
Submitting Final Report for Sabbatical 
Instructions for Faculty 

Overview 

Step Page 

1. Write Your Sabbatical Report 
Write a report that includes the required elements. 

2 

2. Login to Interfolio 
Use the tile at the MySCU single sign-on portal. 

3 

3. Upload your Report to Faculty180 
Use the “Sabbatical Reports” entry in the Activities 
section. 

4 

4. Email Your Report 
Email your final report to SCU Sabbaticals. 

4 
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STEP 1 - WRITE YOUR SABBATICAL REPORT 

1. Prepare your report, following the Sabbatical Final Report Guidelines (below) from the Office 
of Research.    

Sabbatical Final Report Guidelines 

Within 90 days of completing a sabbatical, faculty must submit a detailed report on 
activities and accomplishments during the leave (Faculty Handbook 3.7.1.4). This report 
should be submitted using Faculty180 (in Activities, use the "Sabbatical Reports" 
activity category).   

The final report should provide information on the main activities undertaken as part of 
the sabbatical project and any resulting products. There is no required format or length, but 
about two pages should suffice in most cases. Key components of the report would include 
the following: 

● Name and department 

● Academic quarter(s) during which leave taken 

● Title of project 

● Description of project in non-technical language 

● Description of main activities during the leave 

● Summary of main results 

● Tangible products: List all written works, creative products, presentations, 
performances, grant proposals, new curricula, and the like resulting from the leave. 

○ Indicate dates and venues for conferences, presentations, performances, or 
exhibitions.   

○ Indicate work submitted for publication and its current status (e.g., under 
review, accepted, under revision, rejected); give complete citations. 

○ Provide names of collaborators, including any student researchers. 

2. Save the file to your computer. 
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STEP 2 - LOGIN TO INTERFOLIO 

You can login to Interfolio one of two ways (A or B): 

A 

Sign into MySCU 

Click on the Interfolio tile 

B 

Go to https://www.scu.edu/interfolio Type in Santa Clara University Log in to MySCU Portal 

However you login, double-check that you’re in the right account: 

After you login, “Santa Clara University” should 
appear in the upper bar, and your screen should 
look like this.  If it doesn’t, you may be logged in to 
another Interfolio account. Contact Katie Williams 
(kfwilliams@scu.edu) to help you troubleshoot. 
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STEP 3 - UPLOAD YOUR REPORT TO FACULTY180 

Navigate to Sabbatical Reports 

Click on “Activities” in the left sidebar to 
bring up the Activities section. Navigate to 
the Sabbatical Reports entry and click on it 
to open. 

Review Directions & Click Add 

Review the directions for submission, which 
include the Faculty Handbook description of 
the report, a link to the guidelines, and di- 
rections for upload. Click the blue Add but- 
ton when you’re ready to upload or type 
your report. 

Upload Report 

a. Use the Input Form section (A) to identi- 
fy the start and end term and year for 
your sabbatical, and to enter a title for 
your final report.  

b. Use the Attachments section (B) to 
upload your report file, selecting “Other” 
for the Type. Alternatively, you can type 
your report directly in the “Report” field 
in the Input Form section (A). 

c. If you have additional documents to add 
to your report, click the Add Another 
button for each file. 

d. Choose one of the three Save buttons, 
depending on the next step you’d like to 
take. 

STEP 4 - EMAIL YOUR REPORT  
The final step is to email your report to SCU Sabbaticals (sabbaticals@scu.edu).  
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