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Overview

Thisdocument is intended to guide faculty membesough the steps required to complete an annual
evaluation packet. Generic terminology is used to describe roles in thdtiFd oolkit. Please see the
below basic glossary of terms.

Toolkit Loginhttps://facultytoolkit.ese.ufhealth.org/home

Glossary of Terms

Annual Evaluation Packetthe cumulative sections included in the faculty toolkit and all applicable
assessments.

51 G { 2 dzNDOS —deutignk 6f BdtoolkidiblEdata entry will roll over from the previous
annual evaluation packet such as departmental affiliat®eeData Source Guidd@hese sections should
be updated/edited yearly with changes.

51 41 { 2dz2NOS a+seciohddabithe fokitmMiEhRiata will imprt from a source such as
myUFL. These sections of the toolkit will not be editable except from the source. Ex@epiéed
Effort will import directly from myUFL Effort Reportin§eeData Source Guide.

51 G { 2 dzNDsdctignsof theSdelkit which certain data will import frontampussource such

as myUFL and faculty will also have the option to enter text or upload a document. Example: Teaching
Evaluations will uploaddm GatorEvaldor DMD courses and faculty will also have the option to upload
evaluations from residents, continuing education courses or other course evalsation

Faculty—a person who has an annual evaluation packet. Thisggemay or may not have a supervisory
role in addition to their own annual evaluation packet.

Supervisor-the person who performs primary assessment of one or more faculty members.

Countersignersomeone who provides additional required assessmentfatalty due tosecond level
supervisiongdotted line reporting, dual appointments, or other arrangements specific to that faculty.

Unit executive—the highest level in a unit. This person can see packets for anyone in the unit.


https://facultytoolkit.ese.ufhealth.org/home
https://dental.ufl.edu/wordpress/files/2022/04/Faculty-Toolkit-Data-Source-Guide.pdf
https://dental.ufl.edu/wordpress/files/2022/04/Faculty-Toolkit-Data-Source-Guide.pdf

TheEvaluatiorProcess

Log in to the toolkit ahttps://facultytoolkit.ese.ufhealth.orgto begin the assessmg process.
Preferred Browsers: Firefox, Safari and Chrome.

dick loginand use your gatorlink username and password.

To begin your annual e vMylPacket ontheleftma o k Sadecterdur c k o n
Packet in the middle of the page

FacultyToolkit
My Pack

bl

® Logout
Welcome to the Annual Faculty Activity Reporting and Evaluation Toolkit. This is y! record your les d 4 5 review period. Please click “Select Your Packet” to begin the process. At
the end of each section there is a you need tocli your entries In that section. A significant amount of information Is synced nightly from campus d will be updated
until your packet has been finalized, at which point no more changes will occur. Please carefully review that information and edit it at the campus repository thatit your activities during the
reporting period. Remember, this will become the official record of your acaderic career for the selected. You are y has editing rightsto yo -porting tool unless proxy access

has been granted by your unit administration.

University Chapter 6€1-7.010, as your faculty evaluation for the review period .

To seethetraining video click here

On the next screen clSeleckaPackétt he drop down menu *

Packet Selection

* Indicates a required field

*Select a packet

Select a packet :I

Select the annual evaluation packet cycle yibat you wish to view or fill out

Packet Selection

* Indicates a required field

*Select a packet

Select a packet -

Select a packet
Dentistry : College of Dentistry Evaluation 18-19 : (05/19/2018 - 05/17/2019)

Dentistry : College of Dentistry Evaluation 19-20 : (05/19/2019 - 05/17/2020)

Dentistry : College of Dentistry Evaluation 21-22 : (05/19/2021 - 05/17/2022)



https://facultytoolkit.ese.ufhealth.org/

Then c Bealectk on *

Packet Selection

* Indicates a required field

*Select a packet

Dentistry : College of Dentistry Evaluation 21-22 : (05/19/2021 - 05/17/2022) v

You will havehe following optionson the main screen

1 CI i c RacketHistdryto view all actions for the annual evaluation cycle.
T CI i c RacketiProgressto view sections completed/incomplete.
T CIl i c&eledaDifferentPackét i n future years to move bet wee

packet years.

To begirfilling out your annual evaluatiopacketclick on one of the s#ions on the lefimenu bar:

1 “ID Infd
1 “Teaching Activity
1 “Research & Creative Wotk
1 “Service/Other Activity
1 “Clinical Activity
1 “Other
@ My Packet <
ID Info <
Teaching Activity <
Research & Creative Work <
Service/Other Activity ¢
Clinical Activity <
Other <

& Packet Progress
£ Submit Packet
& Select Another Packet

& Export Packet To Word

® Logout




Note: For your packet to be fulgpomplete you must navigate through each section. It is recommended
t hat vy ou IDIlaefdildertdyingIdformfaton” whi ch i s the first subsec

Each of the section is broken dblnfidi hasot her blkeéows
subsections.

FacultyToolkit

@ My Packet <

ID Info v

Identifying Information
Faculty Mentoring
Departmental Affiliations
Professional Qualifications
Job Duties

Areas of Specialization
Certified Effort

Educational Background

Employment

The scr eens h ddentfyirglinbornatiorh. @nes infdrmation is entered in thequired
fields vy ®ave&NertSeactlidin cakt “t he bottom of each page.

IDENTIFYING INFORMATION

In nce with Unis ity of Florida ion, Chapter 6C1-7.010, this form will serve as your faculty evaluation for the review period of (05/19/2021 - 05/17/2022)

1. Select all Miscellaneous options from the dropdown appropriate to you.

* Indicates a required field

Titles and Degrees Faculty Status
*Degrees Year Tenure Awarded

*Faculty Track Administrative Title

Select a track v

*Academic Rank

Select arank -

*Date Hired

*Date Appointed to Current Rank

Save & Next Section




Data Imported from Campus Source(s)
Certain sections of the annual evation packet will import from various campus sourcé&hiswill
require data input at the source rather than in the Faculty Toolkit.[3#e Source Guide.

The following sections will import directly from myUHing the self servicaculty Activity module
of the myUFLOnline Promotion and Tenure (ORYstem

1 Patents and Copyrights

9 Publications

9 Conference Presentations
 Honors

In orderfor datato import into the Faculty Toolkifaculty will need to enter information into the OPT
system.

Instructions:

1 Patentsand Copyrights
o Follow thisInstruction Guiddo enter Patensand Copyright$or the annual evaluation
review period.
i Publications
o Follow thisinstruction Guideo enter publications for the annual evaluation period.
o0 Faculty with a large number of publications can contact Human Resources to request
use ofpubmed import tool instead of manually inputting each publication.

A Faculty will need to review publications imported into OPT for accuracy and
designate author role as well as the appropriate self/mentee relationship for
each publication in the review pied.

1 Conference Presentations
o Follow thisinstruction Guiddo enter Presentations for the annual evaluation review
period.
1 Honors
o0 Follow thisInstruction Guideo enter Honors for the annual evaluation review period.

Note: For faculty who intend to be nominated for promotion and/or tenure in the future it is
recommended thayou enterali nf or mati on in the myUFL “Faculty Ac
for these sectionsThis willallow for your eventual promotioand or tenure packet to be auto

populated with required information.

Facultywho have already achieved Full Professor rank or those who do not intend to go up for
promotion and/or tenure can enter data for the current annual review peoody.


https://dental.ufl.edu/wordpress/files/2022/04/Faculty-Toolkit-Data-Source-Guide.pdf
https://training.hr.ufl.edu/instructionguides/opt/optmanagingpatentssoftwarecopyrights.pdf
https://training.hr.ufl.edu/instructionguides/opt/optmanagingpublications.pdf
https://training.hr.ufl.edu/instructionguides/opt/optmanagingpresentations.pdf
https://training.hr.ufl.edu/instructionguides/opt/optmanaginghonors.pdf

Marking Sections as N/A
If a particular section either does not apply to you at allyau do not have any data to add during the

evaluationcycley ou can sel ect not B/Aplbaxabl e by checking

Note: N/A is only an option on certain pages. When N/A is an option it is highlighted in yellow at the top
of the screen.

OTHER INFORMATION £ PREV  NEXT ¥

Check the box to mark this section as N/A - not relevant for this review period.

CInNa

Submit your Other Information

There are two ways to submit Other Information.

« Copy and paste a Other Information from another document, such as a Word document.
* Upload a Other Information file.

o File extensions allowed: .doc, .docx, .rtf, .pdf, txt

o Maximum file size allowed: 20 MB

© Mote: the same document name cannot be uploaded multiple times.

* Indicates a required field

| Browse... | Nofile selected.

Create a new Other Information

Saved Other Information

Show 10 - entries Filter search results

Actions

Otherinformation Type *  Text|File Name Created

No data available

Showing 0 to 0 of 0 entries
Previous




Packet Progress

Facultyneed to go through each page to compleie annual evaluation packet. If at any point you
would | i ke t o s ePacketdPogresp roong rtehses Iseeflte chtand menu.

FacultyToolkit

@ My Packet <
ID Info <
Teaching Activity <
Research & Creative Work <
Service/Other Activity <
Clinical Activity <
Other <

f# Packet Progress

£+ Submit Packet
£+ Select Another Packet

%+ Export Packet To Word

® Logout

This will allow you to view the status of each secti®actionsiyr een have the status o

those in red have
your annual evaluation packet.

a status

obf e

“dNeost i gSnt aat testbmd’ s.

Overall Packet Progress status is also shown on the top rightdideaf the page with percentage

completed.

Dentistry (05/19/2021 - 05/17/2022) - College of Dentistry Evaluation 21-22 for Christina Perez (In Progress)

PACKET PROGRESS: College of Dentistry Evaluation 21-22 for Christina Perez

Overall Packet Progress: 8%

Packet Sections

Section

Advising and Mentoring
Areas of Specialization
Assigned Activities
Biosketch

Clinical Activities - Other

Clinical Narrative

MARKED AS NJA

NOT STARTED

NOT STARTED

Marked As N/A?
N/A
Section Required

Overall Packet Progress: 8%

ions

Mark As Applicable

Mark As Not Applicable

z

Mark As Not Applicable
Mark As Not Applicable

“Aav e



Annual Evaluation Pack®tibmission
Once you have completed akctions you can cliciSubmit Packeton the leftmenu.

FacultyToolkit

@ My Packet v
ID Info <
Teaching Activity <
Research & Creative Work <
Service/Other Activity <
Clinical Activity <
Other <

£ Packet Progress

£ Submit Packet

£+ Select Another Packet

£+ Export Packet To Word

® Logout

At this point, your screewill showthe submission instruction¥.ouroverall packet progress should be
at 100 %. Note: You wil!/ not be abl e ReveewBagkbtmi t t he
Progress t o determine what sections need to be addres

Dentistry (05/19/2021 - 05/17/2022) - College of Dentistry Evaluation 21-22 for Christina Perez (In Progress) Overall Packet Progress: 8%

Packet Submission: College of Dentistry Evaluation 21-22 for Christina Perez

Submission Instructions
When your packet is complete and you are ready to submit your packet to your supervisor, click the Submit Packet button below.

Once submitted, your packet will become read-only (and you will not be able to make changes while the packet is in this state).

Your supervisor will have the option to reroute your packet back to you, allowing you to make changes. Once you submit this packet, this is the only way this packet can be made editable again.

Packet Progress
Owerall progress is shown below. If the packet is not yet complete, you can click the Review Packet Progress button below to review the status of each section.

Overall packet progress: 8%

Review Packet Pro|

Thesupervisowill now review and submit the annuabsessment. If #nsupervisor would like any
additional information added they will have the option to route the packet Hacledits.



Finalize Annual Evaluation Packet
Once the supervisor submits tlssessment,qu willreceive an emaihotification and have the option
to review and/or commentlLogin athttps://facultytoolkit.ese.ufhealth.orgto view the assessment

Follow login instructions on page 3.

To review the super vRedew Assessmeltos thesleftrmesant ¢l i ck on “
FacultyToolkit

@ My Packet <
ID Info <
Teaching Activity <
Research & Creative Work <
Service/Other Activity <
Clinical Activity <
Other <
£ Review Assessment

## Select Another Packet

£+ Export Packet To Word

You willhave the option to review the assessment by clicking on the following sections:

1 Teachindgnstructional Activity

1 Research/Scholarly Activity

9 Clinical Activity/Patient Care

1 University& Professional Service
1 P&T Progress

1 Activity Assignments

1 Goals

1 Comments

10


https://facultytoolkit.ese.ufhealth.org/

Once all information i s RouweAssessneidacktoIuemisarty ewit th le
c 0 mme n tFimalize Backét’.

FACULTY TOOLKIT ASSESSMENT [ < prev_ next > |

Review the assessment of the selected packet.

This is the portion of the evaluation process.

As a faculty member, you are ible for reviewing the and providing your ¢ At that point you may then finalize the packet or reroute the assessment back to the supervisor (or countersigner). You
must supply a reason explaining why you rerouted the assessment.

* Indicates a required field

Teaching/Instructional Activity Research/Scholarly Activity Clinical Activity/Patient Care University & Professional Service P &T Progress Activity Assi| Goals [of

Clinical Activity/Patient Care

N/A

Route Assessment Back to Supervisor | Finalize Packet

Once the annual evaluation packet has been finalized, it becomesomgd No further updates to the
packet will be made from outside sources and no further editing is possible. At this point, a hard
copy PDFmust be printed for faculty, supervisor and countersigner (if applicable) signature which
finalizes the annual evaluation process. The department will save the final signd@bépgrovide a
copyPDFto the faculty member, and provide a cdpypFto Human Resources.

11

opt



Export Packet to Word

Follow login instructions on page 3.

Once you are in yo ErporpPadkdtte Word ywhii cha nwislell eprto Vi de a
document of everything filled out for reference.

FacultyToolkit

@ My Packet v
ID Info <
Teaching Activity <
Research & Creative Work <
Service/Other Activity <
Clinical Activity <
Other <

£+ Review Assessment

£+ Select Another Packet

¥ Export Packet To Word

® Logout

This will take a minute to load and a pop up will appear from Microsoft Word that you can select to
openthe file or save to folder on your computer.

You have chosen to open:
@ EvaluationPacket2020-2021.docx

which is: Microsoft Word (Open XML) (43.8 KB)
from: https://facultytoolkit.ese.ufhealth.org

What should Firefox do with this file?
® Open with Microsoft Word (default)

<>

Save File

Do this automatically for files like this from now on.

Cancel OK

12
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