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Uploading Activities & Course Materials 
Instructions for Tenure-Track Faculty 

Check your Interfolio Dashboard 

After you login, “Santa Clara University” should appear in the 
upper bar, and your screen should look like this. If it doesn’t, 
you may be logged in to another Interfolio ac- count. Contact 
Katie Williams (kfwilliams@scu.edu) to help you troubleshoot. 

 
 

Confirm Your Personal Information 

Click Profile in the left sidebar. Check to make sure that the 
following categories are correct: 

⏵ personal information 
⏵ contact information 
⏵ current position 
⏵ education 
⏵ professional licenses & certifications 
⏵ work experience 
⏵ membership 

 

Add Your Activities 
Add activities from the review period to the relevant activity categories. You don’t have to wait for 
your FAR or review to be due; you can enter materials incrementally as you go. The three major 
criteria of evaluation are teaching, scholarship and/or creative activity, and service. In general, 
these correspond to the following activity categories in Faculty180: 

Criterion Faculty 180 Categories (with pages in guide) 

Teaching ► Teaching (2-3) 
► Other Teaching (4) 
► Advising Load (5) 

► Mentoring (6) 
► Grants - External (if for teaching) 
► Grants - Internal (if for teaching) 

Scholarship and/ or 
Creative Activity 

► Scholarly Contributions and 
Creative Productions (7-8) 

► Scholarly Plans (9) 

► Grants - External/Internal (9-10) 
► Other Professional Activity (11) 
► Professional Development (11) 

Service ► University, School, or Depart- 
ment Service (12) 

► Major Professional Service (13) 

► Major Community Service (13) 
► Administrative Service (13) 

There are many other activities categories, and you will not have, and do not need to have, files 
and entries for each one. Consult your department chair, your mentor, a senior colleague in your 
rank, or department standards to identify what evidence matters most for faculty review.  

Note the additional categories for Academic Honors & Awards, CV Uploads, past FARs and FAR 
Evaluation Letters, the MPR and MPR Advisory Letter (pp. 14-15). 

 

mailto:kfwilliams@scu.edu
mailto:kfwilliams@scu.edu
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TEACHING 
There are four activity categories in Faculty180 that may be used to record evidence of teaching 
effectiveness: 

► Teaching 
► Other Teaching 
► Advising Load 
► Mentoring (note: for faculty in the School of Engineering, this is considered a dimension 

of your research performance, rather than teaching performance) 

In addition, if you received internal or external grants to support your teaching, use the grants 
section(s) to catalog those: 

► Grants - External (if for teaching) 
► Grants - Internal (if for teaching) 

 

Under the Activities section, 
navigate to the Teaching ca- 
tegory. Use this section to 
upload materials related to 
your courses. 

 

Your classes and enrollments 
are loaded for you. Click on 
the pencil icon to the right of 
the corresponding class. 

 

Click the Add button, and 
then select the Browse 
button to find the document 
on your computer.  
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From the Type drop-down menu, 
select the type of document:  

● Syllabus 
● Course Evaluation (i.e., stu- 

dent evaluations—narrative, 
numerical, or both) 

● Peer Evaluation (if available; for 
letters from colleagues who 
attended and evaluated your 
class) 

● Other (for exams, assign- 
ments, samples of student 
work, etc.).  

Click the Upload button. 

Click the Add button to repeat the 
process. Save occasionally to be sure 
your uploads are saved. When you’re 
done, click the Save and Go Back 
button to return to the main screen. 

 
This guide shows you how to down- 
load files from Camino. 

 

When your case is built for review, 
your uploaded files will be listed by 
course in reverse chronological order, 
following your course list in the 
Teaching section. Since there will be a 
lot of these documents, we recom- 
mend titling your teaching materials as 
follows, to help evaluators locate 
documents: 

Term/Year AREA # Type 
You can see what this might look like 
in the image to the left. Notice that any 
links you add cannot be retitled, and 
only the first part of the URL is visible. 
Your reviewer might not know what 
this link is. We therefore recom- mend 
that, if you choose to include links to 
online materials, you add the links in a 
Word document that you upload in the 
“Other Teaching” or “Personal 
Statement” area, as a guide for your 
reviewers. 

 

 

 

https://www.scu.edu/media/offices/provost/faculty-affairs/evaluation-promotion/interfolio-guides/Converting-Camino-Pages-to-PDF.pdf
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Other Teaching 
 

 
 
 
 
 
 

 

1. If you have other materials relat- 
ing to teaching that you would like 
to add, use the Other Teaching 
activity category. These can in- 
clude contributions to the student 
learning environment, as well as 
any in- residence programs, short 
courses, workshops, conferen- 
ces, or other programs that were 
designed to update your pedago- 
gy or course delivery skills.  

2. Use the  Add  button to upload the 
document. 

 

3. A window opens that allows you to 
indicate the current period 
(“  A  Input Form”). For “Start 
Term,” you can use any term in 
your review period. For “End 
Term,” select “Ongoing.” Add a 
title for your document. 

4. In the “  C  Attachments” section, 
you can upload the document 
(Word, PDF, and Excel formats 
are acceptable). For the “Type,” 
select “Other.” 

5. If you have other entries to make 
in the Other Teaching activity 
category, such as guest lec- tures, 
events for majors/ minors, and the 
like, you can use the  Save and 
Add Another  button to add a new 
entry. 

Note: Be judicious in your 
supplementary materials, particularly 
if you are including a personal state- 
ment in the case. The personal state- 
ment provides the high-level over- 
view of accomplishments, such that 
multiple, detailed additional docu- 
ments can be redundant. 
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Advising Load 
 

 

 

1. Click on the Advising Load activ- 
ity category. 

2. Create an entry for each year of 
your review period. In this exam- 
ple, an entry exists for 2019-20. If 
any changes need to be made to 
the information for that year, you 
would click the blue pencil icon. If 
you want to add information for 
another year, use the blue Add 
button. 

3. In both cases, a window opens that 
allows you to indicate the number 
and academic level of your 
advisees (“  A  Number of 
Students”). Use the Start Term and 
End Term fields in this section to 
indicate the correct academic year 
for this information. 

4. In the “  C  Attachments” section, 
you can upload your list of ad- 
visees for the academic year you 
indicated in the prior step, if you 
wish (it’s not necessary). For the 
“Type,” select “Other.” 

5. Click   Save and Add Another  if 
you have additional evidence. 
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Mentoring 

 

1. Click the Mentoring category; the 
pop-up window is illustrated to the 
left.  

2. Use the  Add  button to enter an 
activity. 

 

3. Use “  A  General” to indicate the 
required details, use “  B  Student 
Involvement” to provide student 
and project details, time commit- 
ment, and other remarks, use “  C  
Activity Classifications” to indicate 
if the activity was related to diver- 
sity, equity, and/or inclusion, with a 
brief description, and use “  D  
Attachments” to upload any file 
you might have (this is not requir- 
ed). If you do upload a file, for 
“Type,” select “Other.” 

4. Click  Add Another  if you have an 
additional file for this record. Click 
Save and Add Another  if you are 
done with this record and would 
like to add another. Click Save and 
Go Back  or Save , depending on 
the next step you would like to 
take. 
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SCHOLARSHIP/CREATIVE ACTIVITY 
There are four activity categories in Faculty180 that may be used to record evidence of 
scholarship/creative activity: 

► Scholarly Contributions and Creative Productions 
► Scholarly Plans 

► Grants - External 
► Grants - Internal 

The School of Engineering treats “Mentoring” as a Research category; all other schools consider 
it part of teaching. 
 
Scholarly Contributions and Creative Productions 
Use this category to list all publications, conference presentations, and creative productions. 

 
 

Links to the guides are reproduced in the instructions for 
every reappointment process. 

Interfolio allows you to import your publi- 
cations from certain external databases: 
Web of Science, ORCiD accounts (if you 
have one), and Google Scholar (which 
incorporates data you might have enter- 
ed on our own Scholar Commons). 
Guides for importing your publications 
may be found on the Faculty Activities 
Report (FAR) page on the Provost’s 
website: https://www.scu.edu/provost/ 
faculty-affairs/evaluation-promotion.  

 

 

To edit imported publications, or to add 
publications, presentations, and other 
scholarly contributions to your record, 
follow these steps: 

1. Select Activities under the Facul- ty180 
tab in the left margin.  

2. Scroll down to Scholarly Contribu- 
tions and Creative Productions and 
open this activity category; the pop-up 
window is illustrated to the left.  

3. Use the  Add  button to create an entry. 

https://www.scu.edu/provost/faculty-affairs/evaluation-promotion/far/
https://www.scu.edu/provost/faculty-affairs/evaluation-promotion/far/
https://www.scu.edu/provost/faculty-affairs/evaluation-promotion
https://www.scu.edu/provost/faculty-affairs/evaluation-promotion
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4. Use “  A  Input Form” to add or edit 
the citation elements for your publi- 
cation. 

 

5. In the “  B  Activity Classifications” 
section, fill in relevant information for 
the publication. 

6. In the “  C  Attachments” section, 
upload the publication or other sup- 
porting evidence. For the “Type,” 
select “Other.” 

 

7. Click  Add Another  if you have an 
additional file for this record. Click 
Save and Add Another  if you are 
done with this record and would like 
to add another. Click Save and Go 
Back  or Save , depending on the 
next step you would like to take. 
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Scholarly Plans 

 

If you do not have a personal state- 
ment in your case, you may choose to 
use this category to describe projects 
currently underway or planned. 

 
Grants - External and Grants - Internal 

Use the Grants – External and Grants – Internal activity categories for documenting grants 
received. The illustrations and steps below will focus on external grants. 

 

 

 

1. Select Activities under the Faculty- 
180 tab in the left margin.  

2. Scroll down to Grants - External 
and open this activity category; the 
pop-up window is illustrated to the 
left.  

3. Use the  Add  button to enter a grant 

4. Use “  A  Input Form” to add or edit 
the citation elements for your publi- 
cation. Your name will automatically 
populate first line of the Collabora- 
tors area.   

Once a grant is entered, the Status* 
line will change to allow you to 
manage the status if it changes: 

 

 

 

 

 

If you later need to change the 
status, for example, for a later FAR 
or promotion, click  Manage Status  
and Add to add a new row indicat- 
ing the new status and effective term 
and year. Do not edit or delete 
earlier status “rows” indicating the 
historical progress of the grant. 



  
Uploading Materials 
Instructions for Tenure-Track Faculty  10 

 

 

5. Use “  B  Dates & Funding Peri- 
ods” to indicate these details, and  “  
C  Funded Amounts” for the grant 
amount.   

 
6. In the “  D  Activity Classifications” 

section, fill in relevant information 
for the grant. 

7. In the “  E  Attachments” section, 
upload the grant or other support- 
ing evidence. For the “Type,” se- 
lect “Other.” 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click  Add Another  if you have an 
additional file for this record. Click 
Save and Add Another  if you are 
done with this record and would like 
to add another. Click Save and Go 
Back  or Save , depending on the 
next step you would like to take. 
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Other Professional Activity 

Use this activity category to list attendance at conferences, external recognition of your research in 
news media platforms, and other activities that don’t easily fit the other categories for scholarship 
and creative activity. 

 

1. Open this activity category; the pop-
up window is illustrated to the left.  

2. Use the  Add  button to enter an 
activity. 

 

3. Use “  A  Input Form” to indicate the 
required details, use “  B Activity 
Classifications” to indicate if the 
activity was related to diversi- ty, 
equity, and/or inclusion, with a brief 
description, and use “  C  At- 
tachments” to upload any file you 
might have (this is not required). If 
you do upload a file, for “Type,” 
select “Other.” 

4. Click  Add Another  if you have an 
additional file for this record. Click 
Save and Add Another  if you are 
done with this record and would like 
to add another. Click Save and Go 
Back  or Save , depending on the 
next step you would like to take. 

Please note: This area may be used by 
Lecturers and teaching-track faculty to 
list other activities to improve their 
teaching, which counts as “Profession- 
al Activity” for these ranks.  Tenure- 
stream faculty should list those activi- 
ties in “Other Teaching.” 

Professional Development 
List here any in-residence programs, short courses, workshops, conferences, or other programs in 
which you participated that were designed to bring faculty up-to-date in your discipline. 

The input window is similar to the one pictured above for “Other Professional Activity.” In both cases, 
utilize the description field to comment briefly on the activity. The description field will appear as an 
annotation on the system-generated CV for your evaluation, reappointment or promotion case. 
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SERVICE 
Use the relevant service activity category to list your service to the department/school/University, 
the profession, and the community. 
 
University, School, or Department Service 

 

1. Open the category and use the  
Add  button to enter each ser- vice 
activity. 

 

 

2. Use “  A  Input Form” to indicate the 
required details about the ser- vice 
activity. To estimate the num- ber 
of hours per week, begin with the 
estimated hours per year and 
divide by the 33 weeks of the aca- 
demic year. 

Details provided in the Comments 
field will appear in a gray box on the 
system-generated CV that will be 
part of your evaluation, reap- 
pointment or promotion case. 

3. Use “  B  Activity Classifications” to 
indicate if the activity was relat- ed 
to diversity, equity, and/or inclu- 
sion, with a brief description, and 
use “  C  Attachments” to upload 
any file you might have (this is not 
required). If you do upload a file, for 
“Type,” select “Other.” 

4. Click  Add Another  if you have an 
additional file for this record. Click 
Save and Add Another  if you are 
done with this record and would like 
to add another. Click Save and Go 
Back  or Save , depending on the 
next step you would like to take. 
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Major Professional Service 

 

1. Open the category and use the  
Add  button to enter an activity. 

2. Use the “  A  Input Form,” “  B  
Activity Classifications,” and “  
C  Attachments” fields and save 
options as indicated in steps 2-
4 of the University, School or 
Department Service section 
above. 

 
Major Community Service 

 

1. Open the category and use the  
Add  button to enter an activity. 

2. Use the “  A  Input Form,” “  B  
Activity Classifications,” and “  
C  Attachments” fields and 
save options as indicated in 
steps 2-4 of the University, 
School or Department Service 
section above. 

 
Administrative Service 

 
 

 

1. Open the category and use the  
Add  button to enter an activity. 

 
 
 
2. Use the “  A  Input Form,” “  B  

Activity Classifications,” and “  
C  Attachments” fields and 
save options as indicated in 
steps 2-4 of the University, 
School or Department Service 
section above. In this case, the   
A  Input Form will allow you to 
select the type of ser- vice and 
list your duties and 
accomplishments.  
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OTHER 
There are several other activity categories that are typically used in annual or cycle Faculty Activity 
Reports and reappointment and promotion materials: 
 
Academic Honors & Awards 

 

1. Use the  Add  button to enter 
an activity. 

 

2. Use “  A  Input Form” to indi- 
cate the required details, use “  
B Activity Classifications” to 
indicate if the activity was re- 
lated to diversity, equity, and/ 
or inclusion, with a brief de- 
scription, along with what 
honors category the award 
falls under, and use “  C  
Attachments” to upload any 
file you might have (this is not 
required). If you do upload a 
file, for “Type,” select “Other.” 

3. Click  Add Another  if you 
have an additional file for this 
record. Click Save and Add 
Another  if you are done with 
this record and would like to 
add another. Click Save and 
Go Back  or Save , depend- 
ing on the next step you would 
like to take. 

 
CV Uploads 

 

1. Open the category and use the  
Add  button to upload your CV. 

2. Set the date range to the final 
term of your period of review. 
Do not select Fall of the cur- 
rent year, even if that is when 
you submit your case, be- 
cause it falls outside the per- 
iod of review; select Summer of 
the current year. 
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Historical FARs and FAR Evaluation Letters 
 

 

 

1. Open the category and use the  
Add  button to upload your 
FARs and FAR Evalua- tion 
Letters. 

 
 
 
2. Set the date range to the review 

period matching the FAR or 
FAR Letter. For ex- ample, for 
a FAR encompas- sing Fall 
2023-Summer 2024, use Fall 
2023 as the start term and 
Summer 2024 as the end term. 

 
MPR & MPR Advisory Letters 
Probationary tenure-track faculty who have completed the Mid-Probationary Review will upload the 
MPR and MPR Advisory letter for subsequent FAR cases through your petition for tenure and/or 
promotion. 

 

1. Open the category and use the  
Add  button to upload your 
FARs and FAR Evalua- tion 
Letters. 

2. The pop-up window resembles 
the one for FARs. Set the date 
range to the review period 
matching the MPR submission 
year. For example, if you sub- 
mitted the MPR in Winter 2024 
and received your letter in 
Spring 2024, enter those as the 
start and end terms. 

 


