Upload Materials to Your Dossier Account

You can store a variety of materials in your Dossier account including letters of
recommedation, supporting documents such as CV's and cover letters, and examples of
your writing and research. We accept a range of file types and formats including videos, and
links to webpages.

You can add tags to your materials so you can quickly locate them, organize your materials
into collections for specific purposes, and view a history of changes made to your materials.

We will store your materials even after your account expires, so they'll be there if you renew
your account a few years later.

This article covers the procedures for uploading materials to your Dossier. See here for
more information on managing the materials in your Dossier account.

1. To get started, click "Manage Dossier" on your account
screen
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2. To add materials, click "Add Files" on your "My
Materials" page

My Materials (==

Collections

Title 2 Type 2
Archivied Materials

Recommendation from D. LRtle for Assistant
Confidential Letter of
Professor of 20th Century Music

-

Recommendation or Evaluation

© New Application

Status =

Requested
ul12, 2016 at 3:30 M

3. Drag & drop or browse to upload files

¢ You can add multiple files at one time.

Add File x

Upload Video Webpage

@G

Drag & Drop your files anywhere or
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The uploaded material will appear in your Dossier

€ Depending on the size of the file, it will take a few moments for our system to convert

your document.

When it's finished, the status will change from "Converting" to "Received."

¢ You may need to refresh your browser to update the status.

Collections

Tithe =
BAnchived Materiale

Hatermnent of Teaching Phiosophy update

Momination 2016

Cover Laetter 2016

Teaching Statement

Mormination Letter

Cover Letier

Stalus =

Click the file title to preview it in your browser and view a

history of changes

e [

Collections
Thie =
Archived Saterials

v Lothor 2015

Type =

Covesr Livther

Corver Lether
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The preview displays how your material will appear to reviewers:

¢ You can also edit the title and type of the file from the preview page.

el i Materials

' @ https://dossier-test.interfolio.com

= HNomination 2016 ®

10 QBOSFAFFEE |1 mage

Diear Nr. Smith,
Tithe *
I am bomored to write aletver of recommendation for Fred Moas. | highly
Kominatior » recommend Fred to your organizition for the position of Adjunct Professer of
. ) Architernare,

. | have koown Frod foc the past 8 years and advised ber as she worked tovarnd b
Trpe Phib. During thet time, | had the privilege of having Fred in a sumber of my semis
In popular architecture, architecture and gender, and acsthetics.

As her professor, | bave had an opportunity to observe Fred's panicipation and
imteraction i class and | can say that she has a deep understanding of cultaral
thesry, ethnographic practices, and espedally of popalar architecture histosy. She
&n nu::landln,g studemnt, ard has proven ber dedication to research mmug‘n hard
work, and diligent study. She regulardy speaks at conferences worldwide, and her
record of publication and experience as a speaber and researcher has brought mw
pasitive attention o our department. Fred dlso demanstrates a great generosity of
spiric and patience &5 a weacher and academic lesder.

| have superdised her teaching of courses in popalar architectuse etheograpny: anc
topics in archiveoure history and [Resslaine She iz an outstapding and coasclentic
educator, dedicated o exploring pedagegical practice. While a teacher here, she

founded the first course in the Histary of Rock Architecture at the University, as w
me nrnmaine Th firer geadiiane cndast re smroent ae orbsl 105 e mors onsal

Downdsad » | Delete | Archive K Q Q 'If‘

Click the "History" tab to view a history of changes made to the
document

—  Nomination 2016

Type Charged Ot 5, T8 Lpar O, Smit,
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- - sege sl Fied e vaar
ArcETEOEE,

| B KRees Frod Bar o
Phib. Durirge Ueak dmae 1 5
3 P LTI W

A her prodrasar, | hawe b
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To add print or image files:

3.1. Select the type of material for each file you are uploading

Add File

x

Thiank: You! Yiour files are uploading now. Picase select the type of material y upload ng. You also have the option 1o

il the 1#le of the file

Covper_Lether Celect Type

3.2. Choose the material type from the dropdown menu

b 4

now, Flease select the type of material you are upleading. You also have the option to

+ Select Type
AADSAS Letter of Evaluation Form
Award
Bibliography
CV.

Dissertation Abstract
Essay

ihy update image
International Financial Statements
Job Market Paper
List of courses taught
Momination Letter
Other Certification
Other Document
Peer evaluations
Personal Statement
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3.3. You can give your files titles to help identify them in your
Dossier

Add File x

Tharnk You! Your files are uploading row. Please hee type of material you are uploading. You also have the aption to
edit the ttle of the file

Cower Letter 2016 Cmner Lether W

Mominaticn 2016 Momenabion Letier

Satement of Teaching Philosophy update Teaching Staterment

=

3.4. Click "Add"

Add File X

Thuank Yeou! Yo fibes are uplonding row. Please sebect the type of ratenial you are uplasding, You alse hiee the aplion o
edit thie Gitle of the file,

Ciower Letter 2006 Cover Letter w

Mormination 2015 Mominalion Letier

Statemenl ol Teacrong Phicscphy updalke ach g Ciatement A
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To add video to your Dossier account:

€ We currently support linking to videos with YouTube and Vimeo URLs.

3.1. Open the Video tab in the "Add File" window

Add File X

Upload Video Wiebpage

Y+ ¥

Drag & Drop your files anywhere or

[ Browse To Upload |

3.2. Give your video a title

Add File X

Updoad Video Webpape

You can add wideos hosted on YouTube
the space below. For more informati

imes b0 your Dossier matenals. Smply paste thie YouTube or Vimeo LIRL in
the article Add YouTube and Vimes Videos to Your Dossier
Title *

Bran's Dissertation Debense
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3.3. Indicate what type of material you are adding

€ The defaultis "Video," but you can indicate that your video file is to serve as another
type of material, such as a personal statement or an essay.

Add File 4

Lisdaad Wideas Wilebpage

You can add videss hosted on YouTube and Vimeo 1o your Dossier matenals. Simply paste the YouTube or Wimes URL in

the space below, For mare mformation see the article Add YouTube and Vimes Videos bo Your Dossier

Title ”

3.4. Enter a YouTube or Vimeo URL linking to your video

@ The URL must be to a video hosted on YouTube or Vimeo.
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Add File x

Upload Video Webpage

You can add videos hosted on YouTube and Vimeo to your Dossier matenals. Simply paste the YouTube or Vimeo URL in
the space below. For more information see the article Add YouTube and Vimeo Videos to Your Dossier .
Title *

Brian's Dissertation Defence i
Type "
Video v
URL"
hittps:/ Mo youtube comfwatchMveniRGokTcQ ¥ ‘
tuy '

3.5. Enter a description to provide information or context for your
video

Add File x

Upload Video Webpage

You can add videos hosted on YouTube and Vimee 1o your Dossier materials. Simply paste the YouTube or Vimeo URL in
the space below. For more information see the article Add YouTube and Vimeo Videos to Your Dossier .

Title "

Brian's Dissertation Defense v J
Type"

Video v
URL®

| hittps:/ www youtube. com./watch?vs|niR

Description ©

Avideo of my dissertation defense
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3.6. Click "Add" and the video will be added to the list of materials
in your Dossier

URL"

hittps/ S youtube comyfwatch s iR balThe0

Description @

Asades of my dissertation defense

7 =)

3.7. Click the title to preview your video

All Materials (24) Add Files

Tithe = / Type = Status =

it

Brian's Dissaertation Defensa Recsved
B Video
n Oict 24, 2016 at 716 PM
Test Webpage Recened
% Link
Oict 12. 2016 at 5:01 PM
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You can edit the title and description of the video from the

preview window

Brian's Dissertation Defense

10 FCRAED1348 | 1 page

Tithe

Type

Video

Drescri ption @

Bviden of my dssetation defense
uRL

Delete | Archive

To include a link to a webpage in your Dossier materials:

3.1. Open the "Webpage" tab of the "Add File" window

Add File /

Upload

[w)

B

Drag & Drop your files anywhere or

| Browse [o Upload
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3.2. Give your webpage a title

Add File x

Lipdoad Video

Yo can inclade lnks o webpages r Dossier matenals. When a reviewer clicks the bnk. the webpage will open ina

nee 1ok, For mane inforrmation W arbache Lime B0 WeDRaRES i Your Lo

Title *

ML D1 _Fal_ LG

3.3. Indicate what type of material you are adding

€ The defaultis "Link," but you can click the dropdown menu and desgnate your
webpage as another type of material, such as a personal statement or an essay.

Add File

s

e Webpape

Lisland

Wiols can include Lnis o webpapes m pour Doster malenns Wnen 4 peviewer cheks the Ink, the webpage will apenina

rcw tak. For meoee information see the artscle Link Lo ¥Weboages in Your Dossicr

Title
.
MUS 212_Fall_20:06&
Type "
W

AT,

3.4. Enter the URL of the webpage

€ Make sure you include the prefix, such as http://
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Add File x

Linlond Video Wiebpape

You can include links to webpages in your Dossier matensls. YWhen a revicwer clicks the ink the webpape will openina
rucw R, For e informatssn see the article Link to Webpages in Your Dossasr

Title
w
MLUS 213 _Fall 2006
Type
Link i
URL*
w

hittpcS Merenadinterfolio oom

3.5. Enter a description to provide information or context for your
webpage

Add File x
mew Llab. For more information see the article Link o Webpages in Your Dassier
Title
I w

MUS 712 _Fall_2006
Type "

Linig e
URL"®

w

httpe Fwwewintedolio com

Deseription €@

My dgsertation onlne
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3.6. Click "Add," and the link to your webpage will be added to the
list of materials in your Dossier

W
http:/ S wwwinterfolio.com

Description @

My dissertation anlirne._.

oo [t

3.7. Click the title to preview your webpage

All Materials (24) Add Files ﬂ
Title = Type = Status 5
Brian's Dissartation Defanse Received
B Video
ﬂ Oct 24, 2016 at 716 PM
Tast Webpage Received
% Link
ﬂ Oct 12, 2016 at 5:01 FM
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You can edit the title and description of the video from the
preview window

— TestWebpage

ID: 196008950 |1 page

T‘.“E - —

—

— e

h—
Type
Lirk ] ; y

DA whanwiinteriolo.comys

Description @ Maite: Clicking the link above will open the webpage in 2 new beowse: b

Char homepage Qur hemepage.

Delete | Archive

The preview shows how the link will appear to reviewers

Note that clicking the link will open the webpage in a new broswer tab. This is true

when you preview the link, and is also how the link will work for the person reviewing

your materials.
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=]

httoe A wasrasinterfolio.coms

Note: Clicking the link above will open the webpage ina rew browser tab, |

Ohr homepage.

Organizing your materials using tags:

€ Tags are bits of text that can help you organize your materials. See here for more
information on using tags to organize your materials.

3.1. Select a file in the list of materials

Tit~ Type = Status =

Recommendation from D. Little for Assistant
Confidential Letter of Reguested
Professor of 20th Century Music

PAE ﬂ
bt

Recommendation or Evaluation Jul12, 2016 at 3:20 PM
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3.2. Click "Tag" to create or add a tag to the selected files

Adc File = Filter
Tag v Archive AddTo v
MNeed o follow up
Type =
Add new tag
Confidential Letter of Requested
Recommendation or Evaluation Jul12, 2016 at 320 PM

Create Collections of your Materials

Click "Add To" to add materials to a collection or to create a new
collection

) See here for more information on organizing your materials into collections.
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o

age. Tag v Archive AddTo v

Sample University Job

k.

Type =

Create Mevys Collection

nt
Confidential Letter of Requested
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