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 & 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 reviews 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 should 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

Dema University has initiated a review on your
behalf

WIEW CASE

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

our promotion review will begin Monday, January 23rd. Please
log in to your Interfolio sceount and follow the instreclions..,

Prwened Iy Intariobe | Suppon

Activate your account

€ You may need to enter a password to activate your Interfolio account.

Enter a password, accept our Terms of Service and click to activate
your account

Activate Account

Your aceount i st readyl Please enter a passward 1o Tinish activating your accouent

Emai Address

rbrownie @malinasor.oaem

First Mamme ® Last Mme
Michae] | Broawn

] ShowPaamond

wawwird s regined

Bl ageee to Interfolio’s Temms of Senioe
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View your packet instructions and requirements:

Select your institutional account

You will have both an institutional account and a personal Dossier account. Select to your
institutional account when prompted.

© interfolio

Hi Debra,

Where do you want to go?

The University of Interfolio

Click the link to "Your Packets" from the navigation bar, or use the link
in your homepage action items

Not seeing it?
If you do not see this in your navigation bar, you might be on the Dossier page, switch
accounts using the account menu at the top right of the page.
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x (B interfolio

I Home
Your Packets

Review, Promotion and Tenure

Cases

Welcome back, Debra Bennett

Your Action Items

Debs Bennet

3 year review | English | Review

Select the packet you want to work on

¢  Tip: You can view past packets in the section below the Active Packets

Your Packets

Active

Facket Type
Eagiieh Departmen; Bk

Sl Winat Resview [Tenune Teachk)

Eagiish Deparomen Tenan:
Tesure Riniew

Completed

Tiacl ]

Farrigut Byuars Slsts Universiy

Famagut Square Biate Universky Ao

Sl Wisat Pl [Tarura Teack)

Betvsod of Busiress Tedvane

Tenure Review

Siatus

Foi Susmitied

Mot Sumitied

Misponsol

Tuje Date

Jun 20, 1018

A 162007

i B0 2T

Wi

Wi

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 "View Instructions" to read instructions provided by your

institution for assembling and submitting your packet

Tha Linivarainy of Infarfel Wour Puckats »
3 year review

Uni Type Epndideie Instrucions

Enghst Bresriires ¥iew Instructions |

Overdtew  Pocket

Belorw spong will fnd an cversiee ol The gacke) requinements oullined by your isslitution page will be updated ag you ro ke progrees: Jowend your

packet. To learm mase, Mad tha Condidata’s Packet Guide

Candidate Dacurments
Mot Yet Subrmitted

Ty L ¥ iz
Widem 1 reguired a
& Adsisonal Documents 2 rmqs e a

Edin

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.
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Candidate Documents
Submitted

Type
ooy
0 Cover Latter
@ Research Staternen
& Additional Documents

& Tenura Application Form Part B

Evidence of Taﬁellanca

D 20 E-Q5-26 | Subrmitied

Type
& Peer Observers Reparts
& statement of Teaching Philoacphy
& Additional Documents

& Tahle of Courses Taught

# Requined
1 reguired
1 required
1 reguired
0 required

1 required

# Requined
3 required
0 required
0 required

1 required

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

Demno University * Your Packets »

Music Promotion Cases

Unit Type
Ethnomusicology Promotion

Overview Packet Shared Committee Files

0O © ExpandAll  © Collapse All Add Section

> Candidate Documents

Mot Yet Submitted
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Add files to satisfy packet requirements:

Click the "Edit" button for the section to which you want to add your
files

Unit Type Candidate Instructions

Owerview Packet Shared Committee Files

Below you will find an overview of the packet requirements gutlined by your institution. This page will be updat you make progress

toward your packet. To learn maore, read the Candidate's Packet Guide.

Candidate Documents Edit

Subrmitted
Typa # Required # Added
cy 1 required 1
& Cover Letier 1 required 2
Research Statement 1 reguired a
Q.ﬁ.ddiljunﬂl Docwments 0 reguired 7
ﬂ‘fqr ura Application Form Part 1| 1 reguired 1

Click "Add" next to the requirement

 (Candidate Documents Dof3
Mot et Submitted  [EELITET0Y @ m

Requred Fiee

CW 1 resquired, [ Adiced

B files have been added yei.

i |
Corvar Letter 1 negured, O Added

P files: heree been added pel.
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On the "Choose Existing" tab you can add existing files you have
already uploaded to your Dossier

Add CV x
1 Fogusred

Choose Exsting  Add New File

Al Manesiale Cellscysns

Al

Or you can add new files including video and webpages:

@© 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.
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Add Ccv
1 Required

Chooss Exigting Al Mess Fila

Uplaad Wideo Webpage

@O@a

Drag & Drop your files anywhere or

Browse To Upload

You can add files from packets you have submitted for previous reviews run through RPT:

Add CV
1 Rosquired
Choosa Baisting | | Add Mew l-./
All Materials Packets

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

Packst Type
Department of English Language and Livermature Rerwiaw
English Departimenl Anrual Review

Dapartmant of English Lamguage and Literatura Promaition

English Department Pramation Revaws

Completad
018,207

Ot 207

Or, you can add files from collections you have created in your Dossier:
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Add CV x

1 Required

Choose Existing  Add New File

All Materials Collections

Salact materials from your saved collections

Select or search for a callection \..-

If you need to edit or replace a document, click the "Edit" action

Ovarviom  Packat  Shaned Covenifien Fils

[0 @ EspandAll & Collopsedll £ Add Section

w Candidate Documents 3of3

Mot ¥at Submitied
Files

V1 requined. 1 Added Add
Titla Datais Actions:
Add
Ma

ied

V. docx B Edid | Remowe

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

Edit Document x

Document Title *

ded Geant Applicalion docs

g

e o

Files can also be added (suggested) by an administrator

If a file is added to your packet by an administrator, it will appear as "Suggested by..." and the
administrator's name. You can choose to keep the file or remove it.
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Note that you cannot delete responses you have submitted to committee files that
have been shared with you.

Viewing and Responding to shared files:

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.

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

Dear Dr. Pnt,

Please hind attached the reason...

pewaned by Interfolio’s ByCommittes | Interfiolio Suppon

@ Please Note: The response due date is a hard deadline, and you cannot respond to the
shared files after the due date.
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You will need to be logged in to view and/or respond to files shared

with you by the committee. Log in to Interfolio and select your

institutional account.

e
= el 1T
ﬂl terfolio

Hi Rita,

Where do you want to go?

Demo University

You will see an action item indicating that a file has been shared and
an indication if a shared file is open for a response. You can click your

name to view the packet.

Your Action ltems

BEI RO Open for Responsee

Music Promotion Cases | Ethnomusicology | Promotion

Due; Wov 26, 2017

©
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-or- click "Your Packets" in the left hand navigation and select the case

Homme YO u r PE

| N Active

Review, Promotion and Temune

Cases Packet

Demo University

Open the "Shared Committee Files" tab of the case packet

Dermo Liniversity » our Packets »

Music Promotion Cases

Uit
Ethnomusicology Fromaotion

Overview Packet Shared Committes Files

Below you will find an averview of the packet requirements outlined by your institution.

1oward your packel To leam mare, read the Candidate's Packet Guide

Candidate Documents
Submitted

Typa #Raq
| cv 1 regqui

Files shared with you will appear listed

You can download the file, or copy it to your Dossier where it will appear in your Dossier
materials.
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Dwmio Linfeersity o Your Peckais 3
Music Promotion Cases m
Linit Type Candidaie Instructions

Ethremuaicalegy Pramatian Wiew Insructions |

Cherview  Packet  Shased Committes Fles

Belowy you will sew files thet heve Been sent 1o you by commities members ACTONg W

“  Sent by Beverly Brown on Jan 21, 2019

Fhoveed Fiies Htne

Departmant Chalrs Repart Copy to Dosséer | Download
Dpan for Respons
T kit M, rad aboul how oo Vi and Raspond 19 Filea Shared with You by & Commities
Du

Due Jan 26 2015

Send Reapongs

If you click "Copy to Dossier," you will have the option to add the file directly to a collection of
materials (if you have any collections available).

Copy 1 File To My Dossier Account x

Copying To
My Dossier Account Qojrrrrrm@mdemo.edu)

Add to this collection {opticnal)
Collections let you group together documents in your Dossier for eagy

submission to review cases, or searches.

[
~* J
Utah Job

Shared Files

B Department Chairs Report

You can also click the "Actions" button to the right of the page to copy or download all shared
files.
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N\, ==

Copy all shared files
Download all shared files

Actions

Copy to Dossier | Download

You can preview completed packet sections or your entire
packet before submitting:

You can preview how your packet will appear to reviewers:

€ The preview shows exactly how the packet you are submitting will appear to your
committee.

Click "Preview Packet" at the top right of the page

Diermo Liniversity > Your Packets » _
i i Preview Packet

Music Promotion Cases

Unit Type Candidate Instructions

Ethnormusioology Prarmation Wiew Instructions

Owerview Packet Shared Commities Files

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

packeat. To leam morne, read the Candidate’s Facket Guide.

Candidate Documents

Submitied

Type # Required # Addied
L CV 1 reguired 1
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You can click to select multiple sections and preview the selected sections in the

document reader

Demo University = Your Packets »

Music Promotion Cases

Uiniit Type
Ethnomusicology Promotion

Dverview Packet  Shared Commitiee Files

0 O Epand Al © ColapseAl @

> candidate Documents

Mot Yei Submitted m

> Evidence of Teaching Excellence

Due: May 26, 2016 | Not Yet Submitted ([T )

You can also preview individual sections of the packet

w Candidate Documents Jof3

Files

£V 1 required, 1 Added /

ity Dnais Actiors:

CV.docx

Cower Lettor 1 required, 1 Added

Edit | Remove
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-and- preview individual documents by clicking the document title

w Candidate Documents
Mot Yet Submitted Unlocked

CV 1 required, 1 Added
Title

CV.docx

You can drag-n-drop required documents on the packet tab:

* You can move one or more fulfillments from one requirement to another
* You can reorder fulfillments within the same requirement
* However, you can't move or rearrange fulfillments in a locked requirement

Ma files have been added vet.
Added

Research Report 1 required, 0 Added
[ ]

Research Statement Edit | Remove
Publications 3 required, 2 Added Ad
Tithe Details Actions
My Article Tdff 2017 Edit | Remowve

Locked Sections

If a section is labeled as "Locked," 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.

Submitting candidate packets:

When you submit a section:
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If the section doesn't have the required number of materials, you will see a window with a
message that about missing items needed to submit:

Submission Confirmation x

The section cannot be submitted because there are isswes with the requiremants listed balow. You can submit the
gection once you heve corrected any issues and edded materials to meet the requirements for the section

Requirement Mame lasue

Research Statement Missing the minimum numiger required

When submitting a section that meets the required number of materials, you will see a
confirmation message shown below:

Confirm X

You cannot edit the documents and forms within a section once it has
been submitted. An administrator will need to unlock the section in order

for you to make any changes. Are yau sure you want 1o submit the

sectlon Personal Statements at this time?
| No_

After you successfully submit a section, you will see a confirmation notice in lower left corner of

browser indicating that the section is now available to the appropriate committee members for
review.

We have also taken measures to prevent you from adding more than the required number of
documents for a given document requirement before submitting your packet.

When you add more documents than the required number, the number added changes color
and is bolded to draw attention to the error.

Cover Letter 1 required, 2 Added

Title: Detallz Actions
Added .
Research Statement update.doc Mar 18, 2016 Edit | Remove
Added )
Cover_Letter.txt Mar 18, 2016 Edit | Remove
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If you try to submit a section with too few or too many materials for the given requirements,
you will see a message indicating if the issue is too many or too few requirements. With the
text: “You can submit the section once you have corrected any issues and added materials to

meet the requirements for the section.”

Submission Confirmation x

The section cannot b submitted because there are issues with the requirements listed below, You can submit the
secticn once you have corrected any issues and added materials to meet the reguirements for the section

Requirement Mame lssua

Cowar Letter Exceads the maximum number raquired

Rasaarch Statement Missing the minimum number required
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