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Tenure and Promotion Reporting Instructions 

Sign into your SmartEvals account at SmartEvals.com.  

 

 

If your opening screen is not the myEvalCenter, navigate there utilizing the myEvalCenter 
option in the top header. 

 

 

Once on the myEvalCenter page, click Reports, then Historical Reporting on the navigation bar 
across the top. 
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This opens the Report Wizard screen. Make sure Class-by-Class Reports is selected. Uncheck 
the Calendar Years to change the selection to reflect Academic Years. Finally, click All Years, 
All Divisions. Please note, if you have been at GHC for several years, you may need to click 
Show All Years to get the All Years, All Divisions option within the middle section. 

 

 

Your screen should now look like this. Next to the See button in the Questions options, click 
Choose. 
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Ensure that all the questions are selected by checking the check box at the top of the column.  

Click Save. 

 

 

Make sure the See button is still highlighted (orange). 

 

 

Scroll to the bottom of the page. Click Semesters.  
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Make sure all semesters are checked. Click Save. 

 

 

Scroll to the bottom of the page. Click Years.  

 

 

Make sure the last 5 academic years are checked. Click Save. 

 

 

Scroll through the list to ensure all semesters for all 5 years are listed.  
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Click the Export icon at the top left in the header.  

 

 

Select CSV the Export to… drop-down menu. 

 

 

Wait for the download to complete.  

Once complete, open the file in Excel. 

Save the file to your computer.  

Your file is now ready to submit. 

 

 

If you would like to include comments on your report, please use the following steps. 

Sign into your SmartEvals account at SmartEvals.com.  
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If your opening screen is not the myEvalCenter, navigate there utilizing the myEvalCenter 
option in the top header. 

 

 

Scroll down the screen to click Download PDFs. 

 

Select, or expand, the semester you’d like to download. For this example, let’s use Fall 2023. 
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Click the course for the report you wish to download. For this example, let’s use ENGL 1101. 

 

 

Wait for the download to complete.  

Once complete, open the file. Below is an example of the file you will receive. 

 

 

Save the file to your computer.  

Please contact the IESI Department for further questions or concerns at IESI@highlands.edu. 


