RTP/Lecturer Evaluation
Interfolio Portfolio Guide

How to add a file

How to rename a file

How to replace a file

How to reorder your files

How to preview your portfolio
How to submit your portfolio



How to add a file
(Link to video tutorial)

1) Log into myCl then click on Interfolio

2) Click on Your Packets in left navigation

| Home

Your Packet%)

Interfolio - RTP Personnel Action
File (PAF) and ePortfolio

Cases

3) Click on View
Your Packets

Active
Packet Type Status Due Date
Art Review Not Submitted -

View
AY21-22 ART Lecturer Evaluation - FT PPC and Dean

3

4) Click on Edit

5) Click Add

% Lecturer Portfolio

30of1
Due: Feb 5,2022 | Not Yet Submitted @ m

Required Files

Required Portfolio 1+ required, 3 Added

For the purposes of the review, the Portfolio for teaching faculty shall include:
= Current curriculum vitae

= Student evaluations (already included in PAF; additional copies not needed)
= At least one peer evaluation of teaching from the period being reviewed

L3
= All syllabi for courses taught during the period of review
For more detailed information, please see Senate Policy 12-10.
Title Details Actions
Added 5
Cv 2022 Jan 19,2022 Edit | Remove
Added %
Syllabus 2 Jan 25,2022 Edit | Remove
: Added
Portfolio

Jan 19, 2022 Edit | Remove


https://www.csuci.edu/academics/facultyaffairs/documents/interfolio-tutorial-videos/how-to-add-a-porfolio-file.mp4

6) Click on Add New File and drag and drop files you want to upload.

Add Required Portfolio

1+ Required

Choose Existing |Add New Filel

Upload Video Webpage

L] 6@

Drag & Drop your files anywhere or

Browse To Upload

You can also upload Video.
e Two required sections are Title and URL
Add Required Portfolio

1+ Required

Choose Existing Add New File

Upload Webpage

You can add videos hosted on YouTube and Vimeo to your Dossier materials. Simply paste the YouTube or Vimeo
URL in the space below. For more information see the article Add YouTube and Vimeo Videos to Your Dossier.

Jitle *

URL *

Description @

You can also upload Webpage.
e Two required sections are Title and URL

Add Required Portfolio
1+ Required

Choose Existing Add New File

Upload Video Webpage

You can include links to webpages in your Dossier materials. When a reviewer clicks the link, the webpage will open

in a new tab. For more information see the article Link to Webpages in Your Dossier.

Title *

URL *

Description @

x



7) After your file or files are uploaded click Add

Add Required Portfolio x

1+ Required
Choose Existing Add New File

Upload Video Webpage

I Sample Syllabus A Success X

(e

8) You will see your new file added in the packet.

Added
¢ Sample Syllabus A Jan 25, 2022



How to rename a file
(Video Tutorial Link)

1) From your portfolio page click on Edit to rename the file

v Lecturer Portfolio 4 of 1
Due: Feb 5, 2022 | Not Vet Submitted  (TEERued) m

Required Files

Required Portfolio 1+ required, 4 Added

For the purposes of the review, the Portfolio for teaching faculty shall include:
= Current curriculum vitae

= Student evaluations (already included in PAF; additional copies not needed)
= At least one peer evaluation of teaching from the period being reviewed

= All syllabi for courses taught during the period of review

For more detailed information, please see Senate Policy 12-10.

Title Details Actions
Ccv 2022 o Edit | Remove
Syllabus 2 j:: :: 2022 Remove
Portfolio j:: :‘: 2022 Edit | Remove
Sample Syllabus B ‘T:::: i Edit | Remove

2) Rename the file and click Save
Edit Document x

ART 101 - Spring 2022 Syllabus L4



https://www.csuci.edu/academics/facultyaffairs/documents/interfolio-tutorial-videos/how-to-rename-a-file.mp4

How to replace a file
(Video Tutorial Link)

1) From your portfolio page click on Edit to replace the file

v Lecturer Portfolio

Due: Feb 5,2022 | Not Yet Submitted ([laaad)

Required Portfolio 1+ required, 4 Added

For the purposes of the review, the Portfolio for teaching faculty shall include:
= Current curriculum vitae

= Student evaluations (already included in PAF; additional copies not needed)
= At least one peer evaluation of teaching from the period being reviewed

= All syllabi for courses taught during the period of review

For more detailed information, please see Senate Policy 12-10.

Title Details
Added
Cv 2022 Jan 19,2022
Added
Syllabus 2 Jan 25, 2022
" Added
Portfolio Jan 19, 2022
Added
Sample Syllabus B Jan :5, 2022
2) Click on Replace
Edit Document x
Document Title *
i CV 2022 e ‘

(o) DR 2T

Required Files

Actions

v
Edj Remove
I;l\,g |

Edit | Remove

Edit | Remove

3) Click on Add New File and drag and drop your new edited file.

Add Required Portfolio
1+ Required

Choose Existing IAdd New Filel

Upload Video Webpage

~ G@

Drag & Drop your files anywhere or

Browse To Upload



https://www.csuci.edu/academics/facultyaffairs/documents/interfolio-tutorial-videos/how-to-replace-a-file.mp4

4) Click Save after your replacement file is added

Replace Document

Choose Existing  Add Mew File

Upload Video Webpage

&
I CV 2022-Edited

Success

v Lecturer Portfolio

Due: Feb 5, 2022 | Not Yet Submitted m

Required Portfolio 1+ required, 4 Added

For the purposes of the review, the Portfolio for teaching faculty shall include:
= Current curriculum vitae

» Student evaluations (already included in PAF; additional copies not needed)
= Atleast one peer evaluation of teaching from the period being reviewed

= All syllabi for courses taught during the period of review

For more detailed information, please see Senate Policy 12-10.

Titla

Portfolio
¢ CV 2022-Edited
Sample Syllabus B

ART 101 - Spring 2022 Syllabus

Details
Added
Jen 19, 2022

Added
Jan 25,2022

Added
Jan 25 2022

Added
Jan 25 2022

4 of 1

Required Files

Actions
Edit | Remove
Edit | Remove
Edit | Remove

Edit | Remove



How to reorder your files
(Video Tutorial Link)

1) You can drag and reorder files by dragging and dropping the files in any order you prefer.

v Lecturer Portfolio 4 of 1

Due: Feb 5, 2022 | Not Yet Submitted @ m Required Files
Required Portfolio 1+ required, 4 Added

For the purposes of the review, the Portfolio for teaching faculty shall include:
= Current curriculumn vitae

= Student evaluations (already included in PAF; additional copies not needed)
» At least one peer evaluation of teaching from the period being reviewed

= All syllabi for courses taught during the period of review

For more detailed information, please see Senate Policy 12-10.

Trtle Detalls Actions
cv 2022 e Edit | Remove
ART 101 - Spring 2022 Syllabus ::,d:: 2022 Edit | Remove
Portfolio j::f.: 2002 Edit | Remove
Sample Syllabus B fzd:: 2022 Edit | Remove
W Lecturer Portfolio Aof1

Due: Feb 5, 2022 | Not Yet Submitted @

Required Portfolio 1+ required, 4 Added

Required Files

For the purposes of the review, the Portfolio for teaching faculty shall include:
= Current curriculum vitae

= Student evaluations (already included in PAF; additional copies not needed)
= At least one peer evaluation of teaching from the period being reviewed

= All syllabi for courses taught during the period of review

For more detailed information, please see Senate Policy 12-10.

Title Details Actions:

cv 2022 e Edit | Remove
Portfolio ?:ndf: 2022 Edit | Remove
Sample Syllabus B j;dze:zuzz Edit | Remove

v Lecturer Portfolio 40f1

Due: Feb 5, 2022 | Not Yet Submitted m
Required Portfolio 1+ required, 4 Added

For the purposes of the review, the Portfolio for teaching faculty shall include:
= Current curriculum vitae

Required Files

= Student evaluations (already included in PAF; additional copies not needed)
= At least one peer evaluation of teaching from the period being reviewed

= All syllabi for courses taught during the period of review

For more detailed information, please see Senate Policy 12-10

Tle Details Actions

cv 2022 o T Edit | Remove
Portfolio i j:,d ,e: oy Edit | Remove
ART 101 - Spring 2022 Syllabus j\:"d:: 2002 Edit | Remove

Added
Sample Syllabus B Jan;mz Edit | Remove


https://www.csuci.edu/academics/facultyaffairs/documents/interfolio-tutorial-videos/how-to-reorder-your-files.mp4

How to preview your portfolio
(Video Tutorial Link)

1) Click on Preview Packet to review what your reviewers will see when reviewing your portfolio

AY21-22 ART Lecturer Evaluation - FT PPC and Dean

Unit Type Candidate Instructions

Overview Packet

O © ExpandAll & Collapse All Add Section

v Lecturer Portfolio

4 of 1
Due: Feb 5,2022 | Not Yet Submitted ((IEIE0ED w m

Required Files

Required Portfolio 1+ required, 4 Added

For the purposes of the review, the Portfolio for teaching faculty shall include:
= Current curriculum vitae

= Student evaluations (already included in PAF; additional copies not needed)
= At least one peer evaluation of teaching from the period being reviewed

= All syllabi for courses taught during the period of review

For more detailed information, please see Senate Policy 12-10.

Title Detalls Actions

Cv 2022 ?:ndfg 3022 Edit | Remove
Syllabus 2 f:ndsg 2022 Edit | Remove
Portfolio ?:nd.le: 2022 Edit | Remove
Sample Syllabus B ?:nd:: 2022 Edit | Remove

2) Reviewers will see the left navigation with a listing of the files you’ve uploaded. You can toggle through
the different files by clicking on the titles of the document.

Only show submitted sections. x

~ LECTURER PORTFOLIO

cv2022
Syllabus 2
Teaching Appendix
Portfolio
Lorom ipeum dolr 51 ame, congectaur adipacng el Nunc of enm tncdunt. sagits mekus s6c
sample Syllabus B ornaro i
it viverra. Palloscus lobaris Colar ake. sed varis uma molis venenats Sed
o st i S M T S ol 28 e brdo
L, e torpus

Mordtsoktudi ninc sad 60 henckart, in sodtudin purus dictum. Suspendis i sccumsan ek
ul rior.

© oget. ' on Dones
i v I o b Pl cgos b vot m, ac fougiat augue nterdham qus.
dignssi
c lacks o u et obors (s Pro e o (o i vl s 40 vid e, S
auar wlrices eu varius o, partor vel ibero.

Mort ullicles sapien uf molestie suismod. Curatstur vse poristor mi. Allquam erat voiulpal. Guisque

2 Mawr i pulvinas ulficios. Sod porttlor purus N6 S6m porta el

vn:- acbut, i 80 cORCRCIRR EUEOPR, 8 /S TSt b, &1 rareva W a1 27

fastioum consactetu facks 1DerD. Maurs auismod IACU Hec Guam elamentum lobords. Muita

srahrvsqu-;dbm-sq:n mauris, sgel mats uma feupiat non. Nuka ut magna aros. Nam eu puinar
Iqua ecet voluipal

Sed id diam et ipsum elaifend soflcitucin. Asnean at acus Kd nunc scelsrisqus scelerisaus e st
e velt eulsmod sulsmod auctor. Integer ullamcorper, Jusia quis omare aliguem, Ipsum

vaniass, aculs. quet.
Praesent a1 vi/ara augUe, ou CUFSUS Magng, Vvamus ania. eros, thoncus eget 1als 860, wverra
portifer ante.

s SO 4 12 B R, T i i oA, s ot

o o dokr ot st coneecime sdoacn ek, Mt ot e i gt et
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Q Q Previous Material < 1 /3 » NextMaterial

3) Click on the X at the top right to close the preview and return to your portfolio.

x



https://www.csuci.edu/academics/facultyaffairs/documents/interfolio-tutorial-videos/how-to-preview-your-portfolio.mp4

How to submit your portfolio
(Video Tutorial Link)

1) Click on Submit

AY21-22 ART Lecturer Evaluation - FT PPC and Dean

Unit Type Candidate Instructions

Overview Packet

[
O © ExpandAll @ Collapse All Add Section

v Lecturer Portfolio

Cswor ] Wl
Due: Feb 5,2022 | Not Yet Submitted (IITTD)

Required Files

Required Portfolio 1+ required, 4 Added

For the purposes of the review, the Portfolio for teaching faculty shall include:
= Current curriculum vitae

= Student evaluations (already included in PAF; additional copies not needed)
= At least one peer evaluation of teaching from the period being reviewed

= All syllabi for courses taught during the period of review

For more detailed information, please see Senate Policy 12-10

Title Detalls Actions

CV 2022 T;dff,zuzz Edit | Remove
Syllabus 2 ?;d;g 2022 Edit | Remove
Portfolio ?i‘dff‘ — Edit | Remove
Sample Syllabus B ?;d:: 2022 Edit | Remove

2) Confirm submission and click Yes
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

section Lecturer Portfolio at this time?
LIl

3) You will get a confirmation message at the bottom left of your screen.

SECTION SUCCESSFULLY SUBMITTED =

The section ia now available to the appropriate committee members for review.

4) Your portfolio will now be Locked and you will no longer be able to edit your files. But you will still
have access to view your portfolio. Please contact Faculty Affairs if you still need to make changes and
it’s not past the deadline. We can return the portfolio to you so you may make changes.

W Lecturer Portfolio 4 0of 1

Due: Feb 5, 2022 | Submited (EEEED)

Required Files

Required Portfolio 1+ required, 4 Added

For the purposes of the review, the Portfolio for teaching faculty shall include:
» Current curriculum vitae

« Student evaluations (already included in PAF; additional copies not needed)
« Atleast ane peer evaluation of teaching from the period belng reviewed

» All syllabi for courses taught during the period of review

For more detailed information, please see Senate Policy 12-10.

Title Details
Partfalio fndr\df:j,;'.w)
cv2022 & ?:«dfg 2022
Sample Syllabus B e

Jan 25,2022

Added
ART 101 - Spring 2022 Syllabus Jan :5_ 2022


https://www.csuci.edu/academics/facultyaffairs/documents/interfolio-tutorial-videos/how-to-submit-your-portfolio.mp4
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