INTERFOLIO — ANNUAL REPORT AND EVALUATION — MANAGER GUIDE

LOGIN TO INTERFOLIO

You can access Interfolio with the method shown below:

Sign in through your institution

If your institution has partnered with Interfolio to provide Single Sign-On, search for

N our institution name in the box below.
Follow this link, select/type 1

'University of Central Florida'
University of Central Florida

from the drop-down menu.

Select “Sign In,” then enter your m

NID@ucf.edu and password.

Sign in with an Interfolio account »

STEP 1 — After signing in to Interfolio, on the left side of the screen, select ‘Cases’, under the
‘Review, Promotion, and Tenure’ option. Once selected you will be redirected to a new screen

where you can filter your cases.

Review, Promotion and Tenure

Cases

For additional assistance, please contact Interfolio@ucf.edu 1
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Note: Select “Cases” from the left menu. All cases that require manager attention appear by
name in alphabetical order. Locate the case to review by (1) searching for the process (e.g.,
annual report), (2) searching for the faculty name (e.g., Knightro Gordon), or (3) filtering your

cases by selecting “Filter” by Type (use “Other” for Annual Reports and Evaluations).

1 Cases 3  Filters %
Search cases Ui
[ Annual Report- v nlt
All Units .
2 Cases
Search cases v Type

[ Knightro Gordon -

Reappointment
Review
Sabbatical
Tenure

Other

For additional assistance, please contact Interfolio@ucf.edu
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STEP 2 — Review a case by selecting the name to review.

Note: Faculty may have more than one case (e.g., Annual Report and Evaluation, Promotion,

Post-Tenure Review). Be sure to select the case for Faculty Annual Report and Evaluation.

Name « Type = Template Name = Status =

- Other EVAL: 2023-24JFaculty Annual Report and Evaluation | h

University of Central Flonga Faculty Excellence

Step 1 of 2: Chair/Director/Manager Evaluation A Reguired Documents

STEP 3 — Faculty Activity Reporting Vita. Select “Regenerate” to pull in courses and SPols

loaded since the faculty submitted their annual report.

Candidate Packet

Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. The candidate will be able to replace or delete an:

files in an unlocked section before they submit.

w Faculty Activity Reporting Vita View History

Title Details Actions
Annual Report - Courses and SPIs (Summer 2023, Fall 2023 and Spring 2024) Generated ‘
May 2023 - Spring 2024 Mar 24, 2024

For additional assistance, please contact Interfolio@ucf.edu 3
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STEP 4 — To review the faculty packet, select “Read Case” and wait for Interfolio to reload.
Navigate through the left reading pane to read the materials. Click the ‘carrot’ to expand the

section.
Case Materials Case Details °

Search case materials by title

o e

Knightro Gordon

Packet Annotations

v| ANNUAL REPORT OF FACULTY ACTIVITIES

Knightro CV

Knightro Annual Report

2> CHAIR/DIRECTOR/MANAGER EVALUATION
2> FACULTY CERTIFICATION

Note: When you are done reviewing the materials, use “Return to Case” to return to the

For additional assistance, please contact Interfolio@ucf.edu 4

previous screen.
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STEP 5 — After reviewing the faculties materials, return to the main case screen and select

“Case Details” tab to complete / view the required items.

Case Details o

Case Materials

Search case materials by title

STEP 6 — After selecting “Case Details”, scroll down to see the two missing items. The first item
(A) will require you to fill out the form outside of Interfolio and reupload to the case.
The second item (B) is a form you complete in Interfolio by selecting “Fill Out Form” as shown

below.

v Required ltems

All required items must be completed before the case can advance to the next step. Files can be added by any Committee Manager or Administrator with
access to this case. Forms must be completed by the assigned user, however a Committee Manager or Administrator can select to omit the form as a

requirement for a user.

Annual Evaluation of Faculty Performance -

Upload completed and signed annual evaluation form. Available at: https://facultyexcellence.ucf.edu/document/in-unit-faculty-annual-evaluation-form/ Note:

Faculty will complete verification of receipt of this form at the next step in workflow.

No files have been added to this section.

Forms
Form Name Assignee Actions
Overall Evaluation Assessment of Faculty Committee Members Manage Respondents

1 required questions

Overall Evaluation Assessment of Faculty Fill Out Form -
1 required guestions

For additional assistance, please contact Interfolio@ucf.edu 5
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A. Complete the evaluation on the appropriate annual evaluation form:

o In-unit annual evaluation

o Non-unit annual evaluation

1. Digitally sign the form.

“Print to PDF” to retain the signature. (Print to PDF instructions are at end of guide)

Upload as demonstrated below.

Annual Evaluation of Faculty Performance

INTERFOLIO — ANNUAL REPORT AND EVALUATION — MANAGER GUIDE

A

| &= |

Upload completed and signed annual evaluation form. Available at: https://facultyexcellence.ucf.edu/document/in-unit-faculty-annual-evaluation-form/ Note: Faculty will complete verification of

receipt of this form at the next step in workflow.

Add Annual Evaluation of Faculty Performance X

X+ Y

Drag & Drop your files anywhere or

Browse To Upload

Upload a new file Select file from case

Outside Interfolio Business Process: Send the digitally signed evaluation to faculty to obtain

their signature. After the faculty signs, place the complete signed form in the faculty’s personnel

file within the dean’s office.

Note: Please make sure the faculty has a final copy of the annual evaluation, with all

signatures.

For additional assistance, please contact Interfolio@ucf.edu
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B. Complete Overall Evaluation Assessment of Faculty form.

Forms

Form Name

Assignee Actions

Overall Evaluation Assessment of Faculty
1 required questions

Overall Evaluation Assessment of Faculty Courtney Nitrous (You) Fill Qut Form -
1 required questions

Courtney Nitrous Manage Respondents

Select the overall rating for faculty (i.e., Outstanding, Above Satisfactory, Satisfactory,
Conditional, Below Satisfactory).

Overall Evaluation Assessment of Faculty

Overall Evaluation Assessment *

Select an option

Submit Form e

Annual Evaluation of Faculty Performance @ Complete '

STEP 8 — “Send Case” “Forward to Faculty View.”

==

Forward to
Faculty View

This completes the Faculty Annual
Report and Evaluation process.

For additional assistance, please contact Interfolio@ucf.edu
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These are the steps to preserve an electronic signature on a document
before uploading it.

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

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

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

’[El&m View E-Sign Window Help

b Open... Ctrl+O

% Create »
Insert Pages 4
Save As... Shift+Ctrl+S
Save as Other »
Export To »

Protect Using Password

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

’ B Print... Ctrl+P

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

4

Printer: Microsoft Print to PDF v ||| Properties Advanced Help ©

Copies: |1 = [JPrint in grayscale (black and white) ~ []Save ink/toner (D
grays

For additional assistance, please contact Interfolio@ucf.edu 8
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STEP 4 - Select “Print” at the bottom of the window.

Page 1 of 3
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Page Setup... ‘ Print

Cancel

STEP 5 - In the save dialogue box that pops up, choose where to save the file and select

“Save.”

Save PDF File As

« v~ 4 Bl > ThisPC » Desktop » v O Search Desktop
Organize v MNew folder fes -
~
Dissertation 2 Name Date modified
s General - UCFTe: P&T Dossier

Microsoft Teams Shares
Microsoft Teams Trash
Operations Wark / v
Recordings a.| ADM T Support 2/19/2024 11:11 AM

Whiteboards

v [ This PC
B 3D Objects
v [ Desktop

LS Y

v £

r

Type

File folc
File folc
File folc
File folc

Internef

File name: | Cumulative-Progress-Evaluation 2023-24

Save as type: PDF files (*.PDF)

~ Hide Folders Save Cancel

This completes the Print to PDF
process for Windows OS

For additional assistance, please contact Interfolio@ucf.edu



mailto:Interfolio@ucf.edu

INTERFOLIO — ANNUAL REPORT AND EVALUATION — MANAGER GUIDE

Print to PDF (macOS)

STEP 1 - Open the document you'd like to print to a PDF file. In the menu bar at the top of the screen,
select File > Print.

Edit Format View Window Help

Open...
Open Recent

» Close
2 ' Save
How to B pypiicate

by Benj Ei Rename...
Move To...
It may corEtsatn * ink the world’s

greatest W  |nsert from iPhone or iPad >
Export as PDF...

Sure, | ar  Share » |t even before
joining the g1, properties +%p consulted the site to

figure out 1g tasks.
Page Setup... 3P
®P br

Scientists ML ays

e e e

For additional assistance, please contact Interfolio@ucf.edu 10
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STEP 2 - A printing dialog will open. Ignore the Print button. Near the bottom of the Print window, you

will see a small drop-down menu labeled "PDF." Click on it.

# TextEdit File Edit Format View Window Help

i How to Be a Geek.rtf
Regular e « B~

Printer: Brother HL-L2340D series

How :
by‘ Be Presets: Default Settings

-~

Copies: -1 Two-Sided

" ms PEQES' _ﬁ
great §
Sure,
joinin
figure
Scier

to s
ancie

Show Details Cancel

For additional assistance, please contact Interfolio@ucf.edu 11
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STEP 3 - In the PDF drop-down menu, select “Save as PDF.”

1of1

PDF Show Details

Open in Previe
Save as PDF
Save as PostScript

Send in Mail

Send via Messages
Save to iCloud Drive
Save to Web Receipts

Edit Menu...

< on~ - I Desktop i~

STEP 4-The

Save window

Favorites Shared Folder

will open. Type
the file name
you’d like and
choose the
location, then
“Save.”

Security Options..

New Folder

This completes the Print to PDF
process for Mac OS

For additional assistance, please contact Interfolio@ucf.edu 12
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