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Purpose of Step 3

• Step 3 of the Professional Portfolio Evaluation (PPE) is 
for faculty members to review the department chair’s 
evaluation and schedule a meeting to discuss the 
evaluation with the department chair. 



Email Notification 

• You will receive an 
email prompting 
you to log in to your 
Interfolio account 
to review your 
evaluation 
completed by your 
department chair.

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

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



Access to Evaluation
• When you enter your 

case, this main page 
allows you to review 
your chair’s evaluation 
and complete the 
required forms.

• Click Read Case to 
review the evaluation.

Faculty Member Name



Review your Evaluation 
• Review your 

evaluation by chair.
• Click on the drop-

down arrow that 
says, “Faculty 
evaluation form by 
dept. chair” and 
then click on, 
“Official Annual 
faculty evaluation 
form”.

• You can scroll down 
or use the arrows at 
the bottom of the 
form to review the 
evaluation. 



Return to Case
• Once you are finished 

reviewing your 
evaluation, you can 
Return to Case.



Case Details 
• You will be taken to 

the main page where 
you will then click on 
Case Details. 

Faculty Member Name



Case Details Page 
• This is the Case Details 

page. Here, you will see 
the Forms section. Click 
Fill Out Form to 
acknowledge that you 
have reviewed the 
evaluation completed by 
your department chair.

Faculty Member Name



Faculty Evaluation Acknowledgment
• On this form, read the 

statement and choose 
your response. After 
selecting your 
response, click Submit 
Form to complete the 
process.

Important: Clicking Save 
will not submit the form.



Confirm Submission
• To finalize your 

evaluation, confirm your 
submission and select 
Yes.



Confirm Submission
• Once you have 

confirmed your 
acknowledgment, you 
will return to the Case 
Details page. 

• Then, click Send Case 
and select Forward to 
Chair: Acknowledgment 
and Approval of PPE.

Faculty Member Name



Send Case Forward Email
• Once you send the 

case forward you will 
be prompted to send 
a message to inform 
your department 
chair that they will 
now have your PPE 
case. 

• In the subject area 
you can put your 
name and PPE (e.g. 
Verastigui PPE).

• Once done 
completing the 
subject you can then 
select Continue to 
send the email. 

Faculty Member Name



End of Step 3
• Once the email is sent, 

the PPE case will now be 
with your department 
chair for final chair 
approval. 

• This completes the 
current step. 



Questions About the FPE

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

• Questions regarding inputting documents to your FPE 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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