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Overview

A few tips to start with

« Know the process

- Get started with what you have now
* Focus on readers’ needs

» Get feedback

- Save early and often




Overview

Timeline: Your Actions

NOW: Plan, create, and organize your materials;
work with department practices re: drafts, feedback

SEPT.

Fileshare will be available for upload

Upload main portfolio and any electronic
19 supplemental materials (preview pdfs)

After 9/19: Track the levels of review in the Provost's
calendar; submit responses/addenda as needed
through your Dean
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Overview

Deadline for candidates to file electronic or 13 paper copies of applications for
promotion and tenure, and to submit all necessary supporting materials, to
Department Chairpersons.

Deadline for Chairpersons to submit all individual promotion and tenure materials to
Department Personnel Committees.

Deadline for College Personnel Committees to elect Chairpersons.
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Deadline for Department Personnel Committees to forward recommendations and
personnel materials, to College Personnel Committees, and to send written reasons
both to candidates and College Personnel Committees.

Last day for candidates to file responses to recommendations from Departmental
Personnel Committees with Dean/Library Director for forwarding to College Personnel
Committee.

Deadline for College/Library Personnel Committees to forward recommendations and
personnel materials to Deans/ Director, and to send written reasons both to
candidates and Deans/Director.

Last day for candidates to file responses to recommendations from College/Library
12  Personnel Committees with Deans/Director. L
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Overview

Deadline for Deans/Director to forward recommendations and personnel materials
o University Rank and Tenure Committee via Provost, and to send written reasons
both to candidate and University Rank and Tenure Committee.

Last day for candidates to file responses to recommendations from Deans/Director
ith the Provost.

University Rank and Tenure committee meets to review applications.

Deadline for University Rank and Tenure Committee to forward recommendations
and personnel materials to Provost, and to provide written reasons both to
candidates and to the Provost.

Last day for candidates to file responses to recommendations from Rank and
enure Committee with the Provost.

Deadline for Chancellor to publish final list (after all appeals) of candidates
recommended to the Trustees for promotion and tenure.
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Organizing Materials

Primary Portfolio Materials
» Structure
Cover Page

Letter of Application
« One Page Summary
 Waiver Letters

Curriculum Vitae

Professional Activity

Research & Scholarship
Instructional Activity

Service

List of Supplemental Materials

» Divider pages- Visual Separators
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Organizing Materials

Supplemental Materials

» What is Supplemental?

« Full-text of books, monographs, articles, grant
proposals; teaching evaluations, additional
teaching materials, committee reports, etc.

» Digital, Physical, or both?

« As suits! But if using both, do not repeat items

» Whatever format you use:

* Provide a table of contents in the main portfolio
(& indicate the format)

* Include CV at the beginning
« Match the structure of your portfolio
« Label each sub-section clearly
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Submission and Review Process

P&T Fileshare

Candidate External Review Letters,

Portfolio and Electronic Letters Responses,
Supplemental Materials Addenda

Items to Include: Items to Include: Items to Include:

e Electronic Portfolio * External Letters fromoutside Recommendation Letters

* Electronic Supplemental reviewers Appeal Response Letters
Portfolio (optional) Who has access: Candidate Appeal Materials

Who has access: Dept. Chair* (write access) Addenda from Candidates
Candidate* (write access) DPC (grants, publications, journals
Dept. Chair CPC awarded after Sept. 21,2015)
DPC Dean/Library Director Who has access:
CPC University Rank & Tenure Candidate

Dean/Library Director Provost Dept. Chair

University Rank & Tenure Chancellor DPC

Provost CPC

Chancellor Dean/Library Director* (write
access)
University Rank & Tenure
Provost
Chancellor
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Technical Advice

» Update your version of Adobe:
http://www.uml.edu/IT/Services/Software/Adobe.aspx

» Convert to PDF as you collect

» Have a plan for handling your files




Organizing with Adobe

Prepare as early as possible!

Content, clarity, aesthetics

Start from order on your desktop: folders and

clear naming of documents (especially when
scanning)

All PDF format

Using “first pages” of materials

Order and reorder

Bookmarks

Subsections and subordination
Supplemental materials (electronic & paper)




Organization of Files

Name Date modified
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/2016 2:03 PM

)/2016 10:03 A...

Divider Pages

New folder

] 1. Cover Page 5/19/2016 11:18 A..
] 2. Letter of Application 5/19/2016 11:14 A...
*] 2.A One Page Summary 5/19/2016 11:18 A..
) 3. Waiver Statement 5/20/2016 10:05 A...
] 4. Curriculum Vitae 5/19/2016 11:14 A..
] 5.A Professional Association Participation ~ 5/19/2016 11:21 A...

w
=
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)/2016 11:21 A...
/19/2016 11:19 A...

/2016 1:37 PM

“] 5.B Professional Honors and Awards
[£] 5,C Training_Certificate
7 6.1 NSF Grant_2012

wl
[y
(o]

w
]
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“7 6.2 NSF Grant_2014 5/20/2016 1:37 PM =
“7 6.3 Pending Grant 2016 5/20/2016 1:38 PM
7 6.4 Patent#1122334455_2015 5/20/2016 2:01 PM
7 6.5 JOA_paperl_2013 5/20/2016 1:42 PM @ Qv' » SAMPLE P&T » Divider Pages
“7 6.6 JOB_paper2_2014 5/20/2016 1:42 PM File Edit View Tools Helo
7 6.7 JOC_paper3_2014B 5/20/2016 1:44 PM
€ 7 6.8 JOA_paper4_2016_under_review 5/20/2016 1:45 PM Name SR
7 7. Instructional Activity 5/19/2016 11:14 A... ; ) ) - I
~ ~| Curriculum Vitae 5/19/2016 11:35 A...
] 7.1 Teaching Statement 5/19/2016 11:15 A.. &) Instructional Activity 5/19/2016 11:37 A..
7 7.2 PROV.4000 5/19/2016 11:16 A... | Letter of Application 5/1
W7 7.2B PROV.4000 Evaluation Summary_SP16  5/19/2016 11:20 A... & Service 5/19/2016 11:37 A...
wh A =] Waiver Statement 5/19/2016 11:37 A...
= 7.3 PROV.4001 5/19/2016 11:16 A...
“ 7.3A PROV4001 Evaluation Summary_FA16 5/19/2016 11:20 A...
7 7.4 PROV.4002 5/19/2016 11:16 A...
“ 8.1 Proposal for Lowell Boys & Girls Club... 5/19/2016 11:27 A...
“7] 8.1A Email on Lowell Boys & Girls Club P..  5/19/2016 11:26 A...
(=] 8.1B Letter from Director Lowell Boys & ..  5/19/2016 11:27 A...

Wil 0 Y Connil an Daln i llanaes Thacia Faca C/HANMNIL 11,74 A



[~ Adobe Acrobat Pro

) create ~

AD ROBAT" X PRO

Open a Recent File
) Owider Pagespar
) cumam viaepar
) on rles.pat
) Weeden_SCL_Deanstetter.pat

£ Lon Weeden Promation Potfolio.pdf

E9 Open
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ePortfolio Creation Demo

Tools | Comment | Share

Getting Started
T2 creeror

ate POF Portfolio

Combine files into Single pdf

mbine Files into POF

ate POF Form

Drag & Drop
Reorder

Bind
documents
into single pdf

Pl e W PP o W R—
]
L

[Add Files... ~ Q) Single PDF PDF Portfolio

Drag and drop files to add them, and then arrange them in the order you want.

Name Page Range Size Modified Warnings/Errors

filesize O [ [

\ Help H Options \ Co e Files \ Cancel




ePortfolio Creation Demo

"i BinderL.pdf - Adobe Acrobat Pro

Add as Files or as Folders

File Names automatically
imported as bookmarks
- Bookmarks can be edited

i 3. Waiver Statement

4. Curicuum Viae Rearranging bookmarks #

I 5 A Professional Association Participation

T 5.8 Professional Honors and Awards Re a rra n i n a e S
Wsc Training_Certificate g g p g

T 6.1 NSF Grant_2012

625t Gt 201 Deleting bookmarks # Deleting
T 6.3 Pending Grant 2016 p 3 g es

W 6.4 patent#1122334455 2015
T 6.5 JOA paperl 2013
T 6.6 J0B_paper2 2014

T 6.7 10C_paper3 20148 NeStlng BOOkmarkS Wlthln

Teg JOA _paper4_2016_under_review

7. Instructional Activity b t 1

W71 Teaching Statement S u S e C I O n S
7.2 PROV.4000

i 7.2B PROV.4000 Evaluation Summary_SP16

7.3 PROV.4001

I 7 3A PROV4001 Evaluation Summary_FA16

T 7.4 PROV.4002 CO”apS|ng BOOkmarkS

g1 Proposal for Lowell Boys & Girls Club Partnership for Service Learning
2015-16
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Naming bookmarks: before and after

v [[f SERVICE

I[F 0_Service Table of
Contents

I[F 1_Service
Statement

[F 2_Ho_letter
[ 3_Chen_Letter
[lF 4_Mannur_letter
» [[F 5_Nadel_letter
» [} 7_MLA Documents

[[F 8_East Of California
Junior Faculty
Retreat

» I[P 9_Selected Thanks

[F 10_UAB
Distinguished
Service Award

! SERVICE

[[F Service Table of
Contents

I[f Service Statement
[ Ho Letter

[ Chen Letter

[[F Mannur Letter

» [[f MLA Documents

[ 2013 Student
Research
Symposium

[[F East Of California

Junior Faculty
Retreat

» [[f Selected Thanks

[ UAB Distinguished

Service Award m

UMASS

LOWELL




ePortfolio Creation Demo

» Use thumbnails view to
rearrange pages

Rearranging pages #
Rearranging bookmarks

Deleting pages # Deleting
bookmarks

E— ———__ A—— |
R — W W— = —— - —
E Curriculum Vitae.pdf - Adobe Acrobat Pro

@Create' ‘@7 @E‘@(_)@LQ@)&

» Default Initial View: T W6 pe——iaeie

ocument Properties

Bookmarks Panel and |, ——

P a g e Navigation tab: BookmarksPaneI and Page v‘

Page layout: |Single Page Continuous

Magpnification:  Default

Open to page: |1 of1

Window Options
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Minimizing Levels of Subordination

SERVICE <-Level one header page
To UMass Lowell <-Level one content page
DEPARTMENT <-Level two header page
Committee service <- Level two content page
Senate representative
COLLEGE
UNIVERSITY
To the Profession
NATIONAL ORGANIZATIONS
EDITORSHIPS
To the Community
Thank you letter from community org
Award for assistance to community group
Recognition of contribution
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Cleaning up the Portfolio Document

» A caution about hyperlinks (sparing use of internal
links)

No locked or password-protected PDFs
Text recognition

Finalizing and Compressing using Document
Processing > Optimize Scanned PDF

Pagination

Proofreading and checking functions




Who needs a fileshare folder?

As soon as possible (or at the latest by
September 5), please let us know if you are
intending to submit materials this year.

By September 12, you will get an email
confirming that the fileshare is available, with
instructions on connecting from your PC or Mac.




Getting Help

» uml.edu/PandT

Guidelines, calendar, user guides,
and useful links

» Department Chair and Colleagues

» Sandhya, Donna, and Paula e-mail “hotline”:
PandT@uml.edu




