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Logging into AEFIS
Website: 
Tamiu.aefis.net

Make sure and have 
Duo Connect to 
login.
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AEFIS Homepage
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Entering the SACSCOC 5th Year 
Self-Study
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Send the Action 
Items area away by 
clicking the arrow. 

Click on the AEFIS 
Main Menu button 
(three white 
horizontal lines in the 
top left corner)



Entering the SACSCOC 5th Year 
Self-Study
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Click on the Area Titled 
“Self  Study”



Entering the SACSCOC 5th Year 
Self-Study
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Select the Manage button to enter 
the SACSCOC 5th year Report 



SACSCOC 5th Year 
Home Page

You will be re-directed to 
the Home page of  the 

SACSCOC 5th year. You 
will find the status of  the 

report, and be given a 
glance of  the report’s 

progress
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Getting to Your Writing Assignment
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To enter the different 
writing sections of  the 

report click on “Sections” 
located on the left side 

panel. 



Getting to Your Writing Assignment
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Select the Edit Content  
icon (Pencil) in the 

corresponding writing 
section for which you are 

entering information. 



Writing Your Narratives
The screen below will open. You are now ready to begin writing 

your narrative.
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How-To Write Your Narrative
Feel free to copy/paste from another source (Word document) or type 
directly into AEFIS.
For example: You can copy the related section from the 2015 TAMIU Decennial Review, 
edit the section to address the current standards, and paste here into AEFIS.
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Your Narrative goes here!



Adding Evidence/Supporting 
Documentation to the Narrative

Please Note: To add your evidence to the narrative you must have already uploaded it to the evidence bank. 
If  you have not already added your evidence please click here for the PowerPoint on “How-To Add Evidence 
to Evidence Bank”
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Click the menu selection “Plugins” to 
access the menu ribbon to add your 
evidence to the narrative. 

Select the AEFIS Icon to add evidence 
from the evidence bank. 



Adding Evidence/Supporting 
Documentation to the Narrative
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A pop-up window will appear with the following 
instructions to select the kind of  content you 
wish to add. Select “Insert Evidence” and “Next”

Select the title of  the evidence you need to add 
and “Next” 

To finish please click “Insert” to add it to 
the narrative. 



Features Available in AEFIS

There are a wide-array of  features available for you to use while 
writing your narrative:

oAdd Comments to Document 
oAdding Comments to Specific Phrases or Words
oChat with Co-Contributors
oExporting Your Narrative

The following slides will explain how to do each of  these 
features. 
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Add Comments to Document
In the far left panel, select 
the message icon.
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Click “Add Comment to 
Document” at bottom of  opened 
panel to add your comment



Adding a Comment to a Specific 
Phrase or Word

Highlight over a word or phrase in the content section to add direct feedback or 
commentary by right clicking the highlight and selecting “Add Comment” 
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Chatting with Co-Contributors
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o Multiple users can chat directly in the 
content section by selecting the chat 
icon. 

o Chatting can only be utilized while 
logged in at the same time on the same 
section

o Chats are not saved or archived, and 
can only be accessed during the time 
you are in the particular section.



Export Individual Content Sections
The document below will open to this page where you can begin writing your 

narrative. 
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Export Individual Content Sections
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Select “File” and 
“Download as…”

You are able to export 
the content in the 
following formats 

displayed here 



How-To Save and Exit
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To save your progress click the floppy disk icon to 
save the document as is. 

To exit the document click the red button on 
right hand side entitled “EXIT”



Submitting
Once you are ready to submit your narrative, please save and exit the document. This action will take you 
back to the page where all sections are listed.
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This is for Section Narrators ONLY 

1. Scroll to the 
section you are 
ready to submit.

2. Hover your mouse on 
the action button, the blue 
button with three vertical 
white dots. 



Submitting

4. A pop-up box asking if  you’re sure you 
want to submit will appear. 

5. Click “Yes, Submit Content”
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This is for Section Narrators ONLY 
3. Click on the image of  a clipboard with a check mark to submit your narrative.



Giving Feedback to Writers
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This is for Section Approvers ONLY 
Once you are ready to give feedback to the narrative please save and exit the document. This action will take you 
back to the page where all sections are listed.

1. Scroll to 
the section 
you wish 
to give 
feedback 
on

2. Hover your mouse 
on the action button, 
the blue button with 
three vertical white 
dots. 

5. Click “Yes, Submit Content”



Giving Feedback to Writers
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This is for Section Approvers ONLY 
3. Click on the feedback button, the talk bubbles image. 

4. A pop-up box will appear to provide feedback to 
writers.

5. Type in your feedback and click “ADD FEEDBACK” 
to add it to the section



Approving or Denying Sections
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This is for Section Approvers ONLY 

1. In the 
Sections 
Page, scroll 
to the 
section you 
wish to 
approve or 
deny. 

2. Hover your 
mouse on the 
action button, 
the blue button 
with three 
vertical white 
dots. 



Approving or Denying Sections
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This is for Section Approvers ONLY 
3. You are now ready to approve or deny. Please select the appropriate button:

• Checkmark        for approve 
• X for deny.       - Rejection automatically opens a box for additional 

feedback which MUST be provided as to why the narrative is being rejected.

• Once approved, the narrative moves to Dr. David Allen and Ms. Karol 
Batey for further feedback. 

• Denials return the narrative to authors to make appropriate changes



Please reach out to our office if you need 
any additional assistance or if you have any 
questions. We are here to help! 

Feel free to visit our website for other 
helpful information and tutorials:
https://www.tamiu.edu/adminis/ie/Accredit
ation.shtml#fifthyear
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https://www.tamiu.edu/adminis/ie/Accreditation.shtml#fifthyear
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