the number 

under the Edit column. Additional courses can be added by clicking Add at the bottom of the imported 

list. Multiple attachments can be added per course for syllabi, evals, etc. 

9. Additional teaching, scholarship, and service categories are divided according to categories in promotion 

and tenure files, with drop-down menus for each category matching items in promotion and tenure tables 

as well as common items that would fall under the “Other” category. These labels and divisions will make 

it easier to compile promotion and tenure tables later, where applicable. Add each item, select options, 

include descriptions or notes, and add attachments to document each item.  

10. Click “Continue” at the bottom of the page to automatically save work on that page and move to the next 

category, or click “Save and Exit” to return later.  Individual pages are available for Teaching, 

Scholarship, Service, Awards and Honors, and Supporting Materials/Summary & Goals for Next Year.  

11. Faculty members should upload an updated cv as part of the Supporting Materials. 

12. A final summary page offers a pdf view of the complete file with live links to each attachment. Review 

this document, then click “Submit” at the bottom to complete the file and notify the reviewing 

administrator that the file is ready for review. 
 

 To return to a saved form, go to Reviewee Console. Click “My Saved Reviews.” Click the pencil icon to 

edit an existing review. 

 After submitting, faculty/instructors will receive an email notification (with direct link) when the reviewing 

administrator is ready to discuss the form if applicable and the review is ready to be signed. If there are any 

errors or overlooked items in the review, faculty members should discuss these issues directly with the 

reviewing administrator. Reviews can be edited by reviewers. 

 Faculty members can also access a review to be signed by clicking Reviewee Console, “Reviews Waiting 

on Me.” Click the pencil icon to electronically sign the form. As always a signature does not signify 

agreement with the assessment in the review. 

 After signing, faculty/instructors will find completed reviews in the Completed Reviews section.  

o Click the eye icon by the chosen review to view, save, or print a pdf of the faculty/instructor file 

submitted to administrators. These files will be archived and remain accessible any time. 

o Click the printer icon to view, save, or print a pdf of the signed review form. This form will print in 

four separate pages (numerical ratings, teaching comments, scholarship comments, service comments) in 

order to avoid running text into unprintable areas of the page. These reviews will be archived and remain 

accessible at any time. 

http://www.uscupstate.edu/annualreview

