
Xitracs Portal: Verifying and Updating Your Credentials, and Uploading your CV 
 
 

1. Navigate to the Xitracs Portal Link on the IE Website. 
2. Logon to the Xitracs Portal by clicking the Logon button. 

 
3. Enter your UWF SSO Credentials, and click Log In. 

  
4. Click on the Credentials on the Menu Bar. 



 
5. Use the Dropdown arrow to expand each section and review the information. 

 
6. If anything needs to be changed or updated, click the Feedback button in the top right 

corner of each section. 



 
7. First you will select the appropriate field. When uploading your CV, select “CV On file” 

 
8. Enter in all of the necessary information into the Comment section. Attach any 

supporting documentation using the Choose File button. 



 
9. When Attaching a file to your feedback, Click the Choose File button at the bottom left 

of the popup window above the Save button. 



 
10. Navigate to the folder where you have saved your properly formatted PDF and select 

the appropriate file.  Then Click the Open button to Attach it to your Feedback. 



 
11. Once you ensure all of the necessary information is in the Comment box and the 

correctly named PDF is listed next to Choose File, then you can click the Save button.  
Your Feedback will be sent to the Office of Institutional Effectiveness for review. 



 
12.  

 
 


