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Faculty candidates will not be able to modify their files after the access end date.  If changes to the 

/academics/academic-%20affairs/tenure-and-promotion-procedures.php
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Tips for creating files, naming files, file organization, uploading, and saving files: 

 Files/documents should be saved as a PDF file format whenever possible and must be 

viewable without specialized software (such as Avid, AutoDesk/AutoCAD, iRender, Adobe 

Photoshop, Illustrator, InDesign, Lightwave, Auralia, Pyware, Finale, Audacity, etc.).  

 Candidates should not upload unnecessarily large documents.  

 The following characters are not supported in folder or file names: ~  # % & * : < > ? / \ { | }  

 The following names are not allowed for folders or files: .lock, CON, PRN, AUX, NUL, COM0 - 

COM9, LPT0 - LPT9, _vti_, desktop.ini, any filename starting with ~$.  

 Hyperlinks to media files (audio/image/video), direct URL links to websites, YouTube/Vimeo 

websites or media channels, etc., should be saved within a PDF document.   

 Total file size (total of ALL files combined) should be kept under 5 GB maximum.   
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PDF 4. Combined Areas 4-6: 

 This PDF combines areas 4 – 6 into one PDF document. This includes: #4 Measures of Teaching 
Effectiveness, # 5 Self-Assessment, and #6 Other Documentation 

 The faculty member should provide a narrative that addresses each of these areas. The organization 
of this document is at the discretion of the faculty member unless department policies specify an 
organizational style or structure.  

 This PDF document should be titled: 4CombinedAreas4-6 
 

PDF 5. Department-Specific Required Documentation: 

 Not all department require specific documentation, as a result, some candidates will not have a 
document to load here.  

 This PDF should include and compile all department-specific documentation. 

 The organization of this document is at the discretion of the faculty member unless department 
policies specify an organizational style or structure. 

 This PDF document should be titled: 5DepartmentSpecificDoc.pdf 
 Example: 5LDWDSpecificDoc.pdf 
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Appendix B: 

Accessing OneDrive Folders 

 

1. Click on the Email link in the red band on the top of the page.   

  

  
  

2. Click the 9 dots box (App launcher) in the upper left corner above the new message button.  

  

  
  

3. Click OneDrive  

  

  
  




