
How to download a copy of your Evaluations from Faculty180 (Interfolio) 

 

1. In the main menu on the left side of the screen, click on 

Evaluations. 

 

 

 

 

 

 

 

2. On the Evaluations list page, 

click the eyeball icon next to 

one of the evaluations listed. 

(It doesn’t really matter which 

one you click on, since you’ll 

see all of them again later in 

this process.)  

 

 

3. On the next page, which lists 

the evaluations for whichever 

year you chose on the 

previous page, again click one 

of the eyeball icons. (It still 

doesn’t matter which one.) 

 

 

4. The next page will show you a 

preview of whichever 

evaluation you selected on the 

previous page. Ignore all of 

that, and once again click on 

the eyeball icon.  

 

 

 



5. This will open a new browser 

window showing one of your 

annual reports. Scroll all the 

way to the bottom of the 

page, and you will see a list of 

all of the evaluations that have 

ever been done in Interfolio 

for you. (This is why it didn’t 

matter which eyeball you 

picked on the first two pages.) 

6. Click on whichever evaluation 

you need to save to PDF. 

 

7. The evaluation will open in a new window that is reasonably printer-friendly. Depending on your browser, you 

can either right-click on the page to select Print, or find the Print option under the browser menu, and then in 

the print options window that pops up you should select “Print to PDF” or “Adobe PDF” or something similar 

from the menu labelled Destination. Once you have saved the page, close that window to return to the list on 

the previous page and select another evaluation to open and print. Then repeat this step as needed. 

 

Firefox  

(menu in the top  

right corner) 

 

 

 

 

 

 

 

 

 

 

 

 

Chrome or Edge  

(right click on the page)  

 


