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Important/Useful Tips to Remember

¢ 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 when it is complete (see page 41).

e When uploading files, make sure you give the materials in your packet/eDossier
a meaningful title to guide reviewers and ensure efficiency in reviewing your
packet/eDossier (see page 25).

e Select “Preview Packet” (see page 39) to see exactly how your eDossier will appear to
reviewers,

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

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

e To access the attachments you uploaded into the eFAAR Teaching: Courses Taught
section, follow the step-by-step instructions on page 27.

¢ 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
page 45).

o 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.

e 0 0of 0 Required = Optional = no uploads are required in this section however the space is
provided should candidates wish to use it.

e Packet =eDossier.



Receiving Notification Email/Beginning Your Review

You will be notified that your case is ready via email. The email notification
will include instructions and links to this document and others to review as
well.

Cleveland State Universi

engaged g*

Cleveland State University has initiated a review
on your behalf.

VIEW CASE

VIEW CASE

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://account.interfolio.com/login
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

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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Viewing 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 @& interfolio

| Home Welcome back, Debra Bennett

Your Packets

Review, Promotion and Tenure

Your Action ltems

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
Facket Type Status Due Date

EagAsh Depsrtimernt Arcow Not Submitied

¢ Yeu! Review (Terure Track)

Eagish Departmen Tenure Not Susmitied

Tasare Mnven

Completed

Pt Typ fesponsed Carmpines
Farmegie Sguare Siste Universtty

Famgut are State University e

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.

The Univeraity of tarfolle » Your Feckats » TSR
. ew

3 year review

Unit Type Candidate Instructions

Fnghst e [[View nstructions |

Overview  Pocket

Below pou mil fnd an overveim of The packet requirsrtents ourined by your el page wifl be uptated as you ke peogrens 1wt your
PACREL. TO lawm move, rsad e Candidets s Packe Qude

Candidate Documents l Edn
Kot Yet Submitsed

Type » Merparmd ¥ Adcel
® Ve 1 gured [
© Adstsonsl Docurmenis I regaves -]

Your packet will likely be divided into sections, each with a list of materials
you will need to upload in order to complete each section.
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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 eDossier

Information document)

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

1.

2.

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).

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.

Teaching Report. Candidates must be sure that the evidence they present is
convincing. Student evaluations are important, and this year we have attached
the university policy on student evaluations (see first paragraph) for your
assistance. 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. Candidates should also be sensitive to
national accreditation standards regarding student outcome assessment;
contributions to departmental activities in this area should be highlighted.
Appended are further recommendations on how to document full competence,
exceptional achievement, sustained excellence, or long-term and outstanding
record of distinguished teaching, whichever is applicable.
a. Teaching Statement. Concisely describe one’s teaching activities,
referencing and explaining the evidence in the sections b-e.

10



Peer Observation Reports

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.

Representative Syllabi. Include one copy of syllabus per course unless
substantial revision of course has occurred.

eFAAR Information - Teaching: Courses Taught. The eFAAR Information -
Teaching: Courses Taught data must be imported into this section of the
eDossier as a PDF. Please refer to the Faculty Candidate eDossier
Instruction Guide for more information.

Other (optional). Upload and attach any supplementary material or
additional items you wish to include in this section.

. Research/Scholarship/Creative Activity Report (for lecturers/Professors of
Practice this R/S/CA section is optional and not required).

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.

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

. Other (optional). For publications/activities on which the candidate is a co-

author/co-collaborator, include here 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 one’s publication venues (e.g. impact factors, rejection rates or
status of publication outlet, if applicable).

11



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

12



Completing and Submitting Your Preliminary Dossier for External
Evaluation

Once you have logged in to your Faculty180 account, click the link to ""Your
Packets" from the navigation bar.

x @ interfolio

| Home Welcome back, Debra Bennett

Your Packets

Review, Promotion and Tenure

Your Action ltems

Cases

Debs Bennet

3 year review | English | Review

Select the packet you want to work on.

Your Packets

Active
Fackrt Type Statue e Date

Eagish Department Arcon Not Susmitied
¢ Yeu! Review (Terure Track)
Eagish Department Tenure Not Susmitied
| -
Completed
Nesponsed Compimest
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Click the ""Packet"" tab.

Chrweisted Seam Lisiversdty, » Your Paciaty o

B Tenure & Promotion - TT Faculty (With DPRC)

I Your Packets
taatytan Ul Type _cm lastricticrs
St anversht B en | v - |
Amaroanents & Hep Y | View Insucton |
Profee Overvien  Packet
| —
Motttes
= Bk you wil I 33 Overdew ol 0 Backet TeQuiTEments outrad by your msteton, This page Wil e iDgated 62 YOu Maks Drogeest Iowars your ez
Eratanom
the Dandcatns Pt Gadke
Fotrrs & Repotts
Vitas & Baskenches Preliminary Dossler
#nd Cobesgun Duee 20200401 | Nt Yel Sutomitied Lockes
Atisygion v Toe prom) £hd
@ Pebawary Dostier Msterinhy | oy
Promctcn & Teram
Casey
Tenplaes
Adrisyaton

Select “Add” to begin adding files to this section.

ot 7o lesrm mere, el

s Tenure & Promotion - TT Faculty (With DPRC)

[ U T
Oewdurd Aade Livwwary [E) View horuction |

[

Formm & Rederts
Vv Preliminary Dossier

Vaad & Bosbexhes
D e 120001 et vt e (R
Fid Cobangans

Asmrinatin v

FRcuily casttiynn QOg wp 50r Mt GAamnannn Whouh] 450 Tt COCLITRYED D g1 s 121 PR AatEn 1 IO

o mrterigs have bemn pptuaded sbete! thes section

Frovvint b T

0of1

Nemired Hina

Cases Frebmvnaty Doseer Matwtale 1o el 0 Added E
Termoiie Facadty candabyns ong op A banes pred Seamnsiin) each] A00 Sat! CUCLITINGS Demy 4 f K the salemyl rovismery B2 s batan 1) P asction Once
Admriersiion 0 murerias have beon iplaaded trri this wachion

Prarta e et hive e peiet yet

Uners & Goups

V1 Introductory Materials - a. Current OV

ot Vet ot (IR

0of1

Hetared Him

o 1 Curvent CV 1 o) 0 it E

- m

P
) g o o e b wd vt
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You can either select “Choose Existing” if you have used the system before to
create a dossier for review or select “Add New File” if you wish to search your
computer.

Add Preliminary Dossier Materials

1+ Required

Choose Extsting  Add New Fie

If you select “Choose Existing”, select the box to the left of the file you wish to
reuse and then select “Add”.

Add Preliminary Dossler Materials

h'ul

Tie
Type 4 b Oty (F sppbcatla)
Shatum Mcwiontl i 2019 w4 ¥

10 Numbeor

Tagn
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You can add new files by selecting “Add New File” including video and
webpages:

Add 1.a. Current CV x

1 Required

Chooass Existing  Add New File

MO

Select “Browse To Upload” to search your computer.

Add Preliminary Dossler Materials

14 Rmipurmd

Chooae Laming  Add New Fie

yop your files anywhere or
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Select the file you wish to upload from your computer/hard drive and select
“Open”-

Select “Add”.

Add Preliminary Dossier Materials

1+ Required

Choose Exlsting

Add New File

Upload

I MY CV.docx

Video Waobpage

Success X

4 Wl » ThisPC » Desktop » v O Search Desktop r
Organize + New folder = MM @
~
Merit Recognitic ™ Name Date modified Type Size

Provost Docs |#] Journal Article - First page 2/19/2020 4:24 PM Adobe Acrobat D... 68 KB
Signed Letters JournalArticIe‘I 6/25/2019 4:24 PM Microsoft Word D... 12KB
Journal Article 2 6/ Microsoft Word D... 12KB
I This PC MZ| Journal Article Review - CNS 712 Microsoft Word D... 3BKB
[ Desktop Journal Review Article - CNS 712 2/ Adobe Acrobat D... 152 KB
Documents LCS_Guidance_Plan_-_Revised_July_2017 4y, Microsoft Word D... 1,862 KB
‘ Downloads List of CLASS Departmental PRC update., &/ 208PM Microsoft Word D... 15KB
J’ Music =] List of Associate Deans by College 8/ 41 PM Microsoft Word D... 12KB
. D’j Lo&_10-month draft 3 911:26 AM  Microsoft Word 9... 27T KB

[&] Pictures ) _ .
LOI ternplates 2019 1 Microsoft Word D... 33KB
M Tribute 5 Make Motes on Case Packet 9 Microsoft Word D... T13KB
B videos Mental Health Resource Guide 2/ Microsoft Word D... 64 KB
e Windows (C) Mental Health Resource Website Evaluati... Microsoft Word D... 19KB
= provost (\\lanya Q=| Mini writing retreat fall 2019 p22/201910:33 AM - Microsoft Word D... 13 KB
= prvst-contracts | MY CV 7/16/2018 11:50 AM  Microsoft Word D... 12KB
ﬁ Mew Faculty Hires - Spring 2020 1/6/2020 3:43 PM Microsoft Excel W... 12KB

File name: MY cv v| AN Files
Cancel

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 page
25 for details).

17




Once you have uploaded all files/materials you wish to share with external
reviewers, you are ready to submit this section to your respective chair or
PRC who sends these materials to external reviewers. Select “Submit”.

| = - Tenure & Promotion - TT Faculty (With DPRC) m
oot Pt
; 'io (L] Ty C Mo avaribms
Arewiare weve LRTTY
Frufde
L
LR
Abvaatinty -
MO b '
(P Y ¢
Vo itrodhuchory Materals - & Current OV Oof

You will receive this warning message letting you know once you submit this
section that it will be locked for editing. If ready to submit, select “Yes”. If
you submit and need to edit this section, please contact the Provost Office (see
Need Help? Important Contact Information on Page 56).

Confirm

YOU cannot et the docurments and fans

o0 SUBETISR Ar OMINISIROE Wik NESC 10 WO 1hs S8CDON I crdet

' O A% This tume?
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You can ensure that you have submitted this section by receiving the
confirmation message in the lower left-hand corner of your screen and that

section you submitted will show it is locked.

¥ 3, TERCTENG WOPrT - 0. SYRaT i ] Tol1
Regarad Fiwn

WHas b Boset it Sutrwtsa)
Find Colengoes:
Acrmasvatos ~ 34 Stk 1o eoxmed 1 Adde
T P
Asdml

yitati

3. Teaching Report - . Other
Fegsaa Fres

atrwhet

5o Other (1 Rodee

o e v bewn 33304 yet

4. Researchy/'Scholamhip Creative Activity Report - &
Recearch/Scholarship/Creative Activity Statement Previow

Once you submit this section you will still be able to continue working on your
final dossier until the due date.
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Adding 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 Promotion

Overview Packet Shared Committee Files

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

Candidate Documents

Submitted
Type # Roguired # Added
ecv 1 required 1
@ Caover Letter 1 required 2
) Research Statement 1 reguired 0
@ Additional Documments 0 reguired 7
@ Tenure Application Form Part || 1 reguired 1

Click ""Add" next to the requirement.

Vv Candidate Documents 0of3
Preview Submit
Not Yet Submitted Required Fims
CV 1 required, € Added
No files have been added yet.
Corver Lotter 1 required, O Added

No files have been added yet.
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You can add new files by selecting “Add New File” including video and

webpages.

Add 1.a. Current CV
1 Required

Chooss Existing  Add New File

Ao

D) Co-Authored Article

) Colluge of Education snd ruman Services Tenues

Beappointmant Guidelines

) CPRC 2r Year Reoew Lethey
B CPRC SthYewr Meview Letier
) Doan 0rd Yeur Swview |otter

D) Dean fthivas Revtew Lotter

@ [Fow]

m

Select the file you wish to upload from your computer/hard drive and select
“Open”.

Organize »
W1 Favorites

M Desktop

8 Downloads

W Recent Places

e Libraries
[ pocuments
o' Music
| Pictures
I Videos

1™ Computer
&l windows (C1)

Lt provest (\lanyar
¥ prvat-contracts (1| |

Sl Network

_.", [ Desktop »

New folder

-

e
[ | Libraries
I ]| System Folder
" / Computer
. System Folder
1 Adobe Acrobat X Pro
Sharteut
: 98 K
ol L 198 KB
’) CardScan
3% Shortcut
[" 206 KB
. Mozills Firefox
Shortcut
[ 1.08 K8

Additional Materials
Adobe Acrobat Document

[‘},J, 8.7 KB
v |~ Adjunct Template

Rachel E Thornton |
System Folder E
2
. Network
System Folder
AVG AntiVirus FREE
Sharteut
1,92 KB
DS ControlPoint
Shortcut
| 2,06 KB
i Old Firefox Data
File falder

h—_l_| Additional Reviewer Materials

Aoy 3 =
xﬁ(;;o" Werd Becy Type: Microsoft Ward Document
Authorw Rachel E Thornton
|1 Affiliate Request Fornf Sizei 111 KB
Dete modified: 5/28/2019 12,00 PM

File name:

~ T [AllFiles

| open ][ Cancel ]
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Select “Save”.

Add File X
Add New File Previous Reviews
Upload Video Webpage
Additional Reviewer Materials x

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 page
25 for details).

22



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 N
1 Required
Choass Esdsling Ackt Neww Fils
Upload Video Webpage

&y + ¥

Drag & Drop your files anywhere or

Browse To Upload

o] s §

You can add files from packets you have submitted for previous reviews run
through eDossier (e.g. prior probationary review letters, co-authored letters,

teaching observations, etc.).

Add CV X
1 Required
Choosa Exsting A Naw Fil
All Materials ‘ Packets

Select @ packet to view and add file(3) from that roview,

Depgsriment of English Language snd Literature Review 19,2007
Englieh Department Annual Review
Department of English Languege and L Promotion O §, 2007

English Deparvment Promaotion Reviews

|

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

Overviom  Paciet  Shared Commitins Flles

[0 © &xpandAll O Collopse Al & Add Section

v Candidate Documents 30f3
Sty -
Files
CV 1 reauired. 1 Added
Tiw Detuls Actions
Added
CV.docx Y 111 2016 Edit | Remowva

?

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

Edit Document x

Document Title *

Funded Geant Applications docx

rd

- 2 B

24



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.,
“Smith Current CV”; or “Smith Signed LOI” or “Smith 2018 JApplied SP” or
“Smith 2019 Bk Chap CHM for Dummies,” or “Smith 2018 NIH Proposal
Feedback”).

The idea is to use either a title matching the language used by Faculty 180 (“Smith
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

7 f Dol Ee v 0
View Arrange Action Share  Edit Tags Search
ve
Cover Letter.pdf CV.pdf Research Statement of
Statement.pdf Teaching...ophy.pdf

ns

Is

'_% TP-Part-il- Writing Sample.pdf

25



-Or- once afile is uploaded, you can edit the title.
Click ""Edit" in the section where the file has been uploaded.

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 outiined 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
7 @ cv 1 required 1
@ Cover Letter 1 required 1
@ Research Statement 1 required 1
@& Additional Documents 0 required 5

Click “Edit”.

Vv Candidate Documents 30f3
ot et Sabmitted Subenit Aeaubed
Files
CV 1 requied, T Added
Tin Dtk Action
Cv.doux :w,“ Edit | Remove

Caover Letver 1 required, 1 Acced I A |

Edit the title and click “Save”.

Edit Document X
Cascument Tite
CVdoe L

© Replace m m

26



Accessing and Importing eFAAR Information - Teaching: Courses
Taught to Your Packet/eDossier

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

P Clleveland Svate Universicy
e pT RV /
Home Your Packets
l Your Packetn
Facully 1o Completed
Announcements & Help [, Tyie
Pronie Cloveland State University Feviem
Activities Tonure & frromotion - CF Faoulty (WIth D)
Evaluations Cluve Lt Linsiveruity [ETRIVI T

Forme & chon- ot ion 'Y Foaoulty (Without Do)

2tuveland State University Hevie
Tenure & Promotion T Fooulty (WIth D)

Vitaa & Bloskaetahaos

Vitas
Cleveland State University Othe
My tTomplates Merit Recaognition Awarcdn- College of flusineas
Legacy Vitas st Btate University Other
Find Collenguens Gl Tecognition Awanrdmn- College of flusiness
Adminintration ~

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

© ‘ot e B

J D

o T " 6

% Cleveand Sare University

e Vitas & Biosketches

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

Select - Date Range “All”.

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

[ . ° Sikade

« Lo B R R T T PN PTEE S — - L ]
¢  Uleveland Seare University S Thormas

o Vitas & Biosketch

ous ket ———

Pty 10
Arrearcermrts A Ha
> Vealy=m
Profle
Lotntee

e ——
Evatinnons | GPRAN it Tessvng Courses Taag dameeary

Farrm A Pegarts
I ABiiakten ), | SO - o u
FreCed POy M A e i et

Avasrises v

ez L lres
Caane
Tevgiyes
AOTeTNOn oot h=arw o~
fagerts

 p——
s 6 amigy e
Serre Cunw Pete Trev Woee ™ Fewey Trawy Land ]

LT
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It is recommended you save the PDF as “eFAAR Information - Teaching Courses
Taught” so that reviewers can clearly identify what they are looking at; otherwise the
default file name will be “Vita (1)”.

R IR E L re—

% Clevoland Stare University

s Vnas & Bidsketches

Fowr Peceats View Vil
»w
Arcoueenyirty Ko [p—
Frabe
Actwpen
Preannors
Forre & Fegans
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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 page 20 for help

uploading files).
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Accessing Attachments you Previously Uploaded into eFAAR
Teaching: Courses Taught Section

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

2 Cleveland State Universicy
Home Your Packets
I Your Packetn
PFacully 1 ho Completed
Announcements & Help e bt Tyhe
Profnle Cluveland State University Hoevinm
Aativities Ten on - U1 Faculty (With D)

Evaluations Cluv
Ten, Mion - TT Facoulty (Without DPRC)

Univeruity Huvim

Formes & Reports

Cluveland State University Heviem
Tenure & Promotion - 1T Faoulty (With Do)

Vitaa & Bloskaetahas  »~

Vitas
stote University Other
My Templutes Recognition Awardn- College of Businass
Legacy Vitas Gloveland state University Other

Find Collenguens Murit Recagnition Awardn- College of Business

Adminintration ~

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

feo - P T e - R0 W W -

ot 2010 e - L )

x leveland Scae Universsy Neitw Treres

"" » Vitas & Biosketches
Your P .
Avvage et li 8 ey —
e —
asvene - -
] - - - - - .
I Whas b Maarats v - - —_
{ s -

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

Select - Date Range “All”.
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Select - “Refresh Vita”.

% Cleveland State University
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Sout Fackets

festy e

Nrouncenars & Hep
Pt
Antes
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Foe Codaapuen

Select the blue hyperlink next to the course you wish to access attachments from.
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The attachments associated with that course will appear in a new box in the left-hand
corner of the screen.
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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.

yo;_facultylﬁo Attachments - Google Chrome

' - =
| 8 https://facultyl80.interfolio.com/cv/View_Attachments... ||0

Forms
| &
Reports

Attachments
Attached Files
Title Uploaded iew
. 2019-04-04
Online 101 Syllabus.docx 09:30pm (C )

Summer 2018 SOC 101 (501) 2019-04-04 @
evaluations.pdf 09:32pm

Online 101 Syllab...docx Show all x
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Adding 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.

Home Aelcome back, Rita Book
Your Packets

Review, Prometion and Tenure

Your Action Items

Cases

/ There are no items assigne

menu 1o 1he lefl o navigate

Open your case packet.

X Rita Book w

Hosa Your Packets

Your Packets :
| You Active
Review, Promotion and Tenure
Cases Packet Type Status

Demo University Promotion Not Submitted Case due Mar 23,2019

Due Date
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On the ""Overview™ tab, click "Edit" on the section of the packet you want to
edit.

Overview  Packet

Befow you will find an overview of the packet requirements outined by your mstitution. This page will be updsted as progress 1oward yout
packetl To learn mare, read the Candidate's Packet Guide,

Candidate Documents
Mot Yet Subimitted
Type ¥ Fanggdres ¥ Adied
® Viko 1 roguited (]
®© Addtional Documents 0 roguired 0

To add links to YouTube or Vimeo videos:

Click ""Add" where you want to include a video.

Overview Packet

O © epandaAl  © Collapse All

v Candidate Documents 0of1

ot Vet Submted e
Video 1 requined 0 Addsd

No Flés have been pdded yal, /

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

(JIE3

Thare are no existing files to seleat
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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

Select "'Video".

Add Publications

1 Required
Choose Existing W’ ie

Upload Video Webpage

¥+ ¥

Drag & Drop your files anywhe

Browse To Upload

Give your video a title, 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 Required
Choose Existing Acd New File
Uoica Video Watipage

You can acd videos hosted on YouTube and Vimeao 10 your Doasier matenals. Simply passe ™ YouTube or Vimeo
URL in the 3pace below, For more infarmation sae the anicks Add YouTube #0d Vimeo Videcs 10 Your Dosssr

Ticke "

URt*

If 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.
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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).

See here for instructions on sharing a URL to a protected YouTube or Vimeo
video.

To add a link to a webpage:

Click ""Add" where you want to include a link.

Overview Packet

v Candidate Documents T 0of 1
Submit
Not Yet Submitted  (IERTET)) Required Files
Video 1 required, 0 Added

Ne files have been added yet. /

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

your Dossier.
Add Publications / x
1 Required

Choose Existing

Al Matanon

@ [

U1 B Cover Latter

& cv
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https://product-help.interfolio.com/m/33238/l/658094-share-access-to-a-protected-youtube-or-vimeo-video
https://product-help.interfolio.com/m/33238/l/658094-share-access-to-a-protected-youtube-or-vimeo-video
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

Select ""Webpage"'.

Add Publications

1 Required
Choose Existing Add New File /
Upload Video Webpage

Drag & Drop your files anywhe

Browse To Upload

Give your webpage a title, 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 x
1 Required

Choose Existing Add New Flle

Upload Vigsa Webpage

You can indude links 10 webpages in your Dossier materials. When & riviewer clicks the link, the webgage will open
In @ new taty, For more information sae the article Lk 1o Webpages In Your Dossier.

Tithe *

URL "

Description @
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TI1P: 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).

A link to the webpage will display to reviewers when viewing your packet of
materials.

= Only show submitted sections,

v CANDIDATE OOCUMENTS
o
Tact W Pagn

2 DOCUMENTATION OF TEACHMING EXCELLENCE

N wwweinienclo.com

Note: Clicking tha link above will cpen 1he woebpage In a ns
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Previewing 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 Packets » -
. . Preview Packet

Music Promotion Cases

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 page will be updated as you make progress toward your
packet. To learn more, read the Candidate's Packet Guide

Candidate Documents

Submétted

Type ¥ Required # Added
\ ocv 1 required 1

You can click to select multiple sections and preview the selected sections in
the document reader.

Click on “Packet”.

Demo University > Your Packets >

Music Promotion Cases

Unit Type
Ethnomusicology Promotion

Overview Packet Shared Committee Files

0 : © Expand Al © Collapse All

> Candidate Documents

Not Yet Submitted m

> Evidence of Teaching Excellence
Due: May 26,2016 | Not Yet Submitted
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You can also preview individual sections of the packet.

v Candidate Documents 30f3
wesanne e
Files
S /
Tite Detain Actions
Acded
CV.docx Mar 18 2918 Edit | Remove
Cover Letter 1 required, 1 Added -m
.

And you can preview individual documents by clicking the document title.

v Candidate Documents

Not Yet Submitted

CV 1 required, 1 Added
Title

CV.docx

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 questions 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.

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”.

jo B e R T =
¢ 3 0 (b P

x  Cleveland Srate University Racter Thorsmn w
it nure & Promotion - TT Faculty (Without DPRC)

Your
e e o pnttres

Anvasvwrwets A ety VIS Wy . whwwies |

T

.......

0 0tgeam O ol M

e
Forra A begors
V1 bereductony Matetials - o, Cement OV PEEFATR 1 of1
v ey
Agvenuws ad I
& Cored OF 1 fugns] 1 e [
1 " Lo -
"o Added
MY CY T 10y
Torntue
Azvounsy
sy V1 mnoductory Matesisls - b Signed Copy of Appoiniment Letter of xiteet Ool0
et § Govae 1001 Lor al) st Aull prodesane candutates) Provew | m
Wt Yot Banere Urewbed - —
targzswed | ¥ of Apgaatemnt Lvter of it (LIV) e pus w8 A8 poofens artiaw
& Sapad Copy of Agnmeener 4 t v ™
o b Uscet ug .
DUy —- " Telw LR
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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.

x  Cleveland State University Aecrs Theomon v

Tenure & Promotion, Faculty (Without DPRC) m

e T Candden lestrurtons

' Your Fathats

Cumvwe Pyt

C DY sortocmm O fownAl @ Gl il

o v ntrodeciony Materials - o Cument OV 1of1

et vt st (RERRDD 3
'] —_—
a1
- e

..... -
Ten -
A
L2 o Vv 1 introdeciory Materials - b, Sigoed Copy of Appoimtment Letter of intert Oof0
e b O (L08) (for Al Dot ful peofessce canddated) [ Presiw w ] . 4 o

.....

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

CoupL
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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, ERCTING WBPSFT * 0, SYRI { Toll
VI B oaht i . rovew

Rega0d Fin

Find Colengoes

Agruasvatee v

i A lews e

Casas pladi M)

Tarrgiaten

Acrsantalee

amom V3, Teaching Report - ¢. Other 0of0

Usars & Dooups o agded Fies
3o Ot 1] Rodee
Ny Sy ot b 3000d! et

SECTION SRICCESSRULLY SLEMETTED
4. Reoearch/Scholarship Creative Activity Report - & 10of1

— ™

Reeearch/Scholarship/Creative Activty Statement Privw | B n R
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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 be submitted because there are issues with the requirements fisted below. You can submit the
section once you have corrected any Issues and edded materials to meet the requirements for the section

Requirement Name Issue

Research Statement 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 Detalis Actions
Research Statement update.doc :::??g 2016 Edit | Remove
Cover_Letter.txt Aec Edit | Remove

Mar 18,2016
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Note: 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 0 required). (See Important/Useful Tips to Remember on page 3 for more
details).

If you try to submit a section with too few or too many materials for the given
requirements, you will see a message indicating this. 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 section 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 Exceeds the maximum number required
Resaarch Statement Missing the minimum number required
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Viewing and Responding to Files Shared with You by a Committee
(Review L.etters)

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.

You will be required to sign in to your account to view the
shared files,

Dear Dr. Pnt,

Please find attached the reason...
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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.

Your Action Items

James Aaron  EeERR LIRS
Due: Nov 26,2017 ©

Music Promoticn Cases | Ethnomusicology | Promotion

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

Ho Your Pz

| Your Packets

Active

Review, Promotion and Tenure

Cases Packet

Demo University

Open the "*Shared Committee Files' tab of the case packet.

Demno 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 Candidales Packet Guide.

Candidate Documents
Subrmetted

Typw #Req
3 @cy 1 requi
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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.

Dema Unteeray > Your Packots »

Music Promotion Cases "“""‘
Uit Type Candidate Instracticons
Ethremusculogy Prometion [A'.\-m' m»m-.r,mrn ]

Owerviow  Pachkst  Shared Commitiae Fles

Below you wil nee files that hove bowm sert 10 you by committee membiers

Vv Sent by Beverly Brown on Jan 21, 2019

Stavndd Hiem Aatoee

Department Chalrs Report Copy 10 Dasser | Download
Open for Responss
To hean More, reed sbout haw o Vies and Mespond 0 Fleas Shmed with You by & Comemities
Due

Duez Jan 25,2019

Send Respanss

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. review letters). (If you
have any collections available). You will not see these files available until the
time for the next review occurs.

Copy 1 File To My Dossier Account X

Copying To
My Dossier Account (xxjrrrrrr@demao.edu)

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

submission to review cases, or searches.

[
J J
Utah Job

Shared Files

Department Chairs Report
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You can also click the **Actions™ button to the right of the page to copy or

download all shared files.
o

Copy all shared files
Download all shared files

Actions

Copy to Dossier | Download
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Re-using 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.

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.

Dema
x University
= Your Packets
Your Packets .
I Active
Rowew, Promotion amd Tenure
Cases Packet Type Status
Department of English Language and Literature Promotion Not Submitted

Seménary Promotion Cases

Completed
Packet Type Responded
Historical Musicology Tenure -

Music Promaotion Cases
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Open your packet

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

Your Packets
Active

Packet Type
Department of English Language and Literature Promotion
Seminaty Pramotion Cases
Completed

Packet Type
Higtorical Musicology Tenure

Mueic Promation Cases

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

Betow you wil Snd an overview of the packet reguirements cutined Dy your instiution. This page wil Be updated as you make progress r packet To learm
rrore, resd the Catadate s Packm Gode

Candidate Documents E_]
Mot Yet Sshrrvtted
Type: # Requies * Addes
( © Aitiznal Documents 0 incpired 0
ooy 1 g ]
O Persosd Statwnent 1 i [}
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Click "*Add"* next to the requirement for which you want to re-use previous packet
materials.

Overview  Packet

v Candidate Documents 0of2

Nat Yet Submitted  (IRIERERSD) \m =

CV 1 required, 0 Added

Na fles have been added yet

Select “Choose Existing” if you have used the system before to create a
dossier. All of the files you have ever uploaded to the system will be available
for reuse as you scroll down here.

Add Preliminary Dossier Materials

1+ Roquired

Choose Existing  Add New Fle
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Select the box to the left of the file you wish to reuse and then select “Add”.

Add Preliminary Dossler Materials

¢ Heiiead

Choose Enmiing A New Ve

You can add new files by selecting “Add New File” including video and
webpages.

Add 1.a. Current CV x

1 Required

Chooas Existing  Add New File

® (=]

AlQ
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Select “Browse To Upload” to search your computer.

Add Preliminary Dossler Materials

1 Ao

Chovse Lamiing At New Fie

12 O (w

yop your iles anywhere or

Select the file you wish to upload from your computer/hard drive and select
GCOpen”.

4 Wl » ThisPC » Desktop » v O Search Desktop r
Organize ¥ New folder = O @

Merit Recognitic * MName - Date modified Type Size ~
Provost Docs ] Journal Article - First page 2/19/2020 4:24 PM Adobe Acrobat D... 68 KB
Signed Letters M= Journal Article 1 019 4:24 PM Microsoft Word D... 12KB
M= Journal Article 2 /2019 4:25 PM Microsoft Word D... 12KB
I This PC %) Journal Article Review - CNS 712 Microsoft Word D... 38 KB
[ Desktop Journal Review Article - CNS 712 Adobe Acrobat D... 152 KB
@ Documents g LCS_Guidance_Plan_-_Revised_July_2017 247 Microsoft Word D... 1,862 KB
‘ Downloads =) List of CLASS Departmental PRC update...  2/14/2019 1208 PM  Microsoft Word D... 15KB
J’ Music =) List of Associate Deans by College 2019 1:41 PM Microsoft Word D... 12KB
i LoA_10-menth draft 9/18/201911:26 AM  Microsoft Word 9... 27T KB

| Pictures . . i ;

B} = LOI templates 2019 Microsoft Word D... 33KB
& Tribute 5 M= Make Notes on Case Packet Microsoft Word D... T13KB
m Videos M= Mental Health Resource Guide Microsoft Word D... 64 KB
‘& Windows (C:) M| Mental Health Resource Website Evaluati,.. Microsoft Word D... 19KB
== provost (\V\lanya B Mini writing retreat fall 2019 Pp2o/201910:33 AM Microsoft Word D.. 13 KB
= prvst-contracts | MY CV 7/16/2018 11:50 AM  Microsoft Word D... 12KB

v 7| New Faculty Hires - Spring 2020 1/6/2020 3:43 PM Microsoft Excel W... 12KB v

File name: MY cv v| AN Files v
Cancel
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Select “Add”.

Add Preliminary Dossier Materials

1+ Required

Choose Exlsting  Add New File

Upload Video Waobpage

I MY CV.doecx

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 page
25 for details).
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Need Help? - Important Contact Information

College of Arts and Sciences

Jennifer Visocky O’Grady - 216/687-5580 or j.visocky@csuohio.edu

Conor McLennan - 216/875-9832 or c.mclennan@csuohio.edu

College of Business

Tim Arndt - 216/687-4779 or t.amdt@csuohio.edu

College of Engineering

George Chatzimavroudis - 216/687-6899 or g.chatzimavroudis@csuohio.edu

College of Health

Sheila Patterson

College of Law

Brian Ray -

Office of the Provost

Danielle Ruiz - 216/687-9390 or d.ruiz@csuohio.edu
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