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Purpose of Step 1

• Step 1 of the Professional Portfolio Evaluation (PPE) is 
for faculty members to complete their self evaluation 
including their supporting documentation. 



Email Notification 

• You will receive an 
email prompting 
you to log in to 
your Interfolio
account to start 
your PPE.

• The link in the
email will take you
directly to the 
Interfolio login 
page.

Faculty Name



Logging into Interfolio
• The link in the email will take you to the login page
Here are other ways to login to your Interfolio account:
• Website: https://iam-

api.interfolio.com/users/sso_redirect?tenant_id=15526
• Login with your TAMIU Credentials.
• Make sure you have Duo Connect to Login.

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fiam-api.interfolio.com%2Fusers%2Fsso_redirect%3Ftenant_id%3D15526&data=05%7C02%7Cjessica.verastigui%40tamiu.edu%7Ce5ab32fcfed34a014b6408de1d6fa3ba%7Ce6e9982505da4869bf49e63a0e04d314%7C0%7C0%7C638980562515618184%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=QmpCajr881VzsgAvbJb41PRSo98TDdA06ucd0DKSIDw%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fiam-api.interfolio.com%2Fusers%2Fsso_redirect%3Ftenant_id%3D15526&data=05%7C02%7Cjessica.verastigui%40tamiu.edu%7Ce5ab32fcfed34a014b6408de1d6fa3ba%7Ce6e9982505da4869bf49e63a0e04d314%7C0%7C0%7C638980562515618184%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=QmpCajr881VzsgAvbJb41PRSo98TDdA06ucd0DKSIDw%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fiam-api.interfolio.com%2Fusers%2Fsso_redirect%3Ftenant_id%3D15526&data=05%7C02%7Cjessica.verastigui%40tamiu.edu%7Ce5ab32fcfed34a014b6408de1d6fa3ba%7Ce6e9982505da4869bf49e63a0e04d314%7C0%7C0%7C638980562515618184%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=QmpCajr881VzsgAvbJb41PRSo98TDdA06ucd0DKSIDw%3D&reserved=0


Interfolio Home Page 

Faculty Name

Faculty Name

When you log into your account, you will see your 
active case as a task on the homepage. You can 
access your case by clicking on your name. 



Entering Your Case
• After selecting your name, 

you’ll be directed to the 
packet’s Overview page. 
This page outlines all the 
sections within the 
packet, the requirements 
for each one, and shows 
your progress toward 
completing them. If any 
instructions are available, 
you can access that 
information by clicking 
“View Instructions”.



Editing Your Case
• You can complete 

each section’s 
requirements by 
editing the section 
or by opening the 
Packet tab.



Packet Tab
• Here, you’ll see the 

Packet tab—this is 
where you can upload 
your narratives and files 
to complete the 
requirements. You can 
look over each section 
in the document reader 
and submit them once 
they’re done.

• Note: All information 
added to your PPE must 
be submitted as an 
uploaded document. 
There are no fields 
available for typing 
your response directly 
into the system.



Adding Files
• You will be able to 

add files or upload a 
new file from your 
computer by clicking 
on “Add New File”. 



Adding Files Continued

• When you select ‘Add 
New File’, this window 
will appear. You can 
upload your materials 
by either dragging and 
dropping the file into 
the window or by 
choosing ‘Browse’ to 
locate it on your 
computer.



Adding Files Continued

• After uploading 
your file, click the 
‘Add’ button to 
ensure it is properly 
saved to your 
available 
documents.



Submitting the Section
• Once you’ve met all 

the requirements, you 
can submit the 
section. After 
submission, the 
section locks 
automatically, and you 
won’t be able to make 
changes unless an 
administrator unlocks 
it. If you need it 
reopened, reach out 
to an Interfolio 
administrator in the 
Office of the Provost 
and VP for Academic 
Affairs. 



Confirmation
• You will receive a 

warning notifying you 
that the section will 
be locked once it is 
submitted. 

• To confirm your 
submission click yes. 



Submitted Section
• You can view which 

sections have been 
submitted and locked, 
as well as those that are 
still unlocked and not 
yet submitted. 



Preview Packet
• You can use the 

document reader to 
preview the packet 
and see how it will 
appear to your 
department chair 
during the review 
process.

• This is end for step 1. 



Questions About the PPE

• Questions regarding your college’s specific rubric
– Please contact your department chair

• Questions regarding inputting documents to your PPE on 
Interfolio
– Please contact Jessica Verastigui at 

jessica.verastigui@tamiu.edu

• General questions or concerns
– Please contact Sean Maddan at sean.maddan@tamiu.edu

mailto:jessica.verastigui@tamiu.edu
mailto:sean.maddan@tamiu.edu
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