
FlashFolio 
Upload, Link, and  

Certify Documents 

Contact 

flashfoliosupport@kent.edu|330-672-6275 



Please note: The process for uploading materials is the same for each personnel action 
(reappointment, promotion, etc.), although the required materials may be different. Contact 
Faculty Affairs or your department Chair/Director for clarification regarding required materials 
for each action.  
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1. Once in FlashFolio, click on the Dashboard link beginning with “2019 [your action].” (This 
example shows tenure, but the uploading process is the same for all actions.)  

 

 

 

2. You will now see a screen for 2019 [your action] Activity Input. Click “Add” to add materials 
to your file.  

 

 

 

3. Choose the Fall for Semester and 2019 for the Year. From the “Type of Document” drop 
down list, select the document type to be uploaded. (The dropdown for your action may con-
tain different headings that the screenshot below.) 

 

 

 

 

 



4. With the Type of Document selected, select either “File” or “URL” depending on the file or 
website you plan on uploading. The system will accept any file type; however, we suggest PDF 
files as they are universal across all operating systems.  

 

 

 

5. To upload the file, click on the “Choose File” button (if adding a URL, choose URL for Attach-
ment Type and paste the URL in the text box that appears).  

6. Navigate to the file in which you would like to upload, select the file and click “Open.” 

 

 

 

7. If you are adding more than one document for the selected Type of Document, continue 
adding documents before selecting any of the save functions by clicking on Add Another. You 
can add up to 20 documents at a time using the Add Another button. 

8. Once all of the documents have been uploaded for that Type of Document, click on the 
Save and Go Back button.  Repeat these steps for each type of document you want to add.  
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Please note: To best organize your files, uploading all documents for the selected document 
type should be completed using the “Add Another” function. For example, if you have          
selected Other Supporting Documents as the Type of Document, use the Add Another button 
to create a running list of documents.  

If you upload some files to a Type of Document, but need to add more later, do not use the 
Add button from step 2. This will add a duplicate category. To add files to a Type of Document 
you already have, follow the steps on the next page.  



1. To add/delete a file to any of the Type of Document categories, select the activity with the 
document type that you would like to add files to (reappointment, tenure, promotion).  

2. Click on the pencil icon next to the document type in which you would like to add              
additional files.  

3. To upload more files, follow steps 4-8 in the upload section.  

4. If a file needs to be deleted from running list of files, follow steps 1 and 2, then choose the 
X icon next to file you would like to delete.  

 

 

 

 

 

Please note: Once deleted, a file cannot be recovered.  
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This section will cover how to build hyperlinks in supporting document in your CV or narrative 
using Microsoft Word on the Windows operating system. Please note: Hyperlinks cannot be 
created this way using a Mac. You can either use the Pages program or use a PC.  

1. Select the supporting document type that will be hyperlinked.  

 

 

2. Right click on the view icon for the document in which you want to create a hyperlink to  
under the column heading View.  

 

 

 

 

3. Select Copy Link Location or Copy Link Address (the exact text of this menu item will vary 
slightly in different browsers).  
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4. On the Curriculum Vitae/Narrative in Microsoft Word (at this stage, the PDF version of the 
CV/Narrative has not been uploaded to FlashFolio), highlight the text to hyperlink. You can   
hyperlink to a single word, an entire paragraph, a small set of words, etc.).  

5. Right click on the highlighted text, then select Hyperlink. 

 

 

 

 

 

 

 

6. The Insert Hyperlink dialog box will open, paste the hyperlink to the document in the box 
labeled Address and click OK.  

 

 

 

 

7. The hyperlink has been created and the text should be changed to blue.  

 

After all hyperlinks are created on the Curriculum Vitae / Narrative Statement, save your     
document as a PDF. Please note: Please note: Hyperlinks cannot be created this way using a 
Mac. You can either use the Pages program or use a PC. The saved PDF can be uploaded using 

the steps listed in the upload section. 
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1. From the FlashFolio dashboard, click on the Complete Evaluation: Certification of File Com-
pleteness - Faculty link. 

 

 

2. Your files can be viewed by clicking on the view (eye) icon. Once you are ready to certify, 
click on the Evaluate button. 

 

   

3. A new window will open. Click the radio button near the bottom of the page next to Is 
Complete, then click Save. 

 

 

 

 

4. The window will close. Now, check the box to the left of your name, then click Submit Se-
lected Evaluations. Click Submit to finalize. 
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