Upload Procedures
After a supervisor has completed an evaluation and shared it with the graduate worker, the supervisor is responsible for uploading the evaluation to the centrally-maintained personnel file. The personnel file is a digital storage solution. 
Please note that GMS is treating non-service students, (i.e., students on predoctoral F-grants, T32 training grants, and some foundation grants) after the first year, the same as BUGWU members and they will also require this work assessment.  The “Lookup Graduate Worker Position” fields will not populate for these non-service stipend students. However, your evaluation form can still be uploaded without this information.
To upload, navigate to the link provided below, and authenticate your login using your Kerberos credentials. Then:
· Provide the graduate worker’s UID. The worker’s first and last names will auto-populate. 
· Under Job or Teaching Assignment Information, provide the school/college, semester, and year where the work occurred. 
· Under Type of Import?, select Performance Evaluation. 
· Select Teaching Position or Non-Teaching Position as appropriate, then select Lookup Graduate Worker Position. 
· If the worker has only (1) job in the selected semester, all remaining fields will auto-populate. However, if it is a Teaching Position, please provide the course subject and number. For example, in CL 101, CL is the course subject and 101 is the course number.
· Modify the Supervisor Name field to indicate the individual who completed the evaluation. This should be the graduate worker’s supervisor. 
· Using Attach Document, please attach the completed evaluation as a PDF.
· Click Submit. 
· You are done. The evaluation has uploaded directly into the graduate worker’s personnel file.
Upload Link: https://www.bu.edu/phpbin/onbase/?form=gwu_supervisor

