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1. Click the AdministraƟon tab on the leŌ-hand side of the FlashFolio dashboard. 

 

 

 

2. Click AdministraƟon and scroll down to the Tools secƟon. 

3. Click Support Accounts within the Tools secƟon. 

 

 

 

4. Click the top number in the Total column 

 

 

 

 

5.  In the search box, type in the First and/or the Last name to locate the External Evaluator. 

 

 

 

 



6. Click Emulate under the Emulate column for the External Reviewer. 

 

 

7.  There will be a message at the top of the screen that says you are emulaƟng the External 
Reviewer. 

 

 

 

8.   Click EvaluaƟons on the leŌ hand side of the FlashFolio dashboard. 

9.   Click the Evaluate buƩon under the AcƟons column. 

10. Click the Evaluate buƩon to the right of the faculty members name under the AcƟons col-
umn to begin the uploading process. 

11. In the EvaluaƟons pop-up screen, scroll down to SecƟon C, AƩachments. Click the Upload 
File buƩon to aƩach the first document. Click the Add Another buƩon and repeat the Upload 
File process to aƩach another document. Click the Save buƩon when finished uploading docu-
ments. 
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12. Click the box to the leŌ of the faculty members name and then click Submit Selected Evalu-
aƟons. 

 

 

 

 

 

 

13. Click the Exit EmulaƟon buƩon on the upper right hand corner of the screen when fin-
ished submiƫng evaluaƟons. 
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