Office of the Vice Provost for Academic Excellence
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The Office of the Vice Provost for Academic Excellence (OVPAE) ensures excellence in teaching and learning endeavors across University of Hawai'i at
Manoa (UHM) academic programs by working with and through faculty and executive management to plan, develop, coordinate, improve and

manage a dynamic and responsive portfolio of academic programs.

manoa.hawaii.edu/ovpae



Today

e “eDossier” Interface
e Adding files

e Linking files



Beforehand...

e Don’t be intimidated by the tech
e Look at examples in library

e Complexity is up to you; simple is GREAT



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

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

eDossier: hawaii.edu/tenure

College coordinators
Application shared drive
eDossier library
Guidelines | Manoa files



Start an application: contact your college coordinator

Unit Coordinators

Campus Unit Coordinator
UH Manoa: Arts, Languages and Letters Marissa J Robinson
UH Manoa: Arts, Languages and Letters Jared | Lee

e Finding your Coordinator

o Contact your Dean or Director’s Office; or

o Login to hawaii.edu/tenure: Help > Contact Us

o  Scroll PAST Campus Coordinators to Unit Coordinators
® Process questions: acadper@hawaii.edu

¢ Email
2 jingco@hawaii.edu

¢ jaredlee@hawaii.edu



Two locations that work together

1. Storage 2. Viewing

&/ University of Hawai'i

Tenure & Promotion

Welcome to the UH Tenure and Promotion system. This site endeavors to promote
consistency in dossier presentation and to achieve efficiencies in the review process.

UH Login Here

lassification  view Guidelines  view Dossier Library  view

L[] Ci 1
G o o Ie D r I Ve University of Hawail Facuity Guidelines for Tenure and Promotion for ~ Shared Application Dossiers you can
Classification Plan. the University of Hawaii. use as a guide.

where your files live where reviewers view dossier




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
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Working in Your Drive
LDrive Q

S h a red D riveS WO rk ||ke Oth er I_ Sl Tenure and Promotion Application 1225 > Supporting Docs ~
Drives Name 4
Priority
. . BB Everly Scholar
Folders within folders » [ mybrve

BB D Evaluations

b Shared drives
Just about any type of file Bn Managerevats
Do what works for you, g :hiwm " B Publications and percentages
reviewers probably won'’t be & s BN Teaching & Advising
looking here @ ek R —

= Storage BB  Workshop lists and evaluations

40.8 GB used B3  Approved-ETEC-T_P-Guidelines-Procedures.pdf
[0 Hire letter.docx



What file types should | use?
&, Drive Q

Tenure and Promotion Application 1225 > Supporting Docs ~

Can use a variety if choose

F o New
Google docs are native, have proy Na": :Mysmm
never seen issues » @ myone
> Shared drives B D Evaluations
Word docs also work R
PDFs without embedded g :hjwmm BB Publications and percentages
links are fine S e B Teaching & Advising
[ Trash BB  UH Documentation
= Storage BB  Workshop lists and evaluations
40.8 GB used BB  Approved-ETEC-T_P-Guidelines-Procedures.pdf
[0 Hire letter.docx



Save As: || test
Tags:
M d Wind o =
dC an INaows = :
S |E Desktop >
*# Dropbox [ Documents >
7—\- Applications & Downloads >
¥ Dropbox @»
[ Desktop B Movies e
. @ Documents 38 Music »
If you plan on using PDF © Downloads 8 Nextcloud ;
"9 Nextcloud2 >
. . J r I
files with embedded iy :
| 18] ks m Zotero >
0 Zotero-Old >

Wh e n i n M S WO rd Online Locations File Format

DO NOT: Print > PDF
DO: Save As > PDF
Format

v Word Document (.docx)

Word 97-2004 Document (.doc)
Word Template (.dotx)

Word 97-2004 Template (.dot)
Rich Text Format (.rtf)

Plain Text (.txt)

Web Page (.htm)

Web Page, Filtered (.htm)

Word Macro-Enabled Document (.docm)
Word Macro-Enabled Template (.dotm)
Word XML Document (.xml)

Word 2003 XML Document (.xml)

Single File Web Page (.mht)
OpenDocument Text (.odt)

icel hﬁ ifif .:H

3 Focus




Online Viewing

Embed links in your
documents

Reviewers need
internet access but can
not download or print

established for students and faculty, a collaborative semester schedule with links to
assignments and resources, and a Laulima program site. | led the development of a custom
template and website for building and storing online student portfolios with extensive student
directions and conducted the student trainings on it. | hired and managed a graduate assistant
that provided technical support for the HOT classes and provided planning support and student
training at the new student orientation, and student conference. | also conducted an evaluation
of the program’s delivery at the end of the first year with students and faculty. | presented the
findings from the data, lessons learned and the solutions implemented to facilitate this unique
program at 3 international conferences.

Extension Climate Forums
In spring 2017 DCDC partnered with CTAHR to assist with the development of a
series of Extension Climate Forums. The goal of these multi-day, in-person, locally situated
forums was to build capacity within CTAHR's Cooperative Extension programming to support
climate adaptation throughout the Pacifc to better sustain food security, ecosystem services,
and local health and livelihoods. | served as lead instructional designer to develop four, 2-day
forums held in Hawaii, Guam, CMNI, and American Samoa over the summer and fall of 2017.
My role was to assist the two subject matter experts with the development of 1) clear objectives,
2) varied learning strategies, 3) forum agendas, 4) an evaluation plan and instruments, 5) a
website to house forum materials. Once completed, | led the writing of the Climate Forum final
report.

e Example of forum curriculum map

e Example forum agenda
e Program website
L ]

Final report




Why Shared Drive? ,

Q

@ Tenure and Promotion Application 1225 -

. . . . N — 4 people
Drive is being used for its o, o

sharing capabilities B, Heme T
Shared Dl‘iveS have ¢ My Drive BB Dossier front matter forms
“members” ;  reiiiieen BB Projects
Any member can access files T BB Service&PD
P ared with me
NO need tO Set f||e @ Recent . Supporting Docs
permissions in your Shared
. f? Starred E  Eichelberger_Statement of Endeavors
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Shared Drive Chain of Access

First Friday in Oct Shortly after Dates vary by Dept November
You're removed DPC members added DPC members removed Chair removed
no more candidate access DPC Chair submits Dept Chair added Dean added
assessment Chair submits Dean submits assessment
assessment

College coordinator has entered this info, happens automatically



Updates after DPC (If Procedures Allow it)

If your DPC procedures a“OW Tenure/Promotion
Consideration v Tenure Year 2013

DPC can return your Drive to
you for edits prior to their
assessment Submission Waiver of Minimum Qualifications

Educational Service

Date of Last Promotion 08/01/2016

College coordinator checks
the box before Oct due date —
in portal if app“cable Applicant allowed to make dossier changes after DPC review? Yes No

Know your procedures, make
sure appropriately checked




What happens to my Drive?

After submission ITS will make

a copy of your Drive % Copy of Tenure and Promotion Application 1225
(editor/owner)

After final decision you’ll be

added back to original Shared
Drive

(view only)

% Tenure and Promotion Application 1225



University of Hawai'i Home  Help ~

University of Hawai'i

Tenure, Promotion & Contract Renewal

Welcome to the UH Tenure, Promotion, and Contract Renewal system. This site
endeavors to promote consistency in dossier formatting and to achieve efficiencies in
the review process.

UH Login Here

Classification  view Guidelines  view Dossier Library | view
University of Hawaii Faculty Guidelines for Tenure, Promotion, and Shared Application Dossiers you can
Classification Plan. Contract Renewal for the University of use as a guide.

Hawaii.

hawaii.edu/tenure



Applicant: Paul B McKimmy Year: 2023

Status: In Progress Type: Promotion Only

Eligibility Dossier Exclusions

Scan Documents Collapse All Sections Add Section 9

Employment Details

mao

® Upload File

Checks dossier for
links targeted outside
the Shared Drive

Criteria and Guidelines I Create New Google Doc

& Link to Google Drive File
Credentials and Experience = |

Endeavors m ﬁ
Teaching Evaluations m ﬂ
Bibliography (+ - 0




Guidelines for Tenure and Promotion
Online Application

In the Dossier tab on the Tenure and Promotion website, please ensure that your
documents are uploaded correctly and contain the following categories:

1. Employment Details
. Employment Details

te: Criteria and Guidelines
. Include any Departmental Criteria
: Credentlals and Experience

e: Credentials and Experience

: Endeavors
¢ No template

. Teaching Evaluations (as appropriate)
¢ No template

. Bibliography (as appropriate)
¢ No template




* For 12 in-rank promotion applicants (e.g. 12-A to 12-B), headings should be

1.

Employment Details
e Template: Employment Details

. Professional Statement of Instructor Role at Appropriate Rank (3 Pages)

Articulate how you meet the criteria for placement at the rank applied for
Curriculum Vitae

All Course Evaluations (Student Evaluations from period under review - 4 years
prior, summary and raw data if requested)

Contract Renewal Dossiers

The headings for tenure and/or promotion dossiers are also recommended for contract
renewals. Minimally, contract renewal dossiers should include the applicant’s curriculum vitae,
summary of endeavors since hire or since prior contract renewal, and any applicable teaching
evaluations.



Status: In Progress Type: Tenure and Promotion

Status: In Progress Type: Contract Renewal

n

Eliggbility Dossier External Reviews Committs

Dossier

Campus ' UK Manoa SubjectArea | SOCIAL SCIRES INST
Office | Social Sciences Campus  UH Manoa SubjectArea | FAMILYACONSUMER SCI
Office | Tropical Agriculture and Human Resilies
Primary Secondary
Department = SOCIAL SCIRES INST Department Primary Secondary
! 1
Coliege’ |0 ORa0C 50! e Department | FAMILYSCONSUMER SCI Department
College Coll
Initiz| Probationary Appointment Current Appointment o CORTALIR fege
Classification v Classification Instruction (1) v ’ ' - .
Initial Probationary Appointment Current Appointment
Rank v Rank | Acsistant Professor {3) v
Classification v Classification Instruction (1) v
Date | 08/01/2021 = Date i
Rank v Rank Assistant Professor (3) v
Type Select Initial Appointment Type v Type 2 Month v
Date | 08/01/2024 = Date =
Tenure/Promotion Type Select Initial Appointment Type v Type 9 Month v
Consideration v Tenure Year 20268
Tenure/Promotion
Date of Last Promotion 08/01/2021 =
Consideration v Tenure Year 2029
Waiver of Minimum Qualifications
Date of Last Promotion 08/01/2024 =
Educational & Service 2>
Contract Provision
Sonract Rrovesion Applicant allowed to make dossier changes after DPC review? O Yes ® No
Applicant allowed to make dossier changes after DPC review? Yes No



“Portal” - Viewing Dossier

[enure & Promotion Home Help~  Logout
Applications Q Type to filt
ID Applicant Type Status Campus Year
1225 Ariana Eichelberger Promotion Only In Progress UH Manoa 2020 ) 3
You will only see yours To add a UH colleague to

your Drive prior to

Click on number to access .
submission



Adding a colleague

Share Application 19900146

Add new Colleague Share

Name, UH Number, Username or Email Address n Q

Name

Send notification email to Colleague?



