INTERFOLIO — PROMOTION

ACCESSING INTERFOLIO

STEP 1: Login to Interfolio

You can access Interfolio one of two ways:

1. Follow the link you receive in your initial email

notification and enter your NID@ucf.edu and

password.

2. Login HERE for Interfolio or

https://home.interfolio.com/15985 or
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Sign in

This UCF system is for authorized users only. Anyone
using this system expressly agrees and adheres to
the university's policies procedures, regulations, and
all other applicable laws. For assistance, please
contact (407) 823-5117 or visit our website
https:/fitucf.edu/.

Search the web for “Interfolio,” select “Login,” select “Sign in with Partner Institution,

then enter “University of Central Florida.”

Other Sign In Options

- | Sign in with Partner Institution

G Sign in with Google

0 interfoli

Hi Courtney,
Where do you want to go?

[*Y universiTY OF
ISl CENTRAL FLORIDA

Please contact FacultyExcellence@ucf.edu for additional assistance.
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NAVIGATING TO YOUR PACKET

STEP 2: Select your Name

Home
B B 1%
Upon login to Interfolio, select “Your - My Tasks @
Packets” located in the left menu. e TR 2
Cazos Unread Tasks
Click on your name above the
promotion packet “Admin FE Promo: Courtney Nitrous
EVAL: 2023-24 Faculty Annual Report and Evaluation ~Master W/O FAR2RPT~ | University of Centr:
2024-25" to enter your case.
P1 [College/Dept] Promotion Instructor/Lecturer ~ WO VITA MASTE

Note: ALL packets created for you
will appear within “Your Packets.” This
includes annual report, awards, professional development program, you will need to make sure you select

the correct packet for “Promotion.”

Once inside the case an overview of materials required for the “Dossier” appears. Mandatory materials are
indicated by “Required.” A donut graph is presented and will indicate your progress of completing

requirements. Select “Edit” to begin uploading materials.

Unit Type Packet Deadline Type Packet Due Date
University of Central Flarida Promaotion Soft Deadline

Overview Packet

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

Not Yet Submitted Unlocked l

Type # Required # Added
@ 1. IMPACT STATEMENT 1 requined 0
® 2cv 1 riquired i ‘ [
@ 3 COLLEGE CRITERIA 1 requined [/
@ 4 DEPARTMENT CRITERIA 1 required 1]
@ 5 ANNUAL ASSIGNMENTS 1 reguired a

Please contact FacultyExcellence@ucf.edu for additional assistance. 2
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FACULTY ACTIVITY REPORTING VITA

STEP 3: Understanding the Faculty Activity Reporting Vita

When you enter the “Packet,” the “Faculty Activity Reporting Vita” appears first. This feature automatically

pulls in your last five years of courses. After you view, select “Submit.”

Note: Courses are automatically loaded for you, however you MUST “Regenerate” (pull new information in)

prior to submitting your dossier. “Regenerate” your courses by selecting “Edit.”

v Faculty Activity Reporting Vita m View History |
Title Detalls Actions t

Promo - 5 Years - Instructor/Lecturer - Courses Only Generated #

May 2019 - Spring 2024 | 5 attachments included Apr 11,2024

UPLOADING MATERIALS

STEP 4: Begin Upload of Materials
Add 1. IMPACT STATEMENT x

1 Required

You may browse for your document/file or Choa Ry AdINEE

Upload Video Webpage

drag and drop it into the upload window and

select “Add”. “
A [

Note: Interfolio retains all documents you Drag & Drop your files anywhere or
- =

upload and allows for re-use in subsequent

applications. Once successfully uploaded,

the file name will appear below the I Im
requirement (e.g., CV-2023). If, after you

upload a document, you decide you would like to replace it with another document, simply select “Remove”

and replace it with the desired file. See APPENDIX A for print to PDF directions.

Title Details Actions

Added
2024 Impact Statement ;,_,:‘36:::4 Edit .

Please contact FacultyExcellence@ucf.edu for additional assistance. 3
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UPLOADING VIDEO CONTENT

If you have a video you would like to upload, follow the directions for Uploading Materials in this resource. If

you would like to link to an external source (e.g., recording), select “Video” or “Webpage” and provide, the

required Title and URL, then “Add.”

Note: Media Files (MP3/MP4) are not supported. A description of the video or webpage may be provided but

is not required.

FILE RESTRICTIONS AND LIMITS

INTERFOLIO — PROMOTION

File Type Restrictions File Size Limits
File Size <100 MB
DOC/DOCX Yes
XLS/XLSX Yes
PPT/PPTX Yes
DOT Yes
WPD Yes
RTF Yes
TXT Yes
HTML Yes
PDF Yes
PNG/JPEG/JPG Yes
Media Files (MP3/MP4) No
YouTube/Vimeo URL Yes
Webpage URL Yes

Please contact FacultyExcellence@ucf.edu for additional assistance.
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CANDIDATE CERTIFICATION FORM

STEP 5: Complete Form

Candidates are required to certify: (1) All P&T - CANDIDATE CERTIFICATION

publications, creative and scholarly work e

co nta i ne d an d me nti on ed i n t h e d 0SS i er I certify all publications, creative and scholarly work contained and mentioned in this dossier are cited correctly and represent my original contribution. *
es -1 Certify

are cited correctly and represent the

I certity, all contracts and grants awarded, contained and menticned in this dossier accurately reflected my contribution. *

faculty member’s contribution, and (2)

es -1 Certity

certify all contracts and grants awarded,

contained, and mentioned in the dossier |“"“"°'“°‘ fetum to Packe | L

accurately reflect the faculty members’
original contribution. Save responses and

return to packet.

SUBMIT

STEP 6: Submit your Dossier

When all materials are uploaded and the Candidate Certification Form is completed, select “submit.”

Vv Dossier 0of 13
Not Yet Submitted m - m

Required Files

When you select “Submit,” and required Submission Confirmation l X

The sec{'c-rl CANDIDATE DOSSIER cannot be submitted :I>-:aJse there are issues with the requirements listed

materials are missing, a message will

Delow. You can submit the section once you have comrected any issues and added materials to meet the
requirements for the section

appear with the missing information

Requirement Name lssus

[research rutioine rerort Missing the minimumn number required |

(does not include optional items).

Return to the dossier and upload t
required items. Once successfully
submitted, you will receive a confirmation

message. Reminder — Regenerate the Faculty Activity Reporting Vita prior to final submission.

Please contact FacultyExcellence@ucf.edu for additional assistance. 5



mailto:FacultyExcellence@ucf.edu

APPENDIX A

Printing to PDF: A Tutorial

INTERFOLIO — PROMOTION

Please note that “Printing to PDF” is different from saving a document to PDF.

These steps are taken to preserve an electronic signature on a

document before uploading it.

Windows

1. Open the PDF document that contains the electronic signature.

2. Select “File” at the top left of the document you want to print,

then select “print.”

3. Select “Microsoft Print to PDF” as the printer option.

Print ‘

| Printer: Microsoft Print te PDF

~ ‘ i Properties Advanced

Copies: |1 ;‘

[ Print in grayscale (black and white)

Cumulative-Progress-Evaluation 2023-24 - Adobe Acrobat Pro (32-bit)

»ﬁm View E-Sign Window Help

[ Save ink/toner

= open.. Ctrl+O

f_‘b Create »
Insert Pages 4
Save As... Shift+Ctrl+S

Save as Other »
Export To ’

Protect Using Password

m Share File
Close File Ctri+W
Properties... Ctrl+D

®

4. Select “Print” at the bottom of the window.

Page Setup...

Page 1 of 3

» Print

Cancel I

Please contact FacultyExcellence@ucf.edu for additional assistance.
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5. Adialogue box pops up: choose where to save the file and select “Save.”

Save PDF File As X
<« v 4 Bl > ThisPC > Desktop > v O Search Desktop pel
Organize v New folder B - o
> Dissertation Lol Name Date modified Type
> €3 Generdl - UCFTe P&T Dossier 2/18/2024 11:56 AM File fol
4 Microsoft Teams Shares 2/19/202411:11 AM File fol
> Microsoft Teams Trash 2/13/2024 7:27 PM File fol
> Operations Work 2/19/2024 11:55 AM File fol
N Recordings k] ADM IT Support 2/19/2024 11:11 AM Intern

> Whiteboards

v [ his PC
> 2 3D Objects
v Il Desktop
R v <
File name: | Cumulative-Progress-Evaluation 2023-24 v
Save as type: PDF files (*.PDF) ~

A Hide Folders - Cancel

Print to PDF (macOS)

Print to PDF (macOS)

The Adobe PDF printer is not available on Mac. However, you can use the Save As Adobe PDF option to print a file
to PDF on Mac.

E Note: In macOS Mojave (v1014), when you try to print a document to PDF using the System Print Dialog
> Save As Adobe PDF, the following error message is displayed: “This workflow contains the action Save As
Adobe PDF, which is provided by a third party. Third-party actions must be explicitly enabled."

To resolve this error, see Error in saving as Adobe PDF | macOS Mojave 10.14.

o Open a file in a macOS application.
e Select the PDF button and choose Save As Adobe PDF.
e Choose the Adobe PDF Settings and select Continue.

° Type a name for your file, and select Save.

Please contact FacultyExcellence@ucf.edu for additional assistance. 7
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