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*If any of the items on the list are ongoing, you can simply click
on those items and change the end date to include 2016.
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Here you should find a list of last year’s FPA goals.
They’re listed by year, so you may need to scroll
down.

When you find the one(s) you want, click the name.
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Tip: this is also where
you can “Add New Item”
for your 2017 FPA.

Scholarship/Research:

At the top, you should find your description of the goal, as well as a “Goal Sta- Presentations

tus” drop-down option. Select that drop-down menu to change the status, as
appropriate. (Note: the “Other Comments on this Goal” box will not show up

in the final report.)

Then scroll down to the section below. You should find drop-down menus un-
der the same categories we saw on the home page. Find the appropriate cate- |
gory for the activities you entered earlier (such as “Service Department”), and

choose the corresponding item.

Tip: if you have more than one activity to support this goal, you can add more
rows at the bottom of the page. Be warned, though: it will duplicate all the
rows, so it can get a bit overwhelming to scroll through the page afterward.
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Select “Annual Review Document” for CHSS.

You'll get some options for this report, but the only one to
really worry about is the date. Make sure the report is cover-
ing the appropriate time (it defaults to 2017, so you’ll need to
change it to 2016 for the ARD).

By the way, if you scroll down this drop-down list, you'll find
an option for the FPA as well. You can select this option once
you have entered all your new goals for 2017.
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The result should be a Word document including all the information you entered. You can save that
document to your computer and attach it in an email to Dr. Smith McKoy. Just remember: making
changes to the Word doc doesn’t change what’s on DM.

For anyone with course releases, DM is not currently set up for you to enter that information, so for
the time being, you’ll need to add it manually to the Word doc.




