Creating Departmental MS Teams for CMU Tenure & Promotion Portfolios



Overview
· Candidates will prepare a CMU Tenure and Promotion (T&P) Portfolio according to the CMU Tenure & Promotion – Portfolio Instructional Guidelines.
· T&P Portfolios must be electronically submitted to the Administrative Assistant (Admin Assist) and the Academic Department Head (ADH) of the T&P candidate’s department.
· Admin Assist creates one departmental Microsoft Team for all departmental T&P Portfolios and uploads these T&P Portfolios into appropriate folders within the MS Team
· Admin Assist grants access of MS Team to all eligible voting members of the respective academic department.

Microsoft Teams electronic submission of T&P Portfolios
· Microsoft (MS) Teams will serve as the storage receptacle for the CMU T&P Portfolios, much like binders did previously.
· The CMU T&P Portfolio MS Team will ultimately be accessible to all eligible voting members of the respective academic department, the ADH and Admin Assist, the University T&P Committee, and the Office of Academic Affairs.
· Throughout this document, purple font indicates detailed instructions for MS Teams for the inexperienced user. If you are unfamiliar with MS Teams, please see the ‘Microsoft Teams – Basic’ module on the CMU Information Technology “How to” page.

Departmental MS Teams for T&P Portfolios

T&P Candidate Submission
· Each T&P candidate creates a T&P Portfolio according to the CMU Tenure & Promotion – Portfolio Instructional Guidelines.  This portfolio includes:
· Cover Sheet & Notice of Intent form
· One Primary PDF document
· One PDF Appendices document (optional)
· The T&P Portfolio documents are electronically submitted to the T&P candidate’s Admin Assist and ADH prior to the October 1 deadline for departmental review.  These portfolios will ultimately be uploaded to the departmental MS Team by the Admin Assist, after the T&P Portfolio MS Team has first been created.

Creating a Departmental MS Team for T&P Portfolios
Admin Assist creates Team for their department through the Microsoft Teams application
· In MAVzone, click on the ‘Applications’ tab (left middle under ‘Dashboard’)
· Click on the ‘Microsoft Teams’ application
· Click on the ‘Teams’ icon (left side of screen)
· Click on the ‘Join or create team’ icon (top right of screen)
· Click on ‘Create Team’ from the dropdown menu
· Click on ‘Other’
· Click ‘Private’ under ‘What kind of team will this be?’
· Under ‘Team name’, name your departmental MS Team with the following convention:
· T&P Portfolio - Department (Example: T&P Portfolio - PES)
· Under ‘Add members to team’, click ‘Skip’
· Your departmental MS Team is now created

Creating Folders in your T&P Portfolio MS Team
Admin Assist creates two main folders labeled “Instructors” and “Professors”. Two subfolders are added to the “Professors” folder, three subfolders are added to the “Instructors” folder.
· Select ‘Shared’ in the General channel (top middle of T&P Portfolio team)
· Click the purple ‘+ New’ (top left) and select ‘Folder’.  Under ‘Name’, put ‘Professors’
· Click on the ‘Professors’ folder you just created, then click on the purple ‘+ New’ and select ‘Folder’.  Under ‘Name’, put ‘Promotion to Associate’, then click ‘Create’
· Again, click on the purple ‘+ New’ and select ‘Folder’.  Under ‘Name’, put ‘Promotion to Full’, then click ‘Create’
· Click ‘General’ under ‘Documents > General > Professors’ 
· Click the purple ‘+ New’ and select ‘Folder’.  Under ‘Name’, put ‘Instructors’ 
· Click on the ‘Instructors’ folder you just created, then click on the purple ‘+ New’ and select ‘Folder’.  Under ‘Name’, put ‘Promotion to Assistant’, then click ‘Create’.
· Again, click on the purple ‘+ New’ and select ‘Folder’. Under ‘Name’, put ‘Promotion to Associate’, then click ‘Create’.
· Again, click on the purple ‘+ New’ and select ‘Folder’. Under ‘Name’, put ‘Promotion to Full’, then click ‘Create’.
The departmental T&P Portfolio MS Team is now created with the basic file structure in place. The next task is to create a faculty folder for each promotional candidate.

Admin Assist creates subfolder for each T&P candidate, located within the correct “Promotion to…” folder

Example 1:
Consider a current Assistant Professor who is eligible and applying for promotion to Associate Professor
· Click ‘General’ under ‘Documents > General > Instructors’ 
· Click on the ‘Professors’ folder
· Click on the ‘Promotion to Associate’ folder
· Click the purple ‘+ New’ and select ‘Folder’.  Under ‘Name’, put the naming scheme: First Name Last Name (e.g., Chad Middleton), then click ‘Create’.
Your folder for this current Assistant Professor is now created.

Example 2:
Consider a current Technical Instructor who is eligible and applying for promotion to Technical Professor
· Click ‘General’ under ‘Documents > General > Professors’ 
· Click on the ‘Instructors’ folder
· Click on the ‘Promotion to Full’ folder
· Click the purple ‘+ New’ and select ‘Folder’.  Under ‘Name’, put the naming scheme: First Name Last Name (e.g., Chad Middleton), then click ‘Create’.
Your folder for this current Technical Instructor is now created.


Uploading Portfolio Files to your T&P Portfolio MS Team
Each promotional candidate will generate two or three files as outlined in the CMU Tenure & Promotion – Portfolio Instructional Guidelines, which include:
· Cover Sheet & Notice of Intent form
· One Primary PDF document
· One PDF Appendices document (optional)
These documents should use the naming scheme: 
Academic Year-Department-First Initial Last Name-Cover Sheet/Portfolio/Appendices 
· Example: 2025-26-PES-CMiddleton-Cover Sheet.pdf
· Example: 2025-26-PES-CMiddleton-Portfolio.pdf
· Example: 2025-26-PES-CMiddleton-Appendices.pdf

Admin Assist uploads T&P Portfolio files to the correct T&P candidate folder.

Example:
Consider the current Assistant Professor (e.g., Chad Middleton) who is eligible and applying for promotion to Associate Professor.  This candidate submitted a Cover Sheet and Portfolio pdf but not an Appendices pdf.

· Click ‘General’ under ‘Documents > General > Instructors’ 
· Click on the ‘Professors’ folder
· Click on the ‘Promotion to Associate’ folder
· Click on the ‘Chad Middleton’ folder
· Click on the ‘Upload’ tab and choose ‘Files’ from the dropdown menu
· Navigate to the location of the Cover Sheet file.  Click on the Cover Sheet file (e.g., 2025-26-PES-CMiddleton-Cover Sheet.pdf) and then choose ‘Open’
· Click on the ‘Upload’ tab and choose ‘Files’ from the dropdown menu
· Navigate to the location of the Portfolio file.  Click on the Portfolio file (e.g., 2025-26-PES-CMiddleton-Portfolio.pdf) and then choose ‘Open’

Your folder for this current Assistant Professor now contains all necessary portfolio documents for departmental review. 

Once you have uploaded all T&P Portfolios for all departmental faculty currently applying and eligible for promotion, your departmental T&P Portfolio MS Team is ready to be shared with the eligible voting members of your academic department.





Adding Departmental Membership & Ownership of T&P Portfolio MS Team
Admin Assist includes ADH, AVP for Faculty Success, and PSA to Academic Affairs as MS Team owners.  Admin Assist then adds all eligible voting departmental faculty, namely Associate Professors and Professors, as members of this departmental MS Team
· Add 1) your ADH, 2) the AVP for Faculty Success (Chad Middleton), and 3) the PSA to AA (Anij Magill) to your MS Team as ‘Members’
· Click on the ellipses (‘…’) next to your MS Team name (top of left column of T&P Portfolio team)
· Click on ‘Add member’. Start typing your ADH’s name in the ‘Type a name or email’ line.  Your ADH’s name should appear from the drop-down menu.  Click on their name. 
· Add Chad Middleton, AVP for Faculty Success, and Anij Magill, PSA to Academic Affairs, and then click ‘Add’.
· Make all ‘Owners’ of the MS Team
· Click on the ellipses (‘…’) next to your MS Team name 
· Click on ‘Manage team’, then ‘Members’ (top left of page) and then ‘Members and guests’
· Click on the ‘down arrow’ next to ‘Member’ (right middle of T&P team) and change to ‘Owner’
· Add all Associate Professors and Professors to your MS Team as ‘Members’
· Click on the ellipses (‘…’) next to your MS Team name (top of left column of T&P Portfolio team)
· Click on ‘Add member’.  Start typing the faculty member’s name you’d like to add in the ‘Type a name or email’ line.  The faculty member’s name should appear from the drop-down menu.  Click on their name.
· Continue to add all eligible voting members of your department, namely, all Associate Professor and Professors.
· Once all eligible voting members of your department have been added, click ‘Add’.

Your departmental T&P Portfolio MS Team has now been created, which contains all candidates’ T&P Portfolios.  All eligible voting members of your department now have access to the T&P Portfolio Team as members and can begin to review the T&P candidate files.
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