
Senior Faculty Status Annual Reports 
 
Scholarly activities should be entered in the appropriate sections so they can be captured for the Faculty 
Scholarship Publication. This information can be entered at any time throughout the year. 
 
To submit your annual report, select Other Activities Entry: Miscellaneous 
 

 
Click the Add button. 
 

 
Select SFS Annual Report from the Type of Activity drop down menu. Select the Year and Academic 
Year. 
 

 
 
Click Save 

 
 
 



Upload your report by clicking Manage. Supported formats: pdf, doc, xls, ppt, gif, jpg, wav, mp3, xlsx, 
docx, pptx.  Maximum file size is 5MB.  Multiple files can be uploaded to the same entry only if they 
have different extensions, for example, a pdf and an Excel file.  Uploading two files with the same 
extension, for instance two .doc files, will cause the second file to overwrite the first. You can have two 
files of the same type, for instance, Word, just save one in .doc format and the other in .docx. 
 
 

 
 
Click on Choose File, navigate to your file and click Upload. * Note that the name of your file is not 
displayed. * When you have finished uploading files to your report, click Close. 
 

 
 
 
A link to your file has been created.  
 

 
 
 


