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Introduction 
Institutions with upcoming Offsite Reviews, Seeking Accreditation Visits and Special Visits are required to 
submit a report ten weeks before the review of visit begins. Reports are submitted electronically in PDF 
format by uploading them to a WSCUC-designated online document management system. We are 
currently using Box.com. Access to this is provided without charge to member institutions. 
Several weeks before their materials are due, institutional ALOs will receive an email request from WSCUC 
staff to collaborate with WSCUC via Box.com. This collaboration request will include a link to the folder to 
which the required materials will be uploaded.  
 
If you do not already have a Box.com account, you will be asked to create one at the time you receive the 
collaboration request from WSCUC. Information about setting-up this account is below. 
 
Once uploaded, the ALO should notify us that the upload has been completed. Team members will then 
be given access to the report folder as viewers.  
 
If the ALO adds documents to the folder at a later date the team will automatically have access to these. 
The ALO should advise their WSCUC staff liaison of any changes being made.   
 
After the review is complete, the report will be moved to WSCUC’s permanent archives and access to the 
upload folder will be removed.  
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Hard copies of materials and/or flash drives should not be sent to WSCUC and should only be provided to 
team members if specifically requested by them. We do not accept submissions through other online 
document management systems. 

Setting Up Your Box.com Account 
You may choose to set up your Box account before you are invited to collaborate with WSCUC or you may 
wait until you get the collaboration request. The main difference between the two methods is that if you 
set up your account before you are asked to collaborate, you will not see any Upload folders until you 
receive the collaboration request. 
 

1) To create the account, go to https://wascsenior.app.box.com/signup/personal. You will get a 
screen that looks like this:  

 

   
 
There is no charge for creation of this account. WSCUC will be collaborating with you using its enterprise 
account and there will be no charge to you or your institution while using any folders that you have been 
invited to by WSCUC. (Note: You may also choose to set up your own personal folders that are not part of 

https://wascsenior.app.box.com/signup/personal
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the WSCUC umbrella. In this case, you will need to keep within the storage limits noted in the diagram 
above to avoid charges.) 
 

2) Enter the required information to create the account.  
 

3) Choose your own password. Be sure to remember this for future use. If you forget it, you can 
reset it on the log-in page or by going to https://wascsenior.app.box.com/reset. 

 
4) Once you have created the account, you will be asked to confirm your email. You will then be able 

to log in and use the account. 
 
Note: if you set up the Box.com account before receiving the collaboration request from WSCUC, you will 
not see any Upload folders until you get the request. If you wait to get the request to the Upload folder 
from WSCUC before you create your account, you will need to create the account first to have access to 
the folder. 

Conceiving, Organizing, and Compiling Materials 
Keep in mind your audience: team members have a limited window in which to absorb and analyze 
information. Pretend you are a team member: what do you want them to read that best tells the 
institution’s narrative? More is not necessarily better. Please consult the 2013 Handbook of Accreditation, 
a specific visit guide, or your WSCUC staff liaison for exact requirements. Narratives should be typed in a 
standard-size font, (e.g. Times New Roman 12 point, Calibri 11 point, or Arial 10 point). Generally, 
individual files should be smaller than 5MB each and converted to PDF. 
 
The Supporting Documents for Institution and Team Reports by Review Type Guide lists the requirements 
for each type of review.  
 
To the greatest extent possible, do not scan documents to PDF. Rather, convert them from their native 
form (generally Word or Excel) into PDF electronically. (The exception to this is the certification document, 
discussed below.) 
 
Scanning documents creates very large files. While the storage space is not a critical issue, files which 
have been scanned to PDF take considerably longer to upload, download, to open in Box.com and to 
navigate. Files which have been converted from their native form into PDF rather than scanned can also 
be searched for particular words or subjects. 
 
Make sure that all documents and sub-folders are meaningfully named. Users should not have to open a 
document or folder in order to discover what the contents are.  
 
Documents in Box will be listed in alphabetical order. If you wish the documents to be listed in a 
particular order, precede each name them numbers. The numbers 1 through 9 should appear as 01, 02, 
etc. 
 
Include a hyperlinked table of contents that lists all the documents that you have uploaded.  
 

https://wascsenior.app.box.com/reset
https://wascsenior.box.com/s/e9igl91nibutssfg7k2h
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Please limit the use of color and graphics in your submission, as these also increase file size and the time 
it takes to open or download documents.  
 
Some formats and file types cannot be used within Box or greatly slow down the time it takes to open or 
navigate documents. In particular: 
 

• Do NOT use Adobe PDF Portfolios which require Adobe Reader to open and view.  
• Do NOT use zip files. 
• Do NOT embed videos. 

Adding Hyperlinks to Documents 
The table of contents and references to supporting evidence and uploaded documents within the 
narrative should all be hyperlinked to those sources.  
 
If the document you are referencing is on your institutional website, you can use the link to that web 
page. Be sure that this is a link that outsiders can access without requiring special permission (e.g., do not 
reference a document that lives on your institution’s intranet). 
 
You may also upload all your supporting documents to Box, then add the Box links to your table of 
contents and report narrative before you convert those to PDF and upload them.  
 
IMPORTANT: Do not use the web browser address to create these hyperlinks. To add a valid hyperlink, 
hover your cursor over the document and click on the button with the link icon on the right side. 
   
 

 
  
You will then get a dialog box with a shared link. Copy this link to use as the hyperlink in your document. 
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A correct hyperlink will commence with https://wascsenior.box.com/s/ 
An incorrect hyperlink will commence with https://wascsenior.app.box.com/files/ 

Uploading to Box.com 
1) Login to your account at https://account.box.com/login 

 
2) Open the destination folder for your report:  

 

 
   

3) Use the ‘New +’ button to select the applicable files from your computer to upload. Alternatively, 
you can drag and drop files into Box from your desktop. Place the table of contents and the 
narrative report in the main folder. Place all appendices into the Appendices folder. You may 
choose to create additional subfolders but please minimize the number you create. The more 
subfolders you create, the longer it will take evaluators to get to what they want.  

 
 

4) Email mramsey@wscuc.org when you have completed uploading your submission. 
 

5) After your documents are uploaded, WSCUC will invite the members of the review team to the 
folder. They will be able to view the documents online or download them (but will not be able to 

https://wascsenior.box.com/s/
https://wascsenior.app.box.com/files/
https://account.box.com/login
mailto:mramsey@wscuc.org
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edit them). If you decide to add subsequent documents or edit existing ones, the team will have 
immediate access to these changes. 

 
6) After the review, these files will be refiled by WSCUC and your access will be removed. Team 

members will continue to have access until they have completed their team report for the 
Commission.  

Completing the Certification of the Report 
The upload folder also contains a word document named ‘Certification of the Report’. You will need to 
download this document, have the CEO of your institution complete and sign it. Once it is signed, it 
should be scanned and uploaded back into the folder.   

Other Considerations 
Once you have uploaded your report, open each of the documents yourself to see how easy it will be for 
an outsider to navigate through your files and open or download documents. It might be helpful to ask 
someone at your institution who is not associated with the report preparation to do this. Remember that 
WSCUC team members are unpaid volunteers who will be reading many other documents as well as your 
report. The aim is to make it is as easy as possible for them to access the information they need. 
 
If you would like the appendices to all appear in a particular order, prefix the document name with 
numbers or letters. If numbering, start with 01 rather than 1 (e.g., 01, 02, 03).  

Getting Help 
For technical help in using PDF creation software, please consult with your campus IT support. 
 
For help regarding what to include in your submission to WSCUC, please consult with your WSCUC staff 
liaison (WSCUC switchboard: 510-748-9001) or email vipsupport@wscuc.org.     
 
For problems with the Box.com site, please contact the Box help desk at https://www.box.com/help.  

Summary Checklist  
DO: 

• Upload the report narrative and table of contents as a single PDF, separate from the appendices. 
• Add hyperlinks to the table of the contents. 
• Give all documents descriptive names. 
• Keep all file sizes under 5 MB. 
• Ask a fresh pair of eyes to open each of your report documents in Box.com to make sure it is easy 

to navigate through the materials, that all the links work, and all the documents are accessible and 
readable. 

 
DO NOT: 

• Do not scan documents (except for the signed certification). Instead, convert documents to PDF 
from their native form (e.g., Word or Excel). 

• Do not use Adobe PDF Portfolio. 

mailto:vipsupport@wscuc.org
https://www.box.com/help
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• Do not use ZIP files. 
• Do not set up portals outside of Box for uploading.  
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