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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 & 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

Demao University has initiated a review on your
behalf

Wiewing your case will allow you to view requiremeants, read
netructions, and submit your packet online.

Your promotion review will begin Monday, January 23rd, Please
g in to your Interfolio account and follow the instructions...

Prwwereed by Interialic | Suppa

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

Youir REoiint & almadt mady] Please snier 4 passward 10 finsh activating yoor acoosnt

Email Address

mbrowrie @malinasaccam

First Name " Last Mme
Michael Brosen
Pazwond
o Shire Passiane

awword is regquined

B | agree to interfolio’s Terms of Senvice.

Auctivate Acoount
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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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¥ interfolio

| Home / Welcome back, Debra Bennett

Your Packets

Review, Promotion and Tenure \‘fou r ACtI on Item S

Cases

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

Fociori Typa Siatus Duge Dmiey
r-ql:hl'lm1n11!rr B e Mot Susmitied

3l Vina? Riwvigw [Tening Tesck)

Engiish Deparoment Tenane Mot Susmitied
Tefure fAirigw

Completed

ol Ty [[TESTEEN) iy e

Fafregut Equare Slale Univers ity Jun 20, 1018 L
Farmusgit Byuare Blate Universky ETapa - g 16,2017 -
Sl Vima? Pt [Tarira Teack)

Betwsol of Bediness Tivari - LR e W

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

a Linivarainy of Intarfol Four Peckais o
. Preview Packet
3 year review =

Uni Type Condidete Instruciions

Erghae Réssirm Wiew Instructions |

Overview  Pocket

Bl orw o will i an cvervie af The packs) requirements oullined by your irstiluticn

packel. To laarm mioee, rad e Cardidata’s Packed Guidi

e will be upcated A you rrake progress owend your

Candidate Docurments
Huot Yet Bubmitted

Typa § Repaind ¥ bzt
wizen T rmqeired a
& Adsisonl Docurmanis 2 rmqcired a

Edint

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 # Requined # Added
VoW 1 required 1
Cower Lether 1 regquired 1
D Research Staternent 1 required 1
& Additional Documents 0 required 3
& Tenura Application Form Part B 1 required 1

Evidence of Taﬁellanca

D 260526 | Subrmitied

Type # Requined # Added
0 Peer Observer's Reparis 3 required 1
S statement of Teaching Philoacphy 0 required 1
& Additional Documents {1 required ]
@ Table of Courses Taught 1 required 1

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.

Demio University » Your Packets »

Music Promotion Cases

Unit Type
Ethnomusicalogy Promotion

Overview Packet Shared Committee Files

O © 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

Balow you will find an averview of the packet requiremants 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

Subrnitted
Type # Required # Ackled
[T 1 reguired 1
& Cover Letter 1 reguired 2
Reseanch Stalemen 1 reguired a
ﬂ-.ﬁ.ddiljuual Docwumants 0 reguired 7
& Terwre Application Farm Part I 1 raquirad 1

Click "Add" next to the requirement

w Candidate Documents [— ] Oof3
Hot ¥et Submitted  [EERIRETES Preview m

Reqursd Fileg

CW 1 resquired, 0 Adiced LT |
po files have been added yei.
Corvar Letter 1 regured, O Added

B files: herew bean added pel.
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On the "Choose Existing" tab you can add existing files you have
already uploaded to your Dossier

Add oV /
1 Reguired

Choose Exsting  Add Hew File

Al Matesiale Cilscinng

&l

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 CV
1 Required

Chosge Edsting Adkd Mess Fila

Uplaad Wideo Webpage

@B@

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 Required
Choasa Existing Ak PMerr h/
All Materials Packets

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

Pacist

Degartment of English Language and Literature
English Departimenl Anrual Revew

Dapartmant of English Language and Litemature

English Department Prameation Revaws

Resview

Promarticn

Completad
019,207

Ot 207

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

1 Redquired

Choose Existing  Add Mew File

Al Materials Collections

Select materials from your saved collections

Salect or search for a collection L%

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

Dwarviom  Packat  Shansd Comveniion Fllis

[0 © Expand&ll @ Collapsesll £ Add Section

w Candidate Documents 3of3
wee vt Subminted () Subemit Required
Fllea
€V 1 reuiredd, 1 Added :""“
T Dt Aestien

LY. .docx Edit | Remowve

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

Edit Document x

Document Tithe *

deed Greant Amplications docs o

g

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.

Beverly Brown has shared files with you.

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

Dear Dr. Pnt,

Please find attached the reason...

Powared by Interfolia's ByCommittes | Interfolio 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.

o interfolio

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

BEL=- R Open for Respones
: Due: Nov 26, 2017 e

Music Promotion Cases | Ethnomusicology | Promotion
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-or- click "Your Packets" in the left hand navigation and select the
case

Home Your Pz

I Your Packets Active

Review, Promotion and Tenune

Cases Packet

Demo University

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

Diermd Liniversity » Your Packetg »

Music Promotion Cases

Unit
Exhniomiusicalogy Fromotion

Overview Packet Shared Committes Files

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

loward your packet. To leam mare, read the Candidate's Packet Guide

Candidate Documents
Submitted

Typa A Req
\ () 1 requi

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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Damio Linfsersity > Your Packas 3

Music Promotion Cases Preview Packet

Unit Type Candidaie Instrections

Ethsemusicalegy Pramatinn Wew Ingruclione |

Chwview  Peciel  Shassd Come=iltes Fie

Balow you will ses files thet heve Ssen sent 1o you by committes members m

w Sent by Beverly Brown on Jan 21, 2019

Sheced Fiies Azinae

Departmant Chairs Repart Copy to Dassker | Download
Dpan for Respoms
T b e, raded bl how D Vs and Raspond 1o Flia Shared vith ¥ou by & Commithes
Duin

Duez Jan 25 2019

Send Reaponee

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 Cogrerrrm@mdemo. edu)

Add to this collection {opticnal)
Cellections let you group together documents in your Dassier for easy

submission to review cases, or searches.

[
~* J
Utah Job

Shared Files

B Department Chairs Repart

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

Demo Liniversity > Your Packets »
Music Promotion Cases

Unit Type Candidate Instructions

Ethmomusicology Promotion View Instructions

Owerview Packet Shared Committee Files

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

pachket. To leaam more, read the Candidate's Packet Guide.

Candidate Documents

Submitied

Type # Required # Added
\ CY 1 reguined 1

Help for Interfolio Review, Promotion & Tenure
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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

Linit Type
Ethnomusicology Promuotion

Owerdiew Packet Shared Commitiee Files

0 O BmdAl  © Colopsenl B

? Candidate Documents

Mot Yat Submitted m

> Evidence of Teaching Excellence
Due: May 26, 2016 | Not Yet Submitted

You can also preview individual sections of the packet

+ Candidate Documents 3of3

Mo L §
1 Yot Submitted | Pre'mml m o a———

Files
GV 1 requined, 1 Added /

Titia Dtais AcTiors:
Added .
CV.docx Wlar 18, 2078 Edit | Remove

Cower Letter 1 required, 1 Added
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-and- preview individual documents by clicking the document title

% Candidate Documents

Mot Yet Submitted EELIETSAEE]

CV 1 required, 1 Added
Title

CV.doex

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

Mo files have been added vet.
Added

Research Report 1 required, 0 Added
[_Add ]

Research Statement Edit | Remove
Publications 3 required, 2 Added Ad
Tithe Details Actions
: Added )
My Article = Edit | Remowve

Waw 17 90T
Way 1.7 2017

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
guestions 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 cannotl be submitted because there are issues with the requiremeants listed below. You can submit the
section once you heve corrected any issues and added materials to meet the requirements for the section

Requirement Mama Issue

Research Statement Missing the minimum number required

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

Confirm X

ou cannot edit the documents and forms within a section once it has
been submitted. An administrator will need te unlock the section in arder

for you to make any changes. Are you sure you want ta submit the

section Personal Statements at this tima?
m

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 Detalls 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 be submitted because there are issues with the requirements listed below, You can submit the
section once you have corrected any issues and added materials to meet the requirements for the section

Requirement Mame Issua

Cowar Letter Exceads the maximum number required

Resaarch Statemant Missing the minimum number required

Help for Interfolio Review, Promotion & Tenure
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Best Practices for Naming Packet Materials,
and Using Bookmarks to Organize Your
Packet

Make sure you give the files 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.

In addition to bookmarking the titles of the materials in your packet, our program will
automatically bookmark the bolded headings, sections, and subsections within the
documents you upload. Reviewers will see these bookmarks nested beneath the document
title, allowing you to draw attention to points in longer documents. See the article below for
a more detailed explanation.

Give the files you upload the title that you want to appear
to reviewers

Candidate Documents

Arrange  Action  Shere  Edit Tags Search
Ve
| Cover Latter.pdf| CV.pdf Research Staterment of
Statement.pdf Teaching...ophy. pdf
ns
ts E
s TP-Part-ll- Wrlting Sample.pdf
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-Or- once a file is uploaded, you can edit the title

Click "Edit" in the section where the file has been uploaded

Demao University > Your Packets » ——
Music Promotion Cases revew e

Unit Type Candidate Instructions

Ethnomusicology Promaotion View Instructions ]

Overview Packet Shared Committee Files

Below you will find an overview of the packet requirements outlined by your institution. This will be updated as
you make progress toward your packet. To learmn more, read the Candidate's Packet Guide.

Candidate Documents Edit
Submitted
Type # Required # Added
cv 1 required 1
Caver Letter 1 required 1
Research Statement 1 required 1
& Additional Documents 0 required 5

Click to edit

w Candidate Documents Fof3
LRV uniockes ] | Previpw Subenit Bequiresd
Filess
CV 1 required, 1 Added add
Tidla Datils Acticis
Huddled
Cvldocx Mdnr 18, 201 Edit | Remove
Cover Letter 1 required, 1 Added add
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Edit the title and click to save

Edit Document

Doosz umsennt Titde *

CWdnex

Use bookmarks to organize your packet and draw
attention to a section within a document:

Remember, the title of the file as it appears in your packet will appear in bold. Any

bookmarks in the file are automatically shown in bold and will appear as subsections

in the TOC of the packet.

The program will automatically recognize bolded sections and

headline formatting in documents created in word processors and
similar document editing programs

insert  Design  Layout  References  Mailings  Review  View

Robert Gorman

Sample Department of Sbady
Factitsous University

Al A nywll-:rV

Education

PaD.  Crtical and Comparstive Stadies in Sood
B.A English

AA

Academic Experience

Home:
email: mbbd g

Fictitios University
Fletitious Liniversay
I_ Sargeant Reymolds Commumity College

o Lecher Sample Department of Study, Fidtitious University 14
& {rnndware Feachieg dssistant Sample Department of Study, Fictitous University o
*  (hraawane fastructor English Departmena, Fictitious Liniversity

*  Gragwale fastrucior Sample Department ol Stady, Fictitious University L1
*  Grogwaie fastracior Fictitous University Tracsibon Program

ki s bomas

Sections such as the ones illustrated above will appear to
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reviewers as bookmarks in the left hand pane of the document

reader

w CANDIDATE DOCUMENTS
Bach CV

Education

Academic Experience

Other Experience

Research Interests
Awrards, Funding. and Other Suppaort
w Publications and Schaolarly Work
‘Wiorks in Progress
ublications

JEsertation

Presentations at Conferences. Symposia, and

Workshops
Teaching Staterment

¥ Teaching Experience

Randall Bach

Sample Department of Sudy
Fictitious University
Atown, Amywhere 22904

Education

PhD.  Critical and Comparative 5t
B.A. English
A

Academic Experience

Lechirer

(rraduate Teaching Assistani
Crradhiate Tnslrucior
rraduate Insirucior
Graduate fnstrucior

Other Experience

Note that even subsections are bookmarked in the reader as

shown below

w  CANDIDATE DOCUMENTS

|Ba|t:hc‘|"

B

Reseparch Imterests
fvarards, Funding, and Other Support

= Publications and Scholarly ‘Work
Warks in Progress
Publications
Dissertation

Presentations at Conferences, Symposla, and
Workshops

I Taaching Statament

F iBaching CXpangnce

Awards, Funding, and Other Support

Sammuel| Stewan Fellowship for Graduse Soadics in Study

Basiie] Stewant Fellowsbap for Graduste Stadics i Study

Crang W. MacDanald Fellowship

WHP Young Prosidential Fellowship

Kepone, “Ugly Damce” WarldFest Hoaston [miermational Film Fes
GW AR “Phalbus in Wonderland” MARAS “Grammy™ Nomizatiog

LI I I

Publications and Scholarly Work

Works in Frogress

*  Bach, Rendall Fiemal, “Coi Study: Composer Diks Mewlin's Punk
Jourmal of the Soctety of American Sndy, May 2013,

¢  Bach, Randall Evermal, 0wt of Business: Ethnography of an Ame
EtksaSaudvalogy, June 2013

Fublicatinms

& Bach, Randall Evermal, "Review of Amercan Hardeore”, in Jows
20T,

Dissertation

»  "A Socicesthetics of Pusk: Theorizing Persosal Marrative, History
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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. A sample preview is shown below.

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

Demo University > Your Packets »
Music Promotion Cases

Unit Type Candidate Instructions

Ethinormusioology Prarnotion Wiew Instructions

Owerview Packet Shared Committee Files

Below you will find an overview of the packet requirerments autlined by your institution. This page will be updated ag you make progress Toward your

pachket. To leamn more, read the Candidate's Packet Guide.

Candidate Documents

Submitied
Type ¥ Required # Added
1 CY 1 reguined 1

You can click to select multiple sections and preview the selected
sections in the document reader

Demo University * Your Packets »

Music Promotion Cases

Uinit Type
Ethnomusicology Promotion

Overview Packet Shared Commities Files

0 O pminl 6 Colmenl B

> candidate Documents

Mot Yat Submitted m

> Evidence of Teaching Excellence

Due: May 26,2016 | Not Yet Submitted (L)
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You can also preview individual sections of the packet

+ Candidate Documents 3of3

mot Yor suominted  (IEETE) Prsviewl m Recuiived

Filez

€V 1 mequined, 1 Added M
Titha Denais AT
Added
CV.docx ¥ Edit | Remove
Cover Letter 1 required, 1 Added Mdd

-and- preview individual documents by clicking the document title

» Candidate Documents

Mot Yet Submitted [ ELTETE TR

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
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Research Report 1 reguired, 0 Added

Ma files have been added vet.

ook

Added .
Research Statement ; Edit | Remove
Publications 3 required, 2 Added A
Title Details Actions
Added
My Article May 17, 2017 Edit | Remove

| ——————— 4

Review your packet or packet sections before submission:

¢ When you have satisfied all the requirements in your packet, or all the requirements in
a section of the packet, it is a good idea to preview your packet to make sure all of your
titles and bookmarks are displaying correctly.

To submit, select multiple sections and click "Submit Sections," or
submit sections individually

Demo University » Your Packats » Prrt Pack
Dental School Annual Reveiw

Unit Type Candidate Instructions

Dermo Unheersity Review View Instructions
Owarview  Packet

O R BRI o wein © oo

w Candidate Documents 10f1
Filas
Test Req 1 required, 1 Added
Tithe Datais Actions
Added ~
Cover Letter Jan®1, 2079 Edit | Remowve
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When you preview from your packet, the packet (or selected
sections) will display as it will appear to your viewers

= | Sections selected for submission

v CAMDIDATE DOCUMENTS

My CV Randall Bach

Education Bamiphe Departisenl of Sudy

§ Fictitious Liniversity

Academic Experience Avowmn, Anyedere 22904

Other Exporienco

Research interests Education

x SUpport PhOy,  Critheal and Cosnperative Soadies §
B.A. Emglish

¥ Fublications and Scholarty \Wiork A
Ting Statement Academic Experience

¢ IB3CNINg EXpEnancs

& Lecturer 5
& Oirodupte Teaching Assizlant 5
Research Slatement & Girodwate fmsircior E
*  Grodure fnsiricior =
Student Evaluations *  (radunte fearucior F

After you submit a section, the section appears as collapsed by default on the packet
requirements tab of the packet.

If the section is editable, and you add a document to a requirement within that section, the
section then auto collapses again after the document is successfully added.

You can preview the completed section to see how it appears in the document reader to
reviewers.

Demo University » Your Packets 3

Dental School Annual Reveiw m
Linig Typa Camdidaie Irstructicns

Demo University LA Viaw Inatructiona

Overview  Packet

» Candidate Documents 10of1
Submitied m-

Fequired Files

" Test Section 0of0
Files
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Add Links to Webpages, and YouTube and
Vimeo Videos to Your Packet

Follow the instructions below to include links to webpages, and YouTube or Vimeo videos in
your packet of materials.

Access your packet of materials

When you sign in to Interfolio, go to your institutional account

0 nterfolio

Hi Rita,
Where do you want to go?

Select "Your Packets" from the left hand navigation menu

x Y interfolio

Hame A&Icnme back, Rita Book
Yaur Packets

Feview Prmetnamd e Your Action ltems

Cases

J Thene are no ikems assigne

et hee left to navigate
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Open your case packet

Home Your Packets
Your Packets .
| Active
Review, Promotion and Tenure
Cases Packet Type Status Due Date
Dema Univarsity Promatian Mot Submitted Case due Mar 23, 2019

On the "Overview" tab, click "Edit" on the section of the packet
you want to edit

Overview  Packel

Bedcvwr wau will find am averview of the packost reguiremsns oullined by your institition. This page will be updsted as b= progress Towand your
packel. To learn more, read the Candidade’s Packet Suide

Candidate Documents Edit
Mal Wl Bubimitied

Tipe ¥ it # Adidi
Videno 1 i 0
&  Addtioral Documanks D regulres 0

To add links to YouTube or Vimeo videos:

Click "Add" where you want to include a video

Overdew  Packet

O @ Expand Al @ Collapse All
w Candidate Doecuments Dof1
tict et Submiied (T m Required Filas

Wity 1 required, O Added Add

hn Filik hivsis Bser inchcdand gt /

Open the "Add New File" tab, or, "Choose Existing" if you want to
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add a video you have previously added to your Dossier

Add Video x
1 Reguined

Chocee Existing  Add New File

@ =]

There are no existing files to select

Select "Video"

Add Publications

1 Required
Choose Existing %wrlle

Upload Video Webpage

X+ Y

Drag & Drop your files anywhe

Browse To Upload

Give your video a title, enter a YouTube or Vimeo URL linking to
your video, enter a description, and click "Add"

@© The URL must be to a video hosted on YouTube or Vimeo.
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Add Publications

1 Reguired
Choose Existing A Mew File

Upload Videa Wnhpage

You can add videcs hostad an YouTube and Vimes 1o your Desskes matanals. Sirgly paste the YouTubs or Vimen
UAL i thex space balow, For mons information sea the articks Add YouTuba and Vimas Videos 10 Your Doasier,

Tihs *
LRL *

Diescription €

¢  If you want to share your video only with the people reviewing your materials, you can
control who has access to the video by changing the privacy settings for your video in
YouTube or Vimeo.

See here for instructions on sharing a URL to a protected YouTube or Vimeo video.

To add a link to a webpage:

Click "Add" where you want to include a link

Owarview Packet

O © ExpandAll & Collapse All

» Candidate Documents 0of1
Mot et Submitted  (TTaR]) Required Files
Video 1 reguired, 0 Added

Me fibes hiee been added yet, /

Open the "Add New File" tab or select a link you have previously
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added to your Dossier

Add Publications X
1 Requiras

Choose Exighng Add New File

All Materialks

@ ()

[ Cover Listtr

& oy

Select "Webpage"

Add Publications

1 Required
Choose Existing Add MNew File
Upload Video Webpage
a

Drag & Drop your files anywhe

Browse To Upload

Give your webpage a title, enter the URL. You can also add a
description to describe or give context for the web link

Make sure you include the prefix, such as http://
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http://

Add Publications x
1 Required

Choose Existing Add Mew File
Lpload Wideo Wabpage
You can include links 1o webpages i your Dosser materials, When & revieser clicks the link, the webpage will apen

in 8 new tab. For more informsation see the armicle Link 1o Webpages in Your Dossier
Tithe

URL "

Description &

A link to the webpage will display to reviewers when viewing your
packet of materials

_ Only show submitted sections,

w  CANDIDATE DOCUMENTS
o
Tast Wik Pagn

¥ DOCLPAEMTATION OF TIEACH ING EXCELLENCE

Alghi=iglac [l atulyy

Mata: Clicking tha link aboes will cpan The wabpags in a nd
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Share Access to a Protected YouTube or
Vimeo Video

If you include a link to a YouTube or Vimeo video with your materials, you may want to
make sure only your reviewers or committee members can see the video. In that case, you
will need to restrict access to the video in the privacy settings of YouTube or Vimeo.

Both YouTube and Vimeo have different options for controlling access to videos hosted on
their sites, but the methods outlined below will work best for linking to protected content
from within our program.

Note that to share a a private link for a Vimeo video, you will need a paid account.

For YouTube URLs:

Videos uploaded to YouTube are set as "public" by default, but you can control the
privacy setting when uploading a video or edit the privacy settings for videos you have
already uploaded.

Change the privacy settings for your YouTube video to "Unlisted"
before adding the YouTube URL to your materials

We recommend setting the privacy for YouTube hosted videos to "unlisted" before adding the
URL to your materials.

With this setting, your video will not come up in search results or appear listed on your
YouTube channel.

Only those who know the link can view it, and you can share the link with anyone, even those
who do not have a YouTube account or username.

When uploading your video to YouTube, select "Unlisted" as the privacy setting, or go to your
"Video Manager," find the video and select "Unlisted" from the dropdown menu.

See here for more instructions on setting the privacy of YouTube videos.
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https://support.google.com/youtube/answer/157177#unlisted

© Note that anyone with the link can view an unlisted video on YouTube. It is concievable
that a reviewer may share the link. If you are concerned, you may want to include a
note in the description asking reviewers not to share the link.

The video below explains more about YouTube privacy settings

For Vimeo URLs:

€ Vimeo requires a paid account to share a private link to a video.

See here for more instructions on managing privacy settings in Vimeo.

© Currently, Interfolio can only display "public" videos from Vimeo. If you want to share a
private link, it is advised that you upload a document with links to a "private" or
password protected Vimeo video, or use a "private" Youtube video instead.
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https://vimeo.com/help/faq/managing-your-videos/privacy-settings

View and Respond to Files Shared with You
by a Committee (Rebuttal)

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.

The most common scenario is when the committee has made a decision about a candidate
and gives the candidate the opportunity to respond. However, there may be other
circumstances when the committee or administrative personnel require the candidate to
view materials from the case packet.

When files are shared with you, you will receive an email

message prompting you to log into your account and view
the files

Bevery Brown has shared files with you.

VIEW FILES

You will be required to sign in to your account to view the
ghared files,

Dear Dr. Pnt,
Please find attached the reason...
C

Powered by Interfolio’s ByCommities | Intedalio Support
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Log in to Interfolio and select your institutional account

i firslis
€ interfolio

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 Iltems

BELS- R Open for Respones

Due: Nov 26, 2017 0
Music Promotion Cases | Ethnomusicology | Promotion

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

Home Yﬂ'ur PE
| Your Puckats Active
Review, Promolion and i Tesnure
Cases Packet

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

Dermo Liniversity » our Packets »

Music Promotion Cases

Uit
Eﬂ'ﬂDﬂ'll.lB:iﬂDll:q:,' 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

Type # R
) & 1 requi

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.

Do Unieersitg 3 Your Packenis

Music Promotion Cases e acket
Uit Type Candidate Instructions
iRl Prosrstion ierw Instructions

Chiwrview  Pachel  Shaoed Committes Ples

Belcaw you wil sen files that heve been st o e By temmitfes members. m

w Sent by Beverly Brown on Jan 21, 2019

Shased Filss Acinag
Departmant Chalrs Repart Copy to Dossber | Download
Open for Responss
Teen bt v, raiad aboin v oo Vi @i Fasprond 0 Filisi Shered with You by @ Commities
Diisia

Due: Jan 26 2019

Send Reapanse

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).
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Copy 1 File To My Dossier Account x

Copying To
My Dossier Account Cogrrrrrm@mdemo.edu)

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

submission to review cases, or searches,

[
~* .
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.

Copy all shared files

Download all shared files

Actions

Copy to Dossier | Download

Click "Send Response" to respond to the file

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

@© Please Note: This is a hard deadline, and you cannot respond to shared files after the
due date.
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w  Sent by Beverly Brown on Jan 21, 2019

Shared Files:
Department Chairs Report
Open for Response
Ta learn mone, read about how 1o Viegend Bespond to Files Shaned with You b

Due
D Jan 25, 2019

Send Response

Give your response a title and upload the document file

Response x

You can respond with a docurment Tor the commiltes b revies;

Tithe *

Xt Y

Drag & Drop your files anywhere or
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Your response will appear in the list of shared files

 Sent by Beverly Brown on Jan 21, 2079

Shared Files Actions
Department Chairs Report Copy to Dossier | Download
Response

Tix bearn rmeane, resad about how e and Respond to Files Shared with You by a Commitiee
Shared Details

Rebuttal to Chair's Report Sent: Jan 20,2019
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Using Collections From Your Dossier To
Satisfy Packet Requirements

This article explains how to use the materials from a collection in the official packet for your
review.

This is particularly handy if you have created a collection based on guidelines for an
upcoming review, and are ready to transfer the materials in the collection to your official
review packet.

See here for more information on "Using Guidelines From Dossier to Prepare for Future
Reviews."

Log in and navigate to your institutional account

© interfolio

Hi Rita,

Where do you want to go?

Demo University
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Select to view your packets

| Home Welcome back, Rita Book

Your Packets

Review, Promotion and Tenure YDU r. ACtID n Items

Cases

Rita A. Bookman

Demao University | Promaotian | Apply

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 averview 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

Submitted
Type # Required ¥ Ackled
[y 1 reguired 1
& Cover Letier 1 required 2
Research Statement 1 reguired a
Q.ﬁ.ddiljuual Docwments 0 reguired 7
G‘Iur.lm Application Form Part |l 1 reguired 1
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Click "Add" next to the requirement

w Candidate Documents 0of3
Hot et Submitted m Preview m

Requred Fies

CW 1 reguuired, 0 Adiced LT |
B files have been added yei.
Corwnr Letter 1 negured, O Added

P files heree been added pel

On the "Choose Existing" tab, click "Collections"

1 Required
Chooks Existing  Add New Fila
Al Materiale Collactinm

® (=]

OV ey
Pear Obsersation Summanes
Pear Ohssreaions docs

Recommandaton from £ Lund

F R EF R D

Becarmmendston from B Wallens
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Start typing the collection name, select a collection from

the list of results, and select a file to add from the
collection

Add CV

1 Aequired

Choosa Exiating  Add Naw Fila

&ll Materials Cellections

Salect materials from your saved co

Litah Jab

Semrch
e /
3 G don
Y Peer Ohmervation Summaries

[ Research Siotement updaie doc

% Srateenent of Teaching Philsapy update do:

@ Note that you can only select the type of document and number of documents that will

satisfy the requirement you are trying to fill. The program will not allow you to add
more documents than required or the wrong document type.
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Add CV

1 Roquired
Choose Existing e File
All Materals Collections

Select materials from your saved collections.

Lnah Job g |

Search

Allg / Title: GV docx

[B oW docx Trpec &V
Status: Received , Fab 24, 20146 at 12
[@ Peer Obserdation Summanies
1D Mumbar: AE5671CFERD
[B Research Statement update doc Tags: e

[B Satement of Teaching Philoacphy updaie. dog

The materials from the collection will be added to your
packet

w Candidate Documents Tof3

Preview
Mot Yet Submitted  ({IIE]) : m
CV 1 reguired, 1 Added

Required Files

Tither Details Actions
Added )
CV.docx Mar 18, 2016 Edit | Remove
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Using Guidelines In Dossier to Prepare for
Future Reviews

If you have access to Dossier through your institution, the institution may post guidelines in
Dossier to guide you in assembling materials for particular review processes such as annual
performance reviews, promotion reviews, etc. You can search for and save these guidelines,
and reference them as a checklist as you prepare for future reviews.

When preparing for a review using the guidelines feature, you can automatically assemble
collections of materials that meet the requirements of the review. When the time comes,
you can easily transfer the materials you've assembled in that collection over to the official
review packet.

This article explains how to start using guidelines to prepare for your upcoming reviews.

@© 'Guidelines" are only available to users whose institution subscribes to the feature.

Log in to Interfolio and navigate to your Dossier account

© interfolio

Hi Rita,
Where do you want to go?

Demo University
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Navigate to the "Materials" section of your Dossier account

| tome Dossier
Deliveries
Deeliveries
Letiers
haalerials ﬂ in progress
Collectiona
Shared with ke

Dossier Highlights

Menw feature: guaranteed
guality check on all letters

ﬁ ’
e Fa sl c

My Lethers of Reo.

ﬂ mick repeped

Five benefits of an onlineg
dossier service

Letiers o Write

0

o

Azl a candidate: how to get
feedback and advice on

WL academic woark

Click the "Guidelines" button at the top of the materials

page

@© The "Guidelines" button will only display if the feature is available at your institution. If
it does not display, it is not available.

My Materials

All Materials (16)

Tite &
Coreer_Lemer

= =r Seott
Hecormmendation fram A N
C.W, fior Soott Harrissss

View Archived Matarials

[ Coreat Latiir

[ Cehar Docursin

m = Request Recommendation
2 Add Files

Pacuteed
Mlar 25, J00H st B4 PR

Racuteed
Mlar 24, 300H &t T304 PR

Comphried ¢ GG Perding

[ Cosldenisl Letier of Hecnmmardaticn o

Ewabuption

Ml T 2000 aE 102
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Search for guidelines

Select a unit from the dropdown menu

Guidelines

¥our irsttution has gramed you acoess 1o view guidelines based an review processes at your institution. To help prepare far a review process:
1) Search for and select guidelines to reference as you gather materals.
20 Click Sarm”

) The guidelings will appesd in & "Seved Guildelnes" paction. There, chek "Prapane Tof hie Review”, and vou will G Turthsd ingirucliong of P vour Dodsier can Pl vou prapsie Ter the fdew,

L Saarch for Guidalirms

Sadgct Unit

— Saleet Unit — w

You can search for guidelines within the selected unit using
keywords

Guidelines

¥our institution has gramed you access to view guidelings based on review processes at your institutlan, Ta help prepare for a revies process
1) Search Tor ard sekecs guidelings 1 malerencs ag you gather malenals
2) Click "Save"

3} The guidelines wil appear in 2 “Saved Guidebres® section. These, click "Prepare for this Rev and you will get further instructions on how your Dossier can help you prepare for the revies
w  Search for Guidelines
Select Unit Search

mpartmiest of English Language and Literature W

English Depariment Promofon Aeviews

Cepartment of Enghsh Language and Literature

English Dlepariment Annus’ Review

Department of Enghsh Language snd Litarstuse
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Preview guidelines:

Click the title to open a preview of the guideline

Select Unit

Department of English Language and Literature

English Department Promotion Reviews

Department of English Language and JErature

English Department Annual Review

Department of English Language and Literature

Any candidate instructions, document, and form requirements
associated with the guideline will display

Previewing Guideline - English Department Promotion Reviews

Unit

Digpa vt & English Language urd Literaue

Iearinaetiong

&l gecisions regarding pramition ane based on established criveria cutlined specifically in official promotion application fonms.

W  Candidake Documenls

Documint Requiremsms

o

Fesearch Sigtemem

Staarmest of i

Puslcalicna

Farm Rugquiremunts

Prormstizn Risiiw AppBation

This aopboatian Must e sUmiTed 0 Thi Prosiden o e than Jase 1. &1 Esponses shi

Save Guideline

T required

Tk recuired

Preview
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Save the guidelines you want to use

w  Search for Guidelines

Seloct Unit Search

Department of English Language and Literature b4

English Depariment Promation Reviews
Save
Department of English Language and Literature

English Drpartment Annual Review
Save

Departmant af English Language and Literatus

Saved guidelines will appear at the top of the "Guidelines" page,
for quick reference

Guidelines X

Your institution has granted you access to view guidelines based on review processes at your institution. To help prepare for a review process:

1) Search for and =elect guldelines to reference B8 you gather materials.

2] Click "Sawe”

3) The guidelines will appear in a “Saved Guidelines” section, Thene, click "Prepane for this Review”®, and you will get further ingtructions an how yaur Dossier can belp you

prepare for the raview.

b Saved Guidelines

English Depariment Promotion Reviews
Prepare for this Review  Remowve
Department of English Language and Liteatue

w  Search for Guidelines

Salect Unit Search
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Click "Prepare for this review" to the right of the page

W  Saved Guidelines

Englizh Department Promation Reviews
Prepare for this Review Remove

Department of English Language and Literature

w  Search for Guidelines

Select Unit Search

Department of English Language and Literature w

Enter a name to create a collection of materials for the
review

Create a collection to help you prepare for the review. Once you create a collection, you can add
materials while viewing guidelines for the review.

Prepare for Review x

Prepare for English Department Promotion Reviews / Department of

English Language and Literature

To help you prepare for this review, create a cellection. Once you create
the collection, you can add materials for this review to the collection

while viewing the guidelines for thia review.

Collection Name

English Department Promotion Reviews (2017)

Continue Cancel
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A page will appear where you can add materials to the collection
while viewing the guidelines for the review

KWalmias » Collestuna

. . 1 Guidelines ®
English Dept. Promotion Review
Englich Duzpaartmens Froemaiion Reviess
Dapaitmian al Englah Languags and Libatalus
] / UGN

B &dd Mmerdale

=

Candidate Docurments

¥ou hewe not added any materials 1D this collection et

Add Maicriols Ruzsmrch Statemant 1 regquired
Statement ol Service 1 requived

Pregar rig For your renies
Fublizatinns T+ requined

Here's hiwe yog can use Dossier o prapae for this evies

1. g maverials o this cobeciion o meet the guideines Pramation Review Applicaton
2 A5 pou pod meberials, we sUQQest pou tag the materials with the same of the requirement they Fulil Theis: BpHORIDN AN DA IS 10 The
“rasideri rolnier fun Jure 1 & expomes
. WhEn your Iesies 18 and you want {0 pdd maicrials 10 i, simely open s oollection aad filber by tag 10 fnd the maberials for epch
N en TRFE W R R e O RIS
TEGIETHAL

pramtian o arigral agpciamen

Click "View Instructions" to the right of the page to view
instructions for review candidates (if any)

Guidelines »

English Department Promotion Reviews
Department of English Language and Literature
View Instructions

Add Materials

Candidate Documents

CvV 1 required

cv
us =

Research Statement 1 required
sived Publications 1+ required
7, 2017 at 9:48 PM

Statement of Teaching i

1 required
Philosophy

This will display any instructions to candidates about assembling
the review packet, and any other procedures, or policies at the
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institution

English Department Annual Review x

Annual reviews are conducted through Interfolia, and are based on
established criteria outlined specifically in your department

handbook. By March 31, full-time faculty members submits an annual
report on their activities, Tenured faculty review and evaluate each
urtenured assistant professor's annual report and accompanying
documents. Peer reviewers also provide a candid evaluation of each
faculty member's performance in the areas of teaching and service. Your
anline packet will cantain all relevant materials needed to assess your
progress.

Add materials to the collection to meet the guidelines displayed

on the right side of the screen

Creating a collection will open a page where you can view the guidelines for the review and add

materials.

Guide"nes appear

Materials > Colections » tﬂ lthe right

English Dept. Promotion Review
.

JN
Add Materials

‘au have not added any materals ta this collection yet

Click to add

Add Materials

materials

Preparing for your review

Here's how you can usa Dossier to prepare for this reviaw:
1. Add materialz 1o this collection te mest the guidelines.
2 #z you add materials, we suggest you tag the materlale with the name of the requirement they fulfill.

3. When your review starts and you want to add matarials to it, simply open thés collection and filtter by tag to find the materials for sach

requirernent.

Deliveries | Letters | Maberisls

Guidelines x
English Department Fromation Reviaws

Department of Englizh Language and Literature
Wiew Instructions

Candidate Documents

cv 1 required
v

Research Staterment 1 required
Statement of Service 1 required
Publications 1+ required
Promation Review Apglication

Thia applicaticn muel be gubmitiad ta the
President no later tham June 1. Al responses
ehould refar 1o S1vites Einos pour pevious

pramictian o ariginal appoinémant

[Thig is a Torre that pou will somplete when yaur

mesiew baging.)

You can add materials already uploaded to your Dossier, or add
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new files

Add File 4
~hoases Basting Ardd Mewr Fila

All Meterials Caollectionsa

o )

All Tithe: CV
[® Cover_Letter Type: C.W.
B ov Status: Received , Det 7, 2017 at 5:46 PM
[3 Grant Praposal 10 Number: 27B0964411
B Research Statemeant Tags:

[® Sraterner of Teaching Philoscphy update

You can also add materials from a collection you've previously

assembled

Open the collections tab and select a collection.

Add File x
Choose Existing Add Mew File /
Al Matenals Collections
Select matarials from your saved collections.

Q) Select or search for a collection

English Dept. Annual Reviaw

English Dept. Promotion Review
Greysione Grant Application

Wiy Updated Materials 2017

Add files from the collection to satisfy the guidelines for the review.
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Add File X

Al haberisls Callections

Select materials from your saved coliactions

My Updated Materlals 20017 W

Search

Al

B Cower_Latber
By

[® Research SEatement

[ Statemerd of Teacking Philosophy updaie

As you add materials, we suggest you tag them with the name
of the guideline requirement they satisfy

To add a tag, select the document, click the "Tag" button, and
enter your tag

Materals » Collections »

English Dept. Promotion Review

Search

Filter \ & Add Materials
You have selected all 1 materials on this page. Tag v Remove  Archive

Add new tag
Title = Type = Status =
Teaching Statement Facahed
[B Teachin |
g Staterment
u Oct 8, 2007 at B:36 PM
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When your review starts and you want to add materials, simply
open this collection and filter by tag to find the materials for each
requirement

Materials » Collections »

English Dept. Promotion Review /

Search
Add Materials |
TYPE TAGS DATE ADDED
CY Teaching Philosaphy FROM
Cower Letier B
kziil

Proposal

Research Statemeant TO

Teaching Stabemeri
Resulls with:  Tags Clear All

Teacking Philosophy | o

Collections you create based on guidelines will appear listed on
the "Collections" tab of your Dossier materials page

My Materials =
All Materials Collections

Collections

Archived Materials
Name =

English Dept. Annual Review
English Dapt, Promoticn Review

Greystone Grant Application
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When it's time for your review, add materials from the guideline
collection to the official review packet

Open your institutional account

@© You may need to open the account switcher in the right hand user menu and select to
switch to your institutional account.

Demo University
Branding Settings
Switch Accounts
Interfolic Dossier
Demo University

Account Options

Account Settings
Product Help

Sign Out

©
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Select "Your packets" from the left hand navigation

Home Your Packets

I Your Packets

Active
Review, Promathon and Tenure
Cases Packet Type Status
Dema University  Open for Response Promatian Mot Submitted

Open your packet

Your Packets

Active
Packet Type Statu
Department of English Language and Literature Promition Mot S

English Department Promation Reviews

Click "Edit Packet"

Overview

Bawarly Brown

Bebore you will find e af the packst reguirements autliced by your institution. This page will be updated as

Candidate Documents

CW, 1 Required | 0 Added

Resaanzh Statemen, 1 Faquired | 0 Addad
Publications, 1 Fequired | 0 fdded

Bamtemant of Teaching Phileaophy, 1 Reguined | O Added

Promoiion Review Application
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Click to add files

v Candidate Documents
& INCOMPLETE

O v

cv

O Rescarch Statement

O Publications

) Annual Self Assessment

0/ 4 REQUIRED

1 Required

1 Reguined

1+ Reguined

1 Reguired

"4

Add File

Add File
Add File

Add File

Open the collections tab, and select the collection you created
according to the guidelines

Add Research Statement
1 Required
e Exisling Acdd Meray

All Materials Collections Packats

Salect materials fram wour gaved callections.

Q, Salect or search for a collection

Greystone Grant Application

My Updated Materials 2017
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Select the file to add

Add Cv
1 Required
Chioose Existing Add New File

All Materials Collections Packets

Select materials from wour saved collections

English Dept. Promaotion Resienw

Search
/

0@
[ Ressarch Ssatemant

[3 Statement of Teaching Phiosophy updaie

Tithe: GV

Type: TV,
Status: Recajved , Det 7, 2077 at S46 PM
10 Number: 2780964611

Tags:

Rinse and repeat, and you will have your review packet done in

no time!

Bene Therbrige

w Candidate Documents
O WCOMPLETE

@& oV

(=)

(=] Hemanrch SEala—mnt
O Publiatons

3 Amusl Sel Avcesmment

B Instructions

Progrags

Candidaie Documants

1 74 REDUSRED

1 Femmp rmel 11 Arklac Whes you're ready 10 BubmiL pour packel,

click “Review & Submit” A requrements

must ba mes in ordar ba submit 8 section, if

D LENT  Edit Iil your packet corains mulliple ssctions, you
can choose which sections you would lke o

1Remuined [ Add File
a aubmil &t this time

14 Risyiirad Add File
1 Required #dd File m
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You can also add files from previous packets

Add CV x
1 Reguired

Choose Existing Add New Fila

All Materials Collections Packels

Select a packet to view and add file(s) from that review.

Packet Type Completed
Dapartrmant of English Language and Literature Promation Mar 78, 2008
English Department Pramotion Reviess

=3
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Re-use Materials From Previous Packets in
Current or Upcoming Reviews

Depending on your organization's subscription to Interfolio, some review candidates can
import and re-use materials from past Interfolio Review, Promotion & Tenure packets when
assembling a packet for a current or upcoming review.

So, if you are up for an important review (like tenure, or promotion to full professor), you
can easily add materials you've previously submitted for routine reviews such as annual
reviews etc. This can save you hours of tedious redundant work, and also cut down on
potential errors when assembling your packet.

Administrators can also add materials from previous reviews:

We have also added the ability for authorized institutional users to pre-populate a
candidate's case with suggested materials pulled from that candidate's past cases.

At the same time, the platform gives you, the candidate, the option to accept, edit, or
remove those suggested materials.

@ Note: This feature is currently limited to users who are provided a subscription to
Interfolio by their institution through a Dossier Institution account.
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Log in to Interfolio and navigate to your institutional
account

© interfolio

Hi Rita,

Where do you wa

@© You may need to open the account switcher in the right hand user menu and select to
switch to your institutional account.

Demo University

Branding Settings
Switch Accounts

Interfolio Dossier

Demo University
Account Options

Account Settings
Product Help

Sign Out

©

Help for Interfolio Review, Promotion & Tenure Page 70



Select "Your packets" from the left hand navigation

D
x Uiniversity
Home Your Packets
‘Your Packets .
| Active
Rewiow, Promation and Tenure
Cases Packet Typa Status
Department of English Language and Literabure Promuotion Mot Submitted
Serninary Promation Cages
Completed
Packet Typa Respondad
Historical Musicology Tenuee -

Music: Promation Cases

Open your packet

You will see a list of all packets with an indication of packet type, status, due date, or completion
date.

Your Packets

Active
Packet Type

Department of English Language and Literature Promotion

Seminary Promotion Cases

Completed
Packet Type
Hiztorical Musicalogy Tenurea

Music Promotion Cases
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Click "Edit" on the section where you want to add the file

Overdew Focket

Below you will ind an oeerview of the packet requirements cutlined by your instiution. This page will be updaied s you make proQress rpacket. To heam
e, read the Candidste’s Packe] Guide

Candidate Documents

Edit
Mot Yet Submitted

Tiee # Requied * Added
( % AukdBional Docurments 0 tegquined ]
(=Y 1 teruined i
|||||||||||| it terpined i

Click "Add" next to the requirement for which you want to
re-use previous packet materials

Orvarview  Packel
0O © Eqondal & Collapse All

w Candidate Documents

0of2
Hat Yet Subsritted @

\m Required Files
OV 1 requined, 0 Added

Add
Mo files have been added pet.
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Click "Packets" on the "Choose Existing" tab

Add The Second Requirement for Anthony's Section

Oplional
Chooesa Exshr Ao Mierar Fils
Colleciior Packeis

All Maieriala

@

Anthony's M3 Resporaa l

Coveer Lattar
[

File 2

Flie &

Kat AdttheCards - Anthony's Test Template (2017

Select a packet from the list to view and add files from that

review

If you have previously created a packet for a review, you will have the option to add materials
from previous reviews to the new packet.

You will see a list of packets with packet type and date of completion displayed. Click the packet

title to view and add files.

Add CV
1 Required
Add New Flle
All Materials Coflections Packats

Salect a packet to view and add file(g) from that review.
Packet

Department of English Language and Literature
English Department Annwal Review
Departmaent of English Language and Literature

English Department Promotion Reviews

Type

Faviaw

Promation

Completed

Oct 9, 2017

Qct 9, 2017
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Select the files you want to add

All the materials you uploaded for the review will appear listed, as shown below.

Add CV "
1 Required
zr Exisling Al Mesw File
Al Matarials Callections Packets
English Dapartmant Annual Review Select a diffenent review

Dapartment of English Language and Literature
Type: Raview
Completed: Oct 9, 20717

[ AN docwments in this review in a single POF

Candidate Documents

Bcv

[ Research Statement

[ Joumal article

[ Biblisgraphy of published works
[ nnuel Seif Asaeement

Help for Interfolio Review, Promotion & Tenure Page 74



Check "All documents in this review in a single PDF" to add all
files, or select the files you want to add to the new packet

Add CV

1 Regquired
Add Menwr File

All Materials Collections Packets

English Department Annual Review

Department of English Language and Literature

Type: Review
Completed: Oc 017

[£ All docurments in this raview in a single PDF

Candidate Documents

If necessary, you can click "Select a different review" to reopen
the list of packets for previous reviews

Add Additional Documents
Mesw Flle

Collections Packels

Application for Sabbatical Leave
Open, na Ehana

Type: Sabbatical

Completed: Aug 24, 2017

/

Selact a different review
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