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SharePoint Site Guidelines 
for Faculty Promotions and Tenure 

 
 

•  How to Find Your Folders (Pages 2-3) 
•  How to Upload Materials (Page 4) 
•  How to Delete an uploaded document (Page 4) 
•  How to Enter Referee Contact Information (Page 5)  

 
 

SharePoint link: School of Medicine 2025-2026 Faculty Promotion and Tenure Cycle 
 

(https://share.kumc.edu/SOM/SOMFA/promotionandtenure/SitePages/Home.aspx) 
 
 

May 5, 2025 
Applicant Folders are available in SharePoint 

 
August 15, 2025, 6:00 p.m. 

Deadline for uploading materials and entering referee contacts in SharePoint 
 

After August 15, SharePoint access will be denied. 
Late applications, late materials, and CV revisions will not be accepted. 

Exceptions are not allowed. 
  
  
 

Please notify Angie Basgall after all materials are uploaded, 
referee information is entered, and folders are complete.  

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

2025-2026 

https://kumed.sharepoint.com/sites/kumc-SOM/SOMFA/promotionandtenure
mailto:abasgall2t@kumc.edu
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How to Find Your Folder 
 
 
 

1. All folders are in SharePoint 
a. SharePoint link: School of Medicine 2025-2026 Faculty Promotion and Tenure Cycle 
b. Or, copy and paste URL:  

https://kumed.sharepoint.com/sites/kumc-SOM/SOMFA/promotionandtenure 
 
 

2. To find your applicant folder, click on the Applicant Folder tile.  
 If you do not see a folder with your name or do not have access to a specific folder, please email Angie    
 Basgall at abasgall2@kumc.edu.  (The applicant is required to approve requests for folder access.) 

 
 
 

 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
3. Click on your Name:  

 
 

 
 

 
 
 
 
 
 
 
 

 

 

 

https://kumed.sharepoint.com/sites/kumc-SOM/SOMFA/promotionandtenure
mailto:abasgall2@kumc.edu
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4. The applicant folder includes: 
a. Folders 1-5. All materials are uploaded here. 

 

 
 

b. Folder 4 (Publications) includes subfolders. 
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How to Upload Materials 

and How to Delete an Uploaded Document 
 

Use the Application Guide for folder expectations 
 

The application process requires uploading PDF files of supporting documentation to your SharePoint folders. 
There are a couple of ways to do this. 

 
1. The easiest way to upload documents is to drag and drop them in the individual folders. 

• Be sure the correct folder is open when dragging and dropping.   
 

2. Do Not upload any documents outside of your folders. All documents must be inside a folder so be sure the 
correct folder is open before starting to drag and drop. 
 

3. Click on a folder to open it, then drag the files. When dragging, a large blue dotted box will appear. 
 
 
4. Another way to upload is to use the Upload option located on the top ribbon. 
 

 
 
 
 
 
 
 
 

5. Click on the down arrow beside Upload and choose the appropriate option.  
 
6. Make sure the correct folder is open before choosing the files to upload. 

 
7. When you are finished uploading materials, double check and make sure all documents are in the 

correct folders. 
 
8. To DELETE AN UPLOADED DOCUMENT, hover over the document, click the ellipsis (…) to the 

right of the document, and choose Delete  
 

 
 
 
 
 
 
 
 

 
 
 

 

https://www.kumc.edu/documents/somfacaffairs/Application%20Guide/Application%20Guide.pdf
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How to Enter Referee Contact Information 

 
Referee Contact Information is Mandatory! 

Refer to the Reference Letter Requirements for details 
 
• Go to the KU SoM Promotion and Tenure SharePoint Site: 

School of Medicine 2025-2026 Faculty Promotion and Tenure Cycle 
(https://kumed.sharepoint.com/sites/kumc-SOM/SOMFA/promotionandtenure/SitePages/Modern.aspx) 
 

 
• Click on the Enter Referees tile.               

 
 

 
 
• Click on                     and then complete this form.* 

 
 
 
 
    

 
• For each referee, complete a separate form.  
 
• The referee list will only be visible to the individual 
     who enters the information (e.g. If an assistant 
     enters the details using their login, only the  
     assistant will be able to see the entry). 
 
• FAD will provide referees with information 

and instructions on submission details. 
 
• All letters are confidential and applicants 
     will not have access to any received.  

 
 
 
 

 

Updated 5-1-2025 

https://www.kumc.edu/documents/somfacaffairs/Reference%20Letter%20Requirements.pdf
https://kumed.sharepoint.com/sites/kumc-SOM/SOMFA/promotionandtenure/SitePages/Modern.aspx
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