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Guide for Submitting Faculty Annual Review 
 

Faculty will access the Faculty Success website by logging directly through the WSSU webpage; 
Get More Info; and click on “Faculty Success (formerly Digital Measures)” link.  

 
https://www.wssu.edu/about/office-of-the-provost/academic-and-administrative-
units/faculty-affairs/digital-measures.html 

 

 

1. Logi nto Faculty Success by clicking on the Faculty Success link on the left side of your 
screen. Please remember you will be promoted to login through the 2Factor 
authentication system powered by DUO.  
 
 

 

 Login to Faculty Success 

https://www.wssu.edu/about/office-of-the-provost/academic-and-administrative-units/faculty-affairs/digital-measures.html
https://www.wssu.edu/about/office-of-the-provost/academic-and-administrative-units/faculty-affairs/digital-measures.html
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Faculty Success Welcome Screen: 

 

1. On the Manage Activities Welcome Screen, under General Information Screen, click on 
Annual Faculty Evaluation link 

 

 

• This will bring you to the Annual Faculty Evaluation Screen.  
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2. Click on Add New Item to create your file – This will open the Edit Annual Evaluation File 
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3. In the box for Year, type the year for Faculty Annual Review action  

 

 
4. Click on SAVE to create your report file  

NOTE: In this screen as you add documents, do   NOT click on Save + Add Another as this 
will create a second file. 

 
 

After you select Save you will be returned to the top screen for Annual Faculty Evaluation, and you will 

see you file has been created. 
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5. To add documents to the created file, DOUBLE – CLICK ON the file and your box will open for 
editing and file upload. to the < Edit function for the Annual Faculty Evaluation screen. 

 
REMINDER: When you want to add documents to your file, DO NOT click on Save + ADD Another on 
the Edit Annual Faculty Evaluation screen as this will create a second file (like having two boxes). 
You should only have one file (box) per year. 

 

6. When you click on different sections on the screen for an item, a dialog box will open for you to 
upload documents 

 

Note: 

Please upload a pdf of your Formatted CV into Faculty Success. 

 

Faculty Success can create a CV for you if you have entered all of you scholarship, creative activities and 

service on the Manage Activities Main Database. This will create a word document with you entries in 

Faculty Success. 

 

7. In the dialog box field, type the year and upload or use the “dropdown” for the descriptive item 

you are updating. If you have multiple documents to add, CLICK on Add Row or the “Action” 

button and the system will create space for them. After you have uploaded all your files click 

“Save’’. 

 

 

 
 

 

Click to upload more documents 
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REMINDER: To ensure that your files are saved, please make sure that you hit SAVE on the Edit Annual 
Faculty Evaluation Screen  
 

Chairs Screenshots 
 

8. Chairs and administrative Assistants will see additional section on Edit Annual Faculty 
Evaluation Screen 

On this screen the Chair’s Report and Reviewers and Reference Letters can be uploaded 
by  the Chair and will be read only for faculty member. 
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9. As with the Annual Evaluations, you will have the ability to add your Observations, 
Evidence of Teaching Materials (syllabi, etc.), Student evaluations and   reference 
Letters. 

 

  
 

10. Please confirm that you have filled out the following screens in Faculty Success 
Manage Activities screens. By checking the boxes you are indicating you have 
entered data into the specific screens on the main screen Manage Activities. 

 
 

 




