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eFaculty QuickTip: 
Submitting Recommendation Forms and Memos 

 

 
Recommendation Form 3. window will open (as 
seen below) 
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Evaluation Form  
 
Committee Chairs (“managers” 
in eFaculty) are the only ones 
authorized to submit the 
evaluation form.  
 
During deliberations, managers 
may submit the form if only to 
show other members the fields 
they should fill out.  

 

Votes  ⇒ 
 

Enter committee votes as the 
number of votes in each 
category listed. This field is not 
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Add a Memo  
 
After the file uploads, select 
“Save.” 

 
 
Add a Memo  
 
The file will be listed under the 
Committee or reviewer header 
upon return to the “Case 
Materials” page 

 

  

⇒ 

 
Send Case Forward - Finalize 
Evaluation  
 
When finished with review, and 
all forms have been submitted, 
the Committee Chair or other 
Reviewers will finalize their 
recommendations by sending the 
case to the next level of review.  
 
That function is under “Send 
Case” at the top of the “Case 
Materials” page. 
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Send Case Forward - Finalize 
Evaluation  
 
If there is a unique issue to 
notify the next level of review 
about, it may be entered into the 
email message. Be mindful 
however, that all recipients will 
see the message.  
 
After entering the subject, click 
“Continue.” The case will move 
after the confirmation is made.  
 
You’re finished. 

 

Congratulations! You have submitted your recommendations. 
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