Electronic Dossiers

Step by Step Process for Reviewers

1. Access the candidate dossiers by clicking the link in the e-mail you received from Dale Kaser.

If you are off campus you will be prompted to enter your user name and password 
Enter marqnet\username and your eMarq password.
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OR
Access the Promotion and Tenure site as follows:
Open an Internet browser and enter https://sp.mu.edu (note there is no www. in the address)


· Click Sign In (top right) and enter your user name and password as shown above.

· Enter “Promotion” in the search box and the sites that you have access to will be listed
· Click on a link to access the site.
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2.  If you are on a Marquette computer and are often being prompted to enter your password, it is suggested you run the Marquette Internet Explorer and Windows firewall configuration tool that is available for download online at http://www.marquette.edu/its/help/software/configure.shtml  

[image: image1.png]Connecting to sp.mu.edu.

CEE——

Dom et

B Remember my credentids




[image: image10.png]Open Document

You are about o open:
Name: _partment Standards pdf-
From: spmuedu

How would you ke o open this ie?
& Read Only
[al="

L] =

‘Some files can ham your computer. f this infomation looks suspicious, o
you do ot ful trust the source. do not open the fe.




[image: image3.png]Step by Stel
Page Layout

B
[ tome |
(] Microsoft Lync q

Baker, Melody.
Avilable -
Set Your Location -

File

S (A

- T 2

Find a contact

Groups  Status  Relationship

4 Peoplel Manage Calls For

Hossenlopp, Jeanne -In a mesting

Wiener, William - Available:

Marek Thomas - Offline 3 hours
Pruhs, Carrie - Offline 2 days.

Schatzman, Jennifer - Available

52| € Anaba Tea Room Menu

@ SharePoint Dossier training - Home - Windows Intemet Explorer
OO ~ [B s/ muciwsicsnny ssersiasestoneas

< 8 %] x |48 adoba locations
i Favorites | 5 ] WauwatosaNow ¥4 google - Google Search o aol 2] eCards from Evite [E] Facebook ] Meeting Wizard ] NOAA Home Page

1] SharePoint Dossier .. | I Help Desk | IT Services .. fi v B v @ v Pagev Safetyv Tookv @v

Browse

m SharePoint Dossier training » Home

Ilkelt  Tags&

Notes

e

‘SharePoint Dossier training | English  Philosophy Search this site... »

Libraries
Site Pages.

Welcome to the SharePoint Dossier Training site

Shared Documents Please click on your own folder below and upload your documents.

Library with checkout
Lists Shared Documents
Calendar
Tasks

[ Type  Name Modified Modified By

candidate1 1/28/2011 8:41 AM [ Cvetich, Irene

Melody 1/27/2011 12:15 P @ Lewis, Pamela

Discussions
e Dt Smith, Danny 1/28/2011 9:35 A @Smith, Danny.
(danny.smithemarquette.edu)

Test doc. 1/28/2011 8:47 A @ Lex, Sherri

|

@ Recycle Bin
4 Add document

[ Al sie Content

/ Trusted sites | Protected Mode: Off






If you are on a department or college committee, you will only see your department or college tabs.  If you are on the University Promotion and Tenure Committee, you will see tabs for all departments that have uploaded candidate dossiers (in this example: psychology, English, philosophy).
Click the down arrow to see more sub sites. Click Navigate Up to access other pages on the SharePoint site.
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3. When you go to a department tab you will see dossier folders for their candidate/s, as in this example with the English department which contains the dossier of Joe Candidate.
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4. When you open the dossier, you will see all of the required documents.  Documents for all dossiers should be labeled the same way in all dossiers for all departments.   Open and read each document.
5. Once a document is open, if you need to search it,  use the Find icon:   
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Note: this will not work on any documents that have been scanned in.


6. If you’d like to make your own notes regarding a dossier, do that in a separate Word document saved to your own computer or thumbdrive.  If you won’t be printing your notes you may want to bring them to the committee meeting on a UBB drive.  Be sure to reference the following:

· Candidate

· Document

· Page number

· To open a Word document, click the down arrow to the right of the document name, click Edit in Microsoft Word.
When the Word document opens, look in the bottom left corner for the page number.
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Note: if you want to see the line number also, right-click the Status bar and add a check mark beside Line Number.
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7. To open a PDF click on the document name and when you click OK on the window below, the document will open in the Browser
8. You can see the page number at the top of the window.


Taking Notes in Microsoft Word
· Open a new Word document. Save it as, for example, Joe Candidate Review on a thumb drive or on your computer.

· Open Internet Explorer and open the SharePoint site. (You can do this from the link in the e-mail you receive).

· Open the candidate’s folder.

· Open the document you want to review

· Click on the Word document (Joe Candidate Review) on the taskbar to return to it and make notes.
Remember to include


· Candidate 

· Document

· Page number

· Hold down Alt and press Tab to move between open windows, or click on the window you want to activate in the task bar.

Taking notes using Microsoft OneNote
· Click Start > All Programs > Microsoft Office > Microsoft OneNote

· Click the View tab > Keep on top. Resize this window and move it around by dragging the title bar.
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· Resize this window.

· Type notes on this page as described above.
Remember to include


· Candidate 

· Document

· Page number

· Click File > Save As and you can save it as a Word document if you like.

If you need technical assistance while reviewing the dossiers please contact:

· Mr. Dan Smith – 288-7738 danny.smith@marquette.edu
· Ms. Pam Lewis – 288-3756 pamela.lewis@marquette.edu
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