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In the menu section, select “Reports.”

Click on the “Course Attachments” name, which 
is located in the Administrative Reports section.



The "Reports" section will 
appear. 

In the highlighted "General" 
area, select the elements you 
want in your report, such as 
Course Level, Terms, Type (you 
must select Course Evaluation), 
and attachments.



Click the "Select faculty" button.



A section will appear where you can select an individual 
faculty member or run a report for all faculty members in 
the department (the default selection).

If you want to select faculty members assigned to other 
units but teach classes in your department, select 
"Both" under “Assigned To Unit As.”

After selecting an individual or all faculty member in 
your department, click the "Select Faculty" button.



You returned to the 
"Reports" home page.

Click on the "Build Report" 
button.



The report appears at the 
bottom of the page. 

To explore it in more detail, 
click on the Term you wish 
to observe.



A list of names will appear with a number in front of them. 

This number indicates the number of reports associated with this person during 
the period selected in the previous step.

Click on the number to access the report description associated with the person.



The report description 
appears, and an icon is on the 
right side under "View." 

Click on the icon to access 
the report.



The report will be downloaded to your computer in PDF format.



You can now access the report directly on your computer.



If you need any information about Interfolio, please feel free to contact me.

Jairo Benitez.
Continuous Improvement & Credentialing Coordinator
Division of Institutional Excellence
jairo.benitezsanchez@tamucc.edu
Texas A&M University-Corpus Christi

Book time to meet with me

https://outlook.office.com/bookwithme/user/fb0b20796ae446a5b4913f5e54e45207@tamucc.edu?anonymous&ep=signature
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