Committee Member's Guide to Interfolio
Review, Promotion, and Tenure

If you have been added to a committee 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.

Getting started & accessing your assigned cases:

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

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

ACTIVATE NOW

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

Powered by Intedoba | Suppor
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Log in and select your institutional account

lﬂl INerfoLo

Hi Elizabeth,
Where do you want to go? /
The University of Interfolio

Select "Cases" under Review, Promotion & Tenure on the left hand
navigation bar

x (B interfolio

Home / Welcome back, Eli
Review, Prom and Tenure

pases Your Action Iten

Tt

v

You will see a list of cases that are available to you

¢ Note that you can filter this list by unit and case type.
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Thi Unbeersity of Il

Case List
m Cloar Filtars
-
Unn Trpe
AllUnins v | | Al Types v
1ol 1 cases
Musd . Tipit @ Template Mame 8 Srahis @
Michas Bishop

Promoticn Cumioen WorkSow
Bigiogy

Siep 1 off B: Deparumen Resiow | Jan 25 2010

Click the name of the candidate to view case materials

I of 3 canis
Name - TypE % Template Nare 5

Rita A. Bookrnan

Pearestion Custenm Warklloe
Deera Liniwersicy

Step 2 of 2: Prowost Beview | Jan 213077 4L Reguired Doosmenns

Edward Angerer

Appointment Arervopology Promed
Historical Muskcology

Step 1 of 3: Music History Prometion Commitiee

The case page:

Clicking on the name of the candidate will direct you to the case page, shown below, where you
can access materials and forms available to committee members, and view and download
materials submitted by a candidate.

Note that the case page is a tabbed interface, the "Case Materials" tab, and the "Case Details"
tab.
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The University of Inteffalic » Cases »
Michael Bishop

Unit Template Status:
Bialogy Cusiom Case

Case Materials  Case Details

Search case materials by tile

o =

& Download

Candidate Packet

any materials added o the candidate packet will be visile 1o 1he candidate and available for them o wss in their cunmen cage. The candidate wil

be able 10 replace or delete any files in an unlocked section befone they submit

» Candidate Documents

CV 1 requirsd
Thilke Dol Actions

[1'] Submittad by Michesl Bsbop
Jan V6 NS

Case Materials

The Case Materials tab is divided into two main parts that can each contain one or more
sections; the candidate packet, and internal (case) sections.

The Candidate Packet is made up of one or more sections the candidate will see when adding
materials. These sections contain materials added to the candidate packet, either by the
candidate or on their behalf, and any required forms completed by the candidate.

Materials here will be visible to the candidate and available for them to use in their current
case. The candidate will be able to replace or delete any files in an unlocked section of the
candidate packet before they submit their packet for review.

Internal Sections are case sections available to committee members reviewing the case and
cannot be viewed by the candidate. Here you will find materials you may need as part of your
review such as committee documents.

Please note that some materials added to internal sections can be shared with the candidate by
an administrator or committee manager.

You may see an internal section labeled "External Evaluations" if your institution has elected to
use our feature for requesting and collecting evaluations from external reviewers.

You may also see a section labeled "Migrated Case Materials." This section contains
materials that were originally in the Candidate Packet section, but that we moved as a
precaution because materials in the Candidate Packet are visible to the candidate.
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Case Materiols  Case Detalls

Search case materials by tithe
a © Collagse Al
Candidate Packet

Any matenals added %o the condicdate pocket will be visible to the cancidate snd avallable for therm to uss in their cument case. The candidete will be oble to replsce or delete any files in

an unkacked aection belone they subemin

» Candidate Docurments @
» Teaching Expertise @

Internal Sections /

These secilons an avallabke to committes members reviewing the case and cannot be wiewed by the candidate. Flesse note that some maierals addeds 1o internal sections can be

shared with the candidate by an sdministrater or commities manager.

> Migrated Case Materials

» Committee Documents

Case Details

1. The Case Details tab is where you can view the other members of your committee
2. If enabled, you can also view comments from other committee members, and leave

comments on the case

CaeeMatedals  Caee Detalls ()

Raviawing s

Department Level Commities

~ Required Documents m

AP required documents must be completed belore the case can advance io the neard step. Fikes can be added by ary Commitice Manager or Adminisiraior with access 1o this case
Daspartrnants| Review Summiary
A susrrary of your v

M filas hive been sdded to this seclion.

v Commities Members (5) \o, Conversation {1) o
Nama Errmi Han
Add Commant | VIEW: ALL | MINE | STHERS

Frank Jens fens@dema.ddu

E Eizsbth Barks (rou)
o [emn——— m izhacls Bic bosk reject |
Faradal Bac bHshommalinato. com
Elizabwlh Banks bbb @inbaifohe.com
Fobert Bades rbadas@malinatior.com

Voting Results
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Committee voting results

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 at the bottom of the Case Details tab.

‘Voting Results

Voias sniered on Jan 21, 3009

Cobew Lo Myt o Wl

[ ] [

2 [m—re
o {T

[ ] Dppem

[ ] be

Accessing materials:

On the "Case Materials' tab of the 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.

Search for case materials by title

You can search for particular case materials by title. This acts as a filter, displaying only
materials with a matching title.

Caose Materals  Cose Datails

Search case materials by tile

o ==
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Click "Read Case" to load all accessible case materials into our
document viewer where they can be viewed online

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

Case Materials  Case Details

Search case maberials by lithe

O © Callapss Al

Candidate Packet

Ay materials added to the candidate packet will be wisible ta the candidate and awvailable for them ta use in their curnen case. The canc

an unlocked section before they submit.

The document viewer displays all materials organized by sections. Note that you can download

materials (if enabled), search through the PDF files of materials, and leave annotations on the
materials.

Michael Bishop

& Downlowsd m
Packet  Annctations
w CANDIDATE DOCLMENTS
=1
Sarah Black Ph.D.
Budubeation
152 e B ey o et
Bubiioation 3 g
Preene)
¥  TEADMING ENPERTISE ooy e b pdin v g A
# a Fmap fearaeey Srsemees s e Ry 1
¥ MIGERATED CASE MATERMLS
¥ ETMHITTEE DCLIVENTE i - BTN, e FSE S I B
»  EETERMAL EVALLATIONS
s e 8 o v e 1
——
3. iy b W, (00430 ey S v
5 Coviamers bore 11 113815584
T Eot Yo el P . Sy B 3000100, 30081
e Do [
Fisoc
-
U gy 8 4 a1
. e ) L kv [ 90 T
Pamrn of Doty v s, Wiy Ay gy (v WAN
i g [rebieien
e, A g
i e PR B P T T
2 a a 1/ 3 ) Mext Materiad rd L3
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To download a PDF or Zip file of all selected materials, select one or
more materials from the list, then click the "Download" button at
toward the top right of the page

Click the check box in the blue bar above the list to select all materials listed, or select one or
materials to download.

Coaciin Matariati  Cogs Datails

Banrch cidi maleri tithe
<
& Expand &

& Dowmlosd FOF
Candidate Packet
Dezwrloed Z1P
Ay maiariats added 1o ihe candidate packat will be visible to the candidate and iailabia Tor them be use in ther coren casa. Tha candida .

i bk section Balene thiy aiubent

w Candidate Docurnents

C¥ 1 required
Title Durtniln Aczone

B o Sydyeimied Ly Wichare Bishos
Jan &, 26

Adding annotations when reviewing 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 private and can only be viewed by you.
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Edward Angerer

EMWE 110 Accelen
ENWE 118 Accelen
MUSL2078-1: The |
ENWE 110 Acoelen
ENWE 118 Aceelesi

Packet Annctations

©

C\ 2013 MUSIC. docx Oct 26, 2016 at 523 P

Graduate Teaching Assi

BALISE 207: Rovis W
o ) EDIS 187: Study Ski
These are frorm a joint appointrent MUISH 208 n.fr;n:."
MILISE 207: Riots Wy
MUISE 212: The Histe
MLISE 357: Roots s
MUUISE 203: The His
MUISE 213: The Hise
MUISE 202: The Hisic
MLISE 202 The Hite
BALISE 202: The Hesnc

£V 2013 MUSIC. docx Ot 26, 2016 at B24 PM
Bob was concerned about the service record. Need

LR A

maore informaticn.

Ciuewt Lecteres and Sub

Annotations are added from the lower right corner of the viewer

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

ant

company) 1987-1994
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Click the "view" icon to toggle on or off the display of annotations

m company) 1987-1994

4 @

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
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1,2011 to present

-ds) 1987-1994
and production cor

IQ}F'-::nirrt “"":-‘Area EE"E:HETlt!:trt

.'I'E‘I'It @‘ @

To edit a note you've added, simply click into the text field

est lorem. Efiam scelerisque est in leclus sleifend, venenatis elamenium ligula dictum.
uam, faucibus ul risus eu, pharatra cursus ipsum. Mauris tristigue nibh malesuada maximus
rate sem bibendum elil pretium, sit amel blandit ipsum Blandit. Aliguam eget arcu sagitlis,
wbus ke, Dones vel augiat hendrerit mon orcl. In luctus tellus a
ung in nibh venanatis This note points to the lotin nibh. Aliguam quis aliguam sem. Fusce

srtor, eget dapibus mi ward “etlam® which transiates. jajesuada fames ac ante ipsum primis in
as also, even, or still..

<19/19 Z @ ®

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 note 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

&)
=)

@
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Committee voting:

Administrators and Committee Managers can record committee votes into Interfolio RPT.
Committee members can view the results of a committee vote from the "Case Details" tab of
the Case page.

Scroll to the bottom of the "Case Details" tab to see the results of a
committee vote

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

» Gommittes Members (5) Conersation (1)

Audd Comment

Ew ALl |
E Elizmbert Euardos (o

Vaoting Results

Volis enered on Jas 23, 7019

Dol Decision Wurnbes ol Yzies
[ ] Cefer ]
L ] Db Terns g
Sappart [Test] i
L] CppasE '
[ ] Abmini

Tonal

View and respond to files shared with you by your committee

Administrators or committee managers in Interfolio Review, Promotion & Tenure can share
case materials with members of a committee they are managing, or other committees in
the workflow of a case.
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Committee members can view materials (and respond if enabled) when they log into their
account.

When files are shared with you, you will receive an email message
prompting you to log into your account and view the files

L=onard Bishop has shared files with you

Yiaw will ba requined to sign In to your account ta view the shared fikes.

Laresm ipsum dolkor sit amet, consectatur adipscing elit, sed do
elusmod termgor iIncididunt ut labare et dolore magna aligqua. L
enirm ad minim vanlam, quis rostnud exercitation ulamao labarts
msl ut aliguip &x ea commado corsequat. Duls aute nure dolor n
reprahendert in voluptate velit esse cilum dolore eu fugiat nuba
pariatur. Exceptew sint occoacat cupidatat non proident, sunt
in culpa gqui officia desenent melit anim id est labaum

If a response is requested, you will also see that as an Action Item on
your homepage along with a due date for your response. Click the link
to view the file and respond

Your Action ftems

Files hawe bean shared with you Reaponse Reguested

RPT | # reguested r ame: 1 | Last update January 24, 2019 | Review, Promation e Jam 27, 20019 0
and Tanure

Gray Alllen 0
Damd Univeraity | Review | Dental School Annual Reveiw | Revies, Promation and Tenure
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Click "View files" on the "Committee Shared Files" page

Demo University >

Committee Shared Files

This iz & list af all the files 1hat have bean shared with yoi. You may of may not have acoess 1o the case

socisted with these files, Pleage
keep in mind that the files hare maybe only & part if the candidate’s packet, and not the entire caze.
Date Shared « Case Shared By Redporie Requesied Aticr:

Jan 24,2010 Grey Alllen Bevarly Brawn Yes View Files | Respond
Oema Univesity

Dwe tan 27, 2019

Shared files will load in the materials viewer. Read the document, and
prepare your response. Click "Respond" to upload your response.

Viewing Shared Files for Grey Alllen Respond

w  SEMT BY BEVERLY BROWH: AN 24 5oig
II‘:‘a\-'IanHnr

Laurie Test
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Give your response a title and browse to upload the file

Response x

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

Tithe *

Respanse o Shared File

Y + Y

Drag & Drop your files anywhere or

Browse To Upload

Cancel

Click "Send" to send your response to the shared file

Response X

wau can respond with a document far the committes o review
Title *

Respange 1 Shared Fike

I TP-Part-v-Deans-Report Sucoess X

=31 3
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