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Agenda

o Key Concepts
« User Roles

« Product Demonstration

o How to Create a Case
How to Add Committees and Committee Management
Notifying a Candidate
Review Candidate Requirements and Unlocking Sections
Moving a Case Forward
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Addressing the Critical Moments in the Academic Lifecycle
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lifecycle management
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Review, Promotion, and Tenure Key Concepts

.............

Review, Promotions & Tenure

An Interfolio module used to facilitate the
review process anytime a candidate submits
materials and one or as series of committees
need to review or approve the materials. Also
referred to as RPT.

Units

A digital representation of institutional
hierarchy. Within the hierarchy, the different
tiers will determine scope. Administrators can
be assigned to any given unit.

Ex. Institution > School > Department

@ interfolio

Templates

The building blocks of the RPT module that
allows administrators to create standardized,
repeatable processes for all review types at
their institution, colleges, schools, and
departments. Templates can be created
centrally or copied down to specific unit for
customization.

Cases

The lifecycle of candidates as they progress
through a standardized review cycle.
Committees have the ability to add a case
analysis or evaluation to the case as it
progresses through the workflow leading up
to the final decision.

Confidential and Proprietary,
Not for Distribution and Subject to
NDA



Important Terms

Packet: The collection of materials by which a candidate is being reviewed (documents and other files).
The packet is divided into sections which can be worked on and submitted independently of one
another. All materials submitted in the packet will be copied to the candidates’ Dossier for record
keeping.

Commiittee: Groups of users that can review the candidates’ case at a given step of the review process.
Committees can be: Standing (managed from the central committee tab), Ad Hoc (case specific), or
individual assignment (committee of one).

Dossier: A tool for all faculty to store and manage job, fellowship, and promotion or review documents in
one place. The Dossier will act as the central archiving tool for candidates’ materials. All information
submitted for a review will be copied into the faculty Dossier for archiving or reusability purposes.
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Review, Promotion & Tenure: User Roles
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Administrators can access documents, reports, e-mail candidates and committees, and move a
case forward or backward. Administrators can create and edit templates, forms, and cases for the
units to which they have access.

Case Managers are assigned to a specific unit. They can review candidates, move cases forward or
backward, edit the case-specific requirements and workflow steps as well as e-mail both candidates
and committees from within the system.

Template Administrators can create and edit templates for the units to which they have access.
They can also create and edit standing committees within their unit.

Committee Managers are assigned to a specific committee or step. They can review a candidate,
move a case forward or backward, and communicate with both candidate and committee members
from within the system.

Committee Members have the most basic permissions within the system. They can view a
candidate’s packet, download documents (if allowed), and leave comments (also if allowed) on the
particular case they have access to.

Confidential and Proprietary,
Not for Distribution and Subject to 11
NDA



Interfolio Resources

Product Help Center

Quick help articles to guide you through
specific tasks and functionality while using
the product

product-help.interfolio.com

Scholar Services

Call, email, or chat with our Scholar
Services team

Phone: +1 833-844-2118

Email: interfolio-support@elsevier.com
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https://product-help.interfolio.com/m/33238/c/190497
mailto:Interfolio-support@elsevier.com

Logging into Interfolio: interfolio.com

« » C & Interfolio.com

Challenges Services~ About Usv Resourcesv News & Events 0L 1 Search
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Join us on June 16-17 as we célébrate faculty Dot have an accourt?

annual Interfolio Virtual Summit. Senior acad R L TP e L
universities and collegesiwill discuss pressing i

faculty affairs, what makes facuity most effec|

role of faculty-centric technology going forward.
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Case Manager Best Practices
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* Google Chrome usually works best 6 chrome
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Send RPT Cases Forward for

Committee Review
Thursday, March 27
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Lexi Palma

Send Case v

Forward to
School Faculty Affairs Review
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Send Case Forward

Great job! You're sending the case forward to the next step, RPT Committee Review - Testing 123. The following
reviewers willlose access 1o the case:

Adyson Abbott | 1 members

The following reviewers will gain access to the case:

College Committee | 5 members.

College of Business Dean | 1 members

Send a message to the reviewers gaining access.

If recipients respond to this message, their response will come directly to your email inbox|

‘Subject *

W

This case i ready for your review

Message *

WE B I L =

Dear committee mermbers,

This case is coming your way for review. You'l be able 1o see the documents and deadines in Review, Promotion & Tenure when

you signin

Best,

= e (o ]

« Set a reminder in your
calendar when

you need to move the
case forward

Send Case Forward x

There are unsatisfied requirements that must be completed before the case can be sent forward to the next step
School Faculty Affairs Review.

W College Committee
Candidate Approval and Signature @ Missing

Committee Sign Off Form | Step 1: College Committee @ Missing

View Requirements m
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Product Demo
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