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Technical Specifications

® Ifpossible, use Google Chrome. You may use another browser, such
as Safari or Firefox, but the Preview function will be limited

® Ifyouuse 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
% % % & & 5747 | Productivity | & 5,000,000+ users

G By Google | @ Runs offline
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Accessmg Cases

® After entering the portal, you will be
able to see the cases that you have
been given access to

® Open a case by selecting the
appropriate checkbox and clicking
the blue “View Personnel Case”
button

® You can also simply click on the
entry and the case will open

® Only one case can be opened ata
time
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Case Tab

e You maytoggle between the
“Personnel Cases” tab and
the specific case
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o ALWAYSrefresh your
browser after viewing one
case and moving on to
another
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Case Tab Continued

Voting
.
C a S e O u W 111 fin d th e Personnel Action Voted Vating Body Tally of Al Eligible Members Votes For Votes Against Votes Abstain Non-oting
b , Tenure and Promotion to Associate Profe: 1pC 5 5 o 0 0
. . . .
Although the chair of a departmentalized academic unit s a full particip: ussions, that individ Il not vote, and shall bove
C inal vote taken shall include the number of Committee members in residence plus those that are not in residence but participating.
s specified in the Faculty By-Laws, a majority of all committee members eligible to vote, rather than a majority of the members present at the UPC meeting, shall be required for the establishment
Personnel Action (Responses)
.

inclu

int

lly of eligible merb

tin di

o

of the recommendation.

Tenure and Promotion to Associate Professor 1pC Yes 12/16/2021
Tenure and Promotion to Assaciate Professor Department Chair Yes 12/17/2021
Tenure and Promotion to Associate Professor Dean / Directo Yes 01/11/2022

e Ifvoting/decisions have
taken place, you will be able
to view them
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Viewing Documents

e Simply click on a section to
view the contents

e The contents will mirror the ..
Personnel Case forms

e When you click on the
“Preview” button, it will show = — —

you the document ==
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Preview Files

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

e I[fa file is very large, such as a book manuscript, then a URL 1s
often created

UPLOADED FILES

J Reza CV Candidate CV
D Up[lated Dy: Trisha Gana

Personnel Cases View Personnel Case 81 Preview File

—,—————————
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Returning to Case

e After viewing a document, in order to return to the main
case you must scroll up to the top ofthe page and click
on “View Personnel Case # 7

Personnel Cases |View Personnel Case 282 I Preview File

=  30d390cb-6cba-4fdc-bd6b-0dd998164c5a
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Downloads

® You may download individual
documents, complete sections, or
the entire dossier

® However, any documents that were

added by URL will not be

downloaded e e
® C(lick on “Print Summary” to save the e
Personnel Action Summary as a ==
PDF, or print o

® Please remember ALL files are
confidential and should be deleted
from devices as soonas they are no
longer needed.
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Important Notes

® You must refresh your browser after viewing any case before viewing
another

® Once the case has moved on to the next step (ex. [PC to Dean, UPC to
Provost), you will no longer have access to view the case on the portal

® All Departments/Dean’s Offices will keep their own electronic copy

® Any memos/additional documentation will be uploaded by either the Dean’s
Assistant, Department’s Assistant, IPC chair, or Provost’s Office
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[Last Thoughts

® Ifyou have questions, please reach out to your Dean’s Office, or

email/call Laura Kipfer in the Provost office, lkipferl@binghamton.edu,
7-2154

® This PowerPoint and training video can be found on the Provost

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

BINGHAMTON ’ OFFICE OF THE PROVOST

UNIVERSITY


mailto:lkipfer1@binghamton.edu
https://www.binghamton.edu/academics/provost/faculty-resources/

	Faculty Promotion and Tenure Portal�
View Only Access�
Fall 2024
	Electronic Portal Access
	Technical Specifications
	Accessing Cases
	Case Tab
	Case Tab Continued
	Viewing Documents
	Preview Files
	Returning to Case
	Downloads
	Important Notes
	Last Thoughts

