Purdue University Fort Wayne 
Office of Academic Affairs

NEW INSTRUCTIONS FOR FALL 2025

Uploading Sabbatical Application and Required Documents in Microsoft Office 365 OneDrive

Recommended Browser: Chrome
1. Tenured faculty will notify their Department and College/School that they wish to submit a sabbatical application by emailing their Chair and Dean. 

2. The Dean will forward the faculty’s email to Connie Kracher kracher@pfw.edu in the Office of Academic Affairs:

· Connie Kracher will set up OneDrive folders for the faculty to upload their sabbatical application materials. Connie will also share access to the faculty’s folder via email notification

IMPORTANT: WHEN YOU RECEIVE THE ONEDRIVE EMAIL NOTIFICATION open the link to your folder and bookmark it in your browser.

· Julie Meyer will verify sabbatical leave eligibility


3. Getting to Office 365 
If you forgot to bookmark your sabbatical folder in your browser, click on the link at the top of Purdue IT’s Microsoft Office 365 homepage LOG INTO OFFICE 365 PORTAL
Log in using your Purdue Fort Wayne network username and password.

4. Getting to OneDrive
Click on the app launcher (9 dots) on the upper left corner of screen.
Click on OneDrive.
Under Home click on Shared on the left side of screen.

5. Uploading Files (applicants and department chairs)
Click on Upload. Choose your file or drag your file onto the page. If you need to edit, click on the three dots to the right of the filename. Click on the More icon (three dots) now you can delete, rename, move or open in Word to edit.

6. Downloading Files (Department Chairs, Deans, Peer Review Committees, OAA)
To preview the documents in OneDrive, click on the individual files. If you wish to review the files outside of OneDrive, download the files by clicking on the More icon (three dots) to the right of a filename and click download. If you save the files remember that they are confidential. Once you have completed your review, delete all documents.


