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Your Interfolio Account Dashboard and Account
Settings

Your Institution account page

This article explains how your Interfolio account dashboard is configured, some basics on
what you can do once you're there, and how you can access your account settings to

change basic user information.

After signing in, you will see your account page. From here you can access all of the
accounts you have with Interfolio and your Interfolio Account Settings.

You will find links to the Interfolio products to which you have access on the Interfolio account
screen.

1.

2.

If your institution uses Review, Promotion & Tenure, Faculty Search, and Faculty180, than
relevant pages will be displayed here.
You can also access your Dossier account (personally or institutionally created). If you have

access to one, you can access it by the user menu in the top right corner.

x

Home

Faculty 180

Announcements & Help
Profile

Activities

Evaluations

Forms & Reports

Vitas & Biosketches
Find Colleagues
Account Access

Administration v

Faculty Search

Positions
Administration
Reports

Users & Groups

Review, Promotion and Tenure

Welcome back, Scott Harris

Your Action ltems

Associate Professor, Intercultural Studies
Department of Sociology | Faculty | Faculty Search

Assistant Professor of Landscape Architecture
Department of Architectural History | Faculty | Faculty Search

Assign Activity Classifications for Imported Scholarly Works

Activity Input | Faculty 180

Review Possible Duplicates from Activity Imports

Activity Input | Faculty 180

O © o ©

You have been named by a faculty member within your institution as a contributor to an intellectual or creative contribution.

Please verify.
Activity Input | Faculty 180

Additional Assigned Items

o

Search by keyword

Cases
Templates n
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Institutional Branding

Read about how to brand institutional products here.

The Faculty Search Navigation Bar

€ Depending on your role in the program, some or all of the following functions are
available from the dashboard. Not all of these functions or links will appear for

Evaluators or Committee Managers in the program.

Click "View Positions" to view your active searches

Faculty Search

Positions
Administration
Reports

Users & Groups

The Review, Promotion, and Tenure dashboard:

€ Depending on your role in the program, some or all of the following functions are
available from the dashboard. Not all of these functions or links will appear for
Committee Managers or committee members in the program.
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https://product-help.interfolio.com/m/33238/l/867661-customize-interfolio-to-match-the-branding-of-your-institution

Click "View Cases" to access the cases you are managing or evaluating

-

Review, Promotion and Tenure

Cases
Templates
Administration
Reports

Users & Groups

The Faculty180 Navigation Bar

¢ Users will only see the relevant pages, depending on institutional settlings.

All administrative settings are in the Administration section

Home

Faculty 180

Announcements & Help
Profile

Activities

Evaluations

Forms & Reports

Vitas & Biosketches
Find Colleagues
Account Access

Administration v
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To access the settings for your account:

Click your name in the upper right hand corner of the screen and select "Account Settings" from
the drop down menu.

Scott Harris

o

Demo University

Branding Settings
Switch Accounts

Interfolio Dossier

Demao University
Account Options

Account Settings
Product Help

Sign Out

The Account Settings page:

The tabs below appear if you have a Dossier and Interfolio account.

Personal Information

From the "Basic information" tab of "Account Settings," you can access and manage personal
information such as your career details, and also contain information like your address and
degree. In other tabs you can find your email and notification settings, and any delivery ID
numbers associated with your account, as well as some other settings.
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| Settings

Basic Information >

Email & Communications
ID Numbers
Subscription & Billing

Signing in & Password

Personal Information

First Name * Last Name *

Scott Harris

Status (Pick the option that best describes you) *

Tenure-track v
Position Title Organization
Assistant Professor NYU School of Business v

Scholarly Discipline *

Business v

| am or would use Dossierto ... *

Apply to jobs in higher education

Apply to alternative academic jobs

Apply to grants

Apply to graduate degree programs

Communications

From the "Communications" tab, you can manage communication settings including how and
when you receive email from Interfolio

Basic Information

L3
Email & Communications >

ID Numbers
Subscription & Billing

Signing in & Password

Email Add Email

Email notifications related to your Dossier account (such as renewal notices) will only be sent to your primary email
address.

Primary scott.harris@interfolio.com

If you have another account under a different email address you can merge the accounts to access all the information in
one place. Learn more about merging accounts

Additional Email Addresses

You can sign in with these email addresses and your Dossier password.

scott.harris@sharklasers.com Make Primary x

Communications

Note: you will always receive important messages and notifications about your account, such as when you reset your

password, or when a requested letter or evaluation arrives.

User Guides
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ID numbers

Need to add ID numbers regularly to your deliveries? If so, than you can use the Interfolio ID
storage tool to be able to easily store and attach it to your deliveries.

*Settings

Basic Information

Email & Communications D Numbers Add ID Number
ID Numbers b3 . . : ) o .

ID numbers are numbers that you can associate with a delivery to make sure the materials you are submitting go to the right
Subscription & Billing place. These numbers are not required by Interfolio, but some institutions may require them.
Signing in & Password AAMC 12345432345t432 x

Subscription & Billing

From the "Subscription & Billing" tab, you can renew your account, add deivery credits, view
your remaining deliveries, download all data and documents in your account, manage payment
info, and view and download a record of your transactions.

:Settings

Basic Information Subscription

Email & Communications

ID Numbers Dossier Deliver + Dossier Institution Remaining Deliveries
-y - Expires on Mar 25, 2019
Subscription & Billin b3 ' veri
Automatically renew my subscription @ 49 Add more deliveries
R Deliveries expire Mar 25,
Signing in & Password Apply an offer code to my next renewal 2019
Download All Data & Documents
Payment Information # Edit Credit Card
Credit Card Expiration Name on Card
Visa """1111 9/2022 Scott Harriss
Transaction History Download Filtered Transactions
Search Transaction Date
lo
Date Description Amount Receipt
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From the "Password" tab, you can change the password for your
account

Settings

Basic Information Signing In

Email & Communications

ID Numbers Default account

L . When | sign in, take me to the following account by default:
Subscription & Billing
(® Demo University
Signing in & Password

I

Dossier
Ask me when | sign in

Note: if you are prompted to sign in when attempting to access a link, we will always take you to that link after you sign in

regardless of this setting.

Password

Note: this sets the password for your Interfolio account only. If you log into Interfolio through your Google account or using
your institutional ID and password, you will need to contact Google or your institution to change your password.

Enter your current password *

Enter your new password *

Notifications:

Users will receive alerts and notifications on the homepage in the to-do action items, urgent
items with deadlines and mandatory response will appear at the top and the rest will overflow
to a searchable table at the bottom.
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Welcome back, Scott Harris

Your Action ltems

Associate Professor, Intercultural Studies
Department of Sociology | Faculty | Faculty Search

Assistant Professor of Landscape Architecture
Department of Architectural History | Faculty | Faculty Search

Assign Activity Classifications for Imported Scholarly Works
Activity Input | Faculty 180

Review Possible Duplicates from Activity Imports
Activity Input | Faculty 180

O © O ©

You have been named by a faculty member within your institution as a contributor to an intellectual or creative contribution.
Please verify.

V]

Activity Input | Faculty 180

Additional Assigned Items Search by keyword
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User Roles in Interfolio's Faculty Search

A user's role determines their capabilities in Interfolio Faculty Search. There are a few
different types of users in the program: Institutional Administrators, Administrators,
Committee Managers, Evaluators, and EEO Officers. Administrators can also be given EEO
access.

Evaluators are assigned to one or more search committees or reviews by an Administrator
or Committee Manager. Evaluators can view applications, add labels to applications, and if
permissions allow, can add ratings and comments on applications.

Committee Managers supervise searches at the department level. Committee Managers
can edit settings and statuses (if permissions allow), view reports, communicate with
applicants, and evaluate applications.

Administrators can create, manage, and monitor searches at their assigned institutional
level, or at units in the hierarchy below the unit they administer. They can also control
settings and permissions for the units administer.

Institutional Administrators can control settings and view positions, applications, and
reports across an entire institution. They can also set up workflows in the program for
approving new positions, and approving new hires.

Equal Employment Opportunity Officers are usually staff from Human Resources,
Institutional Diversity, or another campus office who are responsible for EEO standards and
practices at an institution. EEO officers monitor and run EEO reports on positions to which
they have access. They can also flag positions that may not meet an institution's diversity
requirements.

See below for an overview of the functions of each role.
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Interfolio Faculty Search User Role Capabilities

Institutional .
Administrator Administrator Committee Evaluator EEO

(W/EEO access) Manager Officer

User Management and Administrative Settings

Add/edit and
manage
organizational
units

TRUE TRUE FALSE FALSE FALSE

Add/edit and
manage users

TRUE TRUE FALSE FALSE

Set userrolesand WIYIE FALSE FALSE FALSE
permissions
including granting

user titles

Add custom logo to JIiE)= FALSE FALSE FALSE
the landing page of

a position

Add custom TRUE FALSE FALSE FALSE
branding for an
institution

Positions
View list of TRUE TRUE TRUE TRUE TRUE
positions
Create new TRUE TRUE TRUE FALSE FALSE
positions from
scratch
Create new TRUE TRUE FALSE FALSE
positions based on
a previously

created position

Create an open TRUE TRUE FALSE FALSE

rank search
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Set position to an
active and open
status

Close a position

Record the
outcome of a
search

Indicate if positions
need to be
approved before
posting

Approve positions
for posting (IF
assigned as the
approver)

Publish the landing
page for a position

Create and manage
EEO statements

Create evaluation
criteria for a
position

Set up a search as
a blind review

Create/edit
document
requirements for a
position

Create form
requirements for a
position

Assign/Unassign
committee
members to search
committee

TRUE TRUE TRUE FALSE

TRUE TRUE TRUE FALSE

TRUE TRUE TRUE FALSE
TRUE TRUE FALSE FALSE
TRUE TRUE FALSE FALSE

TRUE TRUE TRUE FALSE
TRUE TRUE TRUE FALSE

TRUE TRUE TRUE FALSE
TRUE TRUE FALSE

TRUE TRUE FALSE
TRUE TRUE FALSE

TRUE TRUE FALSE

FALSE

FALSE

FALSE

FALSE

FALSE

FALSE

FALSE

FALSE

FALSE

FALSE

FALSE

FALSE

User Guides
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Set default, TRUE TRUE FALSE FALSE FALSE
institution-wide

position statuses

Edit and assign TRUE TRUE TRUE FALSE FALSE
position statuses

Create/edit and TRUE TRUE TRUE FALSE FALSE
manage custom

application forms

Create and manage BIiIE TRUE FALSE FALSE FALSE
EEO forms

Set position change BIYI= TRUE TRUE FALSE FALSE
notifications

Create and manage BIYI= TRUE TRUE FALSE FALSE
automated

notifications

(messaging

templates)

View notifications

TRUE TRUE TRUE TRUE TRUE

TRUE TRUE TRUE FALSE FALSE

Applications
Customize the list

View list of TRUE TRUE TRUE TRUE TRUE
applicants for a
position
TRUE TRUE TRUE TRUE TRUE
view by adding
custom columns to
the list
Create new TRUE TRUE TRUE TRUE TRUE
columns using the
answers to custom
form questions
(excluding EEO)

Filter the list of TRUE TRUE TRUE TRUE TRUE
applicants by

User Guides Page 16
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degree, application
status, rating, tags,
and completion

Save and restore TRUE TRUE TRUE
customized views
of the list including
applied filters,
keyword searches,
columns, sort
order, and
pagination

View applications

TRUE TRUE TRUE

Share applications
by email

TRUE TRUE FALSE FALSE

Download TRUE TRUE TRUE TRUE
applicant materials
Set default, TRUE FALSE FALSE FALSE
institution-wide
application
statuses
Enable/disable TRUE FALSE FALSE FALSE
comments and
tagging on
applications
Send email TRUE TRUE FALSE FALSE
messages to
applicants
Assign/change TRUE TRUE FALSE FALSE
application

statuses

Archive/ unarchive RI)= TRUE TRUE FALSE FALSE
applicant records

Add new applicant BI{EI= TRUE TRUE FALSE FALSE
records to the

system (create an
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application on
behalf of an
applicant)

TRUE TRUE TRUE FALSE FALSE

TRUE TRUE TRUE TRUE FALSE
TRUE TRUE TRUE TRUE FALSE

TRUE TRUE TRUE TRUE FALSE

Add materials to an
application on
behalf of an
applicant

Create and apply
tags to applications

Rate and comment
on applications

Annotate (add
notes) to
application
materials and
export your
annotations

Reports & Logs
Run standard TRUE TRUE TRUE FALSE
reports
Run EEO reports TRUE FALSE FALSE FALSE

that include
detailed and
individual
responses

Run EEO reports
including only
response
summaries, no
individual

TRUE TRUE TRUE FALSE
responses

Download Reports BISI= TRUE TRUE FALSE

View / download TRUE TRUE TRUE FALSE

summary of EEO
responses
User Guides Page 18




Flag Positions for FALSE
Potential EEO

Issues

View / download FALSE
detailed EEO

responses

FALSE FALSE

TRUE TRUE FALSE FALSE

Report on the
outcome of a
search

View System Logs
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User Titles in Faculty Search

Users with the role of "Administrator" in Faculty Search can also be assigned a title such as
Dean, or Department Chair, in the unit they administer and all units below. This title will
allow them to approve positions created by all units they administer before they can be
posted.

In this article:

+ About User Titles

* Creating User Titles

* Assign Titles to an Administrator From Users & Groups

+ Select a user to administer a position based on unit and title

+ Add additional administrators as approvers
+ Units without approvers

About User Titles

Users with the role of "Administrator" in Faculty Search can also be assigned a title such as
Dean, or Department Chair, in the unit they administer and all units below. This title will allow
them to approve positions created by all units they administer before they can be posted.

Titles are created on the "Titles" tab of the Users & Groups page of Faculty Search.

Demo University »

Users, Committees & Units

Userg Units Titles
Search for title
B
Tithe = Actions
Dean Edit |
Department Chalr Edit |
Chair (Administrative Budget Committea) Edit |
Wice President Edit |

Titles are then assigned to administrators when editing the user's permissions.
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Edit User X

Parmissins
Role

& user's role determines their capabilities in the program. Learmn mione about User Rioles.

Rl Urit Actions
Adminisiraior Deparimen of Civil Eaginoaring Hemowe
+ Add Role

Title

A litle can be assgnsd 1o the the sdministrator’s current raks ar a unit below. Learn more abowt titles, Leam

e aboud tites.

Title Unh Ections
Daparment Chair Daeparimen of Chd Enginearing Aemase
Chinr [Admniatralies Budgel Commille) Daparmsmnt ol Cha Enginearing

+ Add Tithe

| Opthong w

During the process of creating approval templates, the titles created here become available
when selecting an administrator to fill a given title for a given unit.

The administrator creating the approval template has the option to name an administrator as
the approver of the position at that step based on unit and title.

The administrator selects the title from a dropdown menu.

Wha is approving the position at this step? *

an adrministrator

(=) an administrator based on unit and tithe

Administrators with the title you select will tically be assigned 10 approve positions for the wnit in which the
position is created, Muttiple admi can be assigned if ona or more have the =ame tithe in the same unit,
Select a user by tithe

Q, Search for a title

D paftmnes Chai
Chair [&dminisirative Budget Comimities)
| Wik Presider

The administrator(s) who hold the title selected will automatically be appointed to approve the
position at the current step for the unit in which the position was created.
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Administrators with the title you select will sutomatically be assigned to approve poaitions for the unit in which the
position ig created. Multiple administrators can be assigned if one or mone have the same fithe in the same unit.
Select a user by title

Department Chair Lvs

Please review this list, and select one or more approwers for each unit, or the highest unit.
Units without Approvers: Al Units

Search by unit of approver name

Unit Apprower(s) Action
Pamels Bames
Soatt Harris

Depanment af Civil Engineering Add Approver
Soott Hamis

Fastus Clampar

Creating User Titles

Institutional Administrators can create, edit, and delete titles if they are not linked to an active

position or workflow template. Titles are created from the Users & Groups section of Faculty
Search.
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Select "Users & Groups" from the left hand navigation bar under
Faculty Search

x (a interfolio

Home Welcome bacl
Faculty Search
Positions )
Your Action
Templates
Administration Lecturer, Architectural His
Reports Department of Architectural

Users & Groups )
Associate Professor, Inter

Department of Sociology | Fu
Review, Promotion and Tenure

Cases )
Assistant Professor of La

Templates Department of Architectural F

P PR

Open the "Titles" tab

Demo University »
Users, Cummitte*dnits

Users Units Titles
Search for title

Titke =

Dean

Department Chair
Chair {Administrative Budget Committee)

Wi President
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Click "Add Title"

Dermo University »

Users, Committees & Units

Users Uitz Titles
Search for title
n Add Title
Title = Actions
Dean Edit |
Department Chair Edit |
Chair (&dministrative Budgel Committes) Edit |
Vice President Edit |

Enter the title and click "Save"

Add Title *
Title
Vice President for Administration and Finance I

Assign Titles to an Administrator From Users & Groups

Titles are assigned to administrators when editing the user's permissions. A title can be
assigned to the unit of the administrator's current role or a unit below.
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Open the "Users" tab and select a user with the user role of
"administrator"

emo University >

Jsers, Committees & Units

Users Units Titles

earch for users

Jser * Role & Unit Addition:
Pamela Barnes

Administrator | Department of Civil Engineering Chair (A
abbmdemo,
James Berry Administrater | College of Arts and Sciences
bbb@demao.edu +1 more

_eonard Bishop
Administrator | Demo University -
eonard bishop@interfalio.com

wlirhaal Richan

In the "Edit User" window, scroll all the way down and click "Add Title"

x

Edit User

| James I

Emall *

bbb gdemo.edu

Permissions

Role

A user's role determines their capabilities in the progrem. Leam more about User Rolea.

Rale Uinit Actions
Camimittes Manager Demie Unhversity Remova

Administratar College of Arts and Sciences Remowe

Title
A title: can be assigned unit of the administrator's curent role or a unit below. Leam more about tithes, Learn
mode about titles.

Title Unit Actions

+ Add Title
Options |
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Select a unit and title and click "Save"

Permissions

Title

A title can be assigned to the unit of the administrator's current role or a unit
rmore about titles.

Select Unit

College of Arts and Sciences w

Select Title

Vice President for Administration and Finance s

o e

Users can be assigned multiple titles at their unit and below it. Click
"Remove" to remove a title

Title

A title can be assigned to the unit of the administrator's current role or a wnit below. Learn more about titles. Learn

mone aboul titles

Title Unit Actions
Wice President for Administraticn and Finance Callege af Arts and Sclences
Department Chair Department of Biology Remove
+ Add Tite
Options

Select an administrator to approve a position based on unit and
title

During the process of creating approval templates, an administrator has the option to name

another administrator as the approver of a particular position type at the given step based on
unit and title.
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When indicating who will approve a position at a given step, select "an
administrator based on unit and title"

\Who s approving tha position at this step? *
& adminEraGe

(& an adminzreior besed on unil and title

Administrators with the tile you select will astomatically be assigned fo approve positions for the unit in which the pesition is
created. Multipls adminisirators can be assgred if one or mone hawe the same title in the same uni.

Soleot & wser by e

Q) Sesrch for a @l

Select the title from the dropdown list

Wha is approving the position at this step? *

an adrinistrator

(=) an administrator based on unit and tithe

Administrators with the title you select will tically be assigned 1o approve positions for the wnit in which the
pasition is created. Multtiple admi can be assigned if one or mare have the same tithe in the same unit,
Select a user by tithe

Q, Search for a title

D paitenes Cha
Chair [Administrative Budget Comimities)
] Vice Presiden

The administrator(s) who hold the title selected will automatically be appointed to approve the
position at the current step for the unit in which the position was created.
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Administrators with the title you select will sutomatically be assigned to approve poaitions for the unit in which the
position ig created. Multiple administrators can be assigned if one or mone have the same fithe in the same unit.
Select a user by title

Department Chair Lvs

Please review this list, and select one or more approwers for each unit, or the highest unit.
Units without Approvers: Al Units

Search by unit of approver name

Unit Apprower(s) Action
Pamels Bames
Soatt Harris

Depanment af Civil Engineering Add Approver
Scatt Harmis

Fastus Clampar

Add additional administrators as approvers

If necessary, add additional administrators as approvers by selecting an administrator to fill the
title designated to approve the position at the current step.

Click "Add Approver"

Administratons with tha titke you selact will autcmatically be assigned S approve pasitions for the unit in which the
positicn is created. Muhiphe adminigtrators can be assigred I ame or mone heve 1he same 1tk in the same unit.
Select a wser by title

Department Chair E*3

Pleage review 1his list, ard select ane or mone spprovers Tor ssch unil, or the highest unit.
Units without Approvers All Units

Search by unit or spprover name

Unit Appenier]s) Aoticn

Pamala BEamis
Senlt Huerig
Dapartmiant of Chi Erginaring et Hart Add Approver
L1 ams

Frsua Clampar
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Search for and select an administrator to fill the title for the unit

Add Title / x

Select an administrator 1o fill the tithe of "Departmeant Chair® for the unit Department of Civil Enginesering

Search lor name or email address

Mame Ermnail Action
Lecnaed Bishop kecrard bishopgintariolio.com Add
Demo Support L& demosupportiafinterfolio.com Add
Caniel Garca danigl. garcia@interfolic. edu Audd
Blothad Broran blenhar brossni@interfadic, com Audd
Festus Clamper foidemo edu Add
Famsda Barnes phbEdema adu Add
Seoll Hafis sl hairisE e kb e i, Com Add

Units without approvers

If a unit at or below the unit in which the template is being created does not have one or more
approvers with the title selected, the administrator creating the template will see a list of units
without approvers, and must choose one or more administrators to fill the selected title for
each unit without an approver.

Administrators with the tithe you select will aitomatically be assigned to approve positions for the unit in which the
position is created. Multiple administrators can be assigned if one or more have the same title in the same wnit.

Select a user by title

Wice President R

Please review this list, and select one or more approvers for each unit, or the highest wnit.

Units without Approvers All Units
Unit Approven(s) hction
Department of Classics 0 Hona Add Approver
Shakespears D Mona Add Approver
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Administration Settings Page in Interfolio
Faculty Search

From the "Administration" page of Faculty Search, Administrators can control settings for

their assigned unit(s), and Committee Managers can control settings and permissions for

the positions they manage.

Depending on their administrative privileges, from the "Administration" page, users can:

Create and edit position and application statuses

Create message templates to send to applicants when the status of a position or
application changes

Create and and manage EEO statements

Create and manage application forms (including EEO forms)

Set communication settings to enable or disable comments and tags

€ The tabs that appear on the "Administation" page are determined by your level of

access in the program. Not all tabs listed below will appear for all users.

User Guides
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To navigate to the Administration page:

Click "Manage" on you Faculty Search dashboard and select
"Administration"

Demo University >

Home Administration
Faculty 180
Announcements & Help Settings for:
Profile Demo University v
Activities
Evaluations Statuses

Forms & Reports Messages Templates

Position Status _
Vitas & Biosketches EEO Information

Find Colleagues

Application Forms Position statuses indicate the current state of a position in the search process and can be used to set permissions for
Account Access . .
Permissions committee members and applicants.
Administration v
Loge (® Enable Position Status Creation Disable Position Status Creation
Faculty Search Settings
Positions
Accepting Applications F »
Administration
Reports Reviewing Applications F R
Users & Groups
Interviewing Finalists &S x
Review, Promotion and Tenure
Cases Under Final Review &S x

Templates

Always make sure you are viewing settings for the correct unit
or position

The name of the unit or position you are viewing is displayed at the top left of the page.

@© Any changes you make to the settings on the "Administration" page will be applied to
the unit or position listed here.

Click the drop-down if you need to view and control settings for a different unit or
position.
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Home

Faculty 180

Announcements & Help
Profile

Activities

Evaluations

Forms & Reports

Vitas & Biosketches
Find Colleagues
Account Access

Administration v

Faculty Search

Positions
Administration
Reports

Users & Groups

Review, Promotion and Tenure

Cases

Templates

g

Demo University >
Administration
Settings for:

Demo University v

Statuses

Messages Templates
Position Status
EEO Information

Application Forms Position statuses indicate the current state of a position in the search process and can be used to set permissions for
Permissions committee members and applicants.

Logo (® Enable Position Status Creation Disable Position Status Creation

Settings

Accepting Applications

Reviewing Applications

Interviewing Finalists

Under Final Review

Statuses:

From the "Statuses" tab of the Administration page, you can create and manage:

1. Position Statuses: Labels that describe the current state of the selection process, for

example, “Accepting Applications”
2. Application Statuses: Labels that describe the current state of the applicant in the review
process, for example, “Longlist” or “No Further Consideration”

@  See here for more information on how to create a position status, and how to create
an application status.
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Statuses

Position Status

Messages Templates

EEQ Information

Application Forms Position statuses indicate the current state of a position in the search process and can be used to set permissions for

Permissions committee members and applicants.

Logo (® Enable Position Status Creation Disable Position Status Creation

Settings
Accepting Applications &S X
Reviewing Applications &S X
Interviewing Finalists & X
Under Final Review & %

Application Status

Message Templates:

From the "Message Templates" tab you can create and manage message templates to send
customized messages to applicants when the status of a position or application changes. You
can set the conditions when the message will be sent, and you can edit and confirm messages
before sending them.

Q¢ See here for more information on_how to set up applicant notification message
templates.
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A Demo University >
Administration
Settings for:

Demo University

Statuses

EEO Information
Application Forms
Permissions

Logo

Settings

Templates

Templates

Customize messages to send to applicants when the status of a position or application changes. Templates can be
used at this and any unit below. You will have the opportunity to edit and confirm messages before sending them.

Search by subject or unit name

Subject Created at Actions
Interview invitation Demo University S %
Invitation for Interview Department of Geriatric Nursing & %

EEO Statement:

From the "EEO Statement" tab, administrative users can create, edit, and set the EEO statement
for positions created in a unit.

Q¢ See here for more information on managing EEO statements.
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X Demo University >
Administration
Settings for:

Demo University

Statuses
Messages Templates

EEO Information

I

Application Forms
Permissions
Logo

Settings

EEO Information

EEQ Statement

The EEQ statement provides standard language about your institutions EEO policy and is used for positions created at
your institution.

(® Enable EEO statement changes Disable EEO statement changes

Current EEO Statement

Demo University shall abide by the requirements of 41 CFR §§ 60-1.4(a), 60-300.5(a) and 60-741.5(a). These
regulations prohibit discrimination against qualified individuals based on their status as protected veterans or
individuals with disabilities, and prohibit discrimination against all individuals based on their race, color, religion, sex, or
national origin. Moreover, these regulations require that covered prime contractors and subcontractors take affirmative
action to employ and advance in employment individuals without regard to race, color, religion, sex, national origin,
protected veteran status or disability.

EEQ Forms £ Add

Application Forms:

From the "Application Forms" tab, Administrators can create application forms to collect

information from applicants. Administrators can also create EEO forms and designate forms as

default for a unit.

Q¢  See here for more information on creating application forms, and EEQ forms.
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I Stekuses I AppLication Forms

Messages Templates

Application Forms 2 Add
EEO Information
Application Forms > Search by form or unit name
Permissions
Logo
Settings
Form Name = Created at s
Additional Information Department of Geriatric Nursing 2
Another test form Demo University &S x
EEQ College of Arts and Sciences &S %
Test Demo University &S %
Permissions:
L]

From the "Permission” tab, Administrators can set whether or not reviewers can comment and
assign tags to applications. Administrators can require approval for new positions, set who to
notify when a position changes, and set the sender name and "reply-to" address for email
messages.

¢  See here for more information on requiring approval to post new positions.
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k
Statuses Permissions

Messages Templates

Comments
EEQ Information
Application Forms Comments enable reviewers to make observations on applications and are visible to all reviewers for that position.
Blind review can be turned on for specific positions to prevent reviewers from seeing each other’'s comments.
Logo (® Comments Enabled Comments Disabled
Settings
Tags

Tags are bits of text that can be added to an applicant’s record to help sort, categorize, and quickly identify

applications. To learn more, read about how to Use Tags to Mark and Sort Applications.

(® Tags Enabled Tags Disabled

Position Approval

Position approval requires an administrator at your institution to approve positions created at your institution. To learn
more, read about how to Require Approval to Post New Positions.

(® Position Approval Required Position Approval Not Required

Logo:

From the "Logo" tab, administrative users can upload and change the logo that will display on
positions created by a unit or set the logo for a particular position.

¢  See here for more information on add a logo to the landing page of a position.
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Remo University >

Administration

Settings for:

Demo University v

Statuses Logo

Messages Templates

EEO Information

Application Forms This logo will be displayed on any position published by this unit. For best results, use a logo with a white or
Permissions transparent background, maximum file size of 20KB, and in one of the following formats: PNG, JPEG, JPG or GIF.
Logo

Settings

Demo University

Settings

The Settings page allows an institution to create and use a public positions list.

Statuses Settings

Messages Templates
Public Position List
EEQ Information

Application Forms Interfolio provides a public link to a list of all the published positions available at your institution. You can use this link
Permissions to advertise the positions available on your institutional website or other places where you provide a list of available
positions.
Logo
- List Name
Demo University Open Positions  Edit
URL

https://apply-alpha.interfolio.com/10207/positions Copy URL

Equal Employment Opportunity Statement
This page displays the EEO statement for your institution. Manage EEO Statement

Demo University shall abide by the requirements of 41 CFR §§ 60-1.4(a), 60-300.5(a) and 60-741.5(a). These
regulations prohibit discrimination against qualified individuals based on their status as protected veterans or
individuals with disabilities, and prohibit discrimination against all individuals based on their race, color, religion, sex, or
national origin. Moreover, these regulations require that covered prime contractors and subcontractors take affrmative
action to employ and advance in employment individuals without regard to race, color, religion, sex, national origin,
protected veteran status or disability.
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Communication in Interfolio Faculty Search

Interfolio Faculty Search includes numerous methods for users to communicate with each
other. Administrators and Committee Managers have the ability to email applicants
individually or in groups, as well as create automated email notifications (which can trigger
automated letters of rejection, for instance).

Comments and "Tags" are tools that help Evaluators and Committee Managers
communicate with one another about specific candidates, and are also used to organize
and sort applications.

Administrators and Committee Managers can enable or disable comments and labels from
the Administration page.

Email

Committee Managers and Administrators can email applicants individually or in groups, as well
as create automated email notifications in Interfolio Faculty Search.

Comments

« Comments appear on the Applicant Profile page and in the Document Viewer

+ If permissions allow, Evaluators can both leave comments on an application, and view
previously entered comments

+ Establishing a "blind review" prevents Evaluators from viewing one another's comments

Tags

If allowed, Evaluators can add tags to an applicant record. These are custom tags to help sort,
categorize, and quickly identify applications. Tags are useful, for example, for quickly noting
qualifications ("PhD", "Wrong Degree") or noting when they have been reviewed by an Evaluator
("Reviewed by Mark").

Tags are also useful for sorting purposes. For example, if a Committee Manager uses a tag to
assign each applicant to an Evaluator, then Evaluators can filter by their label and view only
those applications they are assigned to review.
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@ Keep in mind that tags are viewable by anyone that has access to the search at your
institution. We strongly recommend that Administrators discuss a standard
nomenclature to use for labels before beginning the process of evaluation.

Blind Review

When setting up or editing a position, Administrators or Committee Managers can elect to use a
blind review policy. With a blind review, Evaluators cannot see one another's comments and
ratings. You can, however, start with a blind review, and then un-toggle the feature later for
group discussion/collaboration. For more information see this article: Establish Custom Ratings
Criteria and/or Set Up a Blind Review.

Notifications

Users will receive alerts and notifications when certain actions need to be completed. Here is
more information on the To-Dos.
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Position and Application Statuses

Position and Application Statuses are tags you can use to mark the stages of a search and
track the progression of an applicant. Statuses are useful for sorting positions or
applications, and can be a very effective tool for managing search processes that involve
several steps.

Statuses in Interfolio Faculty Search can also be tied to settings in the product that control
the levels of access Evaluators and applicants have to materials. For example, depending on
your settings, statuses can be used to determine when applicants can submit materials or
when Evaluators can review applications.

Position Statuses

Position statuses indicate where a position is within the search process. Some common position
statuses are "Accepting Applications,"” and "Reviewing Applications." These statuses are useful
for viewing or sorting a list of open positions.

In addition, each position status can carry its own set of rules that impact permissions in the
program. When creating a position status, you have the option of choosing whether:

1. Evaluators can review applications while this status is active
2. Applicants can update their application materials while this status is active
3. Applicants can see this status when it is active.

So, for example, when changing a status from "Accepting Applications" to "Reviewing
Applications," you can set the program so that Evaluators can review application materials, but
applicants can no longer submit or update application materials.

Application Statuses

Application statuses are applied to individual applicants to indicate where their application is
within the search process; for instance, you might use "Rejected," "Longlist," or "Shortlist" as
possible application statuses. This feature is particularly useful for sorting applicants and
controlling when subsets of applicants can and cannot update their applications.

When creating an application status, you can control whether:

1. Applicants can update their application materials while this status is active.
2. Applicants can see this status.

If a search process requires applicants to add additional documents at a later time, application
statuses are the best way to accomplish that process. For instance, you might want to see
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another letter of recommendation just from the top candidates halfway through your search.
By creating a "Shortlist" application status, you can allow just those applicants to submit more
materials. Application statuses are also beneficial because they help organize and narrow down
large lists of applicants.

Useful Articles for Getting Started

Create a Position Status

Assign or Change a Position Status

Create an Application Status

Assign or Change an Application Status
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Custom Application Forms

A standard faculty search will collect personal information from applicants, such as names,
emails, and contact information, along with typical documents such as cover letters, C.V.s,
and letters of recommendation. If you need to collect additional information specific to
your institution or individual search, you can create a custom application form that will
appear as a requirement in your institution's online application.

For example, some institutions like to collect information about their advertisements with a
form asking “Where did you hear about this position?" Other institutions might require
forms that allow candidates to specify their strengths or preferences that apply specifically
to the position.

All administrators and committee managers can create forms. Forms can be specific to the
institution, college, department or position. Once a form has been created at a specific tier,
any position that falls under that tier will have access to the form in Step 4 of the position
creation process, or when editing a position.

Note that creating forms and adding them to your application are two separate processes.
Forms are created from the Administration page, but are added to your online application
requirements either at Step 4 of creating a position, or from the Edit Position screen.

Faculty Search's form editor can also be used to collect Equal Employment Opportunity
data, and comes pre-loaded with a VEVRAA/503-compliant Standard EEO form. EEO forms
can be required by institutional or unit administrators. If a form is marked as an EEO form,
only EEO officers and Administrators with EEO access may view the data it collects.
Responses are not available to committee members without EEO access.

Useful Articles for Getting Started

Create a Custom Form to Collect Applicant Information

Create an EEO Form

Customizing the Standard VEVRAA/503-compliant EEO Form
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Reporting In Faculty Search

Interfolio Faculty Search includes many options for finding and documenting information
about applicants and the results and details of searches and decisions at your institution.
Reporting includes four main areas: system logs, application reports, EEO/custom form
reports, and position reports. Every report can be displayed online or downloaded as a .CSV
file.

System Logs

System logs allow you to track changes and updates in your institution's use of Interfolio,
including:

« Changes made to questions or descriptions included in application forms

+ All outbound messages sent to your applications in a specific position

+ Changes to assigned application and position statuses

+ Changes to information about the position, including the position description, start/end
date, auto-acknowledgment email, and application instructions

Applications Report

Applications Reports are created by applying a customizable set of filters to sort applications
along many possible data points. Users can pick and choose from an extensive list of applicant
data fields to create a customized report, which can be viewed onscreen, saved and recalled,
and downloaded as a CSV file. This allows Administrators to run detailed and customized
reports on the data involved in faculty hiring across an institution.

Forms Report

An_EEO and custom forms report pulls data from a form that was included as a requirement
with a position. With a forms report, whatever question that you have posed to an applicant
during the hiring process can turn into reportable data. Information from this report can be
presented in raw data format, showing individual responses, or in a response summary,
showing totals and percentages.

Positions Report

The Positions Report tool allows administrators to generate a table of information about
positions (searches) created by one or more units, such as a school or department, based on
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one or more criteria such as the results of a search (hires made, or notes indicating why a hire
was not made etc.) position details, dates, description, application requirements, evaluation
(criteria and labels), search committee members, and internal notes (such as Funding Sources,
Salary Range etc.).

More Useful Articles for Getting Started with Reports

View System Logs

View Report of Emails and Notifications

Run an EEO or Custom Form Report

Run a Combined Report

Close a Position and Indicate the Outcome of a Search

Run a Report on the Results of an Interfolio Faculty Search
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Closing Positions

Committee Managers and Administrators can close a position when applications are no longer
being considered, either because a hire has been made or for some other reason.

When closing a position, Committee Managers or Administrators can indicate which applicants
were selected to fill the position, and if no applicants were selected, can leave an optional note
to document why no selection was made. The user is also asked to set a final closed status for
the position and has the option to send a message to all applicants based on the status they
have chosen.

In addition, Administrators can run reports that clearly document who was hired for every
search in the system. For more information see this article on_how to run a report on hired

applicants.
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Committee Manager's Guide to Interfolio
Faculty Search

Welcome to Faculty Search! Faculty Search allows you to both collect applicant materials
and make collaborative, committee-based decisions with your colleagues, all in one secure
and easy location. You can easily adapt your existing hiring process into Faculty Search to
make the experience more efficient and paperless for yourself, your colleagues, and your
applicants.

As a Committee Manager, you have many more responsibilities and privileges in the
product than the average committee member; at the same time, you are slightly limited
within your organization when it comes to certain aspects of the product, such as creating
institutional settings. The following articles will assist you in your role by showing how you
cover every step of your workflow in, from creating a search committee, to creating and
managing a new position, and communicating with your applicants. And remember: every
action within Faculty Search is documented with a step-by-step guide in our online help
center.

Click here to download and print a PDF of the complete Committee Manager's Guide to
Faculty Search.

Useful Articles for Getting Started

Basics

Users in Faculty Search

Your Faculty Search Account Dashboard

Creating a Search Committee
Add or Remove Members to/from a Search Committee

Add Users

Change a User's Role

Creating Positons

Create a Position
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Establish Ratings Criteria
Submit a New Position for Approval

Approve a Position or Send It Back for Changes

Managing Positions
Best Practices for Managing a Search
Edit an Existing Position

Enable or Disable Reviewer Comments and Labels

Close a Position and Indicate the Outcome of a Search

View Referral Sources to See Where People are Finding Your Position

Statuses

Position and Application Statuses

Create a Position Status

Create an Application Status

Managing Applications
Add Documents on Behalf of an Applicant

Request a Letter of Recommendation on Behalf of an Applicant
Create an Application on Behalf of an Applicant

Communicating

Email Applicants
Set Up Automated Email Notifications
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Job Applicant's Guide to Interfolio Faculty
Search

When you apply to an Interfolio-hosted position, you will be given a free Interfolio Dossier
account that you can use to collect and submit your materials, including confidential letters
of recommendation, all for free. Using our convenient, easy to undertand online application
process, you can fulfill specific requirements set by the institution, complete any forms they
have requested, and review your completed application at any time.

When you've completed applying for your Interfolio-hosted position, you'll still have your
free Dossier account for collecting and storing materials. You can also search for more

opportunities from directly within our program.

Applying and sending materials to Interfolio-hosted positions is always free, but we
encourage you to consider signing up for our premium service, Dossier Deliver, so you can
send the materials in your Dossier wherever you need them to go! Click here to learn more
about the advantages of Dossier Deliver.

Click "Apply Now" on a position announcement

If an institution is using Faculty Search to run a search, you will be able to apply online just by
clicking the "Apply Now" button in the position announcement.
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¥ interfolio

Assistant Professor of Landscape Architecture

Demo University: Department of Architectural History

Location Open Date Deadline Application Process

Washington, D.C. Sep 11,2015 Aug 16, 2018 at 11:59 PM Eastern Time This institution is using Interfolio's Faculty Search to
conduct this search. Applicants to this position receive a

Description free Dossier account and can send all application

The Department of Landscape Ar:hitecture at the College of Interfolio seeks an individual to fill materials, including confidential letters of

recommendation, free of charge.
a vacancy at the fulltime academic (9.5 month), tenuretrack level. Appointment will be at the

rank of Assistant Professor; the position will Apply Now ‘/

commence in August 2015. The Department consists of graduate programs in landscape powered by 6 interfolio
architecture, city planning, as well as architecture and works collaboratively with students to tie

the existing urban environment to the everexpanding definition of landscape architecture.

Application Instructions
Applications will only be accepted through Interfolio. An Interfolio account will automatically be

created for you. Please be sure all information is entered completely and accurately (especially
names and email addresses). All uploaded files must be in Adobe PDF format. Files in another

electronic format (e.g., MS Word) should be saved or "printed to" PDF format before uploading.

Qualifications
Master of Landscape Architecture degree or Bachelor of Landscape Architecture with a terminal

Sign in if you already have an account with us, or click to "create
an account”

Note that you can sign in with your institutional ID if you have a Dossier account
through your institution, or sign in using your Google account.
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Sign In

Sign in with email Or sign in with:

Email * )
Partner Institution

-
= Google |
Password * | I

Forgol your password?

nt?

f services to simplify your academic lifa.

Don't have an a
Use Interfiolic’s suj
Creata an eccount

If you need to create an account:

€ Fill out the account info, create a password, agree to our terms of service and click
"Sign Up."

Get Started With Dossier

Firat Mame * Lawi Nawes *
L]
Email *
-~ 2
or = Sign up with Google
Your anline Dossier awails P—
¥ou're on your way o a more organized Show Password

aEAdaTE |, With Desaier, wo'l b abile ta

request, store, and OQAnize wour mast

. How did you hear about us? *
impartant scholarly documents,

Salect an ogticn W
# Upload CWs, teaching sastements, ayllabi,
arnd more.
+# Request and store confdential iettors., @ Keep me updated about products, news, and best practioes.

+ Curzse materials imo themed oollections. | agre 10 InerTolisls Term of Service

Want 1o dedber vour materdals? Sign wp for Dossier Deler
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Complete your profile in order to start your application

Complete your profile to get started. We will provide this information to the institution to which
you are applying.

Complete Profile

To start your application for this positian, please compliete your prafile below. This infomation will be
pravided ta institutions that you apply to.

First Mams * Last Mame *

Boyd Feege

Address Line 1°
Addiness Ling 2
City State Zip/Postal Code *

Country *

Select your country -

Yo m

€ Applying to an Interfolio-hosted position is a guided step-by-step process. An overview
of the application steps are listed to the right of the screen.

Steps that still need completion will be marked by a red exclamation point.

Associate Professor of Orthodontic Dentistry

Position Details
Dermie University, College of Dentistry e

5 Documents Required | 0 Added

Applicatien Staps
f this application has specifiic dooument reguirements, they will be listed below—simply click “Add Fil=" 1o upload a new document or 1o
selest ane from your Dossier o Documents ﬂ
¢ L]
@ Cowver Letter 1 Required | 0 Added Add File
@ GV 1 Required | 0 Added Add File
@ Confidentlal Letter of Recommendation or Evaluation 3 Required | 0 Added E3 Add File
Please submit three canhidential letbers of recory laticn from individuals Tamiliar with your schalasly wark.

Retumn To Review  «»
.. "
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Upload required materials to the application

© You will see a list of required materials along with the number required.

You will need to satisfy all document requirements before submitting your application.

5 Documents Required | O Added

# this application has specific document requirements, they will be listed below--simpl “hdd File” to uplaad & new docurment or Bo Select
oni frarm your Dassier

@ Confidential Letter of Recommendation or Evaluation 3 Required | 0 Added E3 Add File
@ Cover Letter 1 Required | O Added &3 Add File
@ CV. 1 Required | O Added Add File

Click "Add File" to add required materials

5 Documents Required | 0 Added

If this application has specific document requirements, they will be listed below—simply click "Add File" to uploa ew document or to
select one from your Dossier.

® Cover Letter 1 Required | 0 Added Add File

Open the "Add New File" tab to upload materials from your computer
to the application

You can add files from a few different sources, but if this is your first time using Interfolio's
Dossier to apply for a position, open the "Add New File" tab to begin adding materials to the
application.
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Q¢ All materials you add here will automatically appear in your Dossier account where you
can use them for other purposes such as future reviews or applying for other

opportunities.

Add File

Thera are no saisting files to salect

From here, you can drag & drop, or browse for files to upload. You can also add links to videos
and webpages if necessary.

See here for more information on how to link to webpages in your Dossier and how to add
Youtube and Vimeo videos to vour Dossier.

Add File

Drag & Drop your files anywhere or

Browse To Upload

Once you have selected a file to upload, select the type of materials
you are uploading from the dropdown menu

"Type" describes the material and indicates which requirement it satisfies such as; C.V., cover
letter, research statement, etc.
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Add File x
Chooss Exsting Ak Mew Fila

Ulpdcead Wik Wiabpags

Thank You! Your Sles ame uplaading now. Plaase 3elac] ihe Type erial you ane upleading. You aleo heee the
aption to et the tie of the fla.

I | [sdeclType »

Click to "Add"

Add File x

Choosa Existing Add Mewr File

Upload Video Webpage

Thank Youl Your filas ane uploading now. Please salect the type of material you are uploading, You alse have the
option to edit the title of the file.

oy [+ d X

@ e | oot

A green check mark indicates when you have satisfied a requirement

5 Documents Required | 1 Added

If this applicatiol specific document requirements, they will be listed below-simply click % File" to upload a new document or to

your Dossier.

@ Cover Letter 1 Required | 1 Added

B Received
Cv Oct 15,2017 at 4:23 PM
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You can also add files that you've previously uploaded to your Dossier:

If you have already uploaded materials to your Dossier account they will show up in the
dropdown list on the tab labeled "Choose Existing."

Add File
Choose Existing Add New File

All Materials Collections

e
Cowver Letter

Cower Letter 2016 I

FS LSER ROLES

Image

Mormination 2016

Partfalic image 1

Partfalin Imaoe 7

—

Select all the materials to include and click "Add"

Add File X
hoose Existing Ade] Mg Filg

All Materials Collections

/ ®
Cover Letter Title: Nernination 2016

Cover Letter 2006 I Type: Marnination Letber

F5 USER ROLES Status: Received , Oct 5, 2016 at 4:47 PM

i 1D Number: 2617463
Mormiration 204 Tags:

Portfolic image 1

T =3
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-or- click "Collections" to open a tab where you can select materials from your
saved collections

Add File x

Qs Existing Ak g | ::/

All Materials Collections

Drowe need help info here an collections or will they kmow what it is since they created one. If the user has ne collections,

don't show all materials & collections options, .1|||'hv.'.\|'r'.1rin.'z|I',,I shiow all matenals, no tabs,

{ouston job v
Title: Cowver Letter 2016

Type: Cover Letter

Status: Received , Oct 5, 2016 at 4:47 PM
1D Numnber: 2627463

Tags:

B Cover Letter 2016

3

Use Dossier to request and add confidential letters of
recommendation:
If your application requires a confidential letter of recommendation, you can request that letter

through Dossier. We will automatically attach the letter of recommendation to your application
when we receive it from your letter writer.

Click "Add File" under the requirement for confidential letters of
recommendation

2 Confidential Letter of Recommendation or Evaluation 3 Requingd | 2 Added Add File

Please submil three confdential letiers of recommendation from indidduals familiar with your schalary work

7 - ; Ty Compicted
4 Recommendation from E. Munchausen oet 1680017 a1 233 B
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You can choose to use a letter you already have in your Dossier, or
request a new recommendation

Add File X
Choose Existing | Requesta Recommendation

Al Matgrials Collections

o ==

O Title: Recommendation from E. Grangerfiord for

L B Recommendation from E, Grangerford for Associate

Seoisancroi B — Azzociate Professar of Orthadonts: Dentistry

[ [ Secammandation from £, Munchasen Type: Confidential Letter of Recommendation or
[ B secommaendation from F, Doolimie Evaluation
Status: Requested , 0e1 17, 2007 at 2230 PM

Il Number: DATDSCTESD
Tags:

Note that you can filter the list by keyword to quickly find particular letters. Simply enter your
keywords and select "Filter."

Add File X

Choose Exsting Request a Recommendation

Al Materials Collections /

doointle @
Rgulty with!  Keywords
"

All

8 Recommendabon from F. Doolistle
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To use existing recommendations” Select "All" to add all letters of
recommendation in your account to the application, or select the
individual letters you want to include, and click "Add"

Add File x

Request a Recommendation

All Materials Collections

/ @ (=]

O an Title: Recommendation from E. Grangerford for
I3 Recommendation from E. Grangerford for A 1 _ _ _
P':cu.'u sscT:}rDrtiErﬁnmm-;::f B Associate Professor of Orthodontic Dentistry
¥ Recommendation from E. Munchausen Type: Confidential Letter of Recommendation or
B Recommendation from F. Delitle Evaluation

Status: Requested , Oct 17, 2017 at 2230 PM
I Number: DATDICIEAD
Tags: ¢

To request a new recommendation, open the "Request a

Recommendation" tab, and click the "Request" button to begin the
process

Add File / *

Choose Exsbing Raquest a Recommeandaton

Dioes your application require letters of recommendation? You may request recommendations through Dossier
selecting the request option below. After poing through the request process, we will automatically attach the @ter ta your

application when we receive it fram your letter writer.

=1 3
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Fill out the recommendation request form and hit the "Send Request' button

€ See the following article for more detailed information on requesting a
recommendation through Interfolio.

New Recommendation Request

frorm Samantha Roeves

General Information

Plaase include the name and email address of your recammender 50 we can vorify the dotument when it

i reseived.

Recommender Title
Piaf. W

Recomimsendar Firet Name * Recommendar Lagt Mama *
Randall Qusnn

Recommender Email Address *

rquinn@demo.edu

Document Tithe "
Recommendation fram R Quinm Tor Associate Profeseor of Orhodontic DentiEtry
Confidentiality @
Request Method
® Email (D Prirt Request Form
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You will receive an email notification that your letter request has been
sent.

O

interfolio

Your request for a Confidential Letter of
Recommendation or Evaluation has been sent
to Randall Quinn (rquinn@demo.edul).

Hi Samantha Reaves,

Mow that your request has been sent, the next step is for
Randall Quinn to upload the document, Whean they do,
you'll get a confimation email.

If necessary, you can easily resend your request to your letter
writer from your Dossier account,

If your letter writer gets in fouch with questions. feel free fo
refer them to us so we can assist thermn; or, you can always
direct them to our help for lefter writers, which answers the
most common user quesfions.

When we receive the recommendation from your letter writer, we will
automatically attach it to the application, and add the letter to your
Dossier materials

€ Yourrequest will appear with the status "Requested" until the letter writer accepts or
denies the request. If they accept, the status will be listed as "Pending" until we receive
the letter. Note that to complete the requirement, you only need to have requested
the letter. The requirement is considered complete when all required letters have been
requested and have a status of added.
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As you add required materials, you can preview how they will
appear to the recipient or reviewer

After uploading a document or other material, and once the material is
marked "Received," click the name of the document to preview how it
will appear to the recipient reviewing your application

5 Documents Required | 5 Added

If thig applcation has specific dooument requirements, they will be listed below-simply click “Add File” 1o upload a new document or 1o
seloct one from your Dossier
# Cover Letter / 1 Required | 1 Added
@ CoverLetter Receivned

Oct 16, 2017 at 1:56 PM

This opens a preview of the file

Cover Letter
Thank you for your consideration,
Sincerely,
Michael Bryan Bishop
Enclosures: CV, Unofficial Transcripts
Qe {2/12
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When enough documents have been added to satisfy a requirement, a
green check will display for the entire section

@ Confidential Letter of Recommendation or Evaluation 3 Required | 3 Added
Pikﬁbmit three confidential letters of recommendation from individuals familiar with your scholarly work.
Recommendation from E. Munchausen Oct 16 2[}1?2?? 'f}fﬁ

If you need to edit, delete, or replace an uploaded document,
you can do so from the documents page of the application.
Click the edit pencil

5 Documents Required | 5 Added

H this application has specific document requirements, they will be listed below-simply click “Add File® to upload a new document or to

select one from your Dossier.

@ Cover Letter 1 Required | 1 Adged

X Recaive
[B CoverlLetter Oct 16, 2017 at 1356 PM
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This will allow you to change the title and type of the document, or to
replace it with a new document

@ Cover Letter 1 Required | 1 Added
Repaned
[& Cover Letter Oct 16,2017 a1 1.56 P
Title @ "
Cover Letter ‘
Type @
Cover Letter v ‘

Click the trash icon to delete a document from the application

€ When deleted from here, the document will be removed from the application ONLY. A
copy will remain stored in your Dossier account.

5 Documents Required | 5 Added

If this application has specific document requirements, they will be listed below-simply click “Add File™ to upload a new document of 1o
select one from your Dogsgier,

& Cover Letter 1 Required | 1 Ad\
1]

Recaived
[B] Cover Letter Oct 16,2017 at 1:56 PM
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Confirm that you want to remove the document from the application

#Are you sure you wish to remove Cowver 20167 This will remove it from
your appbeation, but a copy will remain ston ur Dossier acoount.

To replace a document, click "Replace" in the bottom right corner of
the window

& Cover Letter 1 Required | 1 Added

. I Recelved
A Cover Lette Gct 16, 2017 &t 1:56 FM

Title @ "

Cover Letter |

Type @
Cover Leiter W |

m 2 Replace

Select a replacement document and click "Add," or click "Add New File"
to upload a new document

¢ Note that you can select from collections of materials, and filter the list of materials to
find particular materials quickly.
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Add File X

Chaose Exsling A Meswr File
Al Matecials Callections
®
All

[4 Biblography of publshed works
) Cover Luther

b CY

@ Geanl Propoaal

(4 Mamination Latter (D, Jamas]

[ Becommendation from E, Grangerford for Associate

Click "Next" when you are finished adding required documents

Associate Professor of Music and Composition

Demo University, Schoal of Music, Demo University Conseratory, Jazz Studies

0 Paosition Detalls

5 Documents Required | 5 Added
Application Staps

o Documents 2

1 thiz application has specific document requirements, they will be listed below-—smply click “Add File™ 1o

upload & resw dacument of 1o select one Tram your Dosser.
@ CW 1 Required | 1 Added

Recalved a
B oV 0ot 15, 2017 at 4:59
FM ]

@ Cover Letter 1 Required | 1 Added

Received @
@ Cover Latwar Oct 18, 2017 at 1:56
PM

@ Confidantial Latter of Recommendation or Evaluation 3 Required | 3 Added

Complened a

[ Aecernmendation fram E. Munchausen Oct 16, 2017 at 2:32
PM a
Compieted B

i [B Recemmendation from F. Doclitle Oct 16, 2017 at 2:30
2] ]

[= g a
. scommandation fram A. Quine for Associate 0ot 26, ZD'IT'p:;a
Prafessar of Crthodantic Dentistry - e o

L]

Enter your personal information

Verify your name and address, select the highest degree you have earned, enter where and
when you earned the degree. Note that you can choose not to disclose your education
information. Click "Next" when you are finished.
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Associate Professor of Music and Composition

Demo Liniversity, Schoal af Music, Demo Unhmrsity Canservatory, Jazz Studies

£ Position Details

Mame & Address # Edit

Samantha Reeves 1 Bocuments @
33245 Hailied Ln o Pusenul Infurmution 0
Moo, VA 23234

us

Education

Highest Dagres Eamed *

Ph.0. - Doctor of Philasophy L

Feciving Institution *

Ingerfolic Unversity

Drate Earmed

| prefar not ta disclse my educaticnal infermation.

£ ED e

You may need to complete forms required for the application

€ Simply fill out all forms and click "Next" when you are finished.

Another Sample Form

Sheps
This is ancdher sample form ! Documens L]
. o
Are you an American Citizen?
Check “es® or "Na’ o Forma
Yos
Anpihe Samzle Form
Ho
Heading

Harwe you registered for Selective Servioe? ™
R

Ho

Review, confirm, and submit your delivery (application)

This page gives an overview of your progress toward completing the application.
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Each section must be completed before you can submit your application.

Review & Confirmation

Four application hus not yet been submitted. 2 Personalinformstion @

“You may continue warking on your appication, or select the "Submit Delivery” opticn below

EeaFom E
O Bocument Requirements Q Review
5 Required | § Adced

@ G.W, 1 Reguired | 1 Added # Edit

© Cowar Lattar, 1 Required | 1 Added

@ siter of Recommendation or Evaluat lon, 3 Required | 3 fuded
O Educatien Information
3 Roquired | 3 Complitea
@
Highest Degree Eamed # Edit

Ph.D. - Dogior of Philcscphy

 Recaiving nstitution
Irnerfclic University

® Dere Eamed

Jun 6,2017

aﬁy o

Manage your applications from the "Deliveries" section of your

Dossier account

You may review, edit, and track your Interfolio-hosted positions by navigating to "Deliveries."
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Click "Deliveries" on the navigation bar

Home

Deliveries
Letters
Materials
Collections

Shared with Me

You will see in-progress and sent deliveries listed with status, notes,
delivery type and actions. Click to edit, withdraw, or submit deliveries

Deliveries

In Progress
Reciplent Status Motes Type Actions
i Demo University: College of Dentistry Incomplkete Praviously sehififlia Imteriolio Edit |
Assoclaie Professor of Orihodontic Dentisirg feuiasinis Ncompkit hosied
Accepiing Apslcalicm Fealtion
Dupes Wy 1, 200 bry 17:59 P ET
Sent Deliveries
Rescipiant Status Metes: Type Actions
i) Demo University: College of Dentistry Complets [Panding Edinbin Imerfolio- Edit |
Asanciale Professs of Peficdortica Leriers) Cuier Wi 1. 2078 by 11:58 B ET haeted
Paiticn
i Insariolic Tesi University: College of Arts and Sciemces:  Complabe Edilabik Imterinlio Edit |
English Deparimani hosied Wit
Asslsiant Professcr, English ComposBion Position

Manage your materials through Interfolio

Remember, we keep the materials you use for Interfolio-hosted applications in your Dossier,
and with your free account you can use Interfolio to manage all of your supporting materials for
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academic opportunities. With an upgrade to Dossier Deliver, you can create and send deliveries
of your Dossier materials to the places you need them to go!

¢ See here for more information on how to use your account to manage your Dossier
materials.

Searching for opportunities through Interfolio:

You can search for interfolio-hosted positions, and include results matching your keywords on
the job boards of Inside Higher Ed, HigherEd Jobs, and HERC (Higher Education Recruitment
Consortium

Click "New Delivery"

Home Deliveries \ New Delivery
Deliveries
In Progress
Letters
Materials Recipient Status Notes Type Actions
Collections @ Demo University: School of Architecture: Department of In Progress Accepting Applications Interfolic-hosted  Edit | Delete
: Architectural History Due Aug 16,2018 by 11:59 PM ET Position
Shared with Me Assistant Professor of Landscape Architecture
Test In Progress Mail Edit | Delete
© Automation University: Automation BFU: Automation LFU In Progress Interfolic-hosted  Edit | Delete
Auto Test published landing page Pasition

Sent Deliveries

Recipient Status Notes Type Actions
Demo Univeristy Preparing Te Send Email Review |
Cancel

Enter search terms under "Find an Opportunity”

Q¢  Trysearching for the name of an institution, a position title, or position type.
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Delveres »

New Delivery
Send Materials
Email

Send materisks 1o 8

dasignated sl addreas

Find an Opportunity

Find and apply to poshians hosted through Inte|

Interfulic to manage eir recruitment o

TR poailions: Tor fres

Interfalio Univaraity

Mail

\“\g/ Serd printed matedisls 10 8 sireet F—

addresas of PO Box,

. ¥ou can apply 1o any of
* iid ¥ Irvsiciar Highar Ed

HERG
HigheeEd ot

Confidential Letter Uplo
Send recormmendation letlers ko an

onlirg: applicaiion

ad

E
1T

Instkutions usa '¥ou can also search other scurces @ @

[1]
@L(E)J

A list of open Interfolio-hosted positions matching your search terms
will appear. Click the title to view position details such as description,
qualifications, etc.

Home

Deliveries
Letters
Materials
Collections

Shared with Me

o

@ 2018 Interfolio, Inc

Program Policies

Deliveries New Delivery
In Progress
Recipient Status Notes Type Actky
© Demo University: School of Architecture: Department of In Progress Accepting Applications Interfolio-hosted  Edit | Delete
Architectural History Due Aug 16,2018 by 11:59 PM ET Position
Assistant Professor of Landscape Architecture
Test In Progress Mail Edit | Delete
© Automation University: Automation BFU: Automation LFU In Progress Interfolio-hosted  Edit | Delete
Auto Test published landing page Position
Sent Deliveries
Recipient Status Notes Type Actions
Demo Univeristy Preparing To Send Email Review |

Cancel

View all sent deliveries

© Interfolio-hosted position: anyone can apply for free to positions hosted through Interfolio—Dossier Deliver is not required, and it doesn't count toward your

5N annual deliverie
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Click "Start Application" to apply

Position Details

Mew Music Ensemble Director

Demo University | School of Musc

Location Deadline
Green Top, WA oy 3, 2007 at 1159 PM Eastem Time [ Frwarsl

= =

You can also click to include results for your search from Inside Higer
Ed, HigherEdJobs, and HERC

This will open a page with results from your search on the selected site.

Daliveries »
Open Positions
interfolio university Clear \
13 opportunities match your search Find other opportunities at; @ I Inside Higher Ed I I HigherEdJobs | | HERL |
Position Name % Institution + Location = Deadline %

40 Image Position _ _ _
Interfolio University Washingtan, DG

Music Departrment
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Evaluator's Guide to Faculty Search

Interfolio Faculty Search provides faculty members and staff with a set of tools specifically
designed to facilitate academic committee work. When its time to hire faculty or consider
fellowship applications, evaluators can easily access and review applicant materials and
participate in committee activities on-line with Faculty Search.

¢ You can generate and download a PDF version of this article from the left sidebar of
this page.

Getting started:

If you do not already have an Interfolio account, you will get an email
inviting you to activate your free account

Click "Activate Now" in the invitation email.

Demo University has invited you to join
¥ )
Interfolio Faculty Search.

ACTIVATE NOW

This link will expire in 30 days, After 30 days, you can

reactivate the account by requesting a new passwaord,

Hi Dwayne,

We have added you to Interfolio Faculty Search, the
program we use to evaluate cpplicants.

Powanad by Interlolio | Support

Set your password, agree to our terms of service and click "Activate Account" to access Faculty
Search
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Activate Account

Your account is almost ready! Please enter a password 1o finish activating your account

Email Address

derrolifdemo. edu

First Mame * Last Narme *
Dwayne Errod

Password *

Show Password

| agree to Interfolic’s Terms of Service,

If you already have an account with us, your invitation email will take
you to your account to signin

Demo University has invited you to join Interfolio
Faculty Search.

ACCESS NOW

This link will expire in 30 days. After 30 days, you can reactivate
the account by requesting a new password.

Samantha,

You have been assigned to review applications for the position
of Associote Professor of Music, We have odded you to Interfolio
Faculty Search the program we use for academic hirfing. If you
have questions...

Powered by Interfollc | Support
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Sign into your account

You can sign in to the program with your email and password, your Google account, or using
your institutional ID.

Sign In

Sign in with email Or sign in with:

Email * o
Partner Institution

| & Google
Password *

Forgat your passweard?

Don't have an account?
Use Interfalic’s suites of services to simplify your academic life.

Create an account

Viewing the list of positions:

Click "Positions" in the left hand menu to see a list of positions you
have been assigned to evaluate

Alternatively, you can click the name of a particular position in your list of action items to open
it.
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x B interfolio

Faculty Search

| Home / Welcome back, Victoria Oldman

Positions

Your Action Items

Assistant Professor of Graphic Arts
Departrent of Art | Faculty | Faculty Search

Positions are listed in a table that displays the position name, status,
type, and open and close dates

The positions to which you have access will display in a table that lists:

+ Position: The name or title of the position you are trying to fill such as "Associate
Professor..."
+ Beneath the position title you will see the department, position type (faculty, fellowship,
staff, etc), and position ID number

+ Status: The position status describes the current state of the search, such as; "Accepting
Applications," "Under Review", etc.

+ Application Information: The number of applications for the position and the open and close
dates indicating when a position is open or closed to new applications

The Callege of Interfalio >

Positions

Search by position name, unil, type, status or date

E m Clear Filters
.

Type Status Active or Closed?
Al Types W ‘ Al Statuses W ‘ Active L
Pasition “ Enanis 2 Application nfarmation 2
Assistant Professor of Graphic Arts ¥ applications
Accepting Applications -
Departmant of Art | Faculty 103879 Open fram: Feb 2, 2017 - May 1, 2019

Position list management:

We have features to help you search, sort, and organize the list of positions you have been
assigned to evaluate.
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+ Search: You can search for a particular position by name, unit, position type, status or date
* Filter: You can also filter the list to only display positions of a particular type, status, or limit

the display to either active or closed positions

The College of Interlclio »

Positions

Search by position name, wnil, type, slatus or dabe

o f - I
el

Status Active or Closed?
All Types w | [ All Statuses £ ] I Actwe o
Posliion * Eratus = Application Infonmation 5
Adjunct Professar of English 1 applications.
Acoepting Applications ) .
Departmen of English | Faculty | 104002 Opens Al 2070
Assmtant Professar of Graphic Arls § . T mpplemicne
Azvipling Applicationg
Deparrand of At | Faculty | 103519 Open from: Feb 2, 2017 - May 1, 2019
Agsistant Professor Painting and Printmaking 0 applications
Reviewing Apploams . . .
Depariment of Washinglon DT Sports Temporany Help oAt Open from: Mee 15, 207 - Jun 21, 2009
Creative Wnting Fellow in Poetry R 0 applcaicne:
i Acrepling Applialiong .
. Degameand of Englah | Falowship | (3526 Opansc dan 16, 2008

Viewing the list of applicants:

Click the position title to access the applications for a position

The College of Interfolio >

Positions

Search by position name, unit, type, status or date

03

|

Type Statu

Al Types w | Al
Paosition ~

Adjunct Professor of English
Department of English | Faculty | 1D:40E2

Assistant Professor of Graphic Arts
Department of At Faculty | 1D:3519
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Applications are listed in a table that displays the applicant name, the
date the application was last updated, the applicant status, and if
permissions allow; tags and a rating summary

At the top of the page you will see the unit where the position is posted, the current position
status and open and close dates.

The applications display in a table that lists:

+ Applicant name: click the applicant's name to open their application and view their
application materials, or check the box next to the name to select more than one applicant.

+ Application Status: The application status describes the place of the applicant in the search
process, such as; "Add to Shortlist," "Not Competitive," "Invited for Interview," etc.

+ Tags: Tags are short bits of text tags that can be used to sort or mark applications for a
variety of purposes. If permissions allow you can create tags and view tags added by others
to applications.

+ Rating: If permissions allow you can rate applicants on custom criteria using a five star scale.

Depending on the settings for the position, you may be able to see your overall rating listed
here.

¢ The applicant list can get quite long. For more information on the features we have for
managing a large applicant pool see below Organizing the Applicant List.

Tha College of Imterfolic » Positions »

. p Position Actions
Assistant Professor of Graphic Arts =~
Unit Status Opens Closes

Daparirnent of At Acoepling Applications Feb 2, 2017 Mlay 1, 2019

Applicants

Search by name, education, or status

B I Filter J l Saved Views Columns

T of 7 Applicants Shown.

Applicesd Hame - Dabe Updated % Applcant Stabes Tags ey Owernll Rating 2

Maria Anderson

M.F.A - Master of Fine Aris, iverfolio University Mere D 2074 SEerlisg Sirgeg porifolls WL VWiong Degres -‘- * * * {3—
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Reviewing application materials on-line:

Check the name of one or more applicants in the list to review their
submitted materials

Selecting a name or names from the list opens a new set of buttons on the page.

7 of 7 Applicants Shown Read Tag = I

M Do Updated = Applicant Status Tags Mty Oeecrall Rating -
A Anderson
MLF.A - Masier of Fine &rts, Imierfolio Universiey Miow 4, 2014 Sharbsl Erongporfolls WL eng * * t * 1}

David Taylor
8.4, - Bachelar of Aris, University ol Interfolic Moy 4, 2074 Shorisl Prrdois sppiioant | & Brong pontfoli + % % 1r 1r

Click "Read" in the upper right corner of the page to view selected
applications in your browser

5 Closes
L2017 May 1, 2019
Filter w | S Views w Columns w ‘
Read Tag ~ k
g8 Tags My Overall Rating -
Strang portfalic WL Wrong Degres * * * * ﬁ

Review applications on-line using our materials viewer

Application materials open in Interfolio's materials viewer within your broswer. You can scroll
through the applications, search for terms in .pdf documents that are part of the application,

User Guides Page 80



and if permissions allow, you can leave comments, tags, and give applicants a rating on pre-
defined criteria.

Maria Anderson / © Position

= 1 of 3 Applicants n ¥ Comments % Tags o Retinge & Download m

Application  Annctaticns
w APPLICATION

Caver Latter Maria Anderson

cv. P )
Waas

1 Svar

ST

', Personal Siatement

Materials submitted by the applicant appear bookmarked as application materials. If internal
documents have been added to the application by the committee, these are are bookmarked in
the viewer as well.

Maria Anderson

=  1of 3 Applicants B £ Comments %~
Application Annotatiol
i / Maria Ar
v INTERNAL DOCUMENTS Weshinghan BE 0008 |
T: B77.997.8807
E: laurie.test@interfolio.com |

You can leave notes/annotations on the material from the
lower right of the viewer

Only you can view the notes you leave on an application.

+ Point notes are virtual stickies that point to something in the document
+ Area notes allow you to select a section of text in a document
+ Text notes highlight passages of selected text
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sit amet quis lorem,

Morb: dolor nune, pharetra vel egestas sed, malesuada 1n hibero. Phasellus od erat commode, audctor onc st amet,
cursus enim. Vestibalum ligula dui, dignissim ¢t massa aliquam, interdum pellentesque est. Cras eget sapien diam.
Morbd ut una dignissim, fringilla nis in, dapibus angue. Donec in pulvinar dud. Aliquam vel sem neque. Clas
aptent tacitt socuosqu ad bbora torquent per conubia nostra, per inceptios himenasos. Masoenas éu sem aliquet,
fringilla eros in, hendrerit sem. Maecenas e viverra dui. Druis a erat wrna. Dopec sit amet diam in sunc accumsan
gravida. Mawris tristique negue ct eleifend bibendum.

Proin sagittis arcu elit, vel egestas enim porttitor ut. Nuolla mon ultrices lorem. Mascenas accumsan 1 in manris
tempar auctor. Mauris lacinia peflentesque aliquet, Mauris vehicula, enim e lobortis scelerisque, nisl

malesuada odio, non suscipi libero aunc id mawris. Mauris pora aliquam magna non eResLas.

‘B Point LgArea #e Text

Sincerely,

X Q Q@ 1/1 Next Material 4 @

Click the "More Options" icon and select "Download" to save
PDF copies of all selected applications

Saved Views w Columns w

Read Tag ~ :

Dowrload
MY OVERALL RATING =

¢ H RESPOMNSE DUE | x || sanoRa | w] )
AL no rating

Application list management:

The list of applications for a position is often very long. We have features to help you search,
sort, organize, and customize the list of applicants. We also allow you to save your views of the
list so you can recall your work when going through applications.

+ Search: You can search for a particular position by name, unit, position type, status or date
+ Filter: You can also filter the list to only display positions of a particular type, status, or limit
the display to either active or closed positions
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The College of Interlolic >

Positions

Search by pesition name, wnil, type, slatus or date

m Clear Filters
-

Type Status Active or Closed?
all Types e | [ All Statuses wr ] Actwe o
Posithon « Status ® Application information =

adjunct Frofessar of English

scompti Apgdbontion 1 applicanions:
cepting spplications
Departirent of English | Faculty | 104082 Dpene il 1, 2070
Mssmtant Professar of Graphic Ars . o T agplcatone
Acobpling Applicationg
Deparrand of At | Faculty | 103519 Dpan Trom: Feb 2, 2017 - May 1, 2019
AREEEIANT Prof T Painting and Printmakin D applications
BEaSt ‘eEE0r Fainting and Pri aking Feviewing Appicanis ‘ ol .

Departiment of Washington DC Sports | Temgpomny Help | 023987 Open from: Mee 15, 2007 - Jen 21, 2018
Creative Witing Fellow in Poetiry . . 0 application:

N Acvepling Applicationg
Degamrand of Engliah | Falowmship | 13526 DOpena: Jan 16, 208

The Applicant Profile:

Click the name of an applicant to view that applicant's profile page

Mpplicanl Drabe Upsdated & Applicant Status Tage My Overall Riting &

%
Direa Bewl et 32017

L nconmiers wEEE

Francine Billings Oet 2, 2017

Tttty
 wcownLETe
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From the profile page you can view and add tags to the application (if
enabled), and access application materials (click the name of a file to
open it, or click to download the material)

kDemc}Universsit).r > Positions > Assistant Professor of Landscape Architecture >

Sasha Brown

Education Information

v Documents

Title (pending) Eal
c.V.

Tags

C=IED | © Addrie || 8 Read |

Pending: not yet received 1l

v Ratings
My Ratings Committee Summary
Average * W ok W 17 L 6 6 G \dhs
Quality of Research L 8 & SE<IEE & & & Si¢
Quality of Teaching HH T O Ak
Scholarship L0 & & SdxEEE & & & i
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If enabled, you may be able to rate the applicant, and leave comments
and notes on the application

e lan ¥, r H
aa & H ol jan %, 3 =
bd Ratings
Averag * * * 1 ‘:'}
aachin Wi o W7 i
hclarsh L B
st i
w  Comments & Add Comment
Shawing Al Comments w
Stephanic Bigsiey | Jan 8, 2007
This i & S0ng applicatia
w  Molos 3 Add Hobe

You can click "Read" to open the application in our materials viewer, or
"Download" to save the application materials

L3

v Documents m Add File & Read

'éitlre (pending) (al Pending: r&coimd o

Organizing the Applicant List:

Tagging Applications

If your institution allows it, you can add and create tags to attach to an application. Tags are bits
of text you can use to help identify, sort, and mark applications.
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1. With one or more applicants selected in the list, click the "Tag" button and select an existing
tag or create a new one

2. By default, tags will appear listed in the applicant table (See below for instructions on
configuring the columns displayed in the list)

Read Email Status~ Tag~ -

Applicant Name “ Date Updated % Applicant Status Tags My Overéwing s
A
Sasha Brown Jan 25,2018 Hired ) 8 & & 'k
[ INCOMPLETE ®
A
Jane Doe Nov 11,2015 Shortlist WWWWW
[ INCOMPLETE J

Filtering the list of applicants

Click the "Filter" button at the top of the list to open a set of options for filtering the list. You can
filter the list of applications by data points including highest degree earned, application status,
tags, ratings, or completion status.

APPLICANTS (3af3 Filter = Saved Views Columng w
HIGHEST DEGREE EARNED: \TION STATUS: TAGS: COMPLETE
PhO. - Doctar of Philoscaby Sharlist Respense due

LUl Yes Mo Archived
Sandra

Wiang Degree MY RATING:

4

i, no rating
Ewaluated

(oo ) (0 (S

€ The list will be filtered according to your settings and the filters will appear above the
list.

¢ Note that you can easily remove the filters you add either one at a time, or by hitting
the button taged "Clear Filters."

User Guides Page 86



APPLICANTS (30f3)

HIGHEST DEGREE EARMED: APPLICATION STATUS: TAGS:
Ph.D. - Doctor of Philosaphy [ ] shartlist Response due
Sandra
[} Wrong Degres
[} Draft
| Evaluated
RESPONSEDUE | x || saDRa | x ]m
.| a
Saving views of the Applicant list
Click "Save"
HIGHEST DEGREE EARMED: APPLICATION STATUS:
MM, - Master of Music L] Interview
Offer Pending
[ Shortlist
MM, - MASTER OF MUSIC ] » ][ DFFER PENDING ] x ]
Enter a name and click the check mark
HIGHEST DEGREE EARNED: APPLICATIONM STATUS:
M.M. - Master of Music | Interview
) Offer Pending
Shortlist
[ MM - masTER OF Music | = ]m - /
; Masters Degree
[l APPLICANT HAME Blom = D
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Click "Saved Views" (to the right of the page) to recall the view of the list using
the filters you have set

APPLICANTS (303 ‘ Saved Views olumn

t =]

HIGHEST DEGREE EARMED: APPLICATION STATUS: TAGS: ;
PRD, - Doctor of Prhilosopky Shartlst B Respoase due i =
3 Seka Evalusiod by Sancy o

Whong Degree MY RATIMG:
Craft

ne rating
Evaluated

Customizing the columns of information that display on your view of
the applicant list:

Click the "Columns" button to the right of the page and select the columns of
information you want to display

The default columns that will display are applicant name, date updated, tags, and overall
average rating (if enabled). You can add columns for complete status, date submitted, highes
degree earned and highest degree date, and your overall ratings. Note that you can restore the
default columns at any time.

@ You can also add answers to custom form questions as column headers in the display.
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TAGS: Colurnns Restore Default
Response due
Sandra

Wrang Degree

Draft -~
Evaluated Date Updated

My Owverall Rating
| 3 Tags
~

TAGS Complete

Date of Initial Submission

Highest Degree Date

[ DRAFT H RESPONSE DUE H WRONG DB m

Searching the Applicant list and saving searches:

Enter a keyword in the box to search the list.

APPLICANTS (5015 ﬁ [ saved views
L

Columns
W

Applicant Nama  # Date Updated & #spplicart 5tatus Tags My Ovarall Aating =
Bing Boland . y .
Em Apr 24, 2007 Irrberview oaart || reseomse pu Trery vy iy
James Grimm
Ph.0 - Dactar af Philascphy, D WY £ LR »

craratPhllasceth BeMS sor 27, 2018 Interview EVALUATED || espobee DU | e g Oy oy

University SRS
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The results display and the search term appears above the list

APPIJCAHV

Applicamt Mame =

Jonas Jones

Joshua Snow

Saved Views Colurmns

‘Wrang i -

Date Updated % Applicant States Tags My Overall Bating +
. | FESPIINGE DUE ]l SAKDRA ]
Jul 24, 2016 Iriierview ) v T T T iy
l WG COGRIT
Apr 24,2007 Irterviaw | BESPOKSE BUE &1 || WDl DEGREE il i g ol gl

Click "Save" to save and name the view of the list filtered according to your

search results

APPLICANTS (20f2)
(o ) I
Applicart M ®

Jonas Jones

Joshua Snow

Codumns

L

Wrang ‘ Saved Views ‘ ‘
e

Date Updated = Applicant Status Tags My Owverall Rating =

| RESPOMSEUE || samoRa

| wesnoeee pecaEe |

Jul 24, 20146 Irerview

g u g g w

Aprad, 3017 Interview 0 [ merowmooees || wemsnemms | F1 ot wte wte ot oY

A
Interviaw RESPOMSE DUE /1 || WiRnS DEGREE
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Enter a name for your view and click the check to save it

APPLICANTS (20f2)

EETIE] s | oo e | rd

v X

O Ap I Wrong Degree - pdated % Applicant St:
—~  Jonas Jones Jul 24, 2016 Interview

L -

Click "Saved Views" to the right of the page to recall the saved view of the list

Hott Saved Views wv ‘ ‘ Columns v

Reviewsd by Becky o
ABD i
Masters i

DATE UPDATED 3 HIGHEST DEGREE
616 List i
Hett University m

Mar 15, 2016 at

12:00 AM sl RESPONSE DUE 6/1 |

Ty -
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Setting the pagination of the applicant list

€ By default the list displays 25 applications at a time, but you can set the pagination to
display 50, 100, 200, or all applications. Look to the bottom left of the page to set the
number of applicants displayed at one time.

Franklin Minicz Jul 5, 2016

- W

25

&0

22016 Interfollo, inc. | Support | C

¢ Remember that changes you make to the filters, columns, searches and pagination will
be remembered during your session. To save the searches and filtered views of the list,
click the "Save" button and give the current view a name.
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Administrator's Guide to
Interfolio Review, Promotion,
and Tenure
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Your Interfolio Account Dashboard and Account
Settings

Your Institution account page

This article explains how your Interfolio account dashboard is configured, some basics on
what you can do once you're there, and how you can access your account settings to

change basic user information.

After signing in, you will see your account page. From here you can access all of the
accounts you have with Interfolio and your Interfolio Account Settings.

You will find links to the Interfolio products to which you have access on the Interfolio account
screen.

1.

2.

If your institution uses Review, Promotion & Tenure, Faculty Search, and Faculty180, than
relevant pages will be displayed here.
You can also access your Dossier account (personally or institutionally created). If you have

access to one, you can access it by the user menu in the top right corner.

x

Home

Faculty 180

Announcements & Help
Profile

Activities

Evaluations

Forms & Reports

Vitas & Biosketches
Find Colleagues
Account Access

Administration v

Faculty Search

Positions
Administration
Reports

Users & Groups

Review, Promotion and Tenure

Welcome back, Scott Harris

Your Action ltems

Associate Professor, Intercultural Studies
Department of Sociology | Faculty | Faculty Search

Assistant Professor of Landscape Architecture
Department of Architectural History | Faculty | Faculty Search

Assign Activity Classifications for Imported Scholarly Works

Activity Input | Faculty 180

Review Possible Duplicates from Activity Imports

Activity Input | Faculty 180

O © o ©

You have been named by a faculty member within your institution as a contributor to an intellectual or creative contribution.

Please verify.
Activity Input | Faculty 180

Additional Assigned Items

o

Search by keyword

Cases
Templates n
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Institutional Branding

Read about how to brand institutional products here.

The Faculty Search Navigation Bar

€ Depending on your role in the program, some or all of the following functions are
available from the dashboard. Not all of these functions or links will appear for

Evaluators or Committee Managers in the program.

Click "View Positions" to view your active searches

Faculty Search

Positions
Administration
Reports

Users & Groups

The Review, Promotion, and Tenure dashboard:

€ Depending on your role in the program, some or all of the following functions are
available from the dashboard. Not all of these functions or links will appear for
Committee Managers or committee members in the program.
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Click "View Cases" to access the cases you are managing or evaluating

-

Review, Promotion and Tenure

Cases
Templates
Administration
Reports

Users & Groups

The Faculty180 Navigation Bar

¢ Users will only see the relevant pages, depending on institutional settlings.

All administrative settings are in the Administration section

Home

Faculty 180

Announcements & Help
Profile

Activities

Evaluations

Forms & Reports

Vitas & Biosketches
Find Colleagues
Account Access

Administration v
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To access the settings for your account:

Click your name in the upper right hand corner of the screen and select "Account Settings" from
the drop down menu.

Scott Harris

o

Demo University

Branding Settings
Switch Accounts

Interfolio Dossier

Demao University
Account Options

Account Settings
Product Help

Sign Out

The Account Settings page:

The tabs below appear if you have a Dossier and Interfolio account.

Personal Information

From the "Basic information" tab of "Account Settings," you can access and manage personal
information such as your career details, and also contain information like your address and
degree. In other tabs you can find your email and notification settings, and any delivery ID
numbers associated with your account, as well as some other settings.
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| Settings

Basic Information >

Email & Communications
ID Numbers
Subscription & Billing

Signing in & Password

Personal Information

First Name * Last Name *

Scott Harris

Status (Pick the option that best describes you) *

Tenure-track v
Position Title Organization
Assistant Professor NYU School of Business v

Scholarly Discipline *

Business v

| am or would use Dossierto ... *
Apply to jobs in higher education

Apply to alternative academic jobs
Apply to grants

Apply to graduate degree programs

Communications

From the "Communications" tab, you can manage communication settings including how and

when you receive em

Basic Information

L3
Email & Communications >

ID Numbers
Subscription & Billing

Signing in & Password

ail from Interfolio

Email Add Email
Email notifications related to your Dossier account (such as renewal notices) will only be sent to your primary email
address.

Primary scott.harris@interfolio.com

If you have another account under a different email address you can merge the accounts to access all the information in
one place. Learn more about merging accounts

Additional Email Addresses

You can sign in with these email addresses and your Dossier password.

scott.harris@sharklasers.com Make Primary x

Communications

Note: you will always receive important messages and notifications about your account, such as when you reset your

password, or when a requested letter or evaluation arrives.
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ID numbers

Need to add ID numbers regularly to your deliveries? If so, than you can use the Interfolio ID
storage tool to be able to easily store and attach it to your deliveries.

*Settings

Basic Information

Email & Communications D Numbers Add ID Number
ID Numbers b3 . . : ) o .

ID numbers are numbers that you can associate with a delivery to make sure the materials you are submitting go to the right
Subscription & Billing place. These numbers are not required by Interfolio, but some institutions may require them.
Signing in & Password AAMC 12345432345t432 x

Subscription & Billing

From the "Subscription & Billing" tab, you can renew your account, add deivery credits, view
your remaining deliveries, download all data and documents in your account, manage payment
info, and view and download a record of your transactions.

:Settings

Basic Information Subscription

Email & Communications

ID Numbers Dossier Deliver + Dossier Institution Remaining Deliveries
-y - Expires on Mar 25, 2019
Subscription & Billin b3 ' veri
Automatically renew my subscription @ 49 Add more deliveries
R Deliveries expire Mar 25,
Signing in & Password Apply an offer code to my next renewal 2019
Download All Data & Documents
Payment Information # Edit Credit Card
Credit Card Expiration Name on Card
Visa """1111 9/2022 Scott Harriss
Transaction History Download Filtered Transactions
Search Transaction Date
lo
Date Description Amount Receipt
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From the "Password" tab, you can change the password for your
account

Settings

Basic Information Signing In

Email & Communications

ID Numbers Default account

L . When | sign in, take me to the following account by default:
Subscription & Billing
(® Demo University
Signing in & Password

I

Dossier
Ask me when | sign in

Note: if you are prompted to sign in when attempting to access a link, we will always take you to that link after you sign in

regardless of this setting.

Password

Note: this sets the password for your Interfolio account only. If you log into Interfolio through your Google account or using
your institutional ID and password, you will need to contact Google or your institution to change your password.

Enter your current password *

Enter your new password *

Notifications:

Users will receive alerts and notifications on the homepage in the to-do action items, urgent
items with deadlines and mandatory response will appear at the top and the rest will overflow
to a searchable table at the bottom.
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Welcome back, Scott Harris

Your Action ltems

Associate Professor, Intercultural Studies
Department of Sociology | Faculty | Faculty Search

Assistant Professor of Landscape Architecture
Department of Architectural History | Faculty | Faculty Search

Assign Activity Classifications for Imported Scholarly Works
Activity Input | Faculty 180

Review Possible Duplicates from Activity Imports
Activity Input | Faculty 180

O © O ©

You have been named by a faculty member within your institution as a contributor to an intellectual or creative contribution.
Please verify.

V]

Activity Input | Faculty 180

Additional Assigned Items Search by keyword
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Administration Settings Page in Interfolio
Review, Promotion, and Tenure

From the Administration Settings page in Interfolio Review, Promotion, & Tenure
administrative users can enable or disable file downloads, enable or disable comments,
create and edit forms used to collect information from candidates, establish case statuses
for an institution, and set up committee voting options.

The features and functions mentioned here are explained in more depth throughout this
guide in various chapters, and where appropriate, information specific to your institution
has been included.

Navigate to Administration Settings

Click "Manage" on your Promotion & Tenure account dashboard and
select "Administration"

Welcome, Beverly!

Demo University « @

Facultysgarch\WW
@ Promotion & Tenure Manage +
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-or- Click on "Administration" from the navigation menu in the upper
right of most screens in the program

& Beverly Brown 36 A

Administration | Usar & Group Management | Reports

4+ Add Case Manage Templates

Administrative Settings:

The Administration Settings page appears as a tabbed interface. By default the page opens on
the "Comments & Downloads" tab.

Adminisiration | User & Group Maragement | Raperts

Administration Settings

Comments & Downloads > Frrra—.

Candidate Farms
Ok thies e Dadiny 1 Al commirnies mambers and ademisiaImalive s 10 paet and fespend ik
Case Data Forms COMMETE 6N S8 Bl your inEmuion
Statuses
B Enabk: commities memisers of Demo University to post and respond 9o comiments.
Wating

File Downlonds
Check the box below to enabie commities membens and adminstratve users o downlosd cass
materdals, Flesse note that interfobo cenrct block screen capture tools or other means of =aving

documents oulside of our program.

B Enable committes memisers gl Deme Lineversity bo download files

Comments & Downloads
From the "Comments & Downloads" tab you can manage commenting and downloading
privileges across an institution

1. Check the box below to allow committee members and administrative users to post and
respond to comments on cases at your institution.
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2. Check the box below to enable committee members and administrative users to download
case materials. Please note that Interfolio cannot block screen capture tools or other means
of saving documents outside of our program.

Administration Settings

Comments & Downloads e

Candidate Foomes

Check the box below ta allow commities members and sdministsative users 1o post and respond 1o
Case Data Forms COMITHNAS O CASES at your insttution.

Startuses
Enable comimitiee members ai Dema University io post and respond io commenis

(-

Woling
File Downloads

Chisck 1he b below 1o enable commiies mermibers and adminigiratie wens o downloed case
materials, Pleass nobe that imerdolio cannct block screen capture tools or other means of saving
documents outside of our Erograrm

o B Ersble commities members ai Demo University (o download files

Candidate Forms

From the "Candidate Forms" tab administrators can create, edit and manage candidate forms
which are are used to collect information directly from candidates.

Candidate Forms can be used to collect additional information directly from candidates at your
institution. Forms can be created at any unit in your institution and will be available for use at
all units below it in your institutional hierarchy. Administrators can attach forms to cases or
templates.
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Administration Settings

Comments & Downloads Candidata Forms

Candidate Forms

I

Satuses

‘Vating

Form Mame

Table af Courses Taught

Terure Application Farm Part ||
Application for Early Terune

More Infarmatian on the Candidabe
Pramation Review Application

#nnual Repart on Professianal Activity

© Add Candidate Forms

Candidete Forms can be used to collect additional information directly frorn candidates at your
Case Data Forms ingtitution. Forms can be created at any unit in your institution and will be available for wse at all units
betlow it in your institutional hierarchy. Administrators can attach forms (o cases of lemplates

Browse By All Units ~

Uit

Dema University

Dama University

Dema Universily

Dema University

Dema University

Dema University

L T

Case Data Forms

From the "Case Data Forms" tab administrators can create, edit and manage case data forms

that can be used to include additional information about candidates at your institution.

Forms can be created at any unit in your institution and will be available for use at all units
below it in your institutional hierarchy. Administrators can attach forms to cases or templates.
Only Administrators can fill out Case Data forms - candidates will never have access to either

the questions or responses.

User Guides

Page 105



Administration Settings

Comments & Downloads Case Data Forms © Add Caze Data Forms

Candidate Forms

Casa Data forms can be used to include additional information about candidates &t your institution.
Case Data Forms Formes can be created at any unit i your Institution and will be evallable for use a1 all units bekow it in
your institutional hierarchy. Administrators can attach forms to cases or templates. Only
Administrators can fill out Case Data forms - candidates will never have access to either the questions
'|'|"_-l_1.ing ar resSponses,

I

Staluses

Browse By All Units

Foimn Mame Unit

AMNLUAL SURMBAEY REVIEW FORM Demo Unkemsity F . ]
Pre-Tenure Farm Oemo Univemsity F A
Additional informatian About Candidaie Dema Unkversiy F
Informatian Abcut the Candidate Dama Unkmrsity F. ]

Statuses

From the "Statuses" tab Administrators can create a list of statuses that can be applied to any
case at the institution. These statuses are meant for organizational and reporting purposes, so
you can easily see where individual cases currently are, along with their ultimate outcome.
Committee Managers and Administrators are also able to add custom statuses at the individual
case level.

Administration Settings

Comments & Downloads Statusas © Add Status

Candidate Forms
‘You can create a list of statuses, which can be applied to any case at your institution. These statuses
Case Data Forms are meant for erganizational and reperting punposas, so you cen easily see where individual cases

currefitly are, along with their ultimate outcome. Committes Managers and Administrators are alao
able to add custom siatuges st the individual cage layel.
Vating
Tenune with Promelion
Tenure Granbed

Dried Tenure

L T

Carclidain Packet Recaived
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Voting

From the "Voting" tab Administrators are able to collect the results of committee votes through
Review, Promotion & Tenure. Admins or Committee Managers record the votes of a committee

into RPT. These options are available to each committee at the institution and the results are
tracked and reportable.

Administration Settings

Comments & Downloads Viting ﬂll:l1i
Candidate Forms

Waoul ane ablke to colact the results of committes wates through Review, Promation & Tenune. To enable
this feature, begin by creating your possible voting responses below. These options will be made
available 10 each committes at your institution and the reauia will b= tracked and reportable.

Case Deta Forms

ARTEtain

Statuses
Suppaont *
Oppasa F
r
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Set Up Your Institution's Hierarchy

Administrators can set up Interfolio Review, Promotion, & Tenure to exactly reflect the real-
life organizational hierarchy of an institution by creating organizational units and adding
lower organizational units beneath them. For example, a university might be the highest
organizational unit, and that unit would in turn contain as many lower units as necessary,
such as a colleges, schools, individual departments, divisions within departments, etc. Any
structure is possible and can be easily created from within the program.

Committees, templates, users, and cases can be added to a specific unit when you create
them. By associating aspects of the product with a unit, you will be able to control the level
of access that is associated with that entity. In general, when a form, template, user,
committee, or case is assigned to the institution-level unit, it will be available to all units the
entire institution. When one of these items is assigned to a lower organizational unit it will
be available to that unit and all units below it. For example, a college level unit might have
committees, templates, users, and cases that are in turn available to all lower
organizational units such as departments, and so on.

Articles in this guide provide more detailed information on how units and your institutional
hierarchy relate to forms, templates, users, and committees.

Useful Articles for Getting Started

Add a New Administrative Unit

Edit an Existing Administrative Unit
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User Roles in Interfolio Review, Promotion &
Tenure

In Interfolio Review, Promotion & Tenure, there are four different user roles: Institutional
Administrators, Administrators, Committee Managers, and Users/Committee Members. These
roles have different levels of access to materials and actions within the system.

Institutional Administrators are administrators at the highest level of an institution. They have
all the powers of administrators, but can also set whether or not comments and downloads are
enabled for an institution, add custom branding to the appearance of Interfolio, establish case
statuses that can be used across an institution, and set up and manage committee voting at an
institution.

Administrators are the users with the most power within Interfolio RPT. They are the only users
who can create templates, forms, and cases for the units to which they have access.
Administrators can also create users and committees. Administrators can exist at any
organizational level in RPT, and have the ability to perform administrative functions for all units
within their administrative hierarchy. For example, an Administrator at a university will have
access to settings, cases, and committees for all units at or beneath the university level, such as
colleges, departments and so on. Administrators will lose such access only when "recused"
from a case at a particular workflow step.

Committee Managers have the power to move a case either backward or forward after a
committee has finished reviewing. In addition, Committee Managers have communication
powers within the system; they can e-mail both the candidate and committee members from
within the product, and can record committee votes in the program. In order to make a user a
Committee Manager, an Administrator must manually select them to serve this role.

Committee Members have access to the materials of a case and, depending on settings, may
have access to some communication tools in the program. Anyone added to Interfolio RPT is
automatically called a “user.” Users have the most basic and restricted access in the system.
Once a user is added to a committee, they are often referred to in that context as a Committee
Member. A user must be added to a committee in order to view a candidate’s packet, download
documents (if allowed), and leave comments (also if allowed) on the particular case they have
access to..

Interfolio Promotion & Tenure User Role Capabilities:

Institutional Administrator Committee Committee
Administrator Manager Member

Administration

Add/edit and manage TRUE TRUE
organizational units
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Interfolio Promotion & Tenure User Role Capabilities:

Institutional Administrator Committee Committee
Administrator Manager Member

Name users Administrators or
Committee Managers

Assign users to a committee

Create and manage candidate
forms (forms to filled out BY a
candidate)

Create and manage case data
forms (forms ABOUT a candidate
or case)

Enable/disable comments for an
institution

Enable/disable downloads for an
institution

Add/ edit custom branding (logo
and colors)

Create/edit institution-wide
custom statuses

Set up committee voting (enable
feature and add institution-wide
voting options)

Committees

Create/manage standing
committees

Permanently Add/remove users
to/from standing committees

Create/delete case-specific (ad-
hoc) committee
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Interfolio Promotion & Tenure User Role Capabilities:

Institutional Administrator Committee Committee
Administrator Manager Member

Add/remove case-specific (ad-hoc)
committee to or from a case

Add single reviewer (committee of
1) to a case review step

Edit name, instructions due date
of a case-specific committee

Add users to, or remove users
from a case-specific committee

Assign temporary members to a
standing committee

Temporarily remove (recuse)
members from a standing
committee

Set up committee document
requirements

Upload documents to satisfy
committee document
requirements

Record the results of a committee
vote

Templates & Cases
Create/edit/delete a template
Create/edit/ a case

Create/edit candidate packet
requirements for a case

Allow candidates to add packet
sections

Set up a case workflow (series of
case review steps)
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Interfolio Promotion & Tenure User Role Capabilities:

Institutional Administrator Committee Committee
Administrator Manager Member

Close/reopen a case
Delete a case

Recuse (temporarily remove) a
standing committee member
from a case review step

Recuse an administrator from one
or more case review steps

Recuse an administrator from one
Oor more case review stepsin a
template

Apply and remove an existing
status to a case

Create and apply a custom status
for particular case

Communication
Notify a candidate of their review ----
Email a candidate

Email committee members

Enable/disable comments for a
case review steps

Leave comments on a case
View notifications

Share materials with candidate
and allow response

Share materials with committee
members from committees
outside of workflow

Materials & Forms
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Interfolio Promotion & Tenure User Role Capabilities:

Create/edit a candidate form

Add a candidate form
requirement to a case (attach a
candidate form to a case)

Create/edit a case data form

Add a case data form
requirement to a case (attach a
case data form to a case)

Upload new materials to a case

Add sections to a packet that are
not visible to candidate
(committee documents)

Reorder packet documents

Change the document group in
which materials appears

Edit title and type of documents
added to a case by a committee

Delete materials added to a case
by a committee (note that
Committee Managers can ONLY
delete materials added by
themselves, not documents
added by another user)

Set download privileges

Set access to materials (including
external evaluations)

Allow/disallow candidate editing
of packet materials

Allow candidates to add packet
sections

Institutional
Administrator

Administrator

Committee Committee
Manager

Member

User Guides

Page 113



Interfolio Promotion & Tenure User Role Capabilities:

Request/ edit/resend external
evaluation requests

Access external evaluations
(depending on settings for case)

Download print documents
(depending on settings for
institution or document)

Read case documents and forms
(access of candidate, committee,
and other docs are dependent
doc permission settings)

Annotate (make notes) on
documents in the document
viewer, and export your
annotations.

Reports & Logs

Generate and download reports
including case info, forms, and
voting results reports

View Case Activity logs: case

movement, changes in status, and

messages sent

Institutional Administrator Committee Committee
Administrator Manager Member

Useful Articles for Getting Started

Add New Users
Add Users in Bulk

Assign Units and Roles to a User

Recuse an Administrator
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Committees and Individual Reviewers

Committees are groups of users that can review and assess the case of a candidate at a given
step of the review process. Individual reviewers can also act as a committee at a given case
review step. As an administrator, you can create committees made up of any of your
institutional users (including single individuals) for each step of your workflow. You can then
assign committees and individuals to review a case at a certain step.

There are two roles that a user can have on a committee: Committee Member (the most basic
user in the program) and Committee Manager. Committee Members have fairly limited access
that pertains to reviewing a case. Committee Managers can do all of those things, plus a lot
more.

Committees or individual reviewers in Interfolio RPT are always assigned to a case review step
in the workflow, and each case review step must include at least one committee or individual
reviewer. Multiple committees (or reviewing individuals) can be added to a case review step if
more than one committee or individual needs access to the case at the same time.

Administrators in the program can also set up committee document requirements so that a
committee must upload a particular document before the case can be moved forward.

Committee Managers can record the vote of a committee at a particular workflow step and add
it to the program. The results of committee voting can be viewed by members of the
committee, and the voting data can be used for reporting.

There are three types of reviewing bodies that can be added to case review steps in the
program; standing committees, ad-hoc committees, and individual reviewers.

Standing Committees

A standing committee is a permanent committee with a fixed annual membership that an
administrator creates within Interfolio. Standing committees are a way to set up your
committees once, save them to a unit, and have them available to use at any point within a
workflow as a case review step. Only administrators can create a standing committee, which
happens on the User & Group Management page.

When an administrator creates a new standing committee, they choose the unit at the
institution that will house that committee--for instance, the “Department of English Review
Committee” might be housed in the “College of Arts and Sciences” or the Department of English
unit.
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Add Committee

Hame *

Unit

Ultimately, the unit determines where an administrator can use a standing committee for a
template or case. For example; standing committees set at the institutional unit can be used
for institution-, college-, and department-level templates. Standing committees set at the
college unit can be used for college-, and department-level templates within that college.
Standing committees set at the department unit can only be used for templates created in that
department.

Ad hoc committees

Case-specific, ad hoc committees are committees created to be used on a case-by-case basis.
Administrators are the only users allowed to create and edit case-specific committees.

Individual Reviewers

You can also assign an individual reviewer to consider a case at a given case review step.
Individual reviewers can perform all the functions of a Committee Manager, including adding
committee documents and moving the case foreward or backward.

Recusal (Committee Members and Administrators)

With the recusal feature, administrators can accommodate conflicts of interest or specific
privacy concerns during reviews down to a granular level, and document it.

Administrators can recuse themselves or other Administrators from one or more stepsin a
case workflow. Once recused, Administrators will no longer see the case in their case list, and
will be unable to access the case when it reaches a step from which they have been recused.
The case will reappear in their case list when it moves backward or forward to a step where the
Administrator again has access.
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Templates and Cases

About Templates

Templates are the building blocks of the Interfolio Review, Promotion & Tenure program. They
allow Administrators to create a standardized, repeatable process for all review cases in their
institution, colleges, schools, and departments. Templates save details like packet requirements
and steps of review for the entire faculty action process.

Tomptate Summary
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4 CoseRevies Sieps

) Tempune fummary

Prometion
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Dermo Lniversity Promotion Cases
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& pemplate Tor promation cases o1 Dema Unkaees iy

If your institution uses the Enterprise version of our Dossier product, you can establish
guidelines when creating a template, and make those guidelines visible so that your faculty or
staff can use them to prepare for future reviews.

Template Summary

Dossier Visibility
This template is visdble 1o faculty at your tion who are wsing interfolics Dossier. They can view the ternglate title,
unit, instructians and packe raguiram

Dizable Dossler Visibility Preview

A template is created and saved at a unit level (a college, school, or department), which limits
where it can be later used. For example, when a template is assigned to the institution-level
unit, it will be available to the entire institution. When a template is assigned to a college-level
unit, it will be available to that college and the departments beneath it in the hierarchy. When a
template is assigned to a department, it will only be available in that department.
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Templates List (8)
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Cases and Case Types

Once you create a template, you can use it to build individual cases without having to
remember or repeat the standardized process at your institution, college, or department,
however, because it is possible to modify any template to fit specific information for a
candidate, you can think of a case as a customized template.

You can create multiple cases at one time, all based on a single template.

All of the components of a template can be changed or edited to fit the needs of a particular
individual's review process when creating a case based on the template.

You can create 7 types of cases:

+ Appointment

* Promotion

* Reappointment
* Review

« Sabbatical

* Tenure

+ Other
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Case Information

Type” Creating  Case
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n Case Information
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Case Data Forms
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Add Case Data Form

Useful Articles for Getting Started

Create Templates to Use as a Starting Point for New Cases
Recuse an Administrator in a Template
Create a Case Based on a Template

Set up Guidelines to Help Your Users Prepare for Upcoming Reviews
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Case Materials

We know reviews in higher education involve a large number of materials that have to be
reviewed by different individuals and groups at different times. That's why we've made it easy
to organize materials and control who can see what, at any given time.

Initially, all of the materials associated with a case are broken into four different categories:
committee documents, candidate documents, external evaluations, and candidate forms. As an
Administrator, you have the ability to rename the default packet sections, and add or remove
sections to or from this list. You can also determine which materials are stored in which
category and reorder materials within a material group.

For materials within one of those categories, you can control who can see and download each
individual file. If you only want Administrators to be able to read evaluations from external
scholars, but still want everyone on the committee to be able to see the candidate’s
publications then you can create those settings. Or maybe, you want to allow the entire
committee to read just one specific external evaluation and not give them access to the other
letters? That's possible, too. Users can also read and annotate materials from within the
browser window. Annotations are private notes only visible to the user leaves them.

Administrators and Committee Managers can add packet sections and materials to the case
that are not visible to the candidate. For instance, Admins and Committee Managers can add
sections and upload materials for internal and/or committee use such as committee notes,
meeting notes, final recommendations, or other materials being produced at the institution or
received from outside sources. Changes made to the packet are saved and passed forward to
the next committee, which has the same abilities to create and edit packet sections and
materials. If a case gets sent back a step, it will retain any changes that have been made to the
packet.

You can also share committee materials with candidates and allow them to submit a response
or rebuttal to the shared material. This is especially useful when sharing the recommendation
of a committee and allowing the candidate to respond or rebut the decision. It is also possible
to share case materials with all of the members of other committees in the workflow of a case
(besides the current committee), and with other P&T users.

Remember that anything uploaded by a committee is not seen by a candidate, and Committee
Members are not able to add, reorder, or edit sections and materials.

Useful Articles for Getting Started

Enable or Disable File Downloads for an Institution

Adding and Managing Case Materials

Set Download Privileges and Access to Case Materials

Share Case Materials with a Candidate and Allow Candidate Response/Rebuttal

Share Case Materials with Committee Members
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Workflow

In Interfolio Review, Promotion, & Tenure, each step in a workflow is called a "case review step."
You can create case review steps when you're making a template or a case. At each case review
step, different people or committees have access to the committee documents, candidate
materials, evaluations, forms, and comments that make up the case. Multiple committees (or
single individuals) can be added to a case review step and can access a case at the same time.
Once a case is being reviewed, Administrators and Committee Managers of certain committees
assigned to the case review step can move the case forward or backward to different stages of
the case review workflow.

Administrators and Committee Managers can also set "committee document requirements" so
that a committee must upload a certain document before the case can be moved forward t the
next step.

As a case moves through the case review steps, some Administrators may need to manage only
the components they should oversee--and nothing more. That's why “administrator recusal” is a
particularly helpful component of Interfolio Review, Promotion, & Tenure: it allows
administrative users to invite other Administrators into a case, or dismiss Administrators when
their job is done, so you can be sure to designate the appropriate person to oversee each step
at any stage of the workflow process.

Once a case has been moved backward or forward, Administrators and Committee Managers
can also choose to send an optional email message to members of the committee to notify
them that they will be gaining access with that move. At any moment during the review process,
Administrators and Committee managers can also e-mail the Candidate to request any
additional information or to update them on the status of the review. Throughout every stage
of the review process, you can be sure everyone stays in the loop.

Useful Articles for Getting Started

Move a Case Forward or Backward

Edit Review Steps for a Case

Recuse an Administrator

Set Up Committee Document Requirements
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Communication

Interfolio Promotion & Tenure includes features that allow Administrators to communicate with
both candidate and committees at any point in the review process.

It's simple to communicate instructions to the candidate while creating a case. Each case
includes a “Candidate Instructions” field where you can write notes on the submission process.
If there are a standard set of instructions or guidelines that you typically provide each candidate
with when they are up for review, you can pre-populate these instructions when you're creating
a template; later, when you access the template for a particular case you can customize the
instructions for the individual candidate.

As an Administrator or Committee Manager, if you need to communicate with your candidate
prior to submission (for instance, to ask for an additional document), or your committee during
review (for instance, to remind them of a deadline), you can do so from within the product by
finding and clicking on the mail icon any time you're in a case.

You can share materials with the candidate, including committee documents, and allow the
candidate to respond to the shared materials. You can also share case materials with all of the
members of other committees in the workflow of a case (besides the current committee), and
with other P&T users.

When sending an email from Interfolio Review, Promotion, & Tenure, you have the option of
choosing the name of the sender and the “reply-to” address. You might choose to have the
email come from your institution, for instance, and the “reply-to” address be your own, so that a
Committee Member, candidate, or external evaluator who receives the email can simply reply
back to you if they have a question. Once you've sent out messages to either your candidate or
your committees, you'll be able to retrieve a log of all messages sent within the program.

Communication in the product does not just happen via email, however. A notification center
(the bell icon in the upper right) shows when announcements are made, deadlines approach,
candidates are notified, comments are made, and cases are made available for review.

Useful Articles for Getting Started

Notify a Candidate of Their Review

Email a Candidate

Email a Committee

Enable or Disable Comments for an Institution

Enable or Disable Comments for a Case

Leave Comments on a Case
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Reporting

Interfolio Promotion and Tenure allows users to build reports around activities like packet
movement (what committees have seen a candidate’s packet and who sent it for review?),
messages (what communication has been sent to committees, candidates, and evaluators,
when, and by whom?), and cases (what are all the committees or candidates that have
participated in Review Promotion & Tenure cases this year?).

The reports section of Interfolio P&T is divided into three categories: “Case Info,” “Forms,” and
"Voting Results." A “Case Info” report generates a report on all the information gathered at
individual case levels; for instance, let's say you want to run a report that lists all the cases at
your institution by name and the stage of review. A “Case Info” report will easily generate this
report for you. Based on the custom forms you have created (questionnaires that are
customizable at a departmental, college, or institutional level), you can also run a “Forms”
report based on the answers to the questions you created.

In addition, Administrators can run a "Voting Results" report that lists the results for all
committees voting on a particular case in a particular administrative unit such as a university,
school or department.

Finally, all case activities are recorded in a case activity log for your review.

Whatever information you need, our reporting feature allows you to have analytical data and
oversight about the review processes occurring at your institution.

Useful Articles for Getting Started

Generate and Download Reports

Run a Report on the Voting Results of a Case

View the Case Activity Log
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Forms

There are two kinds of forms in Interfolio Promotion & Tenure; candidate forms, and case
data forms. Candidate forms are designed to collect information from a candidate and are
completed by the candidate in the process of completing their packet of materials. A Case
data form is designed to attach pertinent information about the candidate to a case and
can only be filled out by an Administrator in the program. Both types of forms are
completely customizable and can be added to both a template or a case. The benefit of
gathering data from or about the applicant on a custom form is that the information
collected can easily be generated into a report which you can view in your browser and
export as a CSV file for use in a spreadsheet program.

When creating a candidate form, you have the option to make a question required. That
means that the candidate will not be able to submit his/her application without answering
the question on the form. If the question is not required, the candidate can submit his/her
case without answering the question. You can also require questions on case data forms,
but these are accessed from the Case page of a candidate, and are not part of the
candidate submitting their case. In fact, candidates will never see the questions or answers
on a case data form.

When creating your form, you will be asked to house the form within a unit. Attaching a
form to a unit controls which units can use those forms for their cases or templates. For
instance, if you create a form at the institutional level, any unit below it (colleges or
departments) can access that form while creating a case. If you create a form at the college
level, only that college and the departments within that college can access that form. If you
create a form at the departmental level, then the only unit that can access that form when
creating a case is that department.

Useful Articles for Getting Started

Create a New Candidate Form

Create a New Case Data Form

Edit an Existing Form
Delete a Form Template
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External Evaluations

External evaluations are an integral component of the review process, so we've
incorporated tools that streamline this process and make it easy for Administrators to
request evaluations from scholars that are outside of the committee, or even outside of
your institution.

An Administrator or Committee Manager in Interfolio P&T can request evaluations from
one or more external evaluators from the case page of a candidate. These requests
comesin the form of an email; you'll be able to customize the subject and message of the
email, set a due date and attach files from the case to help the evaluator complete their
review.

Importantly, you can also set who from the committee (the Administrator only, the
Committee Manager, or the entire committee) can see the evaluation once it is received.

Note that you can send requests to multiple evaluators using a single form (which will
include a message, all attached files, and due dates etc.).

Also, if you'd like to use Interfolio P&T to solicit names of potential external evaluators from
the candidate up for review, you can do so with a custom form that you create for the
candidate to fill out, or with a required document that you ask the candidate to upload
themselves. The candidate will never be notified or be able to see the external letter.

Useful Articles for Getting Started

Create a New External Evaluation Request
Edit & Resend an External Evaluation Request
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Download PDF to Admin Guide to Interfolio
Review, Promotion & Tenure

Click here to download and print a PDF of the_Administrator's Guide to Interfolio Promotion
& Tenure.
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Guides for Candidates,
Committee Members,
Committee Managers, and
External Evaluators
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Committee Manager's Guide to Interfolio
Review, Promotion, and Tenure

Welcome to Interfolio Promotion and Tenure! Review, Promotion, & Tenure allows you and
your committee to deliberate and make important decisions about promotions in one easy
and secure location. You can easily adapt your existing promotion or tenure workflow into
the application to make your experience more efficient and less paper-driven for yourself,
your colleagues, and your candidates.

This is a guide to assist you in your role as a Committee Manager. As a Committee Manager,
you have many more responsibilities and privileges in the product than the average
committee member; at the same time, you are slightly limited within your organization
when it comes to certain aspects of the product, such as creating institutional settings.
Below, you'll find guidance for using Promotion and Tenure for every step of your review
process including viewing a case, editing documents, communicating with your committee
and candidate, and moving a case forward or backwards. And remember: every action
within Promotion & Tenure is documented with a step-by-step guide in our online help
center.

Useful Articles for Getting Started

Basics
User Roles in Promotion & Tenure

Interfolio Review, Promotion, & Tenure Best Practices for Managing Reviews

Reviewing and Managing Cases

Access Your Case List

Access an Individual Case Page
Allow or Disallow Candidate Editing of Packet Materials

Move a Case Forward or Backward

Record the Results of a Committee Vote

Communication

Email a Candidate
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http://product-help.interfolio.com
http://product-help.interfolio.com
https://product-help.interfolio.com/m/33238/l/344653-view-and-manage-your-case-list
https://product-help.interfolio.com/m/33238/l/344682-view-case-materials-and-information-about-your-committee
https://product-help.interfolio.com/m/41396/l/344719-turn-on-off-candidate-editing-of-packet-materials
https://product-help.interfolio.com/m/33238/l/344705-move-a-case-forward-or-backward
https://product-help.interfolio.com/m/33238/l/503742-record-the-results-of-a-committee-vote
https://product-help.interfolio.com/m/33238/l/344714-email-a-candidate

Email a Committee

Enable or Disable Comments for a Case
Add, View, and Delete Comments on a Case

Share Case Materials with a Candidate and Allow Candidate Response/Rebuttal

Share Case Materials with Committee Members

Documents

Upload New Documents

Upload Required Committee Documents

Download Documents

Set Download Privileges and Access to Documents

Read and Annotate Packet Documents Using the Document Viewer

External Evaluations

Create a New External Evaluation Request
Edit & Resend an External Evaluation Request
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https://product-help.interfolio.com/m/33238/l/344716-email-committee-members
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https://product-help.interfolio.com/m/41396/l/344735-download-case-materials
https://product-help.interfolio.com/m/33238/l/344724-set-download-privileges-and-access-to-case-materials
https://product-help.interfolio.com/m/33238/l/521788-read-and-evaluate-case-packet-materials-using-the-materials-viewer
https://product-help.interfolio.com/m/33238/l/344722-request-external-evaluations
https://product-help.interfolio.com/m/33238/l/344723-edit-resend-an-external-evaluation-request

Best Practices for Managing Reviews With
Interfolio Review, Promotion, and Tenure

If you're managing a promotion, tenure, or review case this year, here are a few best practices
to keep in mind:

1.

Creating committees and allowing them to review cases: Committees are groups of users
that can review and assess the case of a candidate at a given step of the review process. As
an administrator, you can create committees made up of any of your institutional users for
each step of your workflow. Remember, in order for your committee members to have
access to a case, the committee must be assigned to a review step in the case workflow.

Because we know that faculty promotion and tenure cases contain sensitive confidential
information, we have deliberately designed Interfolio's workflow feature to ensure that a
committee will only have access to the packet materials while a case is their specific
workflow step.

Communicating with your candidates: When working with candidates, there are several
ways to send messages and alert them of the review process. First, in order to get your case
initiated and allow the candidate the opportunity to work on their packet materials, you'll
need to notify the candidate. Then, at any point, if you need your candidates to make
changes to their packet materials (ex: maybe you would like for them to update their CV),
you can enable candidate editing per section of their packet and send emails to the
candidate to let them know to make your requested updates.

Communicating with your committees: Committee Managers and Administrators can email
a review committee and collaborate within a specific case. We keep a record of all
communications to candidates and committee members and case movements so
administrators will always have transparency while managing their cases.

Requesting external evaluations: We've incorporated tools that streamline the external
evaluation process to make it easy for Administrators to request evaluations or resend
previous requests from external scholars. Learn more about the external evaluator
experience here. Remember if you add a due date to an external evaluation request, it will
be a hard deadline and letter writers will not be able to submit a letter after that date. If
necessary, you'll be able to clear or edit a due date while resending a request.

Adding and managing committee documents: After a candidate submits their packet and the
packet is with one or more committees for review, Administrators and Committee Managers
who have access to the case can add committee-specific sections and documents to the
packet. Any document uploaded to a case by an Administrator or Committee Manager will
be invisible to the candidate. These users will also have the opportunity to manage
document permissions and add, reorder, or edit packet materials. Remember, only the
candidate will have the opportunity to remove the materials that they uploaded and
submitted to their case. In addition, Admins can require that a committee upload specific
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http://product-help.interfolio.com/m/39937/l/357588-committees?id=357588-committees
http://product-help.interfolio.com/m/33238/c/123276
http://product-help.interfolio.com/m/33238/l/536627-add-committees-to-a-case-review-step
http://product-help.interfolio.com/m/33238/l/536627-add-committees-to-a-case-review-step
http://product-help.interfolio.com/m/33238/l/344703-notify-a-candidate-of-their-review?id=344703-notify-a-candidate-of-their-review
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http://product-help.interfolio.com/m/33238/l/409266-view-a-log-of-the-messages-sent-about-a-case
http://product-help.interfolio.com/m/33238/l/344717-view-the-case-movement-log
http://product-help.interfolio.com/m/33238/l/344722-request-an-external-evaluation
http://product-help.interfolio.com/m/33238/l/344723-edit-resend-an-external-evaluation-request
http://product-help.interfolio.com/m/33238/l/344723-edit-resend-an-external-evaluation-request
http://product-help.interfolio.com/m/39937/l/606353-external-evaluator-s-guide-to-bycommittee-p-t
http://product-help.interfolio.com/m/33238/l/454897-adding-and-managing-committee-documents
http://product-help.interfolio.com/m/33238/l/454897-adding-and-managing-committee-documents
http://product-help.interfolio.com/m/33238/l/344724-set-download-privileges-and-access-to-documents
http://product-help.interfolio.com/m/33238/l/344724-set-download-privileges-and-access-to-documents
http://product-help.interfolio.com/m/33238/l/344725-edit-document-details-title-type-and-group-and-delete-documents

documents before the case can be moved forward. See here for more information on
uploading required committee documents.

Additionally, we have guide books for every user type where all relevant articles for your role
are sourced for you:

1. Committee Manager's Guide to Review, Promotion & Tenure

2. Committee Member's (Evaluator’s) Guide to Interfolio Review, Promotion & Tenure
3. Candidate's Guide to Interfolio P&T

4. External Evaluator's Guide to Interfolio P&T

Still Stuck?

We're here to help! Anyone can contact our Scholar Services team at help@interfolio.com or
(877) 997-8807 Monday- Friday, 9:00-6:00 PM ET.
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Committee Member's Guide to Interfolio
Review, Promotion, and Tenure

If you have been added to a committee for promotion, tenure, or review at an institution that
uses Interfolio Review, Promotion, & Tenure, you can securely and easily participate in the case
review process online.

An Administrator at the institution conducting the review will manage the case and candidate
packet. You will receive an email when the case is available for your committee to begin review.

Once you activate your free account and log in, you will be able to access any case to which you
have been added as a committee member.

The video below will help you get started quickly. Check the article for more a detailed
explanation on getting started and using RPT to evaluate cases.
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Getting Started:

You will receive notification when you are added as a user to Review,
Promotion & Tenure

Demo University has invited you to join
nterfolic Review, Promotion & Tenure,

ACTIVATE NOW

This link will expire in 30 days. After 30 days, you can
reqactivate the account by requeasting a new password,

Poweared by Interdohs | Supgon

Log in and click "Cases" on your Review, Promotion & Tenure navigation bar

heview, Promotion and Tenure

Cases
Templates
Administration
Reports

Users & Groups
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You will see a list of cases that are available to you:

Demo University > Create C
Case List

3= Filter
i
20 of 20 cases
[] Name Type Template Name Status
O New Candidate Other Institution Template Test

Department of Civil Engineering

Case Created: Waiting for an administrator to add case review steps

O New Candidate School of Architecture: Associate to Full Professor
Department of Mathematics

Case Created: Waiting for an administrator to send the case forward

O Michael BIShOp Promotion School of Architecture: Associate to Full Professor LSS W
Department of Architectural History

Step 2 of 3: Administrator Review

Click the name of the candidate to view case materials

el 2 cavs
Mame - Trpe = Templyie Hame £
Rita A. Bookman Prarrectisen Custim Wkl
Diera University

Step 2 of 2 Prowost Beview | Jan 7L 207 ik Reguieed Documents

Edward Angerer
Appoiniment Ardrropolkogy Prormet
Historical Musicology : o

Step 1 of 3: Music History Promoton Commitiee

€ Clicking on the name of the candidate will direct you to the Case page, where you can
access materials and forms only available to committee members, and view and

download materials submitted by a candidate.
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«Demo University > Cases »
Michael Bishop

Unit Status Reviewing as
Department of Architectural History @ Under Review change Scott Harris
Case Materials Case Details

v  Candidate Documents o Add File

.= Professional and Civic Service Record

~  Form

v  Committee Documents Add File ¢
cv2m3music (1) © Feb 27,2018 at231 PM [
Annual Self Assesment O Mar 13,2018 at9:50 AM [

v  External Evaluations Request Evaluation Add File
Evaluation from Tom Turkney O SentMar13 2018 atQ:53AM P

Navigate to the case you want to edit

You will see a tabbed interface:

Case Materials

The Case Materials tab is divided into sections, and from here you can access materials
uploaded by committees as well as candidate materials. You may also see external evaluations
if your institution is using our feature for requesting and collecting external evaluations.
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Xoemo University > Cases >

Fred Buddle

Unit Status Reviewing as
Department of Architectural History @ Tenure Granted change Case is Being Created

Case Materials Case Details

>  Committee Documents £ Add File &

o € Add File

Request Evaluation Add File

> Candidate Documents

> External Evaluations

Case Details

The Case Details tab is where you can view the other members of your committee, and if
enabled, view comments from other committee members and leave comments on the case.

If a committee vote has taken place and the results have been recorded by the Committee
Manager or Administrator, you can also see those results.

Deftio University » Cases >

Frod Buddie

Unit Status Reviewing as
Department of Architectural History @ Tenure Granted change Case is Being Created

Case Materials Case Details

+ Voting
w Committee Members: 2 % Email 4 Edit

Scott Harris

scott.harris@sharklasers.com

Michelle Scott

ms@demo.edu
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Accessing Materials:

€ Ontheindividual case page, you can read or download documents that were
submitted by the candidate, committee members, and external evaluators.

If the institution administering the case has elected not to allow downloading, the
Download option will not be available. Some individual documents may also have
downloading restricted.

Select the read button to view materials, or click the select button next
to the relevant files to download

@  Click "Select All" above the list to select all materials in the list.

James Aaron
Gavddats Perckel Prcwbeed
Erhaom Lescoiogy
Case Dotals n
Resieming a4: C05 Deparimest Revies m
W Select M & Dowrniload

W Commithes Dooumsas

B i Ackions Rapor A Dowricadabis
Commimitiss Raport o Admin & Commine

Chair's Repait Aoz 18, AR S50 PM

User Guides Page 137



You can choose to download a PDF or Zip file of all selected materials

E
i |

& Download

Dornload PDE
Deranload LI

& Downloadable
@ Admins & Committes

Clicking “Read” above the document list and to the right of the page
will open all accessible case materials in the document viewer

Candidaie Fackm Aecerved

& Downioadablke
& sdmens & Commities

A 15, 207 at 5:58 P

€ The document viewer will display the contents of the packet, organized by section. You
can collapse and expand packet sections in the Case Documents list on the left.

@ You can also click on the title of a document to open that specific document in the
document viewer.
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Edward Angerer

= 4 Download

Drawing on your own fret-hand observations as well as other data, evaluate the

Packet Annclations candidate's classroom teaching Provide informative student evaluations of the
candidate’'s courses fonly one act ol capies s needed]. Copiee of leters om atudents l

concerning the candidate's teaching should be artached 1o this report. Discuss the

candidate’s direction and supervision of thesss and dissertations, Comment on the quality

of student work which the candidate supervised. Evaluate the candidate's contributions in

undergraduate advising, sponsership of student arganizations, or other work with

Chair's Report students putside of the classroom. Comment an new methods and courses developed by

the candidate.

w COMMITTEE DOCUMENTS

¥ CANDIDATE DOCUMENTS

* STUDENT EVALUATIONS

» EXTERNAL EVALUATIOMNS

X Q Q € 2/19 » Next Material 4 @&

You can make notes on materials as you review. The annotations you
make will appear on their own tab and can be exported.

€ Annotations are private and can only be viewed by you.

Edward Angerer

EMWE 110 Azcelen
ENWE 118 Accelern
MUSI 2078-1= Thel
ENWE 110 Acoelen
EMWE 110 Acielen

Packet Annotations

Q)

CV 2013 MUSIC dock Oct 25, 2006 aL 523 PM

Cradiate Teiching Al

MILISE 307: Roarts M
ED[S 187; Study Ski
MUISE 208 Africas A
MLISE 207: Roots My
MUSE2N2: The Hasic
MUSE I Boots M
MLISE 202: The Histe
MUSHIN2: The Histe
MLISE 202: The Histe
MUISHE 202: The Hisic
MLISE Z02: The Hesue

These are from a joint appointrent

CV 2013 MUSIC. docx Oct 26, 2006 at 24 PM
Bob was concerned about the service recond. Need

maore informaticn.

L RN

Giuewt Lecteres and Sub
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Adding Annotations:

Annotations are added from the lower right corner of the viewer

zinia 05/06-05/12
05/07-8/07

ant

company) 1987-1994

N\

(& @

Click the "view" icon to toggle on or off the display of annotations

s

4
m company) 1987-1994
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Click the "note" icon to add an annotation on the currently displayed
document

m company) 1987-1994

4 @

After clicking the "note" icon, select the type of annotation you want to
create:

+ Make no selection to add a simple "stickie" note to the document

+ "Point" adds a note with an arrow pointing to a particular point in the document
+ "Area" adds a note about a selected area

+ "Text" adds a note about highlighted

1,2011 to present

rds) 1987-1994
and production cor

#Point -%Area "% Text

1ent Ei?‘ @
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To edit a note you've added, simply click into the text field

est lorem. Efiam scelerisgue est in leclus eleifend, wenenatis elemenium ligula dictum.
uam, faucibus ul risus eu, pharatra cursus ipsum. Mauris tristigue nibh malesuada maximus
state serm bibendum elit pretium, sit amet blandit ipsumn Blandit. Aliguam egel arcu sagitiis,
nbus leo. Donec vel m augiat hendrerit mon orcl. In luctus tellus a
ung in nibh venenatis This note points to the lotin nibh. Aliguam quis aliguam sem. Fusce

wntor, aget dapibus mi word “etlam®which transiates jalasuada fames ac anle ipsum primis in
as also, even, or still..

<19/19 Z @O ®

To delete a note, click into the text field and then click the trash icon

esl lorem. Etiam scelerisgue es! in lecius eleifend, venenatis elementum Bgula dictum.
sam, faucibus ut rsus eu, pharetra cursus ipsum. Maurs Iistique nibh malkesuada maxdmus
late sem bibendum &# prebivm, sit amet blandil ipsum blandil, Alguarm egel ancu Sagithis,
libus leo. Donec vel m bugial hendrerit non arci. In luctus tellus a
ane in nibh venanatig This nate points to the latin nibh. Aliqguam quis aliguam sem. Fusce

rtar, eget dapibus mi wond “etiam”which tramsiotes |alesusda fames ac ante ipsum primis in
as alse, even. or still..

<19/19 F 0 @

Committee Voting:

€ Administrators and Committee Managers can record committee votes into Interfolio

P&T. Committee members can view the results of a committee vote from the
"Committee Details" tab of the Case page.
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Click "Voting" to see the results of a committee vote

James Aaron

Eatmemesicsiogy ===/
Caed Makiiaks Casa Dauis

Rerbewing a1: CCB Deparamen Revies

¥ Commines Membens: 5 = I Comemreation
w  Requised Documants - [ © 40 | L T
Chalass Mormasn o)
Lo )
A1 requibed GOCLITHENGS L be comphned Refore 1 Case Con aivonce 12 e nisd Siep. Fles oon be
Chadnes Marman i)
added by ey Aarager of with access in 1his case, H ] e o g
go  Erin Combaccis
Commitiss Rirview Sumsary Sheitert, Hivn omy b i .
b A

€ Votingresults are represented with a circle graph displaying the overall results and the
number of each vote cast.

COMMITTEE VOTES CLOSE
FOR SCHOOL OF MUSIC RANK AND TENURE
Viotea Entared On Fab 24, 2018
VOTES
Wit SO Simain DECISION VOTES
Support 4
Opposa T
Aalain
NOTES
kixﬂrllwll«:wrlru'au-w: Bepont dasument for details on the decigon of e comnsaiee. )
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A Candidate's Guide to Interfolio Review,
Promotion, and Tenure

We have created a secure, user-friendly interface that allows candidates to quickly and
easily assemble a packet of materials for their review and submit these materials online.

This article explains what to expect as the candidate of a review conducted using Interfolio's
Review, Promotion, and Tenure service.

¢ You can generate a PDF and print this article from the sidebar to the left of this page.

In this Article:

« How do | activate my candidate account? What does the notification email look like?
+ How to view past packets

+ How to view packet requirements

+ How to add files to your packet

+ How to preview your packet before submitting

+ How to view files that are shared with you by the committee in RPT

+ How to respond to shared Files

If your institution uses Interfolio Review, Promotion, & Tenure to conduct review processes
online, you will be asked to submit a packet of review materials through Interfolio.

Before you begin, an administrator will create a case for you that includes instructions for
submitting your packet with all the required documents and forms.

You will be notified that your case is ready via email.

Select “View Case” in the notification email

When you select “View Case” in this email you will be prompted to create a password that
generates the Interfolio account you will use to collect and submit materials for your packet.

If you already have an Interfolio account, the "View Case" button will take you to your account
dashboard.
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Demo University has initiated a review on your
behalf.

VIEW CASE

This casa link will be valid for 30 days and can only be used
once.

Viewing your case will allow you to view requirements, read
instructions, and submit your packet online.

Hi Samantha,

Good luck with your promotion review...

Powered by Interfolio's ByCommittes | Interfolio Support

Activate your account

€ You may need to enter a password to activate your Interfolio account.
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Enter a password and accept our Terms of Service and click to activate
your account

Activate Account

‘four account is almost ready] Please enter a password 1o finish activating your acoount.

Email Address

mbrownsegmailinator.com

First Marme * Last Marme *

» Show Password

| agree to Interfalic’s Terms of Service,

View your packet instructions and requirements:

Click the link to "Your Packets" from the institutional page's navigation
bar, or use the link on your homepage in the To-Do's

Not seeing it?
If you do not see this in your navigation bar, you might be on the Dossier page, Switch
accounts user the account menu in the top right.

Home

Your Packets A

Review, Promotion and Tenure

Cases
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Select the relevant packet

Q Tip:

You can view past packets in the section below the Active Packets

Your Packets

Active /

Packet /

Type Status Due Date

English Department Review Not Submitted - View
3rd Year Review (Tenure Track)

English Department Tenure Not Submitted - View
Tenure Review
Completed

Packet Type Responded Completed

Farragut Square State University o Jun 20, 2016 View
Farragut Square State University Review - Aug 16,2017 View
3rd Year Review (Tenure Track)

School of Business Tenure - Aug 30,2017 View

Tenure Review

You will see an "Overview" page listing the required materials and forms you will need to add to

your packet.
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Click Edit Packet to view the instructions

*Overview

Rita A. Bookman

Committee Files

Below you will find an overview of the packet requirements outlined by your institution. This page will be updated as you make progress toward submitting your packet.

‘ Candidate Documents

® CV, 1 Required | 1 Added
Cover Letter, 1 Required | 0 Added
Publications, 1 Required | 0 Added
Letter of Recommendation, 1 Required | 0 Added
Tenure Application Form Part Il

Table of Courses Taught

°

Click "Instructions" in the upper right corner of the page to view any
instructions provided by your institution for assembling your packet

*Demo University > Overview >

Packet Requirements

Rita A. Bookman

| View Packet Instructions |\

v Candidate Documents

O INCOMPLETE

@ cVv
O  Cover Letter
O  Publications
QO Letter of Recommendation

O Tenure Application Form Part II

QO  Table of Courses Taught

j Review & Submit

Committee Files

1/ 6 REQUIRED

1 Required | 1 Added

Feb21,2018  Edit M0
1 Required Add File
1 Required Add File

1 Required Add File

Required
Required
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Your packet will likely be divided into sections, each with a list of materials you will need to
upload in order to complete each section.

If a due date has been set, you will also see the due date for each section. Each section of the
packet can be submitted once all requirements for the section have been met.

@© Note that individual packet sections can have unique due dates.

Candidate Docurments
Due: 2018-11-17 ] ucﬂ'mm ]
V¥ 1 Required | O Added & View

Tenune Statement 1 Required | O Added
Publications 1 Required | O Added
Tenure Application Form Part ||

Additional Dacuments O Added

st Lstace L NOT YET SUBMITTED J
Drue: 2016-05-26 & ©
Teaching Staterment 1 Required | O Added = View

Peer Observer's Report 1 Required | O Added

If enabled by an administrator, you may also be able to add sections to your packet. If this
feature is enabled, you will see an "Add Section" button.

Emily Bern

| + Add Section |

Editable Sectons

w Grants and Awards m

O INCOMPLETE O f 1 REQUIRED
O List of Grants and Awards 1 Requared Add File
O+ Additional Documents Add File
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Add files to satisfy packet requirements:

Click "Work on Packet"

This will open a page where you can upload files to satisfy packet requirements.

" Overview

Rita A. Bookman

Committee Files

Below you will fipd an overview of the packet requirements outlined by your institution. This page will be updated as you make progress toward submitting your packet.

¢ Candidate Documents o
@ CV, 1 Required | 1 Added

Cover Letter, 1 Required | 0 Added

Publications, 1 Required | 0 Added

Letter of Recommendation, 1 Required | 0 Added
Tenure Application Form Part Il

Table of Courses Taught

Click "Add File" to upload materials to your packet

Emily Bern

+ Add Section

Editakle Sections
w  Grants and Awards
0 BQOMPLETE 041 REQUIRED
i | List of Grants and Awards 1 Regquined Add File
O Additiona] Decumsents fdd File
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@© When uploading files, make sure you give the materials in your packet a meaningful
title because reviewers will see the titles you provide as bookmarks to the left of the

page when reviewing your documents.

By default, the name that will appear to reviewers is the name of the file as you upload

it, but you can also edit the title of a file after adding it to your packet.

¢ You can upload multiple files at one time.

Add CV x
1 Required

Chaonse Existing Ak New File

All Materials Packsts

_ annual Saif Assesment

| Biblography of published warks
Cover_Letiar
Y

] Graed Proposal
Joignad aricla

| concel 1)

You can also add files from packets you have previously submitted:

Add CV X
1 Rosquired
Chonsa Exsting Ackd Meray l-:/
All Materials Packets

Salect a packet to view and add file(s) from that revies,

Packst Typa Completad
Department of English Language and Livermature Rerwiaw 019,207
English Department Anrual Review

Dapartmant of English Lamguage and Litsmatura Promation 00t 8, 2007
English Dapartment Promation Resaws
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Or you can add new files including video and webpages:

Add €V X
1 Required

Bkt By

Chosge Edsting less Fila

Uplaad Wideo Webpage

@6@3

Drag & Drop your files anywhere or

Browse To Upload

If your institution subscribes to the feature, you can also add files from collections, including
collections you may have created when_using Interfolio's "Guidelines" feature, as shown in the
two images below.

Add Research Statement x
1 Required
Chooss Existing At Merar

All Materials Collections Packets

Salect materials from your saved collections.

Q Select or search for a collection

English Dept. Fromotion Reaview

Graystone Grant Application

My Updated Materials 20017
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Add CV x

1 Requined
Choosa Existing Add New File
All Materials Collections Packets

Select materials from your saved collections

English Dept. Promotion Revienw w
Search
/
Tithe: GV
OB Type: TV,

[ Ressarch Ssatemant
Status: Received , Ot 7, 2077 at 9046 PM
[& Statement of Teaching Phicsophy update

10 Numbser: 2780964611
Tags:
Add Publications x
3 Reguiined
Uplcad Widen ‘Webpage
I Teriune sarnphe Cover Page SUCCESS ®
I Caonser Letter SUCCESS

Look for the green check mark when you have satisfied a requirement

When a requirement is satisfied it appears with a green check mark. Likewise, completed
sections are marked "Complete."
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» Grants and Awards MOT YET SUBMITTED

m /1 REGLIRED

@  List of Grants and Awards 1 Requrred | 1 Added

Funded Grant Applications.docs sepit2oie ) W

O Additiona nts Add File

If you need to edit or replace a document, click the edit pencil

v Gantsons s

@  List of Grants and Awards 1 Required | 1Add
[ Funded Grant Applicationg doce sepmzoe (B3 @
0 Additional Documents Add File
. ..J

You can edit the title of the file, or click "Replace" to choose a new file to replace it.

Edit Document x

Document Title *

Funded Geant Applications docx

g

:: H!Fhu m
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Click "Preview Packet" when you are ready to submit completed
sections

L .
Overview
Rita A. Bookm

Committee Files

n
Below you wilINoverview of the packet requirements outlined by your institution. This page will be updated as you make progress toward submitting your packet.

Edit Packet Preview Packet

% Candidate Documents ]
CV, 1 Required | 1 Added

Cover Letter, 1 Required | 0 Added
Publications, 1 Required | 0 Added
Letter of Recommendation, 1 Required | 0 Added

Tenure Application Form Part Il

® ® ® ® 6 6

Table of Courses Taught

Select which sections of your packet you want to submit

€ Only sections with completed requirements will appear in the list.

£l #
Review & Submit
Ol Scliond wilh Jomag FeguEEmEnE will ABgesr i 1ha L5l bar ks 0 STy L Dnce R SUBAL B SOLTDN,
you Wil mod 1 the dopamenis and Spem within if
ﬂ SECTICN | NFCEMATION STATUS COMPLETENESS

- X O

0 s (D O
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You can preview your packet before submitting:

Sections being submitted

& Grants and Awards

) Evidence of Service

The preview shows exactly how the packet you are submitting will appear to your committee. A
sample preview is shown below.

= Only show submitted sections.

¥ CANDIDATE DOCUMENTS
¥ TEACHNG PORTFDLIO
W GRANTS AND SWARDS

e, Funded Grant Applications:

¥ EVIDEMCE OF SERVICE Faculty Scholarship Grant: Awarded to Demo University faculty...

Faculty Research Grant: Awarded to Demo University faculty...

Faculty Development Grant: Awarded te Dema University faculty...

a q 1/1 % Mext Material
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Click "Submit Packet" when you are ready

Sections being submitted

& Grants and Awards

@ Evidence of Service

Submit Packet

Your packet will be sent to the appropriate committee for review.

Review & Submit

Thank Youl

You've successfully submitted your packet and it will be sent to the appropriate committees for review,

Retumn to Packst

Locked Sections

€ Ifasectionislabeled as a "Locked Section," this means your institution has opted to
restrict editing after submission. Please contact an administrator at your institution if
you have questions about a locked section.
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Locked Sections @

Candidate Documents a
Due: Mow 17, 2018
O INCOMPLETE 0/ 4 REQUIRED
o cv

1 Required

Viewing files shared with you by the committee:

The committee reviewing your case may share files for you to review. The committee may also

allow you to respond to the shared files in writing, and may set a date when the response is
due.

If the committee shares files with you, you will get an email prompting you to log in and view
the shared files.

Bewverly Brown has shared files with you.

VIEW FILES

You will be required to sign in to your account to view the
shared files.

Dear Dr. Pnt,

Flease find attached the reason...

Powared by Interfolio's ByCommittes | Interfolio Suppon
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You will need to be logged in to view and/or respond to files shared
with you by the committee

Home Your Packets
Your Packets .
I Active
Review, Promation and Tenure
Cases Packet Type Status
Dema University | Open for Response Pramaotion Mot Submitted

Once logged in, and within the relevant case. Click the "Committee
Files" link

x gy interfolio

Rila Book

| tiome Overview

I Your Packets

Raviaw, Promotion and Tanure Below you will find an overview of the packet requirements outlined by your institution. This page will be updated a make progress toward
Crgen aubmitting your packet

i

Committee Files
Rita &. Bookman

Candidate Documents @
@ Cv,1 Required |1 Added

Cover Letter, 1 Required | 0 Added
@ Publications, 1 Required | 1 Added

Letter of Recommendation, 1 Required | 0 Added

Open the file in our materials reader

You will see a list of files shared with you. Click the title of the file, or "View" to open the file in
our materials reader
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Demo University » Overdiew »

Committee Files

Below you will see files that have been sent 1o you by committes members,

Sent by Beverly Brown on
Now 7, 20017

Report 1

TP-Part-lll-Chairs-Report. pdf

Sent by Beverly Brown on
Now 7, 2017

Report 1

TP-Part-lll-Chairs-Report. pdf

Sent by Beverly Brown on
Mar 29, 2018

Inventory Sheet

View

Mow 7,207
Mow 7, 2017
DUE: NOW 18, 3017 View
Mow 7, 2017
You can also o
respond, if enabled,
mare on that below. Mow 7, 2017

DUE: JUL 27, 2019 Respond  View

Mar 26, 2018

Responding to shared files:

If you are allowed to respond to the content of the file, you will see a link labeled "Respond,"”
and a due date for when your response is due.

@ Please Note: This is a hard deadline, and you cannot respond to the shared files after

the due date.

TP-Part-lll-Chairs-Report.pdf

Sent by Beverly Brown an
Now 7, 2017

Report1

TP-Part-lli-Chairs-Report.pdf

Sent by Beverly Brown on

Mo 7,2017

DUE: WOV 18, 2017 View

Mow 7, 2007

Mow 7, 2007

DUE: JUL 27, 2015 Respond  View

Mar 29, 2018
Inventory Sheet Mar 28, 2018
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Click "Respond"

Committee Files

Below you will see fles that have been sent to you by committes members,

Sent by Bevery Brown on
Dex 17, 2016

Committes Declsion

N\

Respond ~ Wiew

Dec 17, 2016

-or- open the file in our materials reader and click "Send Response"

Viewing Files

=  Response Due: Dec 23, 1016
% SENT BY BEVERLY BROWM: DEC 17, *016

Committes Decition

Campui board

i St O O COITeTETIeG Bl 1B

€ Committee Files

/

Send Response
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Upload a file with your response

Response

You can respond with a document for the committes to review,

Title "

Response

G@

Drag & Drop your files anywhere or

Browse To Upload

Click to "Send"

Response

You can respond with a docurnent for the cormmittee to review.

Title

Response

I Response to file SUCCESS x
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Submitted responses will appear along with shared files in the list

Committee Files

Committee Files

Below you will see files that have been sent to you by committee members.

Sent by Beverly Brown on
Dec 17, 2016 DURE DG 23 008

Committee Decision

Response

Rebuttal to Committee Decision Sent: Dec 17, 2016

Sent by Beverly Brown on
Dec 18, 2016 DUE: DEC 23, 2018

Repart One

Dec 18, 2016
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For External Evaluators: Guide to Providing
Requested Evaluations in Interfolio Review,

Promotion, and Tenure

If you have been asked to provide an evaluation for a candidate who is up for review at an
institution that uses Interfolio Review, Promotion & Tenure, you can fulfill this requestin a

few, simple steps outlined below.

@  You can print this article using the link to the left of the page.

Indicate if you accept or decline the letter request

All requests for evaluations are managed by an administrator at the institution conducting the
search. This individual will invite you to submit an evaluation via email.

The email will include:

* A due date for submission of the evaluation
« The email address of the individual who sent the request, in case you have questions

+ A personal note (if any) from the person or committee making the request
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Fs  FARRAGUT SQUARE
S{; STATE UNIVERSITY
AY

Farragut Square State University is
conducting a review of Katie Feo and has
requested a Confidential Recommendation.

| DECLINE

Farragut Square State University asks that you submit your
recommendation by May 26, 2017. If you have guestions about
this request, please contact david.lopez@interfolio.com.

Hi Dr. Marcus,

‘We are currently considering Katie Feo for a tenure-track faculty
position at FSSU. We are hoping you would consider writing a letter
of recommendation on her behalf. Please use the link in this email
to accept the request, review her information, and submit your
letter. We appreciate your support! Feel free to reach out to my
assistant Max Swagler if you need any support in fulfilling this
request.

Best,

David

If you accept the request:

Click "I accept"

Fs  FARRAGUT SQUARE

SU STATE UNIVERSITY
\

Farragut Square State University is
conducting a review of Katie Feo and has
requested a Confidential Recommegdation.

| ACCEPT

| DECLINE

Farragut Square State University asks that you submit your
recommendation by May 26, 2017. If you have guestions about
this request, please contact david.lopez@interfolio.com.

Hi Dr. Marcus,

‘We are currently considering Katie Feo for a tenure-track faculty
position at FSSU. We are hoping you would consider writing a letter
of recommendation on her behalf. Please use the link in this email
to accept the request, review her information, and submit your
letter. We appreciate your support! Feel free to reach out to my
assistant Max Swagler if you need any support in fulfilling this
request.

Best,

David
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If you choose to accept the request you will be taken to a page with relevant documents (if any),
provided by the institution, to help guide your review.

Click "View" to access files included with the request within the Interfolio Document Viewer.

¢  Selecting “Accept” will notify the requester that you have accepted, but will not show
whether you have read or uploaded materials.

*Request Details

Type: Confidential Evaluation
Requested by: Awesome PAT University

Message from Awesome PET University.
Test

E | accept, | will submit an evaluation. Due February 2, 2018
(] I've changed my mind and decline to submit an evaluation. You can not submit after the due date.

Supporting Documents m
Cover Latter & Download
Cower Letter
Mo Fle & Download
Second Docurnent
Recipei & Download

Evaluation from Kat Writery

) ) _ & Download
committee_confidential_letter_of _recommendation
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The document viewer will load and allow you to easily view the
materials from within your browser.

= Materials for James Reed

% SUPPORTIMNG DOCUMEMTS

CN ez

Aesearch Staternent update.doc

After closing the document viewer, when you are ready to submit your

Michael Bryan Bishop
Melntize Deparsmast of Music
Uriversity of Virgiia
Charuvile, Visgini 21004

Edwcation

Huome: (434 )-064-4T30
ermail: mhisiyEvirgina ale

Phl,  Crice and Comparstive Sudics . Moic Linvenity of Virginia

B Erglish
A

Acsdemic Experience
L

* Gl Teacking dsiblan!
& redvais Inimcior

*  Girnivaale Deibucior

evaluation, click "Select File for Upload"

Lirgvernity of Virgizia
1. Sargsant Reyrokls Community Callege

Molutire Deparment of Music. University of Virginl
Meliee Degantrnel of Misie, University of Viging
Englisk Deporimert, Usiversty of Virgini

Plclanire Deparment of Musi, Univesing of Vigaia

1/3 > MextMaterial

Click the X to %
close

2012
2003
201

DB 2present
JENI0%12
NENS-502
O3ME0312

You can return to the page at any time while you are working on your evaluation by either re-
opening the initial email request and clicking “Accept,” or, if you have an Interfolio account, sign
into your account to find the request on your dashboard.
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— I acceprt, | WILL SUDMIL an evaluation. D Vue February 2, 2018

= I've changed my mind and decline to submit an evaluation. You can not submit after the due date.

&

Supporting Documents =3
Letter & Download

Cowver Letter
New File 4 Download
Second Document
Recipei & Download
Evaluation from Kat \'l(l'riterl . & Download
committee_confidential_letter_of _re mendation

Evaluation

Select File for Upload

| Read about our accepted file types.

Drag & Drop or browse to locate the file containing your evaluation

Select File for Upload X

@6@1

Drag & Drop your files anywhere or

Browse To Upload

User Guides Page 168



Click "Submit Evaluation"
Select File for Upload

I letterofecommendation SUCCESS X

= submitEvaluaton [ Cancel

Activate your free Interfolio account

You will see a confirmation screen thanking you for your evaluation and inviting you to create a

free Interfolio account.

¢ You do not need an account to submit an evaluation. This is an optional step. However,
you may find it useful to store, track requests, and send confidential recommendations

using your free account.

Confidential Evaluation Request for Rita Book

from Demo University

Thank you for completing an evaluation on behalf of Rita Book!

Your docurnent will be sent to the appropriate committeas for review.

Interested in saving your work and making your letter writing process even easier in the future? Activating a free
account with Interfolia allows you to stare and send confidential letters of recommendation for candidates to a range
of acadernic opportunities, from grants to tenure reviews to faculty positions, Plus, your aceount will cantain ary

previous history of letter requests that were sent to this email address.
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If you decline the request:

Click "I Decline"

iFs FARRAGUT SQUARE
Sy STATE UNIVERSITY
\
Farragut Square State University is

conducting a review of Katie Feo and has
requested a Confidential Recommendation.

| DECLINE

Farragut Square State University asks that you submit your
recommendation by May 26, 2017. If you have guestions about
this request, please contact david.lopez@interfolio.com.

Hi Dr. Marcus,

‘We are currently considering Katie Feo for a tenure-track faculty
position at FSSU. We are hoping you would consider writing a letter
of recommendation on her behalf. Please use the link in this email
to accept the request, review her information, and submit your
letter. We appreciate your support! Feel free to reach out to my
assistant Max Swagler if you need any support in fulfilling this
request.

Best,

David

If you choose to decline the request for an evaluation you will be taken to a page confirming
your choice. Note that if you change your mind, you can come back to this page through the
original email (or your Interfolio account if you have one) and agree to submit an evaluation.

Confidential Evaluation Request for Rita Book

frorn Demo University

E | Decline, | will not submit an eva[uaM/
@

I've changed rmy mind and agree to submit an evaluation,

Thank you for your response!
Message the Committee
If you'd like, you may send the committee that requested this evaluation a

message.
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Click "Message the Committee" if you want to write a message to the
committee who sent the request

5 | Decline, | will not submit an evaluation.
@ I've changed my mind and agree to submit an evaluation.

Thank you for your response!

Message the Committee
If you'd like, you may send the committes that requested this evaluation a

MESSage,

Type your reply and hit "Send Message"

E | Decline, | will not submit an evaluation.
(7] I've ehanged rriy mind and agree to submit an evaluation,

Thank you for your response!

I you'd like, you may send the committee that requested this evaluation a N E = =20 B I=x= L =i
MES5age

Dear Committes....

Activate your free Interfolio account

You will see a confirmation screen thanking you for your decision alsong with an invitation to
create a free Interfolio account.
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¢ You do not need an account to submit an evaluation. This is an optional step. However,
you may find it useful to store, track requests, and send confidential recommendations
using your free account.

Confidential Evaluation Request for Rita Book

from Demao University

Thank you, we received your decision on May 1, 2017,
If you hawve any questions, please contact blotharbrownginterfolio.com.

Interested in saving your work and making your letter writing process even easier in the future? Activating a free
account with Interfolio allows you to store and send confidential letters of recommendation for candidates to a range

of academic cpportunities, from grants to tenwre reviews to faculty positions. Plus, your account will contain any
previous history of letter requests that were sent to this email address.

User Guides Page 172



Help and Resources

Page 173



Getting Help For Interfolio

You can access detailed help for Interfolio by signing in to your account and visiting our
Help Center.

If your institution has partnered with us to provide Single Sign-On, follow this link to sign in
through your institution.

Online Help Center

If you have questions about how to accomplish a specific task, sign in to your account, click on
your name to select "Help" and try searching the extensive knowledge base of articles with
step-by-step instructions at our online Help Center.

Scholar Services

You can also submit a help request via email to our Scholar Services team

at help@interfolio.com.

-or- contact Scholar Services by telephone Monday-Friday, 9am-6pm, Eastern Standard at (877)
997-8807 (Toll Free).

We can also be reached via social media:

@interfolio on Twitter

@interfolio on Facebook

Help from your Institution

Some of our client institutions prefer that faculty members reach out to internal resources as
opposed to our Scholar Services staff. Typically this is true for users at an institution that uses
Faculty180.

Our staff will do our best to answer your questions, but you may first want to confirm that you
shouldn't be getting support from resources at your institution.
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Administrator's Guide to
Interfolio Dossier
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Quick Reference Guide to Dossier Institution for
Faculty Members

What is Dossier?

Dossier, by Interfolio, is an online platform for faculty to collect, categorize, manage, and store
scholarly materials in a secure, centralized place accessible only by you. Dossier may be
integrated with your institution's new electronic case and committee review system, Review,
Promotion & Tenure. This integration allows faculty to move selected materials easily from your
private Dossier into your electronic file.

Soon, Faculty180 Users will have access to a Dossier to be able to store their information and
connect to Review, Promotion, & Tenure. Allowing for institutions to track faculty work within

Faculty180 and take advantage of the advantageous presentation and processes of Review,
Promotion, and Tenure.

How do | access my Dossier?

There are multiple ways to access Interfolio Dossier, depending on your institution's set-up or
your account status. Expand one of the links below to find the relevant guide.

To sign in via Single Sign-On (SSO) or by using your institutional
credentials

Login with your institutional credentials via Single Sign-On.

To sign in with your own personal credentials

Navigate to www.interfolio.com.

https://www.interfolio.com/
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Select the Sign In button and login with your credentials

SUPPORT REQUEST INFO

SIGN IN SIGN UP

EMAIL OR USERNAME

PASSWORD
Forgot your password?
SIGN IN

Or sign in with:

PARTNER INSTITUTION

G GOOGLE

How do | upload materials?

1. To upload files to Dossier, click Materials on the navigation bar

Home

Deliveries
Letters
Materials
Collections

Shared with Me
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2. Click Add Files to upload one or multiple documents from
yourcomputer to the All Materials section of your Dossier via the drag
and drop or browse to upload functions.

My Materials M Guidelines [l & Request Recommendation
All Materials (16)
Filter View Archived Materials Add Files
Title = Type = Status -
Cover_Letter Received
Cover Letter
Mar 25, 2018 at 6:49 PM
C.V. for Scott Harris Received
Other Document
Mar 24, 2018 at 7:04 PM
. Completed / QC Pendin
Recommendation from A. N Confidential Letter of Recommendation or P 9
Mar 23, 2018 at 10:52
Evaluation AM
C.V. for Scott Harrissss Received
Other Document
Mar 20, 2018 at 5:30 PM
Annual Self Assesment Received
Other Document
Mar 12, 2018 at 2:26 PM

3. Select a Description and attach the relevant files or URL

For each file, select a description of the material from the dropdown (i.e., C.V., Student
Evaluations) and click Add.

If no accurate description exists for the file, select "Other Document".

The file name can also be edited at this time.

To add links to videos, presentations, and websites to your Dossier, navigate to the Video or
Webpage tab, enter the URL with a description, and click Add.
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Add File X
Upload Vide Webpage

Thank You! Your files are uploading now. Please select the type of material you are uploading. You also have the option to

edit the title of the file.

CURRICULUM_VITAI cv v x

PROFESSIONAL DATA SHEET ‘ C]Ither DO‘EUmEnt

4. Your uploaded materials will now appear in the All Materials section
of your Dossier.

All Materials ( 2 ) m m

&y

Faculty180 Users can Export their CV/Vita/Biosketch to their personal
Dossier

@© This feature has not yet been released. This is expected to be available to Faculty180
users in March 2018.

Faculty users in Faculty180 that have a Dossier institution account are able to export their CV
directly to their personal Dossier for personal record keeping purposes and future storage.

Simply click on the Export/Share button and select "My Interfolio Dossier", to send the
document to your personal Dossier as a PDF.
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Refresh Vita Export/Share v m

Export To
Word Document
Personal CV
PDF Scott K. Harris
Assistant Professor
My Interfolio Dossier (555)555-5516
S.Harris@DemoUniv.edu
Share
Degrees
g Web Link

Fh.D. Accounting and Infarmation Systems, The Pennsylvania State University (1995)
M.S. Engineering Science, The Pennsylvania State University (1992)

How do | organize my Dossier?

Related materials can be organized into folders or collections that will be useful when compiling

various types of documents and evidence for an upcoming Faculty Review cycle.

To start, we recommend you create the following some basic collections to assist you with

organizing your materials in preparation for your review. From here, you can create custo
collections specific to your professional needs.

Here is a guide to learn more about managing your Dossier.

m

Deliveries Collections

Materials

Collections

Shared with Me Name = Created %

3
P rwv——
Letters / Add Collection

Actions

Another Collection Mar 12,2018 Select v
Image Portfolio Mar 3,2018 Select v
Sample University Job Material Mar 27, 2018 Select v
Scott Harris - Collection 2 Feb 27,2018 Select v
Scott Harris - My Collection Jan 26,2018 Select w
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How do | create a collection of individual materials?

To move uploaded materials from the All Materials section into a Collection, navigate to the All
Materials section, select the checkbox(es) on the item(s), click Add To, and select from the
dropdown the Collection to which the materials should be added.

Materials can also be uploaded directly to a Collection by selecting the Collection at the time of
upload. Materials uploaded directly to a Collection will also appear in the All Materials section.

Here is a guide with more information on creating a collection.

Frome My Materials II Guidelines = Request Recommendation
P All Materials (16)
Letters
View Archived Materials Add Files
Materials Apm—
Collections
Shared with Me Tag v Archive AddTo v
o
Another Collection
e & Type =
- Image Portfolio
Cover_Letter s " .
o Cover Letter Sample University Job Material
| Scott Harris - Collection 2
C.V. for Scott Harris : :
Other Document Scott Harris - My Collection
: Create New Collection
Recommendation from A. N Cenfidential Letter of Redpmmendavonor
Mar 018 at 1052
n Evaluation
AM
C.V. for Scott Harrissss Received
Other Document
o Mar 20, 2018 at 5:30 PM
0 Annual Self Assesment Received
Other Document .
® 2018 Interfolic, Inc. Mar 12, 2018 at 2:26 PM
Program Policies cv Received
[H CV

How do | share and receive feedback materials or collections?

Client institutions with Dossier Institutions, provides accounts to it's faculty members to keep
track of their documents, and if necessary prepare for any reviews at the institution.

Here is more information on how to share documents and receive feedback.

Further Support

A direct link to Dossiers Quick Start Guide is located under the Dossier section of your Interfolio
Dashboard.
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If you need further assistance, please contact your institutional interfolio administrator. For
general and technical support, contact help@interfolio.com
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Interfolio Help Videos (Legacy)

¢ Note: These videos contain workflows and processes for Faculty Search and Review
Promotion & Tenure. These videos are out of date but are referencable for a
demonstration of what a single product experience or workflow is like.

Product Date.Recorded - Title URL

Faculty Search 11.2016 - Managing/Evaluating http //gdu mterfollo com/clie
a Search managing-creating-search

Review. Promotion & Tenure 11.2016 - Managing/Evaluating htt //gdu mterfollo com/clie
a Case managing-creating-case

http://edu.interfolio.com/clie
p-t-candidate
http://edu.interfolio.com/clie

Review, Promotion & Tenure/Dossier  09.2016 - Candidate Experience

Review, Promotion & Tenure 09.2016 - Admin Experience .
p-t-admin
08.2016 - Creating/Managing a http://edu.interfolio.com/clie
Faculty Search : . ]
Search creating-and-managing-a-sec
Review, Promotion & Tenure 02.2017 - Promtion & Tenure  http://edu.interfolio.com/clie
Admin p-t-admin

User Guides Page 184


http://edu.interfolio.com/client-success/11.2016/managing-creating-search
http://edu.interfolio.com/client-success/11.2016/managing-creating-search
http://edu.interfolio.com/client-success/11.2016/managing-creating-case
http://edu.interfolio.com/client-success/11.2016/managing-creating-case
http://edu.interfolio.com/client-success/09.2016/p-t-candidate
http://edu.interfolio.com/client-success/09.2016/p-t-candidate
http://edu.interfolio.com/client-success/09.2016/p-t-admin
http://edu.interfolio.com/client-success/09.2016/p-t-admin
http://edu.interfolio.com/client-success/08.2016/creating-and-managing-a-search
http://edu.interfolio.com/client-success/08.2016/creating-and-managing-a-search
http://edu.interfolio.com/client-success/02.2017/p-t-admin
http://edu.interfolio.com/client-success/02.2017/p-t-admin

	Administrator's Guide to Interfolio Faculty Search
	Your Interfolio Account Dashboard and Account Settings
	Your Institution account page
	Institutional Branding
	Click "View Positions" to view your active searches
	Click "View Cases" to access the cases you are managing or evaluating
	The Faculty180 Navigation Bar

	To access the settings for your account:
	Personal Information
	Communications
	ID numbers
	Subscription & Billing
	From the "Password" tab, you can change the password for your account


	User Roles in Interfolio's Faculty Search
	User Titles in Faculty Search
	About User Titles
	Select "Users & Groups" from the left hand navigation bar under Faculty Search
	Open the "Titles" tab
	Click "Add Title"
	Enter the title and click "Save"
	Open the "Users" tab and select a user with the user role of "administrator"
	In the "Edit User" window, scroll all the way down and click "Add Title"
	Select a unit and title and click "Save"
	Users can be assigned multiple titles at their unit and below it. Click "Remove" to remove a title
	When indicating who will approve a position at a given step, select "an administrator based on unit and title"
	Select the title from the dropdown list
	Click "Add Approver"
	Search for and select an administrator to fill the title for the unit


	Administration Settings Page in Interfolio Faculty Search
	To navigate to the Administration page:
	Click "Manage" on you Faculty Search dashboard and select "Administration"

	Always make sure you are viewing settings for the correct unit or position
	Statuses:
	Message Templates:
	EEO Statement:
	Application Forms:
	Permissions:
	Logo:
	Settings

	Communication in Interfolio Faculty Search
	Email
	Comments
	Tags
	Blind Review
	Notifications

	Position and Application Statuses
	Position Statuses
	Application Statuses
	Useful Articles for Getting Started

	Custom Application Forms
	Useful Articles for Getting Started

	Reporting In Faculty Search
	System Logs
	Applications Report
	Forms Report
	Positions Report
	More Useful Articles for Getting Started with Reports

	Closing Positions

	Guides for Faculty Search Job Applicants and Evaluators
	Committee Manager's Guide to Interfolio Faculty Search
	Useful Articles for Getting Started

	Job Applicant's Guide to Interfolio Faculty Search
	If you need to create an account:
	Click "Add File" to add required materials
	Open the "Add New File" tab to upload materials from your computer to the application
	Once you have selected a file to upload, select the type of materials you are uploading from the dropdown menu
	Click to "Add"
	A green check mark indicates when you have satisfied a requirement
	You can also add files that you've previously uploaded to your Dossier:
	Select all the materials to include and click "Add"
	-or- click "Collections" to open a tab where you can select materials from your saved collections

	Click "Add File" under the requirement for confidential letters of recommendation
	You can choose to use a letter you already have in your Dossier, or request a new recommendation
	To use existing recommendations" Select "All" to add all letters of recommendation in your account to the application, or select the individual letters you want to include, and click "Add"
	To request a new recommendation, open the "Request a Recommendation" tab, and click the "Request" button to begin the process
	Fill out the recommendation request form and hit the "Send Request' button

	You will receive an email notification that your letter request has been sent.
	When we receive the recommendation from your letter writer, we will automatically attach it to the application, and add the letter to your Dossier materials
	After uploading a document or other material, and once the material is marked "Received," click the name of the document to preview how it will appear to the recipient reviewing your application
	This opens a preview of the file
	When enough documents have been added to satisfy a requirement, a green check will display for the entire section
	This will allow you to change the title and type of the document, or to replace it with a new document
	Click the trash icon to delete a document from the application
	Confirm that you want to remove the document from the application
	To replace a document, click "Replace" in the bottom right corner of the window
	Select a replacement document and click "Add," or click "Add New File" to upload a new document
	Click "Next" when you are finished adding required documents
	Enter your personal information
	You may need to complete forms required for the application  
	Review, confirm, and submit your delivery (application)
	Click "Deliveries" on the navigation bar
	You will see in-progress and sent deliveries listed with status, notes, delivery type and actions. Click to edit, withdraw, or submit deliveries
	Click "New Delivery"
	Enter search terms under "Find an Opportunity"
	A list of open Interfolio-hosted positions matching your search terms will appear. Click the title to view position details such as description, qualifications, etc.
	Click "Start Application" to apply
	You can also click to include results for your search from Inside Higer Ed, HigherEdJobs, and HERC

	Evaluator's Guide to Faculty Search
	If you do not already have an Interfolio account, you will get an email inviting you to activate your free account
	If you already have an account with us, your invitation email will take you to your account to sign in
	Sign into your account
	Click "Positions" in the left hand menu to see a list of positions you have been assigned to evaluate
	Positions are listed in a table that displays the position name, status, type, and open and close dates
	Position list management:

	Click the position title to access the applications for a position
	Applications are listed in a table that displays the applicant name, the date the application was last updated, the applicant status, and if permissions allow; tags and a rating summary
	Check the name of one or more applicants in the list to review their submitted materials
	Click "Read" in the upper right corner of the page to view selected applications in your browser
	Review applications on-line using our materials viewer
	You can leave notes/annotations on the material from the lower right of the viewer
	Click the "More Options" icon and select "Download" to save PDF copies of all selected applications
	Click the name of an applicant to view that applicant's profile page
	From the profile page you can view and add tags to the application (if enabled), and access application materials (click the name of a file to open it, or click to download the material)
	If enabled, you may be able to rate the applicant, and leave comments and notes on the application
	You can click "Read" to open the application in our materials viewer, or "Download" to save the application materials
	Tagging Applications
	Filtering the list of applicants
	Saving views of the Applicant list
	Click "Save"
	Enter a name and click the check mark
	Click "Saved Views" (to the right of the page) to recall the view of the list using the filters you have set

	Customizing the columns of information that display on your view of the applicant list:
	Click the "Columns" button to the right of the page and select the columns of information you want to display

	Enter a keyword in the box to search the list.
	The results display and the search term appears above the list
	Click "Save" to save and name the view of the list filtered according to your search results
	Enter a name for your view and click the check to save it
	Click "Saved Views" to the right of the page to recall the saved view of the list
	Setting the pagination of the applicant list





	Administrator's Guide to Interfolio Review, Promotion, and Tenure
	Your Interfolio Account Dashboard and Account Settings
	Your Institution account page
	Institutional Branding
	Click "View Positions" to view your active searches
	Click "View Cases" to access the cases you are managing or evaluating
	The Faculty180 Navigation Bar

	To access the settings for your account:
	Personal Information
	Communications
	ID numbers
	Subscription & Billing
	From the "Password" tab, you can change the password for your account


	Administration Settings Page in Interfolio Review, Promotion, and Tenure
	Navigate to Administration Settings
	Click "Manage" on your Promotion & Tenure account dashboard and select "Administration"
	-or- Click on "Administration" from the navigation menu in the upper right of most screens in the program

	Administrative Settings:
	Comments & Downloads
	Candidate Forms
	Case Data Forms
	Statuses
	Voting


	Set Up Your Institution's Hierarchy
	Useful Articles for Getting Started

	User Roles in Interfolio Review, Promotion & Tenure
	Useful Articles for Getting Started

	Committees and Individual Reviewers
	Standing Committees
	Ad hoc committees
	Individual Reviewers
	Recusal (Committee Members and Administrators)

	Templates and Cases
	About Templates
	Cases and Case Types
	Useful Articles for Getting Started

	Case Materials
	Useful Articles for Getting Started

	Workflow
	Useful Articles for Getting Started

	Communication
	Useful Articles for Getting Started

	Reporting
	Useful Articles for Getting Started

	Forms
	Useful Articles for Getting Started

	External Evaluations
	Useful Articles for Getting Started

	Download PDF to Admin Guide to Interfolio Review, Promotion & Tenure

	Guides for Candidates, Committee Members, Committee Managers, and External Evaluators
	Committee Manager's Guide to Interfolio Review, Promotion, and Tenure
	Useful Articles for Getting Started

	Best Practices for Managing Reviews With Interfolio Review, Promotion, and Tenure
	Committee Member's Guide to Interfolio Review, Promotion, and Tenure
	Getting Started:
	You will receive notification when you are added as a user to Review, Promotion & Tenure
	Log in and click "Cases" on your Review, Promotion & Tenure navigation bar
	You will see a list of cases that are available to you:
	Click the name of the candidate to view case materials

	Navigate to the case you want to edit


	You will see a tabbed interface:
	Case Materials
	Case Details
	Select the read button to view materials, or click the select button next to the relevant files to download
	You can choose to download a PDF or Zip file of all selected materials
	Clicking “Read” above the document list and to the right of the page will open all accessible case materials in the document viewer
	You can make notes on materials as you review. The annotations you make will appear on their own tab and can be exported.
	Annotations are added from the lower right corner of the viewer
	Click the "view" icon to toggle on or off the display of annotations
	Click the "note" icon to add an annotation on the currently displayed document
	After clicking the "note" icon, select the type of annotation you want to create:
	To edit a note you've added, simply click into the text field
	To delete a note, click into the text field and then click the trash icon
	Click "Voting" to see the results of a committee vote


	A Candidate's Guide to Interfolio Review, Promotion, and Tenure
	Select “View Case” in the notification email
	Activate your account
	Enter a password and accept our Terms of Service and click to activate your account

	View your packet instructions and requirements:
	Click the link to "Your Packets" from the institutional page's navigation bar, or use the link on your homepage in the To-Do's
	Select the relevant packet
	Click Edit Packet to view the instructions
	Click "Instructions" in the upper right corner of the page to view any instructions provided by your institution for assembling your packet
	Click "Work on Packet"
	Click "Add File" to upload materials to your packet
	Look for the green check mark when you have satisfied a requirement
	If you need to edit or replace a document, click the edit pencil
	Click "Preview Packet" when you are ready to submit completed sections
	Select which sections of your packet you want to submit

	Click "Submit Packet" when you are ready
	Locked Sections
	You will need to be logged in to view and/or respond to files shared with you by the committee
	Once logged in, and within the relevant case. Click the "Committee Files" link
	Open the file in our materials reader
	Click "Respond"
	-or- open the file in our materials reader and click "Send Response"
	Upload a file with your response
	Click to "Send"
	Submitted responses will appear along with shared files in the list Committee Files


	For External Evaluators: Guide to Providing Requested Evaluations in Interfolio Review, Promotion, and Tenure
	Indicate if you accept or decline the letter request
	If you accept the request:
	Click "I accept"
	The document viewer will load and allow you to easily view the materials from within your browser.
	After closing the document viewer, when you are ready to submit your evaluation, click "Select File for Upload"
	Drag & Drop or browse to locate the file containing your evaluation
	Click "Submit Evaluation"
	Activate your free Interfolio account



	If you decline the request:
	Click "I Decline"
	Click "Message the Committee" if you want to write a message to the committee who sent the request
	Type your reply and hit "Send Message"
	Activate your free Interfolio account



	Help and Resources
	Getting Help For Interfolio
	Online Help Center
	Scholar Services
	Help from your Institution


	Administrator's Guide to Interfolio Dossier
	Quick Reference Guide to Dossier Institution for Faculty Members
	What is Dossier?
	Navigate to www.interfolio.com.
	Select the Sign In button and login with your credentials
	1. To upload files to Dossier, click Materials on the navigation bar
	2. Click Add Files to upload one or multiple documents from yourcomputer to the All Materials section of your Dossier via the drag and drop or browse to upload functions.
	3. Select a Description and attach the relevant files or URL
	4. Your uploaded materials will now appear in the All Materials section of your Dossier.
	Faculty180 Users can Export their CV/Vita/Biosketch to their personal Dossier

	Further Support


	Video Guides
	Interfolio Help Videos (Legacy)


