Submitting Final Report for Sabbatical

Instructions for Faculty

Overview

Step Page

) 1. Write Your Sabbatical Report 1
The sabbatical final report guidelines (link below)
explain the required elements.

0 INTERFOLIO 2. Login to Interfolio 2
Faculty Information System Use the tile at the MySCU Single Sign-on portal

Home

Activiti
o crves 3. Upload your Report to Faculty180 3
s Use the “Sabbatical Reports” entry in the Activities
Activities > Fersonaisiatement Section-
‘a’ 4. Email Your Report 3
. Email your final report to SCU Sabbaticals.

STEP 1 - WRITE YOUR SABBATICAL REPORT

Prepare your report, following the Sabbatical Final Report Guidelines. Save the file to your
computer.
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https://www.scu.edu/media/offices/provost/faculty-affairs/compensation-support/jfdl-sabbatical/Sabbatical-Final-Report-Guidelines.pdf

STEP 2 - LOGIN TO INTERFOLIO

You can login to Interfolio one of two ways (A or B):

Filter apps by keyword

o~

GOOGLE WORKSPACE

Gmail, Calendar, & Drive

TERMINALFOUR

Content Management System

¥ interfolio

SignIn

Sign in with email Other Sign In Options

Email * .o o .
mal Sign in with Partner Institution
G Sign in with Google
Password *

Forgot your password?

Don't have an account?

f services to simplify you
Create an account

Go to https://www.scu.edu/interfolio

CAMINO

Leaming Management System

WEBPAGES@SCU

Persanal web site publishing

Welcome, Bucky -

WORKDAY @ SCU

HR, Student & Financials (Working
remotely? VPN is REQUIRED to
access most features.)

INTERFOLIO

Faculty Information System

¥ interfolio

Sign in through your institution

If your institution has partnered with Interfolio to provide Single Sign-On, search for
your institution name in the box below.

l Santa Clara University ‘

Sign in with an Interfolio account >

Type in Santa Clara University

However you login, double-check that you’re in the right account:

LI N ———

Home
;;;;;; y180 RYTRSke

Announcements & Help 0

Profile

Activities

Evaluations

Forms & Reports

Vitas & Biosketches

Find Colleagues

Account Access

appear in the upper b

Sign into MySCU

Click on the Interfolio tile

SANTA CLARA UNIVERSITY

THE JESUIT UNIVERSITY IN SILICON VALLEY

Login to Interfolio, Inc.

interfolio

designed to serve rve higher ed.

frering gi better prepared to
make the decisions that drive higher ed.

SCU Username

Password

Log in to MySCU Portal

After you login, “Santa Clara University” should

ar, and your screen should

look like this. If it doesn’t, you may be logged in to
another Interfolio account. Contact Katie Williams

(kfwilliams@scu.edu) to help you troubleshoot.
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https://www.scu.edu/interfolio
mailto:kfwilliams@scu.edu

STEP 3 - UPLOAD YOUR REPORT TO FACULTY180

Fissic g R e Navigate to Sabbatical Reports

x f’.\ Santa Clara University

. Activities quans v Click on “Activities” in the left sidebar to

e — oo o bring up the Activities section. Navigate to
e 7 the Sabbatical Reports entry and click on it

» Personal Statement

@ el
Evaluations » Course Reduction @ Hel to o pe n.
Forms & Reports
» Activity Dis @ el
Vitas & Biosketches ¢
Find Colleagues » Academic Honors & Awards ©
nt A 5
> @ Hep
» Teaching @ el
» Other Teaching @ el
» Mentoring @ vl
» Advising Load @ el
» Scholarly Contributions and Creative Productions @ vl
» Scholarly Plans / X
» sabbatical Reports @ el

¥ sabbatical Reports © v Review Directions & Click Add

Faculty Handbook Section 3.7.1.4: Reports on Sabbaticals. "Not later than ninety days following return to the University, a faculty member granted sabbatical
leave shall submit  detailed report on his or her activities and accomplishments during the leave to the school or college dean, with copies to the Provost

and department chair. Reports from prior sabbaticals must be included as part of future petitions for sabbatical leave. Revl ew the d | reCtl ons for Su b m | SS | on , Wh | Ch

Current guidelines for the sabbatical final report are available on the Sabbatical Leave webpag leave/).

Use the Input Form section below () to identify the start and end term and year for your sabbatical, and add the title of your report (e.g., F21 Sabbatical Final In CI ud e the FaCu Ity H an d bOOk d escCrl ptl on Of

Report). Then upload your report in the Attachments section (B). If you have additional documents to add to supplement your report, click the *Add Another”

button for each file. If you don't have a file to upload, you can type your sabbatical report directly in the "Report" field in the Input Form section (A). th e re po rt, a I | n k to th e g u |d e I | n e S s a n d d i_

Note: Section intended for those who need to submit their sabbatical reports. Not required when submitting your Annual Activities Report.

rections for upload. Click the blue Add but-

Actions

ol [Eeeor L : ton when you’re ready to upload or type
your report.

Bl —

* Indicates required field U ' ) | Oad Re QOI‘t

Input Form
B s:m TR o a. Use the Input Form section (A) to identi-
P e FTe P fy the start and end term and year for
S T r— ] your sabbatical, and to enter a title for
+- 1t B/ Uxx EE=Z=EESEE L your final report.

@ b. Use the Attachments section (B) to
upload your report file, selecting “Other”
for the Type. Alternatively, you can type
your report directly in the “Report” field
@ Aechments @ in the Input Form section (A).

Attachment Type Attachment Type

Report

0WORDS

Lock

(e c. If you have additional documents to add
Pl - o e pontd et | to your report, click the Add Another
= button for each file.

[ save | save and Add Another | Save and GoBack | Cancel | d. Choose one of the three Save buttons,

depending on the next step you’'d like to
take.

STEP 4 - EMAIL YOUR REPORT

The final step is to email your report to SCU Sabbaticals (sabbaticals@scu.edu).
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