TEACHING STREAM

FACULTY OF ARTS & SCIENCE

PROMOTION DOSSIER (TEACHING STREAM)

* Promotion dossiers must be submitted electronically as a single PDF document to the Academic Human
Resources Office at acadhr.artsci@utoronto.ca, no later than January 29, 2021.

INSTRUCTIONS FOR SUBMITTING ELECTRONIC PROMOTION DOSSIER (TEACHING STREAM):

NOTE: Your computer may need additional software - Adobe Acrobat Pro - in order to merge the individual PDF
documents into a single PDF document. The software can be purchased from uSOURCE. Contact your IT
representative for further information and to install the software.

Step 1: Name and number the documents as they are listed below (this is important as Adobe Acrobat Pro
will create navigational bookmarks using these categories)

"% 1. Chair's Report

2.¢v

- 3. Teaching Philosophy Statement
- 4. Internal Assessments

5. External Assessments

6. Teaching Evaluation Report

7. Course Evaluations

- 8. Student Feedback

9. Candidate's Consent

Step 2: Combine files. Once files are named and numbered, combine all the individual PDF documents
together into one PDF document. The correct order will occur automatically in Acrobat Pro, if the files are
numbered as noted above.

To combine all the individual PDF documents into one PDF document, highlight each document by holding
down the Ctrl key and clicking on each PDF document, then right-click and choose ‘Combine files in
Acrobat...’

1.Chair's Report LEs WL WisTaleTalV Fel=ilisl VW Acdalbin Acenlbint Dias,
Open with Adobe Acrobat DC

2. CV

- 3. Teaching Philosophy Statement Print

- 4. Internal Assessments 7-Zip > .
5. External Assessments CRC SHA >

. 6. Teaching Evaluation Report

Combine files in Acrobat... _

Edit with Notepad++

7. Course Evaluations
- 8. Student Feedback
- 9. Candidate's Consent

Scan with Windows Defender...
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Then click on ‘Combine Files’ in the bottom right-hand corner.

£ Combine Files — O x
L raa e~ 22 = | optons | | Hep
A
1. Chair's Report.pdf 2. C\V.pdf
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Once the files are combined, Acrobat Pro will automatically create the navigational bookmarks.

File Edit View Window Help

Home Tools Document |E]C

Bookmarks X
N & Wl w

I[P 1. Chair's Report

TPacv
1P 3. Teaching Philosophy

Statement
1P 4. Internal Assessments
1P 5. External Assessments

1P 6. Teaching Evaluation
Report

P 7. Course Evaluations 4
TP 8. Student Feedback
P 9. Candidate's Consent

Step 3: The file should be saved as follows: [SURNAME], [First Name] — [full name of
department/centre/institute/school], [indicate teaching or tenure stream]

i.e. =L DYLAN, Bob - Music History, Teaching Stream
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Step 4. IMPORTANT! Review the final document you have saved as one PDF against the documents in the
original dossier to ensure that none of the materials were missed during the merging process.

Contact:
For any questions regarding formatting files, contact Niveca Sivakulam at acadhr.artsci@utoronto.ca
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