
manoa.hawaii.edu/ovpae



Today

● “eDossier” Interface

● Adding files 

● Linking files



Beforehand...

● Don’t be intimidated by the tech

● Look at examples in library

● Complexity is up to you; simple is GREAT



UHM T&P: go.hawaii.edu/Xir

● 1st Friday in October
● UHM criteria & process, timeline
● eDossier videos

eDossier: hawaii.edu/tenure

● College coordinators
● Application shared drive
● eDossier library
● Guidelines | Manoa files



Start an application: contact your college coordinator

● Finding your Coordinator
○ Contact your Dean or Director’s Office; or
○ Login to hawaii.edu/tenure:  Help > Contact Us
○ Scroll PAST Campus Coordinators to Unit Coordinators

● Process questions: acadper@hawaii.edu



where reviewers view dossierwhere your files live

1. Storage 2. Viewing

Two locations that work together



Google Drive

Once your college 
coordinator adds you, a 
Shared Drive will appear

Gather and organize your 
files in this Drive first or as 
you’re writing



Working in Your Drive

Shared Drives work like other 
Drives

Folders within folders

Just about any type of file

Do what works for you, 
reviewers probably won’t be 
looking here



What file types should I use?

Can use a variety if choose

Google docs are native, have 
never seen issues

Word docs also work

PDFs without embedded 
links are fine



Mac and Windows

If you plan on using PDF 
files with embedded 
links

When in MS Word

DO NOT: Print > PDF

DO: Save As > PDF 
Format



Online Viewing

Embed links in your 
documents

Reviewers need 
internet access but can 
not download or print



Why Shared Drive?

Drive is being used for its 
sharing capabilities

Shared Drives have 
“members”

Any member can access files

No need to set file 
permissions in your Shared 
T&P Drive



Shared Drive Chain of Access

You

First Friday in Oct 

You’re removed
no more candidate access

Shortly after

DPC members added
DPC Chair submits 

assessment

DPC

College coordinator has entered this info, happens automatically

Dates vary by Dept

DPC members removed
Dept Chair added

Chair submits 
assessment

Chair

November

Chair removed
Dean added

Dean submits assessment

Dean



Updates after DPC (If Procedures Allow it)
If your DPC procedures allow 

DPC can return your Drive to 
you for edits prior to their 
assessment submission

College coordinator checks 
the box before Oct due date 
in portal if applicable

Know your procedures, make 
sure appropriately checked



What happens to my Drive?
After submission ITS will make 
a copy of your Drive
(editor/owner)

After final decision you’ll be 
added back to original Shared 
Drive  
(view only)



hawaii.edu/tenure



Checks dossier for 
links targeted outside 

the Shared Drive









“Portal” - Viewing Dossier

You will only see yours

Click on number to access

To add a UH colleague to 
your Drive prior to 
submission



Adding a colleague


