Promotion to Full Professor
using Interfolio and Google Drive

Instructions for the Candidate

Overview
Step Page
" Bm"“." Bucky-Frometi- | 4. Upload supporting materials to Google Drive 2
e Use the folders provided by the dean for this
Name 4 purpose.
BB G - Teaching Materials
BB H - Scholarly or Creative Work
BB | - Additional Materials
NTeRFOLIO 2. Login to Interfolio 3
ety omaton Sy Use the tile at the MySCU single sign-on portal.
Activities 3. Upload petition documents to Faculty180 4
‘ You can do this whenever it is convenient.
Faculty180 is available 24/7/365. Your petition
— cover sheet must have a live link to your Google
Drive folder.
: 4. Preview Your Packet 5
Preview Packet : .
_ When your case is available about a month before
your deadline, preview your packet.
e 5. Revise & Rggenerate 5
Update files in Faculty180, regenerate your case,
and repeat as often as needed.
Regenerate

m 6. Regenerate & Submit 6
When your packet is complete, regenerate your
case and submit. Complete your Google files
uploads by midnight on the petition due date.
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STEP 1 - UPLOAD SUPPORTING MATERIALS TO GOOGLE

DRIVE

-+ > Bronco, Bucky - Promoti...

X 1selected :
Name 1
BB G - Teaching Materials
BB H - Scholarly or Creative Work

BB | - Additional Materials

The Dean’s Office creates and shares
with you a Google Drive folder with
subordinate folders for your supporting
materials, illustrated to the left.

You can organize your materials in these
folders in any way you like. The sample
below was adapted from past Faculty
Development resources.

You will provide a link to this promotion
folder on your petition cover sheet, so
that those reviewing your case in
Interfolio will be able to access the
materials. The dean will remove you from
folder access by midnight on your
petition deadline date.

Example of Organization for Google Drive folders

G - Teaching period

Materials Peer teaching observations exams, assignments, etc.
One folder for each course section, 0 Teaching Evaluations
organized by course name and number; Q Narrative

Table of courses taught during review

each folder has two subfolders:

/D Teaching Portfolio \
Q Syllabus
0 Sample course materials,

K O Numerical (SET) /

Books

H - Scholarly or
Creative Work

cooooo

Journal Articles

Book Chapters
Encyclopedia Entries
Conference Presentations
Book Reviews

J

Gupplemental Publication Info

Q Journal impact factors and
ranking information

+ Q Verification of journal

acceptance rates

Impact factor

Citations of published work /

Q
Q

o

| — Additional service

Q Significant documents produced for

Materials 0 Pre-appointment evidence (if you have

Q Ete.

an MOU with your dean allowing this)

For further guidance on what is required and where to put it, see University Promotion & Tenure

Guidelines & Requirements for Candidates.
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STEP 2 - LOGIN TO INTERFOLIO

You can login to Interfolio one of two ways (A or B):

Filter apps by keyword

o~

GOOGLE WORKSPACE

CAMINO

Welcome, Bucky -

WORKDAY @ SCU

Gmail, Calendar, & Drive

TERMINALFOUR

Content Management System

Leaming Management System

HR, Student & Financials (Working
remotely? VPN is REQUIRED to
access most features.)

WEBPAGES@SCU

Persanal web site publishing

INTERFOLIO

Faculty Information System

¥ interfolio

SignIn

Sign in with email Other Sign In Options

Email * .o o .
mal Sign in with Partner Institution
G Sign in with Google
Password *

Forgot your password?

Don't have an account?

f services to simplify you
Create an account

Go to the Interfolio sign in page

¥ interfolio

Sign in through your institution

If your institution has partnered with Interfolio to provide Single Sign-On, search for
your institution name in the box below.

l Santa Clara University ‘

Sign in with an Interfolio account >

Type in Santa Clara University

However you login, double-check that you’re in the right account:

LI N ——

Home
;;;;;; y180 LA

Announcements & Help 0

Profile

Activities

Evaluations

Forms & Reports

Vitas & Biosketches

Find Colleagues

Account Access

appear in the upper b

Sign into MySCU

Click on the Interfolio tile

SANTA CLARA UNIVERSITY

THE JESUIT UNIVERSITY IN SILICON VALLEY

Login to Interfolio, Inc.

interfolio

designed to serve rve higher ed.

frering gi better prepared to
make the decisions that drive higher ed.

SCU Username

Password

Log in to MySCU Portal

After you login, “Santa Clara University” should

ar, and your screen should

look like this. If it doesn’t, you may be logged in to
another Interfolio account. Contact Katie Williams

(kfwilliams@scu.edu) to help you troubleshoot.

Promotion to Full Professor using Interfolio & Google Drive

Instructions for the Candidate


https://www.scu.edu/interfolio
mailto:kfwilliams@scu.edu

STEP 3 - UPLOAD PETITION DOCUMENTS TO FACULTY180

Home
Your Packets

Faculty180

Announcements & Help

Profile

Activities
Evaluations

Forms & Reports
Vitas & Biosketches
Find Colleagues

Account Access

Home
Your Packets

Faculty180
Announcements & Help
Profile
Activities
Evaluations
Forms & Reports
Vitas & Biosketches
Find Colleagues

Account Access

v

W

Profile

p Personal Information

p Contact Information

p Current Position

p Education

p Professional Licensures & Certifications

p Work Experience

p Membership

P Interests

p Biography

Personal Statement

Course Reduction or Overload

Activity Distribution

Academic Honors & Awards

Professional Development

Teaching

Other Teaching

Mentoring

Advising Load

Scholarly Contributions and Creative Productions

nfirm Profil

Information

Click Profile in the left sidebar. Check to
make sure that the following categories
(at least) are correct:

>
>
>

>
>

current position
education

professional licenses &
certifications

work experience
membership

Click on any » (caret) symbol to view and
edit the contents of that section. You
won’t upload any files here; you'll just
type content.

You

Enter Activities

will use a limited set of activity

categories available from Activities in the
left sidebar:

>

Personal Statement - upload your
petition cover sheet & personal
statement. The petition cover sheet
has a space for you to paste a live
link to your Google Drive folder of
supporting documents.

CV Uploads - upload your annota-
ted CV here (the dean will upload
the professional CV you provided
for your external referees)

Historical FARs and FAR Evalua-
tion Letters - upload these docu-
ments before your deadline; leave
yourself time to request from your
chair or dean letters you may be
missing

You can copy the list of courses from the
Teaching section and use this as the
basis of your complete list of classes
taught during the period under review
(which you will put in your Google Drive
Teaching folder). The list of courses in
Interfolio goes back to Winter 2010.
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STEP 4 - PREVIEW YOUR PACKET

About a month before your submission deadline, the Provost’s Office will create your case in
Interfolio’s “Review, Promotion & Tenure” (RPT) module. The case pulls all files for the review
period that are in Faculty180 on the case creation date. You will receive an email alerting you
that your case has been created. Login to Interfolio to preview your packet.

1. Click your Name on the dashboard

I - i to open your case.

RO 1 1 Note: The dashboard is your “home
Announcements & Hel » s .
o ’ Lot page” in Interfolio; you can always
Activites access it from the “Home” button in the
Evalusions upper left corner.
Forms & Reports Bucky Bronco
Vitas & Biosketches v Promotion to Full Professor (modified) | Santa Clara University | Promotion Sep 4,202

Promotion to Full Professor (modified)

Unit Type Packet Deadline Type Packet Due Date 2 . CIiCk the Packet tab to VieW the
Santa Clara University Promotion Hard Deadline @ Sep 4,2024 .
screen pictured to the left.
Overview
O © ExpandAll @ Collapse All
v Faculty180 Vita

Not Yet submitted ([EEERED) m

Promotion to Full Professor (modified) Generated Regenerate

‘Summer 2017 - Spring 2024 | 95 attachments included May 3, 2024

3. Click the Preview Packet button

Promotion to Full Professor (modified) on the top right corner to review
Unit Type Packet Deadline Type Packet Due V yo u r po rtfo I I 0 -
Santa Clara University Promotion Hard Deadline @ Sep 4,2024

The window is divided into two

Overview Packet

sections.
Y et QD =) In the main window, you'll see the
system-generated curriculum vitae
Promotion to Full Professor (modified) Genera Regenerate for the periOd under reVIeW- Your’s

ted
‘Summer 2017 - Spring 2024 | 95 attachments included May 3, 2024

will be quite minimal, because your
supporting evidence was not enter-

~ FACULTY180 VITAE ed in Faculty180. Your reviewers
fon to Full P ified) b will ignore this vita in favor of the
 Atachments romPromoton o Ful Pro o S annotated CV you uploaded.

> e poacs - In the left sidebar, you'll see the
 Personal Satament files you uploaded to Faculty180,
> Teaching Pt st grouped by activity categories. The
» Historical FARs & FAR Evaluation Letters :11mmm e Only sections that show are those
— to which you've uploaded files.
Click on any » (caret) symbol to

C—. Tk view the contents of that section.

[ 5o |

s 4. Click the X in the top right corner to

exit the Preview Packet section.
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STEP 5 - REVISE & REGENERATE

If you want to adjust the files that appear in your case — for example, add or delete any docu-
ments, or retitle files — you can continue to do this up to your submission deadline.

Home Jump to Section v © Show All | @ Hide All 1 . GO baCk Into FaCUIty1 80 and
e make the changes to your

» CVUploads @ reb

uploaded files

Announcements & Help ¥ Historical FARs & FAR Evaluation Letters @ Hep )
Profile

Use the Attachment feature in Section B below to upload historical FARS and FAR Evaluation Letters for a given review period.
Activities
Evaluations Input Form Term

Actions
Forms & Reports Title ~  Description ~  StartTerm ~  EndTerm
Vitas & Biosketches ~ A  Bucky FAR2018-22 Fall 2018 Summer 2022 £ 00
Bucky FAR Evaluation Letter 2018-22 Fall 2018 Summer 2022 S 0m

Find Colleagues

Review, Promotion & Tenure

v Faculty180 Vita

2. Return to your case in Review,
(s | y

Not vet submitted (EIECED Promotion & Tenure and click
Regenerate to bring your
Promotion to Full Professor (modified) Eﬂc:r;e;xt;odﬂ Changes In the RPT mOdUIe

Summer 2017 - Spring 2024 | 10 attachments included

STEP 6 - REGENERATE & SUBMIT

When you have finished reviewing your vita and packet, you will submit your vita. You do this in
three simple steps.

Home
Your Packets
Faculty180
Announcements & Help
Profile
Activities
Evaluations
Forms & Reports
Vitas & Biosketches v
Find Colleagues

Account Access

Review, Promotion & Tenure

Promotion to Full Professor (modified)

Unit 1 Packet Deadline Type Packet Due Date

Type
Santa Clara UniversiV Promotion Hard Deadline @ Sep 4,2024
Overview Packel
O © ExpandAll @ Collapse All

3

v Faculty180 Vita \A
Not Yet Submitted m
2
Title Details Actions
Promotion to Full Professor (modified) Generated Regenerate

Summer 2017 - Spring 2024 | 10 attachments included May 3, 2024

1. Click the Packet tab in the 2. Click Regenerate to 3. Click on the blue Submit

upper left. This section will make sure the sys- button to submit and lock
rCeIYekal the rlltems in the packbeti tem captures any your vita. Please note: Your

ek on t € > (caret) Symbo edits you made in vita will lock automatically
next to “Faculty180 Vita” to Facultv180  duri t 8:59 PST on the d
expand the section. Double- acuftyle uring at e:o9pm Fs1-on the aay
check that it's complete. your earlier review. of your deadline.

You have completed the submission.
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