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The office of Faculty Affairs and Professional Development oversees the School of Medicine’s Interfolio (Fac180) 
system.  This is where faculty related ac�vi�es are maintained, reported, and used to conduct annual evalua�ons and 
career advancement through the promo�on/tenure processes.  We hope this Quick Start Guide will help introduce 
you to the product and provide you the informa�on you need to begin repor�ng your data in your Profile and 
Ac�vi�es sec�ons.  Check our website for more resources and trainings opportuni�es as they become available: 
htps://www.utyler.edu/academics/colleges-schools/medicine/faculty-affairs/  
 

Here are a few important details to be aware of before ge�ng started. 

1. The videos linked below will provide detailed informa�on and instruc�ons.  It is suggested you watch 
it/them before you begin entering data. 

2. Once logged-in, check the Matched Ac�vi�es sec�on on your Home screen, you may find you have 
data already awai�ng your review.  The system checks areas like PubMed for poten�al matched.  You 
can verify them and it will add them to your Scholarly Contribu�on sec�on within Ac�vi�es.  The 
system learns based on your ac�on, so if you decline one it will not provide it as a poten�al match 
again.  Also no�ce the Import Ac�vi�es on the Home screen, you can use PubMed, Google Scholar, and 
other data tables to bring in your publica�ons. 

3. The system is available year-round, you can log-in and update your Profile and Ac�vity data at any �me.  
By maintaining it regularly, it will save you �me during the evalua�on and/or promo�on/tenure cycle.   

4. You should enter all profile relevant profile data, regardless of date (degrees, cer�fica�ons, 
etc.).  Ac�vi�es should be dated back to your start date for evalua�on purposes.  For promo�on 
purposes, it is advised that you enter all data back to your last promo�on date.  There is a Historical CV 
atachment op�on in Ac�vi�es, please know this should be revised to reflect data NOT already entered 
into the system.  An uploaded CV is NOT data-minable and will NOT automa�cally populate to your 
records, it is simply a PDF of historical ac�vi�es not reflected in the system. 
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What is it? 
Fac180/Faculty Ac�vity Repor�ng (FAR) 

• Central repository for repor�ng teaching, 
scholarship, and service contribu�ons.  
Produces CV and data for various faculty 
and administra�ve needs. Connected to 
Interfolio Data Service to locate 
publica�ons. 

Review, Promo�on, and Tenure (RPT) 

• Creates unified, seamless work-flow process 
u�lizing Fac180 reported data. 

  

Why is it important? 
• LCME Accredita�on and AAMC Repor�ng 

 

• Collabora�on with our Main Campus 
 

• Allows us to capture faculty output, 
exper�se and impact. 
 

• Improves CV maintenance and provides 
reliable data source for internal/external 
use, including annual evalua�on and 
promo�on/tenure processes. 
 

•  
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5. Data entered in the Profile and Ac�vity sec�ons will be “captured” when case files are created for 
evalua�on and/or promo�on/tenure.  You will be no�fied ahead of these dates to start reviewing and 
preparing your data for ini�al capture.  You will have an opportunity revise and regenerate it before 
submission if needed, but it is important to begin early to prevent frustra�ons and delays as deadlines 
are approaching. 

6. FAPD will host virtual training/support sessions each Fall and Spring for faculty to get a refresher and 
seek guidance. Current offerings can be found on our website under Professional Development. 

TRAINING VIDEOS 

Faculty Training Zoom: 

htps://interfolio.zoom.us/rec/share/E8zI003jThMb0c1G3rYnesFJWVkjThKVoL-
L_EQxCrhNHcjlufP36uEac8_G_uKB.sqU44L-dMMEmOtJM?startTime=1712005418000 

Passcode: N4t!03f^ 

Support Staff Training Zoom: 

htps://interfolio.zoom.us/rec/share/44FuZBVE7rJjUOnLRxD4nQknAcQ9PrUZrszVM-
vI0T4KqoyjsU6FUuFarxddKZCG.imgcMYKRKuW_NzD9 

Passcode: &P7^bqKg 

LOG-IN 

IMPORTANT - You must use your uthct.edu email address, the SOM instance is not connected to the UT Tyler 
instance, they are two separate systems.  We do not use Single Sign-On (SSO), so do not select Sign in with a 
Partner Ins�tu�on. 

1. It is recommended that you use an Incognito window in Chrome to prevent the browser from 
iden�fying you with the wrong email/sign-in (if you are already logged-in to other pla�orms). 

2. Paste this link: htps://account.interfolio.com/login and bookmark it. 

3. Click Forgot Your Password 

4. When you get the password reset email, do not click on the link, paste it into your Incognito window. 

5. Use your uthct.edu creden�als to create a new password 

6. Log-in at the above url with uthct.edu and new password. 

ASSIGNING SUPPORT STAFF  

Several admins already have support accounts for use in assis�ng faculty within their department.  To grant 
someone access (screen captures on next page): 

1. Use the Account Access tab on the le�-hand menu and Add.   
2. Use the Select Faculty buton, check box “Show Support Accounts” and type their last name in the Search 

field above Available.  
3. Once they appear, highlight their name, move them to the right-hand box using the black arrow and then 

use the Select Faculty buton at the botom.   
4. You will then indicate rights to Emulate and provide an Expira�on Date in the smaller window and Save.   
5. More detailed instruc�ons are available in the video recording.   
6. If you are unable to find your support staff, request they be added by emailing facultyaffairs@uthct.edu. 

https://interfolio.zoom.us/rec/share/E8zI003jThMb0c1G3rYnesFJWVkjThKVoL-L_EQxCrhNHcjlufP36uEac8_G_uKB.sqU44L-dMMEmOtJM?startTime=1712005418000
https://interfolio.zoom.us/rec/share/E8zI003jThMb0c1G3rYnesFJWVkjThKVoL-L_EQxCrhNHcjlufP36uEac8_G_uKB.sqU44L-dMMEmOtJM?startTime=1712005418000
https://urldefense.com/v3/__https:/interfolio.zoom.us/rec/share/44FuZBVE7rJjUOnLRxD4nQknAcQ9PrUZrszVM-vI0T4KqoyjsU6FUuFarxddKZCG.imgcMYKRKuW_NzD9__;!!CNnezw0!87seklWPgh6U2wv6q8n2h8HYA4vq87WfSIUgELbEwPm3x61-ItLubVp7MwbDwQhyQFqlZwDARzT3yN-glwCykOvjA_MPPw$
https://urldefense.com/v3/__https:/interfolio.zoom.us/rec/share/44FuZBVE7rJjUOnLRxD4nQknAcQ9PrUZrszVM-vI0T4KqoyjsU6FUuFarxddKZCG.imgcMYKRKuW_NzD9__;!!CNnezw0!87seklWPgh6U2wv6q8n2h8HYA4vq87WfSIUgELbEwPm3x61-ItLubVp7MwbDwQhyQFqlZwDARzT3yN-glwCykOvjA_MPPw$
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Assigning Support Staff – screen captures 

 

 

 

 


