Faculty Candidate eDossier Instructions

College of Sciences & Health Professions Version (July 2019) — All COSHP-
specific content is presented in green type.
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Important/Useful Tips to Remember

¢ You cannot upload more than one file/document
if only one is required in that section. You will
receive a system error (when you try to submit)
that will not let you submit your eDossier (look
for other sections such as those labeled “Other”
to upload those files to (see pp. 40-41).
¢ 1 required = only one upload is required and
allowed in this section
e 1+ required = only one upload is required in
this section, however more than one
document/file can be uploaded if you wish
¢ 0 of 0 Required = Optional = no uploads are
required in this section however the space is
provided should candidates wish to use it.
¢ Do not submit section by section - the system
automatically saves any documents you upload
in any section so there is no need to submit that
section when you are finished. Also, once you
submit a section you will be locked out of it for
editing purposes. Submit your dossier only
when it is complete (see pp. 37-40).
e \When uploading files, make sure you give
the materials in your packet/eDossier a
meaningful title to guide reviewers and
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ensure efficiency in reviewing your
packet/eDossier (see p. 17).

o Select “Preview Packet” (see pp. 34-36) to see
exactly how your eDossier will appear to
reviewers.

e Faculty should send R/S/CA (publications)
accepted after submission of their eDossier to
their Dean’s Office so the appropriate reviewer
can upload to the eDossier system.

e Make sure weblinks/videos/urls you
upload/share in your eDossier are active and
easily accessible to reviewers to ensure
efficiency in reviewing your packet/eDossier (see
pp. 28-33).

¢ To access the attachments you may already
have uploaded into your eFAAR Teaching:
Courses Taught section, follow the step-by-step
instructions on pp. 23-27.

e Packet = eDossier



Receiving Notification Email/Beginning
Your Review

You should be notified that your case is ready via email.

Cleveland State University
engaged .

Cleveland State University has initiated a review
on your behalf.

VIEW CASE

VIEW CASE

Viewing your case will allow you to view requirements, read instructions, and submit

your packet/eDossier online.

Select “View Case” in the notification email which will take you to your
account dashboard to login.


http://click.interfolio.com/track/click/30087966/apply.interfolio.com?p=eyJzIjoicEpmMlc2dkZoYUZUbi1EVldHYXc0RUFHa0pJIiwidiI6MSwicCI6IntcInVcIjozMDA4Nzk2NixcInZcIjoxLFwidXJsXCI6XCJodHRwczpcXFwvXFxcL2FwcGx5LmludGVyZm9saW8uY29tXFxcLzEwNjQxXFxcL3BhY2tldHNcXFwvNjA5MjRcIixcImlkXCI6XCJhMGYwMzU5NGQ2NmY0M2NiYjAyMmFiMmI5ZWJkYzc1ZFwiLFwidXJsX2lkc1wiOltcImE3YmZlOWQ3NGM5OTRkMWUyYTUwMTdiYTQwMzM0MjEyYjc1YTRkMzNcIl19In0
https://product-help.interfolio.com/m/33238/l/658092-a-candidate-s-guide-to-interfolio-review-promotion-and-tenure#select_view_case_in_the_email
https://product-help.interfolio.com/m/33238/l/658092-a-candidate-s-guide-to-interfolio-review-promotion-and-tenure#select_view_case_in_the_email
https://apply.interfolio.com/10641/packets/60924
https://apply.interfolio.com/10641/packets/60924

The first time you login you will see this screen. This login page may
appear and look different from what you are used to. After the first time you
will be directed to your normal login page. Select “Partner Institution”.
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Sign In

Sign in with email Or sign in with:
Email

Partner Institution
Panawon a4 Google

@

Don't have an account?
Use Interfolio’s suites of services to simplify your academic life

an account

Type in “Cleveland State University” in the “Search for your institution” field.

= C' | @ Secure | httpsy//account.interfolio.com, ¥

= apps 48 StaffQuery1 ¥ Content|Cleveland - 8 CSU- EasySenice [ Login 8 Centerforeleaming 8 myCSU- Cleveland = [J Reports ] CEHSQA & Google Groups (1) csumobile - Goo » Other bookmarks

Already have an account? = Sign In

Sign in through your institution

If your institution has partnered with Interfolio to provide Single Sign- Don't have an account? Sign up now.
On, search for your institution name in the box below. Use Interfolio’s suite of services to simplify

your academic life.

Search for your institution Q m

Sign in with an Interfolio account »

© 2019 Interfolio, Inc. | Support | Careers | Cookie Policy | Privacy Policy | Terms of Service
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File Edit View Favorites Tools Help

il [ Suggested Sites = ) Web Slice Gallery =

Already have an account? Sign In

Sign in through your institution

If your institution has partnered with Interfolio to provide Single Sign-On, search for Don't have an account? Sign up now.

your institution name in the box below. Use Interfolio’s suite of services to simplify your academic

life.

cleveland state university| x

s vty [ sonve

Sign in with an Interfolio account >

© 2019 Interfolio, Inc. | Support | Careers | Cookie Policy | Privacy Policy | Terms of Service

Select sign in which will take you to your normal login page.

eﬁ/ﬂﬂ https.

nterfolio <om/ss: O~ @& c| @ soLogin ]

File Edit View Favori

3% [=) suggested Sites = &) Web Sii

Already have an account?

Sign in through your institution

If your institution has partnered with Interfolio to provide Single Sign-On, search for Don't have an account? Sign up now.
your institution name in the box below. Use Interfolio’s suite of services to simplify your academic

life.

Cleveland State University Q |

Sign in with an Interfolio account >

© 2019 Interfolio, Inc. | Support | okie rivacy Policy | Terms of




Sign in with your CSU credentials.

@ £-80] @ sonin x

Fle Edt View Favortes Tools Help
@ (=) Suggested Stes v @) Web Slice Gallery v

i@ Cleveland State University

engagedIearning®

Type your CSU ID and password.




View Your Packet/eDossier Instructions and
Requirements

Once you have logged in to your Faculty180 account,

Click the link to "Your Packets" from the navigation bar, or use the link
in your homepage action items

x (a interfolio

| Home / Welcome back, Debra Bennett

Your Packets

Review, Promotion and Tenure \Ifour AC“ Un Item S

Cases

Debs Bennet

3 year review | English | Review

Select the packet you want to work on

Tip: You can view past packets in the section below the Active Packets.
Your Packets

Active
Facont Typa Siatus Tuge Digte

Eagilsh epartmen: Sranew bt Suismitied
S Wisat Review (Tariee Track)

Eagiish [eparmen Temvare Mot Submitied - View
Tafure Riridw

Completed

ikt Ty Tipensial Genphned

Farrisyul Bguiang Elate Univiraiy Jun 30, 718

Farmisgut Squane Bate Universky Fae - Beag 16,2007 Wi
Bl Win? Miviirws [ Tarwing Temek)

Betwsol of B rois Tidvari: - Bing B0 200 T

You will see an "Overview" page listing the required materials and forms you will need
to add to your packet/eDossier.



Click "View Instructions™ to read instructions provided by your
institution for assembling and submitting your packet/eDossier

Tha Univarainy of Intafelis » Your Pachats »

. Preview Packel
3 year review

Uni Type Condidase Instrustions
English B View Instructions
Overview  Pocket
Biedrw yoma will End an overviem o The kel requirements oulingd By your iRalil e wall b upchated 8 you rabe pragress leend your
packet. To leam more, read tha Cardidana's Packet Guda
Candidate Docurments E'
Mot Vet Eubmittzd
Typa & Rpired W Ak
@ Widem I rzirad 8
& Adsmonal Documents rmquined [
L -

Your packet will be divided into sections, each with a list of materials you will need to
upload in order to complete each section. See next pages (pp. 10 — 11) for a complete
listing of packet/dossier contents.

There is no need to submit a section when you have completed it. The files you
upload and information you enter automatically save.



Required Sections in eDossier
(corresponding to Provost Office Annual
Memo)

List of Sections in a Probationary, Tenure/Promotion, or Reappointment Dossier

1. Introductory Materials
a. Current CV
b. Signed Copy of Appointment Letter of Intent (LOI) (for all but full professor

candidates, lecturer/Professor of Practice, or faculty candidate in 9th year or 12th
year review).
c. Tenure/Promotion/Reappointment Guidelines of Department/School or College
d. Other (optional). Upload and attach any supplementary material or additional
items you wish to include in this section (e.g. Tenure Clock Extension
Documentation).

2. Personal Summary Statement. This should be a succinct (suggested ten pages
maximum) overview and self-assessment of the significance of one’s instructional,
scholarly/creative, and other professional accomplishments and associated future
plans.

3. Teaching Report. Candidates must be sure that the evidence they present is
convincing. Student evaluations are important. Peer and department chair
assessments based on classroom/laboratory visitations are essential supplements to
student evaluations. These should be longitudinal, based on a number of classroom
visitations, rather than impressions recorded of a single visit. In addition, candidates
might present copies of particularly useful syllabi and essays that they may have
written about teaching. Clinical faculty should discuss achievements as a clinical
instructor/supervisor. Candidates should also be sensitive to national accreditation
standards regarding student outcome assessment; contributions to departmental
activities in this area should be highlighted. (See most recent Vice Provost memo for
policy on student evaluations, and for recommendations about how to document
teaching competence/excellence/outstanding record.)

a. Teaching Statement. Concisely describe one’s teaching activities, referencing
and explaining the evidence in the sections b-e.

b. Peer Observation Reports

c. Student Evaluations (table with Blue/SEI Scores). Present summary table that
includes summary statistics for each course you have taught (average ratings,
comparison averages, response rates, etc.). Please follow any instructions you
received from your college regarding the amount of detail to be presented for
student evaluations. (See p. 12 of this document for sample tables.)

d. Representative Syllabi. Include one copy of syllabus per course unless
substantial revision of course has occurred.
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e. eFAAR Information - Teaching: Courses Taught. The eFAAR Information -
Teaching: Courses Taught data must be imported into this section of the
eDossier as a PDF. (See pp. 19 — 22 of this document for instructions on how to
do this.)

f. Other (optional). Upload and attach any supplementary material or additional
items you wish to include in this section. Clinical faculty should include
documentation of achievement as a clinical instructor/supervisor.

4. Research/Scholarship/Creative Activity Report (for lecturers/Professors of
Practice this R/S/CA section is optional and not required. For Clinical faculty
applying for promotion to Professor, this section should include evidence of
intellectual leadership, professional reputation, etc.; see AAUP contract for details).
a. Research/Scholarship/Creative Activity Statement.

Beyond the overview presented in the personal statement, present a brief
summary of the content and significance of each publication or other creative
product, referencing the content in the next section (b) as appropriate.

b. Published/Juried/Accepted Products. Upload or attach copies of/or weblinks to
your publications (journal articles, book chapters, etc.) in this section.

c. External Funding/Grant Proposals & Awards (if applicable/optional). Candidates
will need to upload or attach grant award notifications and/or grant reviewer
feedback for unsuccessful proposals in this section.

d. Other (optional). For publications/activities on which the candidate is a co-
author/co-collaborator, include a statement from the senior/corresponding author
or team leader explaining the nature of the candidate’s contribution. Include
evidence of the professional eminence and readership of publication venues (e.g.
impact factors, rejection rates or status of publication outlet, if applicable).

5. Service Report
a. Service Statement. A short narrative with evidence that documents being an

effective university citizen, professional community outreach, and/or significant
professional association activity.

b. Service to CSU/Internal Service. This may include service to your
department/school, college, and the university.

c. External Service (if applicable). This may include clinical, community
engagement, and service to your discipline.

d. Other (if applicable). This may include letters acknowledging a significant
external service activity. Upload and attach any supplementary material or
additional items you wish to include in this section.

6. Awards/Recognitions (if applicable/optional). List all awards/recognitions in one
document and upload or attach in this section. NOTE: Grant Awards go in section
4.c. External Funding/Grant Proposals & Awards

7. Prior Probationary Review Letters
a. Reports from 3 Year Review - assistant professors only
b. Reports from 4" Year Review - assistant college lecturers/professors of practice

only

c. Reports from 5" Year Review - assistant professors only
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College of Sciences and Health Professions

Format for Tables Displaying Student Evaluation Results

Here is an example of a table displaying average scores by course section, chronologically by semester:

Course Course Title Term # Responses Average Department College
Number Taught of # “This Average “This | Average “This
Enrolled Instructor” Instructor” Instructor”
Students Score Score Score
MTH 181 | Calculus | Fall 2019 | 23/40 4.00 4.22 4.15
“ Fall 2019 | 18/28 4.19 4.22 4.15
“ Spring 25/40 4.33 4.22 4,15
2020
“ Fall 2020 | 36/40 4.51 4.22 4.15
MTH 281 | Multivariable | Spring 15/25 3.99 4.22 4,15
Calculus 2020
“ Fall 2020 | 17/22 4.33 4.22 4.15

Here is an example of a table displaying frequencies of ratings by course, chronologically by semester:

Course Course Term # Excellent | Above | Average | Below | Poor
Number Title Taught Responses Average Average
of #
Enrolled
Students
MTH Calculus | Fall 2019 | 23/40 40% 20% 40% 0% 0%
181
“ Fall 2020 | 18/28 45% 22% 33% 0% 0%
“ Spring 25/40 40% 20% 35% 5% 0%
2020
“ Fall 2021 | 36/40 50% 27% 23% 0% 0%
MTH Multi- Spring 15/25 20% 25% 31% 12% 12%
281 variable 2020
Calculus
“ Fall 2020 | 17/22 27% 33% 34% 6% 0%
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How to Add Files to Satisfy Your
Packet/eDossier Requirements

Click the "Edit" button for the section to which you want to add your
files

Unit Type Candidate Instructions
Ethnomusicology Pramation

Owerview Packet Shared Committee Files

Balow you will find an overview of the packet requirements outlined by your institution. This page will be updat you make progress
toward your packet. To learn maore, read the Candidate's Packet Guide.

Candidate Documents Edit

Subrmitted
Type # Required # Added

v 1 required 1

&5 Cover Letier 1 reguired z

W Research Statament 1 reguired a

& Additional Docwments 0 required 7

& Tanwra Application Farm Part I 1 raguirad 1

b, S

Click "Add" next to the requirement

+ Candidate Documents Oof3
S == [ s |

Recgquined Files

V1 rexuined, ) Added
Mo files hawe been acded yet.
Corvnr Luttnr 1 nsgquired, 0 Ackderd

i files: haree been added yel.
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You can add new files by selecting “Add New File” including video and
webpages:

Add 1.a. Current CV =

00

0000

Choose Existing

1 Required

Add New File

Al

Co-Authored Article

® )

College of Education and Human Services Tenure

Reappointment Guidelines

CPRC 3rd Year Review Letter
CPRC 5thYear Review Letter
Dean 3rd Year Review Letter

Dean 5thyear Review Letter

T

Select the file you wish to upload from your computer/hard drive and

select “Open”

0 )

i—-‘ﬂ Recent Places

- Libraries
@ Documents
J‘ Music
[ Pictures

B videos

18 Computer
& windows ()
5 provost (\\lanyar
5 prvst-contracts (||

€ Network o2

Organize = MNew folder
0 Favorites M Libraries Rachel E Thernton
Deskto System Folder System Folder
P b Y
& Downloads

CardScan

Q
| Computer
- System Folder
Shortcut

Adobe Acrobat X Pro
Shortcut
193 KB
£ 2,06 KB
- Meozilla Firefox
Shortcut
1.05 KB
Additional Materials
Adobe Acrobat Decument
A 78T KB

| =L Adjunct Template

Metwork
JI System Folder
| AVG AntiVirus FREE
Shortcut
1.92 KB
DS ContrelPoint
Shortcut
2.06 KB
Old Firefox Data
| File folder

. Additional Reviewer Materials
w Microsoft Word Doc -
111 KB Type: Microsoft Word Document
Authars: Rachel E Thernton
| =~ Affiliate Request Forn| Size: 11.1 KB

Date modified: 5/28/2019 12:00 PM

File name:
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Select “Save”.

Add File ®

Add New File Previous Reviews

Upload Video Webpage

Additional Reviewer Materials

When uploading files, make sure you give the materials in your packet a
meaningful title because reviewers will see the titles you provide as bookmarks to
the left of the page when reviewing your documents (see p. 17 for details).

By default, the name that will appear to reviewers is the name of the file as you upload
it, but you can also edit the title of a file after adding it to your packet.

Add CV x
1 Rrergyusiresd
Chooss Exdsting Add Mesw Fila

Uplaad Wideo Webpage

@3@3

Drag & Drop your files anywhere or

Browse To Upload
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You can add files from packets you have submitted for previous reviews (i.e., those
conducted using this Faculty 180 eDossier system) -- e.g. prior probationary review

letters, co-author letters, teaching observations, etc.:

Add CV

1 Roquired
Chonsa Existing Aol M Fil

All Materials Packets

Salect & packet to view and add file(s) from that ravies,

Pacist Type Completad
Depariment of English Language and Literature Reereiens 01 8, 2017
English Departmeni Anrwal Review

Promaiticn Oct 9, 27

Departmant of English Language and Literiure
English Dapartment Pramation Resdaws

-

If you need to edit or replace a document, click the "Edit" action

Ovarviem  Packel  Shaned Commnillies Filis

[0 & Espandali & Collapse Al Add Section
~ Candidate Documents 3of3
Nat ot Submiied (T Subenit Reuired
Files
€W 1 resuined, 1 Added
Titl Datals Astisng
added .
GV, docx it 18, 2016 Edit | Remowe
W "

You can edit the title of the file, or click "Replace" to choose a new file to replace it.

Edit Document X

Documaent Title *

Funded Geant Applications docx

d E1

i Replace

16



Best Practices for Naming Packet/eDossier
Materials

Make sure you give the files in your packet a meaningful title because reviewers will see
the titles you provide as bookmarks to the left of the page when reviewing your
documents. A meaningful title will effectively help reviewers navigate through your
packet/eDossier. By default, the name that will appear to reviewers is the name of the
file as you upload it, but you can also edit the title of a file after adding it to your packet.

Name or edit title using this format: “Your Last Name (and) Document Title” (e.g.,
“Thornton Current CV”; or “Thornton Signed LOI” or “Thornton 2018 JApplied SP” (for
Journal article) or “Thornton 2019 Bk Chap CHM for Dummies,” or “Thornton 2018 NIH
Proposal Feedback”).

The idea is to use either a title matching the language used by the Faculty 180 system
(“Thornton Current CV”) or create a title for the uploaded document that a reviewer
could recognize as a document that was mentioned in your CV, Research Statement,
etc.

Give the files you upload the title that you want to appear to
reviewers

Candidate Documents

= 11T &= ™
> |

Arrange Action Share Edit Tags Search
ve
| Cover Letter.pdf | CV.pdf Research Statement of
Statement.pdf Teaching...ophy.pdf
ns
Is t
5 TP-Part-ll- Writing Sample.pdt

-Or- once afile is uploaded, you can edit the title

Click "Edit" in the section where the file has been uploaded
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Demo University » Your Packets » ——
Music Promotion Cases rev-ew cke

Unit Type Candidate Instructions

Ethnomusicology Promotion View Instructions |

Overview Packet Shared Committee Files

Below you will find an overview of the packet requirements outlined by your institution. This will be updated as
you make progress toward your packet. To leam more, read the Candidate's Packet Guide.

Candidate Documents Edit
Submitted
Type # Required # Added
ooy 1 required 1
) Cover Letter 1 required 1
) Research Statament 1 required 1
L @ Additional Documents 0 required 5
Click to edit
w Candidate Documants 3of3
et v st (D [ suo: R
Files
GV 1 required, 1 Added
Tithi Datinks Atk
C\Ldotx [ Edit | Remeve
L Cower Letier 1 requined, 1 Added Add ’

Edit the title and click to save

Edit Document x
Cezscumeent The ©
Oy doce L

o Replace
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How to Access and Import eFAAR
Information - Teaching: Courses Taught to
Your Packet/eDossier

NOTE: Only courses/sections that you taught since the Blue Student Evaluation system was
introduced at CSU (in 2014) will appear in your Faculty 180 account! They will appear in the
PDF that you create, but you may need to add a page to list courses/sections that you taught
before 2014.

Once logged in to your Faculty180 account, select “Vitas & Biosketches”on the left-hand side
of your screen.

J © Facuity180 - Vites & Biosketches X ° dﬂ%
&« C {} & hitps//facultyl80.interfolio.com/cv/PersonalCV_Action.php * O :
i Apps

% Cleveland State Un;verslty Rachel Thornton v
engage g

Home » .
Home Vitas & Biosketches

Your Packets

v Ui .
Faculty 180 Vita Admin
Announcements & Help Search:
Profile Name - Description ~  Unit ~ View  Actions
Activities Dossier The Do rovides sections with pre-defined document descriptions that should be uploaded to each section. University @
Evaluations The do its can be uploaded after selecting the appropriate section and document title.
Forms & Reports ing: Courses Taught The Do: tions with pre-defined document descriptions that should be uploaded to each section University [0
I Vitas & Biosketches The doct ploaded after selecting the appropriate section and document title.
Find Colleagues standardcv University @
Administration v
Add

Promotion & Tenure
Cases
Templates
Administration
Reports

Users & Groups
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Select the eyeball located to the right of “eFAAR Information - Teaching: Courses Taught”.

) © Faculty180 - Vitas & Biosketches X

& > C (Y @ hitps//facultyl80interfolio.com/cv/PersonalCV_Action.php % 0
Apps
'3 Cleveland State UanCI'SIK)’ Rachel Thornton v
engagedlearning*
Home :
Home . . Quicklinks v
Vitas & Biosketches
Your Packets
Faculty 180 V' Vita Admin
Announcements & Help Saacli
Profile Name +  Description Unit ~ View  Actions
Activities Dossier The Dossier provides sections with pre-defined document descriptions that should be uploaded to each section. @
Evaluations The documents can be uploaded after selecting the appropriate section and document title.
Forms & Reports eFAAR Information -Teaching: Courses Taught The Dossier provides sections with pre-defined document descriptions that should be uploaded to each section. @
Vitas & Biosketches ‘The documents can be uploaded after selecting the appropriate section and document title.
Find Colleagues Standardcv University (o
Administration Vi m
Promotion & Tenure
Cases
Templates
Administration
Reports
Users & Groups

0

©2019Interfolio, Inc.
Program Policies

20



1. Select - Type “Institutional”, then “eFAAR Information - Teaching: Courses Taught
(University)” in drop-down menu.

2. Select - Date Range “All”.

3. Select - “Export/Share”, then Export to “PDF” to export this eFAAR file as a PDF to
your desktop.

Faculty180 - View Vita x e ‘
J O recuty

< C {d @ nttps//facultyl80.interfolio.com/cv/Personal Report.php?redirect=15cf95b61133f4 O
i Apps

% Cleveland State Unilversity
engagea -

Rachel Thornton v

Home > Vitas & Biosketches >

Home Vitas & Biosketche

Your Packets

View Vita
Faculty 180
Announcements & Help Vita Options
Profile
Type* @ Institutional () Personal
Activities
Evaluations eFAAR Information -Teaching: Courses Taught (University) L4
Forms & Reports
| Vitas & Biosketches Dot @Al O custom

Find Colleagues [ Hide date range in vita output

Note: date range only applies to items from activity input

Administration V.
T — 3
Cases
Templates Export To -
) g: Courses Taught
Administration Word Document lphioedu
Reports PDF
7 Teaching: Courses Taught
Users & Groups Share
Semester & Course Prefix ¢ Course Number Title ¢ Enroliment ¢ Teaching Load

Web Link
rvo e avanaur 1N table

Go Back

©2019 Interfolio, Inc.
Program Policies

Save the resulting PDF as “eFAAR Information - Teaching Courses Taught”
that reviewers can clearly identify what they are looking at; otherwise the
default file name will be “Vita (1)”.
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lol@] = |

Faculty180 - View Vita x +
4 i T Vita (1).paf
< C {} & nhitpsy/facultyl80.interfolio.com/cv/Personal_Report.php?redirect=15cf95b61: m Edit View Window Help #* O
H Apes  Open. Cti+0 2H0DE &
T Create » :l ‘
. . Tools | Comment | Share
% Cleveland State Universi B sve cnes Rachel Thornton v
engaged 2 Save fis.. PDF.. Shift Crl+S =
@ Share Files Using SendNow Online... Reduced Size PDF..
Home > Vitas & Biosketches >
Home! . . Attach to Email. Certified PDF.
Vitas & Biosketches S T ResderGgendedOF > Quicklinks v
Your Packets . y - Optimized PDF...
View Vita Revert &l
Faculty 180 @ Ctrl+W Image [~
»
Announcements & Hel Properties... Ctrl+D i
v Vita Options & Spreadsheet T
Profile © print. Ctd-P | More Options »
- Type* @ Institutional Personal 1 Ci\Users\2460308"Downloads\Vita (1) pdf
Activities 2¢AU @ o
Evaluations eFAAR Information -Teaching: Cot B e e
4L:..\De d Rela. df
Forms & Reports 5 L:..\Promotion-Tenure ...16 Signed Memo.pdf
5 " Date range*
I Vitas & Biosketches B © A Custom Bt cu-q

Find Colleagues Hide date range in vita output

Note: date range only applies to items fr

Administration 4

Promotion & Tenure Refresh Vita
Cases
Templates

Administration

Reports
7. Teaching: Courses Taught
Users & Groups
Semester ¢ Course Prefix B & Teaching Load & Credit Hours B

Go Back

o

© 2019 Interfolio, Inc.

This PDF can be now be uploaded to the appropriate section in your
packet/eDossier (see “How to Add Files to Satisfy Your Packet/eDossier
Requirements” on pp. 13-14 for help uploading files).
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How to Access attachments you previously
uploaded into eFAAR “Teaching: Courses
Taught” section

Once logged in to your Faculty180 account, select “Vitas & Biosketches”on the left-hand side
of your screen.

] @ Faculty180 - Vites & Biosketches X c

<« C {Y & htips//facultyl80interfolio.com/cv/PersonalCV_Action.php
2 Apps
% Cleveland State Un}iversl Rachel Thornton v
engage: ;

Home »
. N icklink:
Home Vitas & Biosketches Quickinks

Your Packets

Faculty 180 ¥ Vita Admin
Announcements & Help Search:
Profile Name ~  Description ~  Unit ~ View  Actions
Activities Dossier The Dossier provides sections with pre-defined document descriptions that should be uploaded to each section. University (O]
Evaluations The documents can be uploaded after selecting the appropriate section and document title.

Forms & Reports n -Teaching: Courses Taught The Dossier provides sections with pre-defined document descriptions that should be uploaded to each section. University ®
I Vitas & Biosketches The documents can be uploaded after selecting the appropriate section and document title.

Find Colleagues StandardCV University @

Administration v m

Promotion & Tenure
Cases
Templates
Administration
Reports

Users & Groups
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Select the eyeball located to the right of “eFAAR Information - Teaching: Courses Taught”.

) © Faculty180 - Vites & Biosketches X

€ > C O @ nttps/

H Apps

PersonaiCV_Actionphp

% Cleveland Swtcmggrgve{snty

Rachel Thornton v/

Home

Your Packets
Faculty 180

Announcements & Help

Profile

Activities

Evaluations

Forms & Reports

Vitas & Biosketches

Find Colleagues

Administration NV

Promotion & Tenure
Cases
Templates
Administration
Reports

Users & Groups

0

© 2019 Interfolio, inc.
Program Policies

Home >

Vitas & Biosketches

¥ Vita Admin

Quicklinks v

Search:

Name

Dossier

€eFAAR Information -Teaching: Courses Taught

StandardCV

Add

Description
The Dossier provides sections with pre-defined document descriptions that should be uploaded to each section.

The documents can be uploaded after selecting the appropriate section and document title.

The Dossier provides sections with pre-defined document descriptions that should be uploaded to each section.

The documents can be uploaded after selecting the appropriate section and document title.

University @
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4. Select - Type “Institutional”, then “eFAAR Information - Teaching: Courses Taught
(University) in drop-down menu.

Select - Date Range “All”.

Select - “Refresh Vita”.

o u

% Cleveland State University Rachel Thomion v
engaged 2
Home > Vitas & Biosketches »
Home . H
Vitas & Biosketches Quicklinks v
Your Packets View Vita
Faculty180
Announcements & Help y
Vita
Profile
Type* @® Institutional Personal
Activities
Evaluations | eFAAR Information -Teaching: Courses Taught (University) v

Forms & Reports

Date range* Custom

I Vitas & Biosketches

Find Colleagues Hide date range in vita output

Note: date range only applies to items from activity input

Refresh vita Export/Share v
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Select the blue hyperlink next to the course you wish to access attachments from.

% Cleveland State University el Thornton v
engaged| £
Semester % Course Prefix % Course Number % Section % Course Title ¢ Enroliment % Teaching Load < CreditHours <
Home) Fall 2018 soC 101 1 Intro to Sociology 74 3 3
Your Packets Fall 2018 soc 10 502 Intro to Sociology 30 3 3
Faculty180 Fall 2018 soc 201 1 Race/Class/Gender 75 3 3
Announcements & Help Fall 2018 soc 201 2 Race/Class/Gender 74 3 3
Profile 253 12 12
Activities Summer 2018
Evaluations Semester Course Prefix ¢ Course Number ¢ Section ¢ Course Title ¢ Enrollment ¢ Teaching Load ¢ Credit Hours E
Forms & Reports Summer 2018 soc 101 501 Intro o Sociology 20 3 3
I Vitas & Biosketches Summer 2018 soc 400 150 Capstone/Socielogy&Criminology 7 3 3Q
36 6 6
Find Colleagues
Spring 2018
Semester < Course Prefix % Course Number ¢ Section < Course Title ¢ Enrollment ¢ Teaching Load ¢ CreditHours =
Spring 2018 soc 101 1 Intro to Sociology 64 3 3
Spring 2018 soc 201 1 Race/Class/Gender 68 3 3
Spring 2018 soc 201 2 Race/Class/Gender 73 3 3
Spring 2018 soc 317 1 Sociology of Gender 33 3 3
238 12 12
Fall 2017
Semester ¢ Course Prefix 4 Course Number ¢ Section ¢ CourseTitle ¢ Enrollment ¢ Teaching Load ¢ Credit Hours e
Fall 2017 soc 101 50 Intro o Sociology 25 3 3
Fall 2017 soc 201 3 Race/Class/Gender 73 3 3
(i) Fall 2017 soc 201 4 Race/Class/Gender 74 3 3
© 2019 Interfolio, Inc. Fall 2017 soc 400 50 Capstone/Sociology&Criminology 11 3 3

Program Policies

The attachments associated with that course will appear in a new box in the left-hand corner
of the screen.

() FacultyL80 - Attschments - Google Chro l=l@] =
& hitps://faculty180.nterfolio.com/cv/View Aftachments. predinect=15dLTbbCSbbE & o
Forms
‘ % rt Emulation Details Exit Emulation
Attachments .
Attached Files
ourse Prefix < Course Number < Section ¢ Course Title < Envoliment < Teaching Load = CreditHours B
Title Uploaded  View )
joc 101 1 Intro to Sociology 7 3 3
20190404
Online 101 Syllabus de
nline yllabus doex 09:30pm @ [foc 1 502 Intro to Saciology 30 3 3
Summer 2018S0C 101 (S01) 20190404 g © 01 ! Race/Class,/Gender » 3 3
evaluations.pdf 09:32pm foC 201 2 Race/Class/Gender 3 3
12
& Course Number & Section & Course Title 2 Enroliment 2 Teaching Load & Credit Hours &
101 501 Intro 1o Sociology 29 3 3
c 150 Capstone/Sociology&Criminology 7 3 3
Find Colleagues
Spring 2018
Semester & Course Prefix & Course Number & Section ¢ Course Title < Enroliment & Teaching Load ¢ Credit Hours ¢
Spring 2018 soc 1m 1 Intro to Sociology o4 3 3
Spring 2018 S0C 2m 1 Race/Class/Gender 68 3 El
Spring 20 soc 20 2 Race/Class/Gender 73 3 3
Spring 2018 soc n7 1 Sociology of Gender 33 3 3
238 1
Fall 2017
Semester & Course Prefix & Course Number & Section & Course Title 2 Envoliment 2 Teaching Load 2 Credit Hours &
Fall s0C 1m0 50 Intro to Saciology 25 3 3
Fall 2017 s0C 20 3 Race/Class/Gender 73 3 3
[i] Fall 2017 500 20 4 Race/Class/Gender 74 3 3
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Select the eyeball located to the right of the attachment you wish to access and download.
The attachment will open in a new window.

€ Faculty180 - Attachments - Google Chrome o | S j—"3

@ https://facultyl80.interfolio.com/cv/View_Attachments...

Forms
& |
Reports

Attachments

Attached Files

Title Uploaded
2019-04-04
Online 101 Syllabus.docx
SY 09:30pm @
Summer 2018 SOC 101 (501) 2019-04-04 @
evaluations.pdf 09:32pm
Online 101 Syllab...docx Show all X

Save the item as a PDF. (Use the instructions on p. 17 to be sure it has atitle
that will be recognized by reviewers.)

This PDF can be now be uploaded to the appropriate section in your
packet/eDossier (see “How to Add Files to Satisfy Your Packet/eDossier
Requirements” on pp. 13-14 for help uploading files).
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Add Links to Webpages, YouTube and
Vimeo Videos to Your Packet/eDossier

Follow the instructions below to include links to webpages, and YouTube or Vimeo
videos in your packet of materials.

Access your packet of materials

Once you sign into your Faculty180 account,

Select "Your Packets" from the left hand navigation menu

Hame

elcome back, Rita Book

Your Packats

Fevem Prmetenmd e Your Action ltems

Cases

w/. There are no ilems agsigne
e 1o the left o navigat:

Open your case packet

Home Your Packets
Your Packets .
| Active
Revlew, Promoton and Tenurs
Cases Packet Type Status Due Date
Dema Undvarsity Promation Mot Submitted Cage due Mar 23, 2019 Wiew
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On the "Overview" tab, click "Edit" on the section of the packet you want
to edit

Overview  Packel

Bl you will find an overview of the pecket reguiremssnls outlined by your instition. This page will be updsied as progress towand your
packet. To learn mare, read the Candidade’s Packet Guide.
Candidate Documents

Mal el Submitied -

Ty # Rgpuiind ¥ adddhind
B viden 1 regpinsd [}
&  Addtonal Doouments

0 required

hy

To add links to YouTube or Vimeo videos:

Click "Add" where you want to include a video

Oversiew  Packet

~  Candidate Documents

Ea °
tics vt Submitied (T Paquired Filis

Wity 1 redjuired, O Aot

H flkes e bivens e o, /

Open the "Add New File" tab, or, "Choose Existing" if you want to add a
video you have previously added to your Dossier

Add Video x
1 Required
Choose Existing  Add New File

@ (<]

There are no existing files to select

Select "Video"
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https://product-help.interfolio.com/m/33238/l/658093-add-links-to-webpages-and-youtube-and-vimeo-videos-to-your-packet#to-add-links-to-youtube-or-vimeo-videos

Add Publications
1 Required

Choose Existing ew File

Upload Video Webpage

Y+ ¥

Drag & Drop your files anywhe

Browse To Upload

Give your video a title (using instructions on p.17), enter a YouTube or
Vimeo URL linking to your video, enter a description, and click "Add"

The URL must be to a video hosted on YouTube or Vimeo.

Add Publications x
1 Raguired

Choose Existing A Mew File

Uplad Widea Whipage

¥ou can add vidkcs hostad on YouTube and Vimen 1o your Dessier matarnials. Simaly paste the ¥ouTubs or Vimea
VAL in the: space balow, For mons informeation sas the artick Add YouTube and Viman Videos 1o Your Dossiar,

itk "

LIAL "

=l

® |f you want to share your video only with the people reviewing your materials, you
can control who has access to the video by changing the privacy settings for your
video in YouTube or Vimeo. TIP: Make sure weblinks/videos/urls you upload/share
in your eDossier are active and easily accessible to reviewers to ensure efficiency in
reviewing your packet/eDossier (you don’t want reviewers to be required to sign up or
subscribe before being allowed to view your shared work).
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To add a link to a webpage:

Click "Add" where you want to include a link

Owerview Packet

0O © expsndall & Collapse Al

s Candidate Documents m Oof1
Mot Yet Submitted  ((IETR]) Required Files
Videa 1 reguired, 0 Added
Mex fibes have been added yet, /
h o

Open the "Add New File" tab or select a link you have previously added
to your Dossier

Add Publications x
1 Rl
st e Fie

Chooss Existing

All Materialks Codlections

@ ()

B Corr Lithar
==

Select "Webpage™
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https://product-help.interfolio.com/m/33238/l/658093-add-links-to-webpages-and-youtube-and-vimeo-videos-to-your-packet#to-add-a-link-to-a-webpage

Add Publications
1 Required

Choose Existing Add New File

Upload Video Webpage

Y+ ¥

Drag & Drop your files anywhe

Browse To Upload

Give your webpage a title (using instructions on p.17), and enter the
URL. You can also add a description to describe or give context for the
web link

Make sure you include the prefix, such as http://
Add Publications »
1 Requined
Choose Exigting Add Mew File

Liploed WVidea Wabpaga

ou can include links 10 webpages in your Dossier materials, When @ revieser clicks the link, the webpage will open
in B nesw tab. For more informstion Ses the artick Link io Weboages in Your Dossier,

Tithe
URL *

Description @

=3

LY r

TIP: Make sure weblinks/videos/urls you upload/share in your eDossier are active and easily
accessible to reviewers to ensure efficiency in reviewing your packet/eDossier (you don’t
want reviewers to be required to sign up or subscribe before being allowed to view your
shared work).
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A link to the webpage will display to reviewers when viewing your
packet of materials

= [ Only show submitted sections.
w CANDIDATE DOOUMENTS
(=]
Tast Wk Pags
¥ DOCLMEMTATION OF TEACHING ENCELLENCE ﬁ
—
p—
—
-
hitp A weerainterfollocom
Haota: Clicking thi link above will opan the wabpogs ina re
T, -~
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Preview Your Packet/eDossier before
Submitting

You can preview how your packet/eDossier will appear to reviewers: The
preview shows exactly how the packet/eDossier you are submitting will appear to
reviewers.

Click "Preview Packet" at the top right of the eDossier/Your Packets
page

Demo University > Your Packats > -
. . Preview Packet

Music Promotion Cases

Unit Type Candidate Instructions

Ethnomusicology Promotion

Overview Packet Shared Committee Files

Below you will find an overview of the packet requirements outlined by your institution. This page will be updated as you make progress toward your

packet. To learmn more, read the Candidate's Packet Guide

Candidate Documents

Submitted

Type # Required # Added
\ ‘ @cv 1 required 1

You can click to select multiple sections and preview the selected
sections in the document reader
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Then click on “Packet”

Demo University > Your Packets »

Music Promotion Cases

Uinit Typa
Ethnomusicology Promotion

Owerview Packet Shared Committee Files

O © Expand All @ CollapseAll £

»> cCandidate Documents

Mot Yei Submitted m

> Evidence of Teaching Excellence

Due: May 26,2016 | Not Yet Submitted (I ana)

You can also preview individual sections of the packet

w Candidate Documents 3of3

Mot Yot Submitted  JEELTEI T m Reguired
Files:

eV 1 required, 1 Adced

Titha Dinais AN
Added
CV.docx har 18, 2016 Edit | Remove

Cowver Letter 1 required, 1 Added -
X [ nad | )

-and- you can preview individual documents by clicking the document
title
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v Candidate Documents

Not Yet Submitted

CV 1 required, 1 Added
Title

CV.docx

Locked Sections

If a section is labeled as "Locked," this means your institution has opted to restrict
editing after submission. Please contact an administrator at your institution if you have
guestions about a locked section.
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Submitting Your Packet/eDossier

It is highly recommended that you DO NOT submit your eDossier
section-by-section, as the section is locked from editing once you
submit it. The system automatically saves your work once you upload
documents to any section. Submit your entire eDossier/Packet only
when all sections have been completed.

How to submit your eDossier:

Once all of your section requirements have been met and your eDossier is complete,
select “Your Packets” on the left-hand side of the screen of the eDossier/Your Packets
main page, then select “Packet.”

€« C O @ https//apply.nterfolio.com/10641/packet: Frecuirement D o
x Cleveland State University o

Cleveland State University > Your Packets >

| :'”'“‘M nure & Promotion - TT Faculty (Without DPRC) Drstion Eacat
our ets
Faculty 180 Type Candidate Instructions
Cleveland State Universit Review

Announcements & Help
Profile Overview Packet

Activities

O © ExpandAll @ Collapse All

Evaluations

Forms & Reports

v 1. Introductory Materials - a. Current CV 10f1
Not Yet submitted  (TIRERRD) Required Files

Find Colleagues

Administration v
Promotion & Tenure Title Details Actions
Cases
Added
MY CV o Edit | Remove
Templates

Administration

Reports v 1. Introductory Materials - b. Signed Copy of Appointment Letter of Intent 0of0

Users & Groups (LOY) (for all but full professor candidates) Required Files

Not Yet Submitted

(system optional) Upload signed copy of Appointment Letter of Intent (LOI) unless you are a full professor candidate.

1.b. Signed Copy of Appointment Letter of Intent (LOI) (for all but full professor candidates) 1 Added

(] (system optional) Upload signed copy of Appointment Letter of Intent (LOI) unless you are a full professor candidate.
SN b

Program Policies Title Detalls Actions
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Select the checkbox located below “Overview” to select all the sections at once and
then select “Submit Sections” to submit your eDossier.

<« C @ https//apply.ntarfolio.com/10641/packets/62458#raquirements * O
i Apps
x Cleveland State University Rachel Thornion
Cleveland State University > Your Packets >
Home . . review Packet
Tenure & Promotion 4 TT Faculty (Without DPRC)
I Your Packets
Faculty 180 Unit Type Candidate Instructions
Cleveland State University Review
Announcements & Help
Profile Overview Packet

Activities " , .
Submit Sections © Expand All @ Collapse All
Evaluations

Forms & Reports

v 1. Introductory Materials - a. Current CV/ 1 of 1
Vitas & Biosketches -
Not Yet Submitted (LIEIE]

Find Colleagues Required Files

Administration v
1.a. Current CV 1 required, 1 Added Add

Promotion & Tenure Title Details Actions

Cases

Added
MY CV n7 Edit | Remove

Templates Jun7,2019 [

Administration

Reports v 1. Introductory Materials - b. Signed Copy of Appointment Letter of Intent 0of0

Users & Groups (LOI) (for all but full professor candidates)

Not Yet Submitted (ULIEIZEE]

(system optional) Upload signed copy of Appointment Letter of Intent (LOI) unless you are a full professor candidate.

m Required Files

1.b. Signed Copy of Appointment Letter of Intent (LOI) (for all but full professor candidates) 1 Added Add
6 (system optional) Upload signed copy of Appointment Letter of Intent (LOI) unless you are a full professor candidate.
© 2019 Interfolio, Inc.
RESEmRE e Title Details Actions
Added B -

You will receive a message confirming that you wish to submit the selected sections
and reminding you of the implications of submitting these sections:

© 2ppy - Inerfolo * R ‘___ _ ‘ ‘ _“ L7 W
J g .,
* O

<« C {Y & htips//apply.interfolio.com/10641/packets/62353#requirements

Confirm x
You cannot edit the documents and forms within a section once it has

been submitted. An administrator will need to unlock the section in order
for you to make any changes. Are you sure you want to submit the

™ 3

selected sections at this time?
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Once submitted you will receive a confirmation message in the lower left-hand corner of
your screen and your eDossier will be locked from editing.

V3. 1eacning Keport - d. sylianl
Vitas & Biosketches Submitted

Find Colleagues

Administration © 3.d. Syllabi 1+ required, 1 Added

Promotion & Tenure Title
Cases Syllabi
Templates
Administration
Reports v 3. Teaching Report - e. Other
Users & Groups Submitted

3.e. Other 0 Added

No files have been added yet.

SECTION SUCCESSFULLY SUBMITTED

4. Research/Scholarship/Creative Activity Report - a.

The section is now available to the appropriate committee members for review. \ . -
prrep Research/Scholarship/Creative Activity Statement
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Common Errors You May Receive when
Submitting Your Packet/eDossier

When you try to submit your eDossier/Packet and receive the following error:

If you have not uploaded the required number of materials, you will see a window with
a message that about missing items that still need to be submitted in that particular
section:

Submission Confirmation x

The section cannot ba submitted because there are issuves with the reguiremants listed below. You can submit the
section once you heve corrected any issues and edded materials to meet the requirements for the section.

Requirement Mame Issue

Research Statemeant Missing the minimum number required

We have also taken measures to prevent you from adding more than the required
number of documents for a given document requirement before submitting your packet.

When you add more documents than the required/allowed number, the number added
changes color and is bolded to draw attention to the error.

Cover Letter 1 required, 2 Added

[~

Title Details Actions
Added

Research Statement update.doc Mar 18, 2016 Edit | Remove
Added

Cover_Letter.txt Mar I.EE 2016 Edit | Remove

Note that some sections will have a minimum number of required documents, but also
allow you to submit more than the minimum number (“1+ Required”). If there is no “+”
shown, you may only submit the number of documents listed as “required.” (“1
Required) Still other sections may not require any documents to be submitted but are
optional and up to the candidate to decide if they want to add any files (“0 of O required).
(See Important/Useful Tips to Remember on page 2 for more details).
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If you try to submit a section with too few or too many materials for the given
requirements, you will see a message indicating whether the issue is that too many or
too few documents have been submitted. The message also states that “You can
submit the section once you have corrected any issues and added materials to meet the

requirements for the section.”

Submission Confirmation X

The secticn cannot be submitted because there are issues with the requirements listed below. You can submit the
section once you have corrected any issues and added materials to meet the requirements for the section.

Requirement Name Issue
Cover Letter Exceads the maximum number required

Research Statement Missing the minimum number required

Close
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View and Respond to Files Shared with You
by a Committee (Review Letters)

The most common scenario for sharing files with you is when the reviewer (person or
committee) has made a decision about a candidate following review of the
eDossier/Packet. Once the person or committee reviewing your case has written,
signed, and uploaded a review letter, the file containing the letter may be shared with
you.

However, there may be other circumstances when the committee or administrative
personnel require the candidate to view materials from the case packet. A reviewer
(PRC Chair, Dept Chair/School Director, Dean) may share with you a file (letter) asking
for additional information; may allow you to respond in writing to the shared letter; and
may set a date when your response is due.

When files are shared with you, you will receive an email

message prompting you to log into your account and view
the files

Beverly Brown has shared files with you.

VIEW FILES

You will ba required to sign in to your account to view tha
shared files.

Dear Dr. Pnt,

Please find attached the reason...

o's ByCommities | Interdalio Support

Login to your Faculty180 account and you will see an
action item indicating that a file has been shared and an
indication if a shared file is open for a response. You can
click your name to view the packet.
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Your Action ltems

REL=EETCL Open for Responee
Due: Mov 26, 2017 ©
Music Promotion Cases | Ethnomusicology | Prometion

-or- click "Your Packets" in the left hand navigation and
select the case

P Your Pe

I Your Packets

Active

REUiE‘AII Promolion and Temure
Cases Packet

Demo University

Open the "Shared Committee Files" tab of the case packet

Dernc University > Your Packets >

Music Promotion Cases

Unit
Ethnomusicology Promotion

Overview Packet Shared Committee Files

Below you will find an overview of the packet requirements outlined by your institution,

toward your packet. To leam more, read the Candidate’s Packet Guide

Candidate Documents
Submitted

Type #Req
% ocv 1 requk

Files shared with you will appear listed

You can download the file, or copy it to your Dossier where it will appear in your Dossier
materials.
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Do Lindwirsity o Your Pechais &
Music Promotion Cases

. it Type Candidaie Instructions
Ethremusicrlegy Promation View Instructions |

Chwrview Packel  Shared Commities Fles

Balow you wil sew files thet heve been sent 1o you by commities members.

w Sent by Beverly Brown on Jan 21, 2019

Sheved Files Acinne

Daspartmant Chalrs Repart Copy to Dossker | Download

Cipan for Respone
T kiaeni e, raied sbout how oo Vies and faspond 1o Flis Shared with You by @ Commiimes

D
Duez Jan 25, 3015

If you click "Copy to Dossier," you will have the option to add the file directly to a
collection of materials to use in future reviews (i.e., probationary review letters from
PRC or Department Chair). (If you have any collections available; see p. 45 for
instructions to create a collection). You will not see these files available until the time for
the next review occurs.

1. To access the collections feature, navigate to the "Collections" page
from the navigation bar

2. Click "Add Collection"

My Materils

Collections
Add Collection

Name Created = Actions

Anocther Collection Mar 12,2018 Select w
Image Portfolio Mar 3,2018 Select v
Scott Harris - Collection 2 Feb 27,2018 Select v
Scott Harris - My Collection Jan 26,2018 Select v

3. Name your collection
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https://product-help.interfolio.com/m/27438/l/644605-how-to-create-collections-of-your-materials#to_access_the_collections_feature_navigate_to_the_materials_page_of_your_dossier
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https://product-help.interfolio.com/m/27438/l/644605/show_image?image_id=1441907

Add Collection X

-

Name

Sample University Job Material ‘

(oo [

4. Click the name of your collection to begin adding materials

My Materals

Collections
Name = Created = Actions
Another Collection Mar 12,2018 Select v
Image Portfolio Mar 3,2018 Select v
Sample University Job Material Mar 27, 2018 Select v
Scott Harris - Collection 2 Feb 27,2018 Select v
Jan 26,2018 Select v

Scott Harris - My Collection

5. Click "Add Materials"
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https://product-help.interfolio.com/m/27438/l/644605/show_image?image_id=1441909

You can also click the "Actions™ button to the right of the page to copy or
download all shared files.

Copy 1 File To My Dossier Account x

Copying To
My Dossier Account Rogrrrrdema edu)

Add to this collection (oplicnal)
Collections let you group together documents in your Dossier for easy

submission to review cases, or searches.

[
‘.‘ J
Utah Job

Shared Files

Department Chairs Repart

Copy all shared files

Download all shared files

Actions

Copy to Dossier | Download
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Re-use Materials from Previous
Packets/eDossiers in Current or Upcoming
Reviews

Faculty candidates can import and re-use materials from past Faculty180 Review,
Promotion & Tenure packets (including prior review letters) when assembling a packet
for a current or upcoming review.

So, if you are up for an important review (like tenure, or promotion to full professor), you
can easily add materials you've previously submitted for routine reviews such as annual
reviews, prior year’s review letters, etc. This can save you hours of tedious redundant
work, and also cut down on potential errors when assembling your packet.

Login to your Faculty180 account,

Select "Your packets" from the left hand navigation

D
x E-:]UIIW[:HIW

Home

Your Packets

| Your Packets Ac -t.l"l.n"ﬁ'

Rewiaw, Promation and Tenure

Cases Packet Typa Status

Department of English Language and Literature Promation Mat Submitted

Sermanary Promation Cages

Completed

Facket Typa Responded

Historical Musicology Tenure -

Music: Promation Cases

Open your packet

You will see a list of all packets with an indication of packet type, status, due date, or
completion date.
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Your Packets

Active
Packet Type

Department of English Language and Literature Promotion

Seminary Prormotion Cases

Completed
Packet Type
Hiztorical Musicology Tenure

Mugic Promaotion Cazes

b r

Click "Edit" on the section where you want to add the file

Owerdew  Pocket

Bk you wil fnd an reervhew of the packes reguremisnts cutkned By your instHution. This page will be updatod sy makes progress ripacket T ke
mrore, sead the Candidate's Packel Gude,

Candidate Documents i
Mol Yel Submitted
Tree & Renquioad # Aadcind
( {5 AddBonal Documents 0 requined n
By 1 iegquined [i]
B Penmaal Siabanent 1 iwgquined [i]

L

Click "Add" next to the requirement for which you want to
re-use previous packet materials

Owerview  Packet
O © ExpandAN & Collapse Al

w Candidate Documents

. Dof2
Mot Yet Subrritted (Tl Submit Required Files
C¥ 1 required, 0 Added

Na files hawe been added yet.

Click "Packets'" on the ""Choose Existing" tab

48



Add The Second Requirement for Anthony's Section »

Tptional
Choosa Exsting Acid MNerr Fila

All BMateriala Calleciions Packela

@

Anahony's M3 Resporeo l
Corer Lirttar

oy

File 2

Fli= 4

Hat AlltheCards - Anthony's Test Temploie (23007

Kat AlliheCands - Anthem's Test Terelaa C200 7

-

Select a packet from the list to view and add files from that
review

If you have previously created a packet for a review, you will have the option to add
materials from previous reviews to the new packet.

You will see a list of packets with packet type and date of completion displayed. Click
the packet title to view and add files.

Add CV x
1 Required
Choose Existing Add Mew File

All Materials Collections Packets

Select a pecket to view and add file(s) from that review.
Packet Type Completed

Departmant of English Language and Literature Faviaw Oct 9, 2017
English Department Annual Review
Departmant of English Language and Literature Promation Qct 9, 2017

English Dapartment Promotion Reviews

Select the files you want to add
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All the materials you uploaded for the review will appear listed, as shown below.

Add CV x
1 Required

Choose Existing Add Mesw File
A0 Matarials Callections Packets

English Dapartmant Annual Review Select a diffenent review
Dapartmant of English Language and Literature

Type: Raview

Gompleted: Dot 9, 2017

1 [B &0 decuments in this review in 3 single PDF

Candidate Documents

O @Eey

I [2 Research Statement

1 [B Journal article

[ [ Bibliegraphy of published works
O [& Anmuel Seif Assesment

7 £

b, o

Check "All documents in this review in a single PDF" to add all files, or select the
files you want to add to the new packet
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Add CV
1 Required

Choose Exsting Add New File
All Materials Collections Packets

English Department Annual Review
Department of English Language and Literature
Type: Review

Completed: 017

All documents in this review in a single PDF

Candidate Documents

If necessary, you can click "Select a different review" to reopen the list
of packets for previous reviews

Add Additional Documents x
Ly ] tiﬂEtl"g Add MWew File
All Materials Collactions Packels

Application for Sabbatical Leave Select a different review
Open, na Share

Typa: Sabbatical
Completed: Aug 24, 20M7
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Need Help? - Important Contact Information

School of Nursing

Corinne Wheeler - (216) 687.5048 or c.a.wheeler@csuohio.edu

Joan Thoman - (216) 687.3518 or J. THOMAN@csuohio.edu

College of Education & Human Services

Tachelle Banks - (216) 687.4608 or T.I. BANKS@csuohio.edu

Claire Grantier - (216) 687.4619 or c.grantier@csuohio.edu

Monte Ahuja College of Business

Karen Hammon - (216) 875.9724 or K. HAMMON@csuohio.edu

Melinda Arnold - (216) 687.6952 or M.J. ARNOLD@csuohio.edu

Washkewicz College of Engineering

Brian Davis - (216) 687.2567 or B.L.DAVIS@csuohio.edu

College of Sciences & Health Professions

Kathleen McNamara - (216) 875.9831 or K. MCNAMARA@csuohio.edu

Andrew Resnick - (216)687.2437 or A.RESNICK@csuohio.edu

College of Liberal Arts & Social Sciences

Wendy Regoeczi - (216)687.9349 or W.REGOECZI@csuohio.edu

Jody Milkie - (216)687-3663 or J.MILKIE @csuohio.edu
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Maxine Goodman Levin College of Urban Affairs

Wendy Kellogg- (216)687.5265 or W.KELLOGG@csuohio.edu

Office of the Provost

Rachel Thornton- (216) 687.3577 or r.e.thornton82@csuohio.edu

Center for Faculty Excellence

Joanne Goodell- (216) 687.5509 or J.GOODELL @csuohio.edu
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