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Personnel Dossier Submission Guidelines

e Personnel Case mformation and all forms can be found
on the Provost’s website under the “Personnel Cases”
tab: https://www.binghamton.edu/academics/provost/faculty-resources/index.html

e Foreach case, the original paper version should be
submitted to your dean’s office, in addition to uploading
the case mto the new Faculty Promotion and Tenure

Portal

® [arger files such as publications, manuscripts, and student work
examples should still be submitted via flash drive
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Electronic Files

e Departments and Dean’s Offices should mamtam electronic
files for every case

e The electronic copy should mirror the physical copy, except
that the section checklist should not be included m the upload
to the portal

e The Personnel Action Summary page does not need to be
included in the portal, as the mformation 1s uploaded into the
portal within the case

e You can download the complete package through the portal
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Case Setup

® [aura Kipfer will reach out to the Dean’s Assistant to confirm which cases

are coming up for review. This mformation will mclude:
Name
Present Title
Date Present Appointment Expires
Personnel Action: Renewal or Tenure
Is this case mandated? Yes or No

® Upon receipt ofthis information, the case will be created in the portal and
the Dean’s Assistant’s will receive an email that they have received “Admin”
access

® The Dean’s Assistant will then give “Admin” access to those willbe adding
users, recording votes, uploading files, etc; “Write” access to those who will
be uploading files only; “Read” access to those who will only review the
files
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Electronic Portal Access
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Technical Specifications

e Ifpossible, use Google Chrome. You may use another browser,
such as Safarior Firefox, but the “Preview” function will be
limited and you may encounter bugs.

e Ifyou use Google Chrome, you may be prompted to add the
“Office Editing for Docs, Sheets & Slides” extension, which will
improve the functionality of the Preview function, especially for

.doc and .docx files
? Office Editing for Docs, Sheets & Slides

Offered by: google.com
w W % W ¢ 5,747 | Productivity | & 5,000,000+ users

G By Google | @ Runs offline
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Case Access

After entering the portal, you should be K ;
able to see the cases that you are working
on

If you do not see any cases or some are
missing, then please contact your Dean’s
office or Laura Kipfer, 7-2154
Each administrator and IPC member must
be given access to each case

Open a case by selecting the appropriate
checkbox and clicking the blue “View
Personnel Case” button e
You can also simply click on the entry and '
the case will open

Only one case can be opened at a time
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Manage Permissions

Dean’s Assistants will be given “Admin” access

They should then grant permission for appropriate parties to either “Admin”
“Write”, or “Read” access

Click on “Manage Permissions” in the upper right hand corner
Please contact Laura Kipfer if you are unsure what permission to assign

Personnel Cases View Personnel Case 81

SAMPLE CASEPERSONNEL CASE INFO

Permissions

Binghamton University Faculty Persc
Please click on + to add more privileges

&

User Role

Trisha Gana X Admin b
e,
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Manage Permissions Continued

® An cxample flow:
® Dean’s assistant is assigned “Admin” access by Laura Kipfer
® Dean’s assistant then assigns Department Assistant as “Admin”
® Department Assistant then assigns the IPC Chair as “Write” if they will
be uploading documents; IPC members and Department Chair as “Read”
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Case Tab

e You maytoggle between the
“Personnel Cases” tab and
the specific case

o ALWAYSrefresh your
browser after viewing one
case and moving on to
another

e Begin uploading documents
using the “Add New File”
button

eoe M < O imybinghamtonedu ¢ O 0+ O
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Sections Appear

e After you add your first file,
the seven sections will
automatically populate

e (Continue using the “Add
New File” function to fill out
the sections

e Please see ‘Personnel Portal
How-To Guide’ under Faculty
Resources for more detailed
information

Binghamton University Faculty Personnel Action Summary

1
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https://www.binghamton.edu/academics/provost/faculty-resources/

Case ID*

Addmg New Files

1
I Section 1 (Curriculum Vitae) s I I‘ Candidate CV .|I

Is the file size greater than 48MB?
No Yes

Upload File

® Foreach new file, you must select ;oo e ;
the “Section” and “Type” ; :

® There 1s no need to upload the S Aaia R |
Section Cover Pages

® The required contents for each
section can be found under the Section ‘ N

» . s ;| :;: ; EZ::::Q performance, scholarly productivity, or service contributions)

blue button Se Ctlon # He lp Section 2 (IPC Info +) B Form 6 (STATEMENT OF PERSONAL SERVICE)

. N N Fi 7 (Student Advi Ce itte
Section 3 (Evaluation & Recommendations) i 7 (e A T o )
+ Candidate CV

® Please see Personnel Portal How- Section 4 (Teaching Performance)

Section 5 (Scholarly Productivity) IPC Report

Dfop files here to upload

Form 1 (Initiating Personnel Committee)
Form 2 (SOQTs) J
Form 3 (Release Form)

To Guide’ under Faculty Resources = gmstmtomenns i

for more detailed information
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Reordermg Documents

e Files will be automatically listed
in the order that they were
uploaded

e Afteralldocs are uploaded, use
the yellow “Order Documents”™
button to move them according f
to the order in ‘Personnel Portal ==
How-To Guide’

= Elkins_Survey

e Don’t forgetto save

Anchor and drag the files into the correct order

x
o
&
=
2
=3
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Preview or Update Files

e When you want to view a document, click on “Preview”, and a
new tab will be created for the document viewer

e Simply click back on to the “View Personnel Case XX tab to
return to the package after viewing the file

e Files may also be downloaded, updated, or deleted

| @ SECTION 1 HEL? |

S i 5 r it Updated at: 2021-11-12
. B CY- Delete Fil
l S 4\ [8 CY-SampleCase Candidate CV ——
o - :
Personnel Cases View Personnel Case 81 eview File

 ——
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Recording Voting

® C(lick on “Edit This Info” in the
upper right corner
® C(lick “Record Votes” in the lower
left corner and a new section will
populate B 1 (5
® C(lick the +sign to add additional

Display Name

Binghamton University Faculty Personnel Action Summary

sample Case

.
voting

's name as it should be displayed in the report. (I left blank, this will default to the name as it appears in campus systems)

Department

® You must vote separately for Promotion et
and Tenure cases R —

® The “Tally of All Eligible Members” S E ] M
should equal the total number in the
remaining boxes

Voting Body Tally of All Eligible Votes For Votes Against Votes Abstain Non Voting
eeeeeee
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Recording Personnel Action Responses

® C(Click “Record Personnel Action patePrese poiment gires i i
Responses” below “Record Votes” and ..., xcion R
a n e W S e C tio n Will p O p u late Tenure and Promotion to Associate Professor v 09/01/2027
o o . . (J Record Votes
. Clle the + S lgn tO add addltlonal Record Personnel Action Responses

Personnel Action

responses

® You must enter separately for
Promotion and Tenure cases

® Enter the date the decision was made e Re 0 .
for each responding party, not the day
you are entering the information

Personnel Action Voted

Renewal of Term
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Important Notes

e Please do not upload all ofthe publications m a single PDF of
several hundred pages.

e Please notify the Dean’s Assistant that the electronic version
is complete and deliver the original paper copy and flash drive
(if applicable)to your Dean’s Office

e Alldepartments/dean’s offices must keep their own electronic
copy of'the case

e Once the case has moved on to the Provost’s Office, you will
no longer have access to view the case on the portal
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[Last Thoughts

® Ifyou have questions, please email or call Laura Kipfer in the
Provost office, lkipferl@bimmghamton.edu, 7-2154

® More training resources can be found on the Provost website, under

“Faculty Resources”, “Personnel Cases”:
https://www.binghamton.edu/academics/provost/faculty-resources/

A special thank you to:  Jen Nolan, Harpur Dean’s Office
Vicki Griffin & Connie Treacy, Provost Office
Ali Tanriverdi & Tim Cortesi, ITS
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