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Agenda
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� Project Background and Motivation

� SACS accreditation

� Formerly manual processes

� 2006 – Faculty Activity Reports

� Adobe Interactive Forms Overview

� 2007 – Faculty Evaluations 



Overview and Design
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Faculty Activity Reports



Faculty Activity Reports

� Faculty members 

report 

� Courses taught

� Students advised

� Thesis / dissertation 

involvement

� Committee memberships

� Service

� Patents

� Plans for the coming 

year 

� Research and creative 

activities

� Journal articles

� Books/book chapters

� Grants

� Performances

� Productions

� Conference presentations

� Conference participation

� Art exhibits

� Commissioned artistic 

works

� And more …
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Where is the Data?

� Campus Management
� Course taught
� Students advised
� Thesis / dissertation 

involvements

� SAP-HR
� Faculty Member Name
� Organization
� Other demographic info

� New Data Structures
� Customer “Committee” object w/ 

relationship
� Customer table for activity / 

grant information
� Customer table for report 

metadata

� Other
� Use XI to import grants data 

from Office of Research 
� It works!

� Use Business Warehouse for 
summary reports on activities 
and grants

� Rely exclusively on SAP HR 
Org structure to determine who 
should see what
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Generating Reports

� Throughout the year, 
faculty members can add 
research and creative 
activities.

� Reports are stored as 
XML files and are then 
presented as HTML or 
PDF.

� At the generation step, 
the system “sweeps” all 
of these information 
sources using the start 
and end date of the 
reporting year to create 
an initial XML file.

� Faculty member can roll 
forward report from 
previous year.

� Faculty member can add 
comments, omit certain 
items, etc.

� Once report is submitted 
as final, no further 
changes are allowed. 

� Finalized reports are 
archived in digital 
imaging system and 
linked to employee in 
SAP-HR*.
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Results

Pros Cons

� No more paper shuffling

� Faculty member does not 
have to tell what the 
system already knows

� Improved access to those 
in reporting line

� Nice archive of reports over 
time

� Can now report on 
research and creative 
activities, i.e., How many 
books have been produced 
by the History Department?

� Still have some user 
interface issues to work 
through
� Confusion surrounding 

“refreshing” system data

� Some faculty members still 
struggle with the new 
process

� Year 2 was much better than 
year 1,but still need one 
more iteration

� May be overkill to use this 
approach for certain kinds 
of data
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What is Possible?
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Adobe Interactive Forms



SAP Interactive Forms by 

Adobe

� Integrate interactive PDF documents into 
business processes

� Incorporate interactive forms into workflow
� Generate forms that contain data 

extracted from SAP systems
� Use dynamic or static forms
� Complete forms online or offline
� Submit data from the form back to SAP 

systems
� Allow users to print forms
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ABAP or JAVA Development 

Environment

� ABAP

� Transaction SFP

� Form Interface

� Form Design using Adobe Lifecycle Designer 
within SAP GUI 7.10

� JAVA

� Netweaver Development Studio including 

Adobe Lifecycle Designer
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Adobe Interactive Forms

Licensing Issues

� Generation of print forms (high volume 

printing) is included in SAP license

� You need a separate license for 

Interactive Forms to:

� Create custom-developed interactive forms

� Modify an SAP-delivered interactive form 
template 
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With SAP Interactive Forms by Adobe
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Online Faculty Evaluations



Online Evaluations ~ 

Why?

� Streamline the process

� Minimize or eliminate the need to submit 

paper through administrative channels

� Provide long-term digital archiving of 

evaluation results

� Prepare the University for demonstrating 

to SACS that we have a systematic 

process for evaluating faculty 
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Project Timeline

� October-December 2006
� Set up Adobe forms environment (Basis Team)

� January - February 2007
� Prototype (Hale)

� February – March 2007
� Development (Web Team)

� March 31 
� Go Live

� March 31 – June 1, 2007
� Evaluation Window
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Technical Details

� Form designed using SAP SFP 

transaction

� On submit, XML only sent to SAP

� Customer functions  to get and post PDF

� ABAP data structure maps to form XML

� XML stored in BDS

� Customer table to store form meta-data 
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Select the blue “Faculty” tab followed by “Faculty Activity” on the 
gray bar.  You will be prompted to enter WebID and password.



Note the new “My Evaluations” tab 
that allows faculty members to view 
their evaluations.

Chairs and Deans 
should see “Academic 
Administrator” tab.



Chairs can just select 
“Search” to see 
employees
in their departments.



Note the new options to Create/Edit 
Evaluations. When you select “Go,” your 
system should try to start Adobe Reader or 
Acrobat and prompt you to open or save the 
PDF evaluation form.



System will automatically 
fill in header information.

These fields are only enabled 
for input in Chair Edit view.



Chair can save PDF to local system 
and complete form at his/her 
convenience.



System will propose file name that 
consists of reporting year, employee 
number and employee name.  This is 
to help Chairs organize PDF forms 
on their local computers.



Other Tips for Chairs

� Can cut and paste into 

the PDF evaluation form 
from standard word 

processors.

� Note that page 4 

contains a large open 
box for any additional 

comments.  Typically, 
this will be left empty.

� Sharing the Evaluation 

Task
� Suppose that someone else in 

your department is helping 

you conduct evaluations. In 

this case, you can send the 

PDF form to her, let her fill it 

out, and then she can send it 

back to you to submit.  
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Summary

Visit us on the Web at www.olemiss.edu

The Summary field occurs on page 2 and will 
only appear for tenured faculty members.  
When the form is finalized, this field will be 
stored permanently in SAP (HR) as part of 
the employee record.  



Make Viewable To

Visit us on the Web at www.olemiss.edu

The “Make viewable to” field occurs on page 2 and is very 
important.  The first option will allow your Dean to view the 
form in draft mode from the Academic Administrator interface.  
The second option will send the form to the faculty member.  
The faculty member will receive an e-mail message saying that 
he/she may view the evaluation from the “My Evaluations” tab. 
Neither setting will take effect until you submit the form.



The Submit Button

Visit us on the Web at www.olemiss.edu

The Submit button occurs on page 2 for Chairs.  For Windows 
users, this is the easiest way to submit the form.  Note that 
although you don’t have to be connected to the Internet when 
you enter data into the form, you do have to be connected to 
submit the form. A stand-alone upload form is available for Mac 
users and for anyone else who is having trouble getting the 
Submit button to work. 



When you select the Submit button, a new PDF document should be displayed similar to 

the one shown here. This follow-up step is needed to check the credentials of the one 

who is submitting the form.



Submit Status Message

Visit us on the Web at www.olemiss.edu

Once you see this message, you are finished with the 
submit step.



Faculty Evaluation Upload 

Form

Visit us on the Web at www.olemiss.edu

Links to this form are displayed 
prominently in the “Academic 
Administrator” and “My Evaluations”
interfaces.



Browse your 
local computer 
to find the PDF 
form to upload.



Upload Status Message

Visit us on the Web at www.olemiss.edu

Once you see this message, you are finished with the 
upload step.



Making the Form Viewable to 

the Faculty Member

� When Chair 
selects “Make 
viewable to 

Faculty Member”
and submits / 

uploads the form, 
the system will an 

send e-mail 
message to 
faculty member.

This paragraph only appears for 
pre-tenured tenure-track faculty 
members.
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Faculty member needs to select 
the “My Evaluation” tab and then 
the “View Evaluation” button.



Faculty View

Visit us on the Web at www.olemiss.edu

Faculty member may optionally enter comments into this 

box.  Once he/she selects the “Acknowledge” box and 

submits/uploads the form, the form status will change from 

“In Progress” to “Complete.”



Faculty Comments

Visit us on the Web at www.olemiss.edu

Any comments will be e-mailed to the 
Chair.



Evaluation Status

Visit us on the Web at www.olemiss.edu

Status is changed from In Progress to 
Complete.



Dean View

Visit us on the Web at www.olemiss.edu

Dean has a special view while evaluation 
window is still open. Dean may set 
completed forms back to an In Progress 
status.



Sending Form Back to 

Chair

Visit us on the Web at www.olemiss.edu

This option only appears in Dean Final view.  The Chair 
receives an e-mail message saying that the form has 
been routed back.



Other Notes

� At the end of the evaluation 
window, any forms that were 
made available to faculty 
members but were not 
acknowledged will be 
automatically moved to a 
Complete status.

� The Faculty Technology 
Development Center has a 
tool that they can use to 
“reset” a form.  This tool will 
only be used at the direct 
request of a Chair or Dean.

� A Late Evaluations report has 
been developed to generate 
lists and send out e-mail 
reminders to chairs who have 
not submitted evaluations.

� Evaluations will be archived in 
UM’s digital imaging system 
once the year’s evaluation 
activity has come to an end.
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Next Steps with Adobe 

Interactive Forms

� Honors application

� Croft International Studies application

� Admissions applications

� Adobe forms with ISR

� Online evaluations for staff

� Other 
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For More Information
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� Kathy Gates

� kfg@olemiss.edu

� Buster Hale

� hale@olemiss.edu


