


Syllabus and Vitae Upload on Portal

Upload Your Syllabus
Log into Portal and select the My Tools link:
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Select the following link:
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To upload your syllabus, select the Upload Syllabus Link:
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Select the term:
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Select the course:
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Browse for the file. Make sure it is a .pdf file. If not, save it in Word as a pdf.:
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Select the file:





Submit the syllabus:

[image: ]

Click the link to make sure you uploaded the correct document. If not, repeat the process to overwrite it. File naming is automatically taken care of in the process of the upload. 
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Go to step 3 and repeat the process in order to upload a syllabus for another course.

Upload your CV

Repeat the process until you get to step 3. From there, select the Upload Vitae link:





Browse to find your CV. Be sure it is a .pdf file:
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Select the file:
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Submit the file:

[image: ]

Click the link to be sure you have uploaded the correct file. If not, repeat the steps to overwrite the incorrect file. File naming is automatically taken care of in the upload process. You will only need to do this once as it will be the same for all courses:
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