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Your Interfolio Account Dashboard and Account
Settings

Your Institution account page

This article explains how your Interfolio account dashboard is configured, some basics on

what you can do once you're there, and how you can access your account settings to
change basic user information.

After signing in, you will see your account page. From here you can access all of the

accounts you have with Interfolio and your Interfolio Account Settings.

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

1.

2.

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

x

Home

Faculty 180

Announcements & Help
Profile

Activities

Evaluations

Forms & Reports

Vitas & Biosketches
Find Colleagues
Account Access

Administration v

Faculty Search

Positions
Administration
Reports

Users & Groups

Review, Promotion and Tenure

Cases

Templates

Welcome back, Scott Harris

Your Action ltems

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

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

Assign Activity Classifications for Imported Scholarly Works

Activity Input | Faculty 180

Review Possible Duplicates from Activity Imports

Activity Input | Faculty 180

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

Please verify.
Activity Input | Faculty 180

Additional Assigned Items

Search by keyword

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

O © o ©

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

-

Review, Promotion and Tenure

Cases
Templates
Administration
Reports

Users & Groups

The Faculty180 Navigation Bar

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

All administrative settings are in the Administration section

Home

Faculty 180

Announcements & Help
Profile

Activities

Evaluations

Forms & Reports

Vitas & Biosketches
Find Colleagues
Account Access

Administration v
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To access the settings for your account:

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

Scott Harris

o

Demo University

Branding Settings
Switch Accounts

Interfolio Dossier

Demao University
Account Options

Account Settings
Product Help

Sign Out

The Account Settings page:

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

Personal Information

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

Basic Information > Personal Information

Email & Communications

ID Numbers First Name *

Subscription & Billing Scott

Signing in & Password
Status (Pick the option that best describes you) *

Tenure-track v

Position Title

Assistant Professor

Scholarly Discipline *

Business v

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

Apply to alternative academic jobs
Apply to grants

Apply to graduate degree programs

Last Name *

Harris

Organization

NYU School of Business

Communications

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

when you receive email from Interfolio

Basic Information

8 Email Add Email
1D Numbers Email notifications related to your Dossier account (such as renewal notices) will only be sent to your primary email
address.
Subscription & Billing
Primary scott.harris@interfolio.com

Signing in & Password

If you have another account under a different email address you can merge the accounts to access all the information in

one place. Learn more about merging accounts

Additional Email Addresses

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

scott.harris@sharklasers.com

Communications

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

password, or when a requested letter or evaluation arrives.

Make Primary

x
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ID numbers

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

*Settings

Basic Information

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

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

Subscription & Billing

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

:Settings

Basic Information Subscription

Email & Communications

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

Settings

Basic Information Signing In

Email & Communications

ID Numbers Default account

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

I

Dossier
Ask me when | sign in

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

regardless of this setting.

Password

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

Enter your current password *

Enter your new password *

Notifications:

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

Your Action ltems

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

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

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

Review Possible Duplicates from Activity Imports
Activity Input | Faculty 180

O © O ©

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

V]

Activity Input | Faculty 180

Additional Assigned Items Search by keyword
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Administration Settings Page in Interfolio
Faculty Search

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

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

the positions they manage.

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

Create and edit position and application statuses

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

Create and and manage EEO statements

Create and manage application forms (including EEO forms)

Set communication settings to enable or disable comments and tags

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

access in the program. Not all tabs listed below will appear for all users.
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To navigate to the Administration page:

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

Demo University >

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

Forms & Reports Messages Templates

Position Status _
Vitas & Biosketches EEO Information

Find Colleagues

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

Templates

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

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

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

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