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Accessing FlashFolio

At this time, we encourage all users to utilize the most current version of Google Chrome when operating 

inside of the FlashFolio system and viewing uploaded documents. 

1. Log into your FlashLine account through the Kent State University homepage. When you click on the

FlashLine Login link - the webpage below will load

2. Once on the updated FlashLine homepage, click on the "Search everywhere in FlashLine..." at the top left of
the screen. Type FlashFolio into the search and enter. You will see a box with FlashFolio in blue. Hover and click
on the pin in the upper right corner of that box to add the FlashFolio link to your "My Dashboard" tab. You can
now access FlashFolio directly from your "My Dashboard" tab as shown below.
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Emulating an External Reviewer
The steps below will outline the process to upload external reviewer CV and recommendation 

into the system. 

1. Once in FlashFolio, click on the Admin tab and then Administration

2. Click on Tools and select Support Accounts
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3. Click the number listed next to UNIV (or your academic unit abbreviation) and under the Total column

4. Use the search field to search for the external reviewer’s last name

5. Once found, click on the Emulate link next to their name. A pop-up box will appear. Click OK.
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Uploading External Reviewer Recommendation and CV

1. Once in FlashFolio, click on the Evaluations link on the left hand navigation

2. Click on the Evaluate button at the far right.

3. When ready to upload the external reviewer CV and Recommendation, select the Evaluate
button once more.
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4. You can copy and paste your recommendation into the “B External Reviewers Recommendation”

field or you can upload a PDF of the recommendation in the “C Attachments” field using the Choose

File button.

5. Your Curriculum Vita (CV) needs to be uploaded in the “C Attachments” field using the Choose File
button.

1. If you decide to upload BOTH documents (Recommendation and CV), you will need to

upload one document first using the Choose File button and then click the Add Another

button to bring up another blank Choose File field for you to add a second document.

6. Once completed, click the Save button
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7. Once you return to the evaluations screen, you will see a green circle with a white check.

8. At this point, you are able to still change your Recommendation and CV before the deadline listed

above the evaluation. Once you are ready to submit, you will click the check box next to the faculty

member’s name and then the Submit Selected Evaluations button.

9. You will be prompted with another screen. Click on the Submit button to complete the evaluation.


