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Steps for sending a dossier from the department to the dean's office.
Department level:
Step 1:
On the Navigation Bar at the faculty level
· Select Applications
· Select Packet Online
· Select Create Packet (you will get a screen that looks like the one below; listing your available documents)
The following documents are available in your packet.

You might need to refresh your browser to see new changes.   


(Left click to show document on your browser)
(Right click to save document on your computer)
	Candidate's Statement:
	pdf

	Position Description:
	pdf

	List of Evaluations:
	pdf

	Teach/Advise/Curr Dev:
	pdf

	List Of Service:
	pdf

	Publications:
	pdf

	Contributions to Publications:
	pdf

	Honors and Awards:
	pdf

	List of Grants:
	pdf
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· Select this button
· On the next screen select:   View my packet recently created (single file format)
· You will get the message below:
Here is your packet in a single file format

(Left click to show document on your browser)
(Right click to save document on your computer)




pdf







Select
· Your pdf document will have all your created files and at the bottom of your screen you will see how many pages are in your packet. The number of pages is important to remember as you move through the steps of the merit or promotion dossier; you will be able to tell if any items are missing by the number of pages.

· Select the “Back” button on the screen

Step 2:
· Select  Finalize my packet, and make it ready to send to my dept.

· You will see this screen:

Finalize Packet

	Your finalized packet will be transferred to a secured location, and will not be available for changes. This packet will then be ready for release to your department upon your authorization. You may delete, recreate, and finalize the packet as long as it has not been released to your department. ( NOTE: Delete a packet will not remove your packet data from the database.) 

	 

	Packet Description: [image: image6.wmf]
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UPDATE  

  


· Put in a packet description and then select “Update.”  You will see a screen with the message below:

Packet has been finalized successfully

If you are ready to send the packet to your department, click on the button below.
Otherwise, you can send it later from the main menu, under the
Data Security & Distribution category.



  

  


Select “Send to dept”

You will see the following text on this screen:

The packet has been delivered to your department successfully.



  

 

 

Step 3:

Voting/Reviewing
At this time there is not an electronic way to vote on the dossier through MIV, however, you can follow the steps below and you will be able to give access to the department faculty that are eligible to vote and they can submit their vote to the MSO via e-mail or whatever process they normally follow.
Assigning Reviewers to the dossier:
· Level 3 access is required and is usually an MSO or an Admininstrator assigned responsibility for merits and promotion actions.  In order to access the faculty file you will need to be on your home page and select "Assign Packet Reviewers."
	Packets

	  
	Merit/Promotion/Appraisal Packets 

	  
	Assign Packet Reviewers 

	  
	Completed Packet Archive 


· Once you’ve selected “Assign Packet Reviewers” you will see the screen below:

	Assign Reviewers

	Name
	Packet
	

	Admin, LS
	LSADMIN 2006
	Top of Form

[image: image15.wmf]

309



 HTMLCONTROL Forms.HTML:Hidden.1 [image: image16.wmf]

16172



 HTMLCONTROL Forms.HTML:Submitbutton.1 [image: image17.wmf]A

s

sign Reviewers


Bottom of Form


· You would select “Assign Reviewers” button.                                   
· This will bring up a screen that will have a list of all the completed packets available for review.  Select the name of the person to be reviewed and you will see a list of faculty and department administrators who can be assigned to review the packet in the left hand column.   You can select those you know have voting privileges and move them in the right column using the arrows.  Once you've selected the faculty reviewers hit the Save button.

· Each  reviewer will be able to go into his/her own MIV Home Page and see the files ready for review once they select “Review Packets” under the heading “Applications & Tools.”
	Applications & Tools 

	  
	CvOnline  

	  
	PacketOnline  

	  
	NIHForm  

	  
	Review Packets  


· Review Packets link will bring up the names of those faculty assigned to be reviewed.  Once a file is selected all the documents forwarded by that faculty member for his/her packet will be available for review.

· Once the review and voting has been completed the administrator will need to remove the names of reviewers from the access list located on the "Assigned Packet Reviewers" page.

Step 4:

Action Form and Chair’s Letter:
At this time there is no electronic signature available for the department letter.  Please print out the first page of the memo/letter and have your chair initial or sign and forward the original with the supporting documentation.
· To add the department letter and action form go to your home page and under the heading:

	Packets

	  
	Merit/Promotion/Appraisal Packets 

	  
	Assign Packet Reviewers 

	  
	Completed Packet Archive 


· Select the first item “Merit/Promotion/Appraisal Packets”

· A list of all the packets that have been submitted for your department will be listed.

· Select the name of the person and you will get a screen that looks like the following:

Department 

Packet submitted by Faculty Name, M.B.B.S

Add or edit department letter
Add or edit other letters/recommendations

Add or Update Organizational Chart

Add or edit disclosure statement

Review all documents in this packet

Combine all documents into one file for submission

(Joint Appointments) Check status or send this packet to other departments

Send this packet to the Dean's Office

Return this packet for resubmission


  


Select the first item “Add or edit department letter.”  The action form also becomes available once you have selected this link.
You will see the following screen:
Department Letter for mypacket2006

	The length of Department Letters is limited to 3 pages for merit actions and to 5 pages for promotions and upper level merits. Exceeding these page lengths will result in the return of the packet to the Department by the Vice Provost.


	


	 

	Recommended Action:




	

	 

	Department Letter:




	




  

  

 

 

When you click on the Add/Edit for the “Recommended Action” you will have the option of creating a redelegated or non-redelegated and merit or promotion form.

· For the Department Letter you have the following menu and you can choose to write the letter in fields as indicated on the form or you can upload a file once it has been converted to a PDF document.
Department Letter for mypacket2006

	The length of Department Letters is limited to 3 pages for merit actions and to 5 pages for promotions and upper level merits. Exceeding these page lengths will result in the return of the packet to the Department by the Vice Provost.


	 

	Letter Information:



Opening Paragraph:



Teaching:



Research & Creative Work:



Professional Competence:



List Of Service:



Overall Summary of Record:




	


There is currently no uploaded PDF. Click the link below to add one:

Upload PDF



  

 

 

**The instructions for converting a Word document to a PDF file are located on the MIV Log In screen; Select the link MIV Project Web Site and then go to the heading  [image: image37.png]


Did You Know. . .?  select Create PDFs with Free PDF creator**
Steps for uploading a department letter in a PDF:

· Select Upload PDF
You will see the following screen:

CV Online Upload Utility

For the upload of PDF Documents to the web server.
Click on the 'Browse...' button to locate the file on your computer.

Top of Form

	File to upload
	

	
	

	[image: image38.wmf]Upload




Bottom of Form




Select the "Browse..." button and locate the file to upload. Once you have selected the file you will hit the "Upload" button.
File Upload Result

The PDF file has been uploaded successfully.
	Test letter





Do not select "Back to Main" instead use the back arrow on the top of your browser hit it "twice" and then select your "refresh key" located on your browser bar. Once the refresh key has been selected you will get the following buttons.

This record is an uploaded PDF. Click the link below to view:
PDF Record
Update or Delete the record by using the buttons below, or navigate back to the last screen.



  

  

  


Select the back button once again and you will see the following options:

Department Letter for Demo packet 110305

	The length of Department Letters is limited to 3 pages for merit actions and to 5 pages for promotions and upper level merits. Exceeding these page lengths will result in the return of the packet to the Department by the Vice Provost.


	


	 

	Recommended Action:




	

	 

	Department Letter:




	




  

  


Select "Create Letter" and you will get the following screen:
Department Letter Files

(Left click to show document on your browser)
(Right click to save document on your computer)
	Recommended Action:
	pdf format

	Department Letter:
	pdf format




 


You will review your documents on this screen.  When you have finished reviewing you will select the back key and see the following:

Packet submitted by Demo

	Packet Description
	Date Received

	Demo packet 110305
	11/03/2005 11:24 AM

	 
	

	Add or edit department letter


	
Add or edit other letters/recommendations



	
Add or Update Organizational Chart



	
Add or edit disclosure statement



	
Review all documents in this packet



	Combine all documents into one file for submission


	
(Joint Appointments) Check status or send this packet to other departments



	Send this packet to the Dean's Office

	Return this packet for resubmission





  


Step 5:

Adding the disclosure statement:

Select "Add or edit disclosure statement"  You will see a form with the heading:
"Candidate's Disclosure Statement"

On the Candidate Disclosure Statement screen you will fill in the appropriate information and put a check in the box next to items included in the packet.  Do not select "Update" instead select "Click here to e-mail faculty for signature" from the following options:

Update  
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You will see the following screen:
Send disclosure statement to faculty for signature via E-mail
Top of Form

	From E-mail Address:
	[image: image58.wmf]

svdivecchia@ucdavis.edu



	To E-mail Address:
	[image: image59.wmf]

crystal.demo@ucdavis.edu



	Subject:
	[image: image60.wmf]

Packet Signature



	Modify the message if necessary : (the signature number xxxxx is hidden, don't change it)
[image: image61.wmf]

The MyInfoVault electronic signature system has received a request from 

 

1. Login to the MyInfoVault (http://myinfovault.ucdavis.edu).

2. Click on the 'PacketOnline' link.

3. Click on the 'Signature request from ' link.

4. Enter the signature number xxxxx, and click on the 'Sign' button.
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Select the "Click here to send disclosure statement to faculty for signature"

The faculty member will then receive an e-mail with attachments that include: the recommended action form, the chair's letter and their dossier for review and steps to add their electronic signature.  Copy the 5-digit number in the e-mail (the program assigns these). Step 2 in the e-mail will take the faculty to their own MIV account and they will then go to "Packet Online" and will see the following screen:
[image: image65.png]


  Demo, M.D.
	 Design my packet - lines, notations, footnotes only

	 Design my packet - extensive

	 Create my packet using current information

	 View my packet recently created (individual file format)

	 View my packet recently created (single file format)

	 Finalize my packet, and make it ready to send to my dept.

	 Review my finalized packet

	 Packet status

	 Signature request from Graduate Medical Education


Select the bottom link "Signature request from department" (link will be in red) and the following screen will appear.

Top of Form

Electronic Signature

[image: image66.wmf]
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	Packet Action:
	Promotion 2003

	Document:
	Candidate's disclosure statement

	Requested by:
	Graduate Medical Education

	 

	You acknowledge and agree that by entering the signature code, you are indicating your intent to sign the relevant document and that this shall constitute your signature.

	 

	  The signature code is sent to your email address registered on the CRC.

	Enter your signature code here:
	[image: image67.wmf]

   and click on the Sign button.


Upload  

 


Bottom of Form

Paste the 5-digit number into the box next to "Enter your signature..." and click the "Sign" button.

As the administrator you would then return to Merit/Promotion/Appraisal Packets and select the faculty's file and check to see if the disclosure has been signed by selecting "Review all files."  A list of files will appear and when the disclosure has been signed you will see:

	Disclosure Statement: (signed)
	pdf


Combine all documents for submission to the dean’s office.

Once you've seen the signed disclosure you will select the back button and then select from the following option: 

Combine all documents into one file for submission
You will then see the following screen:
Faculty submitted packet: Promotion 2003

(Left click to show document on your browser)
(Right click to save document on your computer)
	 

	Packet in book format:
	pdf
	 


Select the PDF document and review your faculty's dossier for completeness.  The best way to insure the latest version is to select the "refresh" button on the menu bar first.  After reviewing the document select the back key twice to return to the menu with the option: 
Send this packet to the Dean's Office
At this point the Dean's office will continue the faculty's MIV process. 






myInfoVault class –1/26/06
Page 11 of 12  

Instructor: Sally DiVecchia: Editors: Sally DiVecchia and Carolyn Borgnino

_1221388569.unknown

_1221388573.unknown

_1221388575.unknown

_1221388577.unknown

_1221388578.unknown

_1221388576.unknown

_1221388574.unknown

_1221388571.unknown

_1221388572.unknown

_1221388570.unknown

_1221388567.unknown

_1221388568.unknown

_1221388566.unknown

