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Introduction

The process of applying for Annual Evaluation and Post Tenure Review has been moved to an electronic
format to eliminate some of the issues that occur with a physical binder submission process. The Office
of Academic Affairs, in consultation with the Academic College Deans’ Offices and Distance Learning and
Instructional Technology, has utilized current software technology to make this possible. This guide will
give instructions as well as helpful suggestions to help the individuals who review the Annual Evaluation
and Post Tenure Review E-Portfolios on how to conduct these reviews in this electronic format.

Blackboard Learn

The review process will be conducted in Blackboard Learn through your respective department or
college course that has been created by Distance Learning and Instructional Technology. Your College
Dean’s Office has submitted to the Office of Academic Affairs a listing of individuals who are in the
review process for Annual Evaluation and Post Tenure Review at both the department and college
levels.

How to Log in to Blackboard Learn

Select the JNET link on the top corner of the University’s homepage.

Future Students Calendar JNET Search

Once selected, a log in screen will appear. You will log in using your university credentials (same
credentials you use to log in to university computers and university email).

U NI VERSI TV
£y KINGSVILLE.
Welcome to JNET

You have requested login to JNET

Important Dates

Sign in to your account

SignIn

Create your password
Forgot your password?

iTech Support Services
361-593-4357 (HELP) 24/7

Other Links

Duo multifactor authentication is enabled
for employees. Click here for more
information

Once your credentials have been submitted, you will be taken to the JNET homepage with various
information for faculty. At the top right hand corner there are various icons available. Select the icon
with “Bb” listed inside a box to access Blackboard Learn.



| Abigail E De La Mora Sign Out

Because your login was done through JNET, you will automatically be logged in to Blackboard Learn.

Accessing the Blackboard Course

All faculty will be given access to a department course and/or college course depending on their review
level (some faculty may have access to both a department course and a college course but with different
levels of access). If you are serving as a reviewer, you will be given the role of an “instructor” in the
course, in order to have access to the E-Portfolios that “students” (faculty) submit. When you log into
Blackboard Learn, you will be taken to the Blackboard Learn Homepage. You can access the course in
two different ways.

You can click on the “My Courses” box on the Homepage to be taken to the courses you are currently
registered in.

My TAMUK (scroll for more)

Content Collection

JNET

COVID-19 Updates

You can also access your courses by selecting “Courses” on the side navigation. Either option will take
you to your course listings.

I institution Page
R, Abigail De La Mora

@ Activity Stream

[E courses

88 on

3] Calendar

g Me:
Grades
Tools

<) signout




Once you have clicked on “My Courses” on the homepage or “Courses” on the side navigation pane, you
will be taken to the Courses page with your current courses listed. (Screenshot shows multiple courses
but you will only see the course for the respective department or college you are reviewing for, in
addition to courses you are currently teaching in the semester).

Courses

Em Q Filter | all Courses v 25w  itemsperpage

Affairs_College_Shell
0 - COLLEGE COURSE SHELL TEMPLATE (DO NOT DELETE) &

Affairs_Faculty_Shel
nation - FACULTY COURSE SHELL TEMPLATE (DO NOT DELETE} o

tmp.CLHS. 202110
d Promeotion Provost Office (DO NOT DELETE) o

omotion Provost Office (DO NOT DELETE) -4

You will select your department or college courses depending on your level of review to access
information for review. Department Blackboard Courses are called: tmp.Department Acronym.202110
(e.g. Department of Biology course will be listed as “tmp.BIOL.202110"). College Courses will be listed as
the following: tmp.College Acronym.202110 (e.g. College of Arts and Sciences will be listed as
“tmp.CLAS.202210").

Once selected, you will be taken to the Course Homepage. The next section of this guide will go over the
navigation of the course.

Course Navigation

When you enter the course, the department or college name will be displayed in the top banner. Please
make sure you have accessed the right course for the review you are doing.

Department of Academic Affairs

Build Cantent Assessments Toals Partner Cantent

Course Management.

) d Guides for E-Portfolio

Control Panel

I d Guides for E-Portfolio Reviewers
I Promation to Full Professor - Department of Academic Affairs

! Post-Tenure Review - Department of Academic Affairs

B - inuation First though Fifth Year - Department of Academic Affair:




On the homepage, various items and folders will be listed that will help you through the review process.

Instructions and Guides
There are two instructions and guides folders for E-Portfolio Submission and E-Portfolio Reviewers. For
the review process instructions and guides, click on the Instructions and Guides for E-Portfolio
Reviewers folder. You will notice this folder is hidden from students in the course. If you do not see this
folder available to you, please contact your College Dean’s Office to verify your role in the course.

I_. —  Instructions and Guides for E-Portfolio Reviewers

Availability: Itern is hidden from students.

This folder will contain instructions, guides and resources to help you as your conduct the review
process. These items include but are not limited to:

e  Faculty Evaluation Reviewer’s Guidelines

e Faculty Evaluation Review Tutorial Recording
e Faculty Handbook

e Evaluation Review Schedule

Recommendation Folders
The next series of folders are the folders where reviewers will submit their recommendation documents
for the various types of reviews. In the department course, folders with various review types will be
listed, such as “Tenure and Promotion to Assistant Professor,” “Post-Tenure Review,” and so on.
Depending on the time of access and the type of reviews being conducted by the department, you may
see several folders or just a few. You will notice all folders are hidden from students in the course; if you
do not see these folders, contact your College Dean’s Office.

]
$ l —  Tenure & Promotion to Associate Professor - Department of Educational Leadership & Counseling
\ Availability: Item is hidden from students.
N
l.. —4  Promotion to Full Professor - Department of Educational Leadership & Counseling
Availability: Itemn is hidden from students,
l.. —4 Post-Tenure Review - Department of Educational Leadership & Counseling
Availability: Itemn is hidden from students,
l. —,  Continuation First through Fifth Year Review - Department of Educational Leadership & Counseling
Availability: Item is hidden from students.
l. —,  Annual Evaluations - Department of Educational Leadership & Counseling
Availability: Item is hidden from students.

In the College course, you will see one folder with the review type listed, which is again hidden from
students.



~—L  Post-Tenure Review - Department of Academic Affairs

Availability: Item is hidden from students.

When this folder is selected, the various recommendation folders for the departments conducting the
type of review are listed. Not all departments in your college will be listed, only those with faculty
submitting E-Portfolios for review consideration.

Post-Tenure Review

Build Content Assessments Tools Partner Content

Post-Tenure Review - Department of Academic Affairs ~ A¥

Final documents from the post-tenure review will be submitted here for each faculty member.

Within these recommendation folders, the recommendation documents for each faculty member under
review will be listed, as well as forms/documents (if any) required for the review process. More
information on these folders will be discussed in the Faculty Review Process section.

E-Portfolio Submission Folder
This folder is only located in the department course. This folder contains the assignments for the various
review levels that faculty will use to submit their E-Portfolios for review. Disregard this folder during
your review process.

l:__l_ E-Portfolio Submission

The next section will discuss the Annual Evaluation and Post Tenure Review Process within the
Blackboard course at the department and college courses. To best use this guide, select the level of
review you are conducting from the side bookmarks.

Annual Evaluation and Post Tenure Faculty Review Process

Department Chair
The Annual Evaluation and Post Tenure Review process starts at the Department Chair level. Faculty
who are submitting E-Portfolios for this type of review will submit their E-Portfolios through a specific
assignment created for these reviews. Faculty will have up until the specified deadline to submit their E-
Portfolios.

Accessing Faculty E-Portfolios
To access the E-Portfolios of the faculty members up for Annual Evaluation and Post Tenure Review, you
will need to select the Grade Center option on the side navigation pane of the Department course.



Tenure and Promotion
Provost Office (DO NOT
DELETE)
(tmp.Academic_Affairs 2
02110)

Departrment of Acadernic @
Affairs

Send Email

Accessibility Policies

Course Management

Control Panel
Content Collection
Course Tools
Evaluation

Grade Center

Users and Groups
Customization
Packages and Uhilities

Help

Once selected, a drop down menu will appear with various options available for selection. For this type
of review, you will need to select the “Needs Grading” option to access the assignment submissions.

Grade Center

Needs Grading
Full Grade Center

Assignments
Tests

Assignments will be titled with the type of review they are submitting. Information will be listed in the
table, such as category of item, the item name, the user name, date submitted, and due date of the
assignment. Above the table, there are filter options available if needed. To review the E-Portfolio,
select the user name in blue to access the assignment. (In this example, it is “bblsupport student2” who
is the user).

Needs Grading

View al ierms readly for grading or review on the Nesds Gr

Grde Al [ e |

Category liem User Date Submitted

All Categories ~  All kems ~ AllUsers

[ Show attempts that don't contribiute to user's grade

1 total items to grade.

CATEGORY ITEM NAME

DATE SUBMITTED DUE DATE

Assignment Tenure & Promotion to Associate Professor Portfolio

May6, 2021 10:3738 AM 3 May 6, 2021

Once the user is selected, you will be taken the Grade Assignment screen. IMPORTANT: You will NOT be
grading this assignment. This page is will be used solely to view the document.



Grade Assignment: Tenure & Promotion to Associate Professor Portfolio
Assign a grade and feedback for the current assig
user nomes hidden. Click Show User Names o

amps. Override the
er information.

oil grade for the assignment by typing o grace in the grade field. If multiple attempts for o test have been llowed, a Student’s grade is not released until oll of the otzempts have been groded. Click Hide User Names to grode attempts with

Jump to HideUserNames  Refresh

< t -
) [l bblsupport student2 (Attempt 1 of 1) -

Assignment Instructions ~ R —

GRADE

LAST GRADED ATTEMPT
Faculty Member Name:
ATTEMPT (LATE)
Si21 16374

Cover Shest Cover Sheet

Submission
[ Portfolic 2021

Curriculum Vitae (CV)

-

Cover Sheet Form
Appointment Letter

Annual Evaluation
Letters, Naratives, and
Summaries

Annual Reports:
Teaching Performance

Annual Reports:
Research and Scholarly
Activities

Annual Reports:
Professional Growth
Activities

The top toolbar will display the user name and which submission attempt you are viewing. Faculty who
are submitting their E-Portfolios have the option of multiple attempts of submission up until the
deadline set by the Faculty Evaluation Review schedule. By default, the most recent attempt will be
displayed and will be the version that all levels of review will list. In this example, the user has only one
attempt submitted. If there are multiple users who submitted E-Portfolios for this type of review, you
can switch between submissions by selecting the arrows at the ends of the toolbar to transition to the
next user’s E-Portfolio or go back to the previous user’s E-Portfolio.

Viewing 1 of 1 gradable items

< >
(- [l bblsupport student2 (Attempt 1 of 1)

Right below this toolbar is the E-Portfolio of the faculty member. You can interact with the E-Portfolio in
this screen by clicking on the side navigation pane as well as clicking on the artifacts attached to the E-
Portfolio. You will be spending most of your time in this area of the Grade Assignment screen.

Assignment Instructions v

Faculty Member Name:

Cover Sheet

Cover Sheet Form

Next to the E-Portfolio are the Assignment details. Information on the attempted submission such as
date, time and whether or not the assignment is late is displayed here. This area allows you to download



the E-Portfolio as well as submit a grade, both items that the department committee will disregard, as
they are not needed.

Assignment Detalls ~

GRADE
LAST GRADED ATTEMPT

ATTEMPT (LATE)
5/6/21 10:37 AM

Submission
[l Portfolio 2021

(13

Meeting on Zoom

When it comes time for the Department Chair to conduct their meeting with the faculty up for review,
the Department Chair will create a Zoom meeting outside of the Blackboard course or setup a traditional
face to face meeting. All faculty have a Zoom Education account through the university. For information
on how to login to Zoom, host a meeting, as well as other helpful tips, please refer to the Zoom
Education @ TAMUK website.

Recommendation Documents Folder

Once the Department Chair has reviewed the E-Portfolio, met with each faculty member who is up for
post tenure review or conducting their annual evaluation, the Department Chair will need to fill out the
required documents for that type of review. The Department Committee Chair can access the
appropriate forms (if applicable) in the specific review folder (e.g. Annual Evaluation of Faculty form will
be found in the Annual Evaluation folder). To submit the recommendation documents, the Department
Chair will click on the Recommendation Documents folder for the review type. Recommendation
Documents folder will have listed the required documents for the specific type of review.

Post-Tenure Review

Build Content Assessments Tools Partner Content

5 Post-Tenure Review - Department of Academic Affairs AV

Final documents from the post-tenure review will be submitted here for each faculty member.

In the Recommendation Documents folder, various folders will be listed for each of the faculty members
that are up for post tenure review or annual evaluation. Select the faculty folder you wish to upload
documents to.

Post-Tenure Review Recommendation Documents

Build Content Assessments Tools Partner Content

EL, Jalisco, Trevor



https://www.tamuk.edu/distancelearning/zoom.html
https://www.tamuk.edu/distancelearning/zoom.html

The faculty folder will contain separate folders for the various levels of review. Select the Department
Chair Recommendation folder to start adding recommendation files.

Kingsville, Paul

Build Content Assessments Tools Partner Content

Department Chair Recommendation

=

=

.delamora@tamuk.edu) as soon as you have uploaded the recommendation documents.

Please email Dr. Jaya Goswami (jaya.goswami@tamuk.edu) and Abigail De La Mora (2

College Dean Recommendation = A¥

Please email Dr. Jaya Goswami (jaya.goswami@tamuk.edu) and Abigail De La Mora (abigail.delamora@tamuk.edu) as soon as you have uploaded the recommendation documents.

Once in the Department Chair Recommendation folder, click on the Build Content button in the top
toolbar. A dropdown menu will appear with various options available. Select the Item option (first

option on the left hand column).

Department Chair Recommendation

m fsesamenss ok

The screen will transition to the Create Item window. This is where you will be able to not only add the
file but also designate a name and other setting properties.

Create item

CONTENTINFORMATION

A = Av - L xBBQ EETE Z x X M -5 ¥
QoM @ oFw ®@0n @

v T m

Any box that has a red asterisk (*) is a required field and will have to be filled before you can submit
your documents. Your file name should be a simple description of the file (e.g. Department Chair



Recommendation Letter). This will help future reviewers locate the documents needed during their
review process.

CONTENT INFORMATION

Name

The next option is the text box. This a not a required field but can be used by the Department Chair in
the event they want to add a note regarding their submission. This area can be left blank.

Text
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

B I Y S  raragiph Aria 14px = = A ra L %D Q EE=EE = X2 X P A T — & %

v 1T Q0 R B o F e ®e e

The next section allows the Department Chair to search for the document they wish to add. They will
select Browse Local Files to search for the file located on their computer. Once selected, a popup
window will appear that will allow the committee chair to search through their computer files.

ATTACHMENTS

aved in the top-level folder in your course's file reposiory. Sefect Do Not Attach to remove a selected file.

Once the file is selected, the file will appear below the Attach Files box. If you selected the wrong file,
you can select the Do Not Attach option at the end of the listing to remove the document. You would
repeat the step above to upload the correct file.

Artached files

1) Handoook_November 2020.pdf Handbook_November 20 Crezte alink to this file Do not atach

Once the files have been uploaded, the Department Chair will email Dr. Jaya Goswami
(jaya.goswami@tamuk.edu) and Abigail De La Mora (abigail.delamora@tamuk.edu) that you have
uploaded the documents. They will then move the content from the Department Course into the College
Course for the next stage of review. At that point, the Department Chair’s task is complete.

College Dean
The next reviewer in the process is the College Dean who will have access to the College Blackboard
Course.


mailto:jaya.goswami@tamuk.edu
mailto:abigail.delamora@tamuk.edu

Accessing Faculty E-Portfolios

To access the E-Portfolios of the faculty members up for Annual Evaluation and Post Tenure Review, you
will need to select the Review folder depending on the type of review the faculty member is submitting
to.

Tenure & Promotion -
COLLEGE COURSE SHELL
TEMPLATE (DO NOT
DELETE)
(tmp.Academic_Affairs C
ollege_Shell)

College of Javelina
Send Email College of Javelina

T Build Content Assessments Tools Partner Content

Control Panel

Content Collection B Instructions and Guides for E-Portfolio Reviewers

Course Tools
Evaluation

Grade Center I;L Tenure & ion to {f Professor
Users and Groups

Customization

Packages and Utlities = "
—~%, Promotion to Full Professor
[ /

Help

Continuation First through Fifth Year Review

B Post-Tenure Review

E’; Annual Evaluations

Once selected, you will see various department folders for that type of review. In this example, three
departments are shown for the tenure & promotion to associate professor folder. Only departments
that have faculty under that type of review will be listed. Select the department folder you wish to
review.

Post-Tenure Review

Build Content Assessments Tools Partner Content

Post-Tenure Review - Department of Academic Affairs AV

Final documents from the post-tenure review will be submitted here for each faculty member.

In each department folder, you will see the following items:

e Faculty Review E-Portfolio Links:

o This is a PDF file of the Snapshot Links for all faculty members in that department that
have submitted E-Portfolios for review. Committee members can click on each snapshot
link in the PDF under each faculty member’s name to review their E-Portfolio.

e Recommendation Forms (if applicable):



o Depending on the type of review, there may be required recommendation forms. If
there are required forms, the blank forms will be available in the review folder.
e Recommendation Documents:
o This folder houses the recommendation documents from the Department Chair for each
faculty member. This is also the location to which the College Dean will submit their
recommendation documents at the end of their review.

Post-Tenure Review - Department of Academic Affairs

Build Content Assessments Tools Partner Content

B Post-Tenure Review E-Portfolio Links =~ A¥

2y Department of Academic Affairs Post-Tenure Review E-Porfolio Links AV

E‘? Post-Tenure Review Recommendation Documents  A¥

Final documents from the post-tenure review will be submitted here for each faculty member.

To review the faculty member’s E-Portfolio, click on the E-Portfolio Links PDF document. Once selected,
a PDF will appear with the various names and snapshot links available. Click on the link underneath the
faculty member’s name that you want to review.

Department of Academic Affairs Faculty Tenure & Promotion ePortfolio Listing:

Jane Doe

e https://blackboard.tamuk.edu/webapps/portfolio/execute/portfolio/previewPortfolio ?dis patch
=viewPortfolio&prtfl id= 2208 1&passid= 1454 1&uuid=ae8e8e15879d4d58bf13c1104ced731
9

Melissa Gold

s  htips://blackboard.tamuk.edu/webapps/portfolio/execute/portfolio/previewPortfolio ?dispatch
=viewPortfolio&prtfl id= 2208 1&passid= 1454 1&uuid=3e8e8e215879d4d58bf13c1104ced731
9

John Smith

*  hitps://blackboard.tamuk.edu/webapps/portfolio/execute/portfolio/previewPortfolio?dispatch
=viewPortfolio&prifl_id=_2208_1&passid=_1454_1&uuid=ae8e8e15879d4d58bf13c1104ced731
El

There you will be taken to the interactive E-Portfolio where you can click and access various sections
and documents for your review.



Jane Doe - Promotion & Tenure

Faculty Information Faculty Information

Curriculum Vitae (CV] a
o Faculty Information

Appointment Letter Name:

Annual Continuation Current Rank:
Letters, Narratives, and

Summaries Department.

Type of Submission for Review:

Annual Reports:
Teaching Performance

Annual Reports:
Research and Scholarly
Activities

Annual Reports:
Professional Growth
Activiies

Annual Reports:
Senvice

Appendix Teaching
Performance

Appendix Research
and Scholarly Activites

Appendix Professional
Growth and Activities

Appendix Service

Letters of
Recommendation

Review Previous Recommendation Documents

To review the recommendation documents from the department chair, college deans can find the
documents in the recommendation documents folder in the department review folder. In this example,
it is the Post Tenure Review Recommendation Documents folder.

Post-Tenure Review - Department of Academic Affairs

Build Content Assessments Toals Partner Content

B Post-Tenure Review E-Portfolio Links A%

£ Department of Academic Affairs Post-Tenure Review E-Porfolio Links AV

E Post-Tenure Review Recommendation Documents = A¥

Final documents from the post-tenure review will be submitted here for each faculty member.

In this folder you will see individual folders for each faculty member in that department that is currently
under review. In this example, there are two faculty members that are being reviewed for Post-Tenure
Review in this particular department. Departments may have more or fewer folders depending on the
number of faculty members up for review. Select the faculty member’s folder you wish to see the
recommendation documents for. This example will be selecting Paul Kingsville’s folder.



Post-Tenure Review Recommendation Documents

Build Content Assessments Tools Partner Content

B Jalisco, Trevor

In the faculty folder, you will see individual folders for the department chair and college dean
recommendation. You can select the Department Chair Recommendation folder to review documents
submitted by the Department Chair.

Kingsville, Paul

Build Content Assessments Tools Partner Content

E/L Department Chair Recommendation ~ A¥

Please email Dr. Jaya Goswami (jaya.goswami@tamuk.edu) and Abigail De La Mora (abigail.delamora@tamuk.edu) as soon as you have uploaded the decision documents.

E/L College Dean Recommendation ~ A¥

Please email Dr. Jaya Goswami (jaya.goswami@tamuk.edu) and Abigail De La Mora (abigail.delamora@tamuk.edu) as soon as you have uploaded the decision documents.

Click on the item in the review folder to review the document.

Department Chair Recommendation

Build Content Assessments Tools Partner Content

Emrtmemmairhmw AY

Recommendation Documents Folder

Once the College Dean has reviewed each faculty member under annual evaluation or post tenure
review, the College Dean will need to submit the required documents for that specific review. To submit
required documents, the College Dean will click on the Recommendation Documents folder for the
review type.



Post-Tenure Review - Department of Academic Affairs

Build Content Assessments Tools Partner Content

B Post-Tenure Review E-Portfolio Links ~ A¥

£y Department of Academic Affairs Post-Tenure Review E-Porfolio Links A"

B Post-Tenure Review Recommendation Documents AV

Final documents from the post-tenure review will be submitted here for each faculty member.

In the Recommendation Documents folder, various folders will be listed for the faculty members that
are up for tenure/promotion/continuation review, depending on the recommendation folder you are in.
There may be one folder or several depending on the number of faculty that submitted E-Portfolios.
Select the faculty folder you wish to upload documents to.

Post-Tenure Review Recommendation Documents

Build Content Assessments Tools Partner Content

B Jalisco, Trevor

The faculty folder will contain separate folders for the various levels of review. Select the College Dean
Recommendation folder to start adding recommendation files.

Kingsville, Paul
Build Content Assessments Tools Partner Content

B Department Chair Recommendation ~ A¥

Please email Dr. Jaya Goswami (jaya.goswami@tamuk.edu) and Abigail De La Mora (abigail.delamora@tamuk.edu) as soon as you have uploaded the decision documents.

E College Dean Recommendation ~ A¥

soswami@tamuk.edu) and Abigail De La Mora (abigail.delamora@tamuk.edu) as soon as you have uploaded the decision documents.

Please email Dr. Jaya Goswami (ja

Once in the College Dean Recommendation folder, click on the Build Content button in the top toolbar.
A dropdown menu will appear with various options available. Select the Item option (first option on the

left hand column).



College Dean Recommendation

Build Content Assessments Tools Partn|

The screen will transition to the Create ltem window. This is where you will be able to not only add the
file but also designate a name and other setting properties.

B I W5 mngm il e E-E-Av - L ¥x0BQ FEEEIE I x4 M-k T
v im0 oR B oFw @an @

Any box that has a red asterisk (*) is a required field and will have to be filled before you can submit
your documents. Your file name should be a simple description of the file (e.g. College Dean
Recommendation Letter). This will help future reviewers locate the documents needed during their
review process.

CONTENT INFORMATION

Name

The next option is the text box. This a not a required field but can be used by the College Dean in the
event they want to add a note regarding their submission. This area can be left blank.

14px EvEYAY LY L ¥XBBQ S0 === = X % f A — %
oF 6 ©0n @




The next section allows the College Deans to search for the document to they wish to add. They will
select Browse Local Files to search for the file located on their computer. Once selected, a popup
window will appear that will allow the College Dean to search through their computer files.

ATTACHMENTS

/e repository. Select Do Not Attach to remove a selected file.

Awach Files

&

Once the file is selected, the file will appear below the Attach Files box. If you selected the wrong file,
you can select the Do Not Attach option at the end of the listing to remove the document. You would
repeat the step above to upload the correct file.

Artached files

[ Handbook_November 2020.pdf Handback_November 20 Create alink o thisfile Do not attach

Once the files have been uploaded, the College Dean will email Dr. Jaya Goswami
(jaya.goswami@tamuk.edu) and Abigail De La Mora (abigail.delamora@tamuk.edu) that you have
uploaded the documents. At that point, the College Dean’s task is complete.
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