
Preliminary Set Up: 
• Make sure you are listed as PPR Chair in Church Leadership (ask your pastor/admin) 
• Make sure you know your Unity ID and Password (ask District office if you don’t have one or don’t 

remember it) 

Go to unity.vaumc.org and Login 

 

Click on (Church Name) CHARGE  

 

 

Then Click on Clergy Annual Evaluations  

 

Then Click on Add New Evaluation in the box at the bottom 

 

 

Then Enter the Date and click Create Evaluation 
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This will bring up the questions.  It will time out and you 
lose your data after a set period of time – so follow the 
guidelines in red  

 

 

HIT SUBMIT BEFORE YOU LEAVE THE PAGE – even if you’re 
not finished.  SUBMIT means Save. That takes you back to the 
Clergy Evaluation Page 

 

Now that you have saved your new evaluation, these actions 
are available from this page:  

1.  Edit (can make changes, continue entering, etc.) 
2. View a PDF with signature lines  
3. Upload Signed Copy as an Attachment 

 
 

 

 



How to Print PDF with signature lines 

1.  Click View and a PDF will open 
2.  Download to computer before printing so signature lines will show up 

correctly aligned.  
3.  Print 

 

How to Upload Signed Copy of Evaluation:  

1.  Click Attachments 

 
2.  Click Add New Attachment  

 
3.  Choose the File  
4.  Add 2026 (Pastor Name) Evaluation under Notes 
5.  Click Upload File 

 

 

If you’re unsure how to upload an attachment, email it to Lynnmanley@vaumc.org and I’ll 
upload it for you. Please call if you have questions 757.879.9472. 
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