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Purpose: Build your CV and Annual Reports. 
*Faculty must upload their course syllabi and update their publications to be in compliance with state law (HB 
2504 from 2009). 

Login Steps:  
URL: https://my.utrgv.edu/group/myutrgv/home 
1. Login to my.utrgv.edu using your UTRGV credentials. 

2. Click on the Faculty Portfolio Tool (FPT) icon  to 
access the system. 
 

3. Once logged in, your FPT screen should look similar to the 
one below. 

 

Screen example: 

 

mailto:FPT@utrgv.edu
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Why we have to do this?  To be in compliance with state law H.B. 2504. 
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Navigating the FPT: 
There are 4 sections: General Information, Teaching, Scholarship/Research, and Service. 

You won’t have information for every single screen.  Start by uploading the information 
that you have on your current CV. 
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Where to Start: 
 

Faculty Portfolio Tool Check List 

 

  

Personal and Contact Information

Enter your Employment History 

Scheduled Teaching: Upload Course Syllabi for Fall 2017

Intellectual Contributions: Utilize Google Scholar or PubMed to upload your peer-reviewed publications.

Service: Add the department, college and university committees for this year

Run your Vita Report

Run your Tabular Summaries
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Enter in Personal and Contact information 
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Check your profile at www.utrgv.edu/faculty 

 

  

http://www.utrgv.edu/faculty
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Enter your Employment History. 

 
1. Click on Employment History 

 

 
 
 

2. Click on Add New Item. 

 

 

3. Fill out the appropriate information. 

 

 

 

 

 

 

 

 



 

 8 

 

4. Select your Experience Type. 

Choose Academic – Post-Secondary for any non-administrative position at UTRGV or any 
other university/college.  

Choose Academic – Administrative Assignments for any administrative position such as 
department chair, director, associate dean etc… at UTRGV or any other university/college.  

 
 

5. Enter the Organization Name. 
 

6. Enter your Title. 
 

7. Enter the date range. Leave end date blank for your current position. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 9 

 
Uploading Syllabi 
1. Click on Manage Your Activities. 

 

 
 

2. Go to Scheduled Teaching. 

 
 

3. Click on the name of the course that you wish to add the syllabus to. 
 

4. About 1/3 of the way down the page you will see Syllabus for this course. Click on 
Choose File.  

 

 
 

5. A pop-up window will appear – find your file on your computer. 

6. When you are done it should look like this: 

 

7. Click on Save. 
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Check off New Course and Course that was Redesigned  
 

Right below the Syllabus for this course field, you will also notice 2 check boxes asking if 
the course was a new course or if the course was redesigned. Please note that you will need 
to check these boxes in order for it to be noted on your Tabular Summary of Teaching 
Achievements.  

Please check with your department for specific criteria on what is considered a new 
course or a redesigned course.  
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Use Google Scholar to upload your peer-reviewed publications 
http://info.digitalmeasures.com/bibtex 

To export citations to a BibTeX file:  

1. Navigate to Google Scholar. 

2. Select My Citations. 

3. If you are not yet logged in, enter your 
credentials to sign in. Upon signing in you 
should land on your profile page where 
you will see a list of your "articles." 

4. If you would like to export only select 
articles to your BibTeX file, choose these 
from your profile. If you would like to export all of your articles, simply leave things as 
they are. 

 

5. In the Actions drop-down list choose to Export your articles. 

  

6. On the Export Articles page, ensure that the File Format selected is BibTeX. Then 
select to export either the selected articles or all articles, depending on your need. 

   

7. Save the export file. 

 

  

http://info.digitalmeasures.com/bibtex
http://scholar.google.com/
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Upload BibTeX File into FPT 

 

1. Select Publications (Intellectual Contributions). 

  
 

2. Select Import Items. 

  
 

3. A window with open – Select Option A. 

  
 

4. Find the file on your computer. 
 

5. Pick your collaborators. 

 

6. Finish upload/import.
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Upload Intellectual Contributions using PubMed into FPT. 
 

1. Select Publications (Intellectual Contributions). 

  
2. Select Import Items. 

  
 

3. A window with open – Select PubMed. 

 
 
 

4. Type in the Author’s name. 
 

 
 

5. Select your publications. 
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6. Select your collaborators. 
 

 
 

7. Finish upload/import. 
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Add the department, college and university committees for this year. 
 

1. Click on Department. 

 

2. Click on Add New Item. 

 

 

3. Fill in the appropriate information. 
 

a. You don’t need to fill in every category. 
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Build your CV. 
 
1. Click on Rapid Reports. 

 
 

2. You will see this page. Select Vita. 
 

 
 

3. Change the date range.  

 
 

4. Click on Run Report. 
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Build your Tabular Summaries 
 
1. Click on Rapid Reports. 

 
 

2. You will see this page. Select Tabular Summary of Teaching Evaluations. 
 

 
 
 

3. Change the date range.  

 

 

 
4. Click on Run Report.  

 
 
 
If you need assistance with FPT, please email fpt@utrgv.edu.  

 

mailto:fpt@utrgv.edu

