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Interfolio

Faculty180 RPT
(Review, Promotion & Tenure)

A file cabinet for your activities A review tool for those activities

“RPT” stands for
Review, Promotion, and Tenure



My SCU Portal

The Interfolio Dashboard: Two Modules

When you log in, the two “modules” 
appear on your dashboard

Faculty180, where you enter your activities 
24/7/365

Review, Promotion & Tenure, where your 
evaluation or promotion case is created



The Interfolio Dashboard: Two Modules (your case)

When you log in, the two “modules” 
appear on your dashboard

While YOU have your case, you’ll find it in 
“Your Packets”

Review, Promotion & Tenure, where your 
evaluation or promotion case is reviewed

Faculty180: Where You Enter Your Activities
Meanwhile, you will upload your materials to Faculty180



RPT: Where Your Case is Built

When you’re up for evaluation, reappointment or 
promotion, we build a case for you in the RPT module, 
pulling in activities from the period under review.

● The system-generated vita in the main window 
lists your activities and comments. For those using 
Interfolio for supporting evidence, this functions as your 
annotated CV

● The left sidebar has links to all your uploaded documents

● Click on a file in the left sidebar, and its contents
will appear in the main (vita) window

You can revise your materials in Faculty180 up until 
you submit; just be sure to regenerate your RPT case 
to pull those edits in to the RPT module.

You cannot edit your file after you submit your case.

Annotated CV: Using the Comment Field
 1

Comments you type in to your activities 
appear in gray boxes as annotations in the 
system-generated CV.

Use comments for scholarship/creative 
production and service, NOT TEACHING



Annotated CV: Using the Comment Field
 2

The class table in your packet allows 
DEI “yes/no,” but there’s no room for 
comments

Annotated CV: Date Parameters  3

Be careful assigning dates. They must 
overlap your period of review in order to be 
captured in your case. All periods of review 
end in summer of the current year, so Fall 
current year start dates won’t be captured. 
The start term defaults to the current term 
when entering the activity.



Setting the Date Paramenters for Activities

Be careful assigning dates. They must 
overlap your period of review in order to be 
captured in your case. All periods of review 
end in summer of the current year, so Fall 
current year start dates won’t be captured. 
The start term defaults to the current term 
when entering the activity.

Finding the Period of Review for Your Case

Period of Review



Regenerate Your Case - regenerate button

Hit this button whenever you want to pull 
Faculty180 changes you’ve made into your 
case. 

Add Pre-Appointment Evidence (optional)



Regenerate Your Case - submit

Click Submit and you’re done

Where You Can Find Resources https://www.scu.edu/provost

https://www.scu.edu/provost/faculty-affairs/evaluation-promotion/


Where You Can Find Resources: Break-out view

Normal Process: GDrive Folders (temporary)
For those using only Interfolio

Dean’s Google 
Drive folders

set up in Spring

A

B

C

D

E

Posting Instructions

External referees provided by Candidate, and non-referees

Works to be Evaluated by External Referees

Professional CV

Discipline-specific Scholarship Standards (dean posts)

The dean’s office will move 
folders A-F to your Interfolio case

after you submit your petition in September

F Collaborator Letters



Target Dates

Summer 2026 Assemble your petition and supporting evidence (either in Fac180 or GDrive, 
depending on your January 16 choice)

By August 1 Provost’s Office creates your tenure/promotion case in Interfolio, and it appears on 
your dashboard, pulling in documents available in Fac180 at that point for the period 
under review

August Complete your materials, upload to Interfolio (candidates to full who opted to use 
Google Drive will upload documents related to teaching, scholarship and service 
there); regenerate, review, repeat

September 3 Regenerate your Interfolio case and submit your petition by 8:59pm; candidates for 
full using GDrive for supporting documents complete uploads to GDrive by midnight

September 7 Dean’s office uploads spring folder contents (folders A-F)
to Interfolio and moves the case to the department

Modified Process: GDrive Folders

Dean’s Google 
Drive folders

set up in Spring

A

B

C

D

H

E

Posting Instructions

External referees provided by Candidate, and non-referees

Works to be Evaluated by External Referees

Professional CV

Scholarship & Creative Work

Discipline-specific Scholarship Standards (dean posts)

The dean’s office will move 
folders A-F to your Interfolio case

after you submit your petition in September, 
but folders G-I will remain in GDrive

F Collaborator Letters

G Teaching Materials

I Additional Materials

For those Promoting to Professor and using both Interfolio and Google Drive



Modified Process: Where to Upload Materials
There are some documents you will upload to Faculty180

➢ petition cover sheet
➢ personal statement

➢ You need to create 
and upload an 
annotated CV

➢ You do NOT need to 
upload the profes- 
sional CV sent to 
external referees; the 
dean will add this to 
your case, along with 
other materials sent 
to external referees

Use dean’s shared 

Google Drive folders

Use dean’s shared 

Google Drive folders
➢ you will need to 

create your own 
course list to 
accompany materials


