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Please note: The process for uploading documents is the 

same for all evaluations (Reappointment, Promotion, etc.). 
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1. Once in FlashFolio, locate the Activity Input task to 

begin the document upload process. 

 
 

2. Please take a moment and click “Instructions”. The 

instructions contain helpful information along with the 

due date and how the documents are submitted. 

 
 

3. After clicking the “Add +” button, take note of the 

Important Note box at the top of the screen. The 

information in that box explains why the Semester and 

Year designation in Section A, Activity Input, is so 

important. 

 
 

4. In Section A, Activity Input, select the Fall Semester 

and the corresponding year, such as 2024 for example 

from the drop boxes. 
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5. Also in Section A, Activity Input, the user will need to 

select the document type they want to upload. It is very 

important to upload documents for the document type 

selected. For example, SSIs should be in the SSI 

document type. 

 
 

6. With the document type selected in Step 5, upload 

either supporting documents and/or supporting URLs. 

 
 

7. Select Upload File to begin uploading a supporting 

document. The file dialog box will open. Navigate to the 

location of the files for upload and select one file. Click 

the Open button in the file dialog box. 
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8. The selected file will appear to the right of the Upload 

File button. To add additional files of the document 

type, click the Add Another button and repeat the above 

steps. 

 
 

 

9. To upload a URL, select the File dropdown list under 

Attachment Type and select URL. In the box, type or 

paste the supporting URL. As in Step 8 above, click 

Add Another to upload a supporting document and/or 

supporting URL. 
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10. After uploading all supporting documents and 

URLs for the document type, click the Save and Go 

Back button to begin the process again for the next 

document type. Repeat this process until all required 

documentation has been uploaded. 
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