
How to Copy and Paste “Summary of Teaching for Calendar Year” into 

the Microsoft Word Annual Faculty Evaluation Template 

 

After obtaining your Argos report (downloaded as a CSV file) from your 

department admin, open the document with Excel and highlight the data in the 

columns listed below, right click the mouse and click “Copy”: 

ACADEMIC_PERIOD_DESC 
SUBJECT_DESC 
COURSE_NUMBER 
COURSE_SECTION 
TITLE_SHORT_DESC 
COURSE_CREDITS 
INSTRUCTOR_PERCENT_RESPONSIBLE 
COURSE_ENROLLMENT 
STUDENT_CREDIT_HOURS 

  

 

 

In your Microsoft Word template for the annual faculty evaluation, click in the 

first row and first column of the “Summary of Teaching for Calendar Year”, table. 

Right click your mouse and in “Paste Options” click on the “Merge Table” icon (the 

second icon from the left) 



 

If you need to delete any extra blank rows in the “Summary of Teaching for 

Calendar Year”, highlight those rows, right click the mouse and select “Delete 

entire row” and click “OK”. 

 


