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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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Institutional Branding

Read about how to brand institutional products here.

The Faculty Search Navigation Bar

€ Depending on your role in the program, some or all of the following functions are
available from the dashboard. Not all of these functions or links will appear for
Evaluators or Committee Managers in the program.

Click "View Positions" to view your active searches

Faculty Search

Positions
Administration
Reports

Users & Groups

The Review, Promotion, and Tenure dashboard:

€ Depending on your role in the program, some or all of the following functions are
available from the dashboard. Not all of these functions or links will appear for
Committee Managers or committee members in the program.
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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.

Committee Manager's Guide to Interfolio's Faculty Search Page 11



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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Demo University >

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

Forms & Reports Messages Templates

Position Status
Vitas & Biosketches Actions v

EEO Information

Find Colleagues

Application Forms Paosition 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
Logo (® Enable Position Status Creation Disable Position Status Creation
Faculty Search Settings
Positions
Accepting Applications &S »
Administration
Reports Reviewing Applications &S x
Users & Groups
Interviewing Finalists &S R
Review, Promotion and Tenure
Cases Under Final Review F %

Templates

g

Statuses:

From the "Statuses" tab of the Administration page, you can create and manage:

1. Position Statuses: Labels that describe the current state of the selection process, for
example, “Accepting Applications”

2. Application Statuses: Labels that describe the current state of the applicant in the review
process, for example, “Longlist” or “No Further Consideration”

@  See here for more information on how to create a position status, and how to create
an application status.
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Statuses

Position Status

Messages Templates

EEQ Information

Application Forms Position statuses indicate the current state of a position in the search process and can be used to set permissions for

Permissions committee members and applicants.

Logo (® Enable Position Status Creation Disable Position Status Creation

Settings
Accepting Applications &S X
Reviewing Applications &S X
Interviewing Finalists & X
Under Final Review & %

Application Status

Message Templates:

From the "Message Templates" tab you can create and manage message templates to send
customized messages to applicants when the status of a position or application changes. You
can set the conditions when the message will be sent, and you can edit and confirm messages
before sending them.

Q¢ See here for more information on_how to set up applicant notification message
templates.
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A Demo University >
Administration
Settings for:

Demo University

Statuses

EEO Information
Application Forms
Permissions

Logo

Settings

Templates

Templates

Customize messages to send to applicants when the status of a position or application changes. Templates can be
used at this and any unit below. You will have the opportunity to edit and confirm messages before sending them.

Search by subject or unit name

Subject Created at Actions
Interview invitation Demo University S %
Invitation for Interview Department of Geriatric Nursing & %

EEO Statement:

From the "EEO Statement" tab, administrative users can create, edit, and set the EEO statement
for positions created in a unit.

Q¢ See here for more information on managing EEO statements.
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X Demo University >
Administration
Settings for:

Demo University

Statuses
Messages Templates

EEO Information

I

Application Forms
Permissions
Logo

Settings

EEO Information

EEQ Statement

The EEQ statement provides standard language about your institutions EEO policy and is used for positions created at
your institution.

(® Enable EEO statement changes Disable EEO statement changes

Current EEO Statement

Demo University shall abide by the requirements of 41 CFR §§ 60-1.4(a), 60-300.5(a) and 60-741.5(a). These
regulations prohibit discrimination against qualified individuals based on their status as protected veterans or
individuals with disabilities, and prohibit discrimination against all individuals based on their race, color, religion, sex, or
national origin. Moreover, these regulations require that covered prime contractors and subcontractors take affirmative
action to employ and advance in employment individuals without regard to race, color, religion, sex, national origin,
protected veteran status or disability.

EEQ Forms £ Add

Application Forms:

From the "Application Forms" tab, Administrators can create application forms to collect

information from applicants. Administrators can also create EEO forms and designate forms as

default for a unit.

Q¢  See here for more information on creating application forms, and EEQ forms.
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I Stekuses I AppLication Forms

Messages Templates

Application Forms 2 Add
EEO Information
Application Forms > Search by form or unit name
Permissions
Logo
Settings
Form Name = Created at s
Additional Information Department of Geriatric Nursing 2
Another test form Demo University &S x
EEQ College of Arts and Sciences &S %
Test Demo University &S %
Permissions:
L]

From the "Permission” tab, Administrators can set whether or not reviewers can comment and
assign tags to applications. Administrators can require approval for new positions, set who to
notify when a position changes, and set the sender name and "reply-to" address for email
messages.

¢  See here for more information on requiring approval to post new positions.
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k
Statuses Permissions

Messages Templates

Comments
EEQ Information
Application Forms Comments enable reviewers to make observations on applications and are visible to all reviewers for that position.
Blind review can be turned on for specific positions to prevent reviewers from seeing each other’'s comments.
Logo (® Comments Enabled Comments Disabled
Settings
Tags

Tags are bits of text that can be added to an applicant’s record to help sort, categorize, and quickly identify

applications. To learn more, read about how to Use Tags to Mark and Sort Applications.

(® Tags Enabled Tags Disabled

Position Approval

Position approval requires an administrator at your institution to approve positions created at your institution. To learn
more, read about how to Require Approval to Post New Positions.

(® Position Approval Required Position Approval Not Required

Logo:

From the "Logo" tab, administrative users can upload and change the logo that will display on
positions created by a unit or set the logo for a particular position.

¢  See here for more information on add a logo to the landing page of a position.
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Remo University >

Administration

Settings for:

Demo University v

Statuses Logo

Messages Templates

EEO Information

Application Forms This logo will be displayed on any position published by this unit. For best results, use a logo with a white or
Permissions transparent background, maximum file size of 20KB, and in one of the following formats: PNG, JPEG, JPG or GIF.
Logo

Settings

Demo University

Settings

The Settings page allows an institution to create and use a public positions list.

Statuses Settings

Messages Templates
Public Position List
EEQ Information

Application Forms Interfolio provides a public link to a list of all the published positions available at your institution. You can use this link
Permissions to advertise the positions available on your institutional website or other places where you provide a list of available
positions.
Logo
- List Name
Demo University Open Positions  Edit
URL

https://apply-alpha.interfolio.com/10207/positions Copy URL

Equal Employment Opportunity Statement
This page displays the EEO statement for your institution. Manage EEO Statement

Demo University shall abide by the requirements of 41 CFR §§ 60-1.4(a), 60-300.5(a) and 60-741.5(a). These
regulations prohibit discrimination against qualified individuals based on their status as protected veterans or
individuals with disabilities, and prohibit discrimination against all individuals based on their race, color, religion, sex, or
national origin. Moreover, these regulations require that covered prime contractors and subcontractors take affrmative
action to employ and advance in employment individuals without regard to race, color, religion, sex, national origin,
protected veteran status or disability.
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User Roles in Faculty Search

There are four different types of users in Faculty Search: Administrators, Committee
Managers, Evaluators, and EEO Officers. A user's role determines their capabilities in the
program.

Evaluators are the users with the least access in the system. As members of a review
committee, their role is generally limited to reviewing applicants and comes with no
administrative capabilities. Evaluators can view applications, add tags to applicants, andif
given accessrate and comment on applications. All Evaluators are assigned to one or more
search committees by an Administrator or Committee Manager.

Committee Managers supervise searches at the department level, therefore they have
some administrative privileges. Committee Managers can edit settings and statuses, view
reports, communicate with applicants, and evaluate applications.

Administrators have the most capabilities in Faculty Search, but their role is still limited by
the organizational level to which they are attached. If a user is an Administrator on the
college level, for instance, they can create, manage, and monitor searches at that collegethe
same goes for Administrators at a department. Institutional Administrators can control
settings and view positions, applications, and reports across an entire institution.

The fourth category of user in Faculty Search is an Equal Employment Opportunity Officer.
Generally, EEO Officers are staff from Human Resources, Institutional Diversity, or another
campus office who are responsible for EEO standards and practices at your institution. EEO
officers monitor and run EEO reports on open positions to which they have access. They
also flag positions that may not meet an institution's diversity requirements.

In some cases, Administrators may also be granted EEO access, which allows them to
perform some duties of an EEO Officer, such as viewing EEO reports and flagging positions.

Search Committee Evaluators

+ Evaluators are assigned to one or more search committees by a Committee Manager or
Administrator

+ Evaluators can view, add tags, and—if this feature is activated—rate and comment on
applications

+ See our Evaluator's Guide to Faculty Search for more information
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Committee Managers

« Committee Managers supervise searches at the departmental level
« Committee Managers can edit settings and statuses, view reports, communicate with
candidates, and evaluate applications

Administrators

+ Administrators create, manage, and monitor searches at the organizational level to which
they have access

+ Institutional Administrators can control settings and view positions, applications, and
reports across an entire institution. Departmental Administrators perform similar functions
at the level of a department, school, or college within a larger institutional system

« Administrators may also be granted EEO access, which allows them to perform some duties
of an EEO Officer such as viewing EEO reports and flagging positions

EEQO Officers

+ Equal Employment Opportunity Officers are generally staff from Human Resources,
Institutional Diversity, or another campus office responsible for EEO standards and practices

+ EEO officers monitor and run EEO reporting on open positions to which they have access.
They also flag positions that may not meet an institution's diversity requirements
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Creating a Search Committee

Committee Manager's Guide to Interfolio's Faculty Search Page 24



Edit Search Committee Membership (Add/
Remove Users)

In order to be added to a search committee, a person must first be added to the program
as an Interfolio Faculty Search user.

Committee Managers and Administrators often add users to a search committee during the
process of creating a position, but it is simple to edit the membership of an existing search
committee from the "Applications" page of a position.

First, make sure the committee member has been added as a
Interfolio Faculty Search user

@© f your potential committee member is not already an Interfoio user, you will need to
add them to the program.

Find and click the position title to open the list of applicants for

NAME STATUS TYPE OPENS CLOSES APPLICATIONS
Associate Professor of Orthodontic Dentistry

G c 5 ! . 4, 201 (=]
Caliagn of Dandstry ACCEPTING APPLICATIONS Faculty ~ Jan 31.2016 w2420 @
Associate Professor of Periodontics

] 1 =3 , e =
College of Dentistry ACCEPTING APPLICATIONS Faculty  Mayi0, 2016 Mow &, 2016 (o]
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Click "Positions Actions" and then the View Committee Option

kDemo University > Positions > —
Assistant Professor of Landscape Architecture

Unit Status Opens Closes  Edit Position

Department of Architectural History Accepting Applications change Sep 1,2015 Aug16,; View committee

View position details

APPLICANTS (5 of 5) View referral sources

Tour this page

Filter = Saved Views i
Add new applicant
Close position
Applicant Name “ Date Updated & Applicant Status Tags My Overall Rating &
M n 1411
Click "Edit
Committee X
Managers
Sandra Carol
Evaluators
Biertha Groening Mawell Rush
Bewverly Brown tephanie Bigsley

= 3
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Click "Add Member" to call up a list of available Interfolio users
who can serve on your committee

ByCommittee - Positions

Assistant Professor of 20th Century Music

Search Committee /

0 Committes Members

" Save & Continue

Search for the user by first or last name, and click "Add" to add
them to the committee

€ Asyou are typing, matches of existing Interfolio users will appear.
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Add Member "

Sort By Name W

FIRST NAME LAST NAME EMAIL

Frank Brown fobb@derno.edu + Add
Patrick Dawking pddddddmderna.edu + Add
Sylvia Grangerford emaline@dermo.edu + Add
Jennifer Iscott jsssipdemo.edy + Add
Deborah Largent dilll@derma.edu + Add
Winks Lawnidale lrwndalegdemo.adu + Add
Frank Lee flledemo.edu + Add
Andrea Lyli alllgdemo.edu + Add
Darrin Magrus dmmmederna.edu + add
Amold Mink ampdemao.edu + Add

Click "Add Manager" to call up a list of available Committee
Managers for your committee

ByCommittee - Positions

Associate Professor of Orthedontic Dentistry

Search Committes /

+ Add Member W + Add Manager

& Committes Members

Sandra Carol Comenittee Manager
Biertha Groening Evaluator
Maxowell Rush Evaluwator

Click "Add" to add the user as Committee Manager

€ This list displays users who have been assigned the role of Committee Manager for the
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unit in which you are working. If you don't see the user you are looking for you, may

need to assign the user the role of Committee Manager for the unit in which you are
editing the position.

Add Manager x
Sort By Name w
FIRST MAME LAST NAME EMAIL
Sandra Carol sctademo.ede + Add
Sylvia Grangerford emalireg@demo.edu + Add
Deborah Largent dillledermo.edu + Add

Keep adding members and/or managers until you have your
committee assembled, and click "Update"

e

7 Committes Mambers

Sandr Carol Commitiee Marager -
Syhvia Gemn prefiord Commities Manager x
Biurtha Geawring Evaluatar x
Mawell Rush Evaluator =
Bevery Browm Evaduator -
Seephanie Bigsley Evaluatar x
Frarik Brawn Evaliatar o
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To remove a member, simply click the X next to the user's
information.

B BT \

T Commitbes Members

Sandra Canol Commitien Manager b
Syhda Grangeriond Commitien Manager X
Bhertha Groering Ewnluatar X
Manwed] Rush Evnduator X
Bowery Brown Evaluator b3
Stepharic Bigshey Enallatar X
Frark Brown Evaduator X

L
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Add New Users - Faculty Search

Committee Managers and Administrators can add users to Interfolio Faculty Search. All
potential search committee members must be added as Interfolio users before they are
able to review applicants.

Users are managed from the Users & Groups page, located
from the Navigation Bar

Faculty Search

Positions
Administration
Reports

Users & Groups

Click the "Add User" button to the right of the Users & Units
page

¢ Belowis an example of the Committee Manager perspective.
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University of Awesomeness >

Users, Committees & Units

Users Committees
Sort By Name » Browse By All Units w Add User
User Email Unit & Role
Logic (updated) again 2016-18-2 logic2016-18-2@interfolio.com Evaluator ra
Logic 2016-20-1 logic2016-20-1 @interfolio.com Evaluator rd
Logic wat 2017-5-1 wat logic2017-5-1wat@interfolio.com Evaluator &
Logic 2017-5-3 logic2017-5-3@interfolio.com Evaluator rd
Test 25-1 test25-1 @interfolio.com Evaluator ra
CM Add 1 cmadd1@interfolio.com Evaluator &
CM Add Test1 cmaddtest] @interfolio.com Evaluator ra
M n n H 1 H
Fill out the "Add User" form with the user's name and email
Add User
First Name Last Name
Amold Mink
Ernail
am@demo.edu
Send new users a welcome message.
Message
BE = HB=E=Q BI xx x I, ==
Hi Armald,
We will be using ByCommitles Faculty Search 1o adminster the search for our new hire...
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You can choose to add an additional message to the new user. Click
preview to see how the message will appear in the inbox of the user

Add User
First Name Last Narme

Mink

Send new users a welcome message.

Message

B E = H =0 B I x ¥ I = :=

Hi Armald,

We will be using ByCommitles Faculty Search o adminster the search for our new hire.

4

m Send Me a Copy

Preview and and click "Send" when you are ready

Important: You can resend this invitation email at any time. For more information see the
article Resend the Interfolio Faculty Search Invitation Email.
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Add User
First Name * Last Mame *

Dena Dunner

Send new users a welcome message.

Demo University has invited you to join
ByCommittee Faculty Search.

ACCESS NOW

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

Welcome, we have added you as a user...

i

Add the new user to one or more units, and assign them roles
in each unit

When a user is added, the "Edit User" window opens where you can add the user to one or
more units, and set their role in each unit to which they are added.

By default, new users are added to the program with the role of Evaluator, however, an

administrative user can grant any user a role equal to or lesser than their own role in any unit
they administer.

For instance, an Administrator in Faculty Search can add a user to the program and assign that
user the role of Administrator or Committee Manager for any of the units in their organizational
hierarchy. Committee Managers can add a user to the program, and grant that user the role of
Committee Manager or Evaluator in any administrative unit for which they serve as a
Committee Manager, but cannot add a user and make them an Administrator.
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Edit User X

First Name * Last Name *
Logic (updated) again ‘ ‘ 2016-18-2
Email *
logic2016-18-2@interfolio.com

UNITS

— Select Unit — v ‘ — Select Role — v

Assign the user to a unit from the dropdown list

Edit User X
First Name * Last Name *

Logic (updated) again ‘ ’ 2016-18-2
Email *

logic2016-18-2@interfolio.com

m = Resend Invitation
UNITS /

— Select Unit — [V

— Select Role — v
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Select a role for the user and click "Add"

¢ Below is an example of an Administrator's view when editing a user's role.

\ b 4
Edit User
First Name Last Name
Amold Mink
Ernail
am@demo.edu
m
User Added. Assign committees and unit permissions below.
UNITS
Derna University Mo Rale b4
College of Dentistry v ¥ — Select Role —
Administrator L
Administrator (EEO Access)
Committee Manager @ Delete

Equal Employment Officer

If necessary, add the user to another unit and assign them a role in the
new unit to which they are added

In the example below, the user has been added as an Administrator with EEO access in the
College of Dentistry, but they can be added to as many units as necessary and assigned a
different role in each.
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Edit User
First Name Last Name
‘ Amold ‘ ‘ Mink ‘
Email
am@demo.edu ‘

=

User Added. Assign committees and unit permissions below.

UNITS
Derma University Mo Role »
College of Dentistry Administrator (EEQ Access) b 4
— Select Unit — LS — Select Role — A4

W Delete

Click "Update" when you are finished editing the user

Edit User

First Name Last Name

| Armnold ‘ ‘ Mink ‘

Emnail

am@demo.edu ‘

I 3

User Added. Assign committees and unit permissicns below.

UNITS

College of Dentistry Administrator [EEQ Access) x

- Select Unit - L — Select Role - w

@ Delete
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The user will appear in the list of users listed with their unit and
role

USERS
USER EMAIL UNIT & ROLE
Andrea Lyli allll@dermo.edu Evaluator
Arnold Mink am@demo.edu College of Dentistry [Administrator)
Blothar Brown blothar brown@interfalio.com Demo University (Administrator]
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Change a User's Role

User roles are set when adding or editing a user. By default, new users are added to the
program with the role of Evaluator, but that can easily be changed when necessary by a
user with the appropriate permissions in the program. Users can be assigned roles in
multiple units. An administrative user can assign a user a role lesser than or equal to their
own in any unit in their administrative hierarchy. This article explains how to edit a user's
role once they have been added to the program.

Users are managed from the Users & Units page

kDemo University >

Users & Units

Users Units

Sort By Name v Browse By All Units v Add User

User Email Unit & Role

Robert Baadas rb@demo.edu Department of Landscape Architecture (CM)
Pamela Barnes pbb@demo.edu Evaluator

James Berry jobb@demo.edu Demo University (CM)

Leonard Bishop

leonard.bishop@interfolio.com

Demo University (Administrator)

Michael Bishop

mbb9g@virginia.edu

School of Architecture (EEO)

Blothar Brown

blothar.brown@interfolio.com

Demo University (Administrator)

. Bill Gerome Burger

d@demo.com

Evaluator

% % %% %R I
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To access Users & Groups (units), click "Users & Groups" from

the Navigation bar on the left-hand side of the page.

k
Faculty Search

Positions
Administration
Reports

I Users & Groups

To assign a user a new unit and/or role:

Click the blue edit pencil in the same row as the user you want to edit

kDemo University >

Users & Units

Users Units

User

Robert Baadas
Pamela Barnes
James Berry
Leonard Bishop
Michael Bishop
Blothar Brown

Bill Gerome Burger

Email

rb@demo.edu

pbb@demo.edu
jbbb@demo.edu
leonard.bishop@interfolio.com
mbb9g@virginia.edu
blothar.brown@interfolio.com

d@demo.com

Sort By Name w Browse By All Units v

Unit & Role

Department of Landscape Architecture (CM)

Evaluator

Demo University (CM)

Demo University (Administrator)
School of Architecture (EEQ)
Demo University (Administrator)

Evaluator

Add User

AN T N L N N I
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The "Edit User" window will open where you can add a new unit and/or
role for the user

Edit User x

First Name * Last Name *

Stephanie ‘ Bigsley

Ernail *

sbbb@demo.edu

UNITS

- Select Unit - v - Select Role - b

@ Delete
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Select a unit from the dropdown list

Edit User x
First Name * Last Name *
‘ Stephanie ‘ ‘ Bigsley ‘
Email *

sbbb@demo.edu ‘

UNITS /

- Select Unit - A4 ‘ - Select Role - v

o Browse By Unit @ Delete

v Demo University
> College of Dentistry
> School of Architecture
» School of Arts and Scienc|

Select a role for the user in the unit

Edit User x

First Name * Last Name *

Stephanie ‘ ‘ Bigsley

Email *

sbbb@demo.edu

UNITS

¢ :
College of Dentistry W ¥+ — Select Role —

Administrator U

Administrator (EEQ Access)

Committee Manager @ Delete
Equal Employment Officer
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Click "Add"

Edit User

First Name *

Last Name *

Stephanie

‘ ‘ Bigsley

Email *

sbbb@demo.edu

UNITS

= Resend Invitation

College of Dentistry w

Administrator

Repeat the process above to assign the user additional units and roles

Edit User

First Name *

Last Name *

Stephanie

‘ ‘ Bigsley

Email *

sbbb@demo.edu

UNITS

College of Dentistry

Demeo University

= Resend Invitation

N\

Administrator x

Committee Manager b4

= Select Unit - v - Select Role -

v ‘

@ Delete
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To change a user's existing unit or role:

Click the blue edit pencil in the same row as the user you want to edit

Users & Units
Users Units
USERS
USER EMAIL
Stephanie Bigsley sbbb@demo.edu
Blothar Brown blothar.brown@interfolio.com
Frank Brown fbbb@demo.edu

Sort By Name »  Browse By All Units w

College of Dentistry (Administrator) = &
Demao University (Administrator)

Department of Oral and Maxillofacial Surgery (Administrator) &

Delete the role you want to change by clicking the X

Edit User

First Name * Last Name *

Stephanie Bigsley

Email *

sbbb@demo.edu

= =3

UNITS

College of Dentistry

Derno University

- Select Unit - v — Select Role -

= Resend Invitation

N\

Committee Manager b 4

@ Delete
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Select a new unit and role for the user and click "Add"

The user will be granted permissions for the unit and role you select.

Edit User x

First Name * Last Name *

Stephanie ‘ ‘ Bigsley ‘

Email *

sbbb@demo.edu ‘

UNITS

Demo University Committee Manager b 4

College of Dentistry Administrator (EEO Access) b 4

- Select Unit - W - Select Role - v
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Creating Positions
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Create a Position

What is a "position?" In Interfolio Faculty Search, the term "position" refers to a faculty, staff
or fellowship opportunity. The position is the object of the search.

So, what is a "search?" You can think of a search in Interfolio Faculty Search as an academic,
staff or fellowship position that gathers together application materials to be evaluated by a
committee. A search is a single place to collect, store, view, and review applicant materials.

Creating a search is a guided step-by-step process that involves adding information about
your search and instructions for applicants, creating a set of requirements for your
position, appointing a search committee, and creating a landing page with a unique URL
that will serve as the online application for your open position.

It may be useful to familiarize yourself with the process from an applicant's point of view.

See our Job Applicant's Guide to Interfolio Faculty Search for more information on the

applicant experience of applying for a Faculty Search position.

Positions can be created for any organizational unit in the program. For instance, a position
can be created by the unit Demo University or by any lower organizational unit within that
university, such as a school or department, or any unit within the school or department and
so on.

Administrators can add positions to any organizational unit at or below the unit they have
been assigned to administer, and Committee Managers can create positions for any unit at
or below the unit for which they have been assigned as a Committee Manager.

When applications are no longer being considered, either because a hire was made or
some other reason, Committee Managers, and Administrators can close a position and
indicate which applicants were selected to fill the position.

This article explains the steps involved in creating a position in Interfolio Faculty Search.
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Note: By creating a position you will also generate a landing
page that applicants will use to learn about and apply for your
position.

¥ interfolio Scott Harris v
L

Assistant Professor of Landscape Architecture

Demo University: Department of Architectural History

Location Open Date Deadline Application Process

Washington, D.C. Sep 1,2015 Aug 16, 2018 at 11:59 PM Eastern Time This institution is using Interfolio's Faculty Search to
conduct this search. Applicants to this position receive a

Description free Dossier account and can send all application

The Department of Landscape Architecture at the College of Interfolio seeks an individual to fill materials, including confidential letters of

recommendation, free of charge.
a vacancy at the fulltime academic (9.5 month), tenuretrack level. Appointment will be at the

rank of Assistant Professor; the position will Apply Now

commence in August 2015. The Department consists of graduate programs in landscape Powered by 6 interfolio
architecture, city planning, as well as architecture and works collaboratively with students to tie

the existing urban environment to the everexpanding definition of landscape architecture.

Application Instructions
Applications will only be accepted through Interfolio. An Interfolio account will automatically be

created for you. Please be sure all information is entered completely and accurately (especially
names and email addresses). All uploaded files must be in Adobe PDF format. Files in another

electronic format (e.g., MS Word) should be saved or "printed to" PDF farmat before uploading.

Qualifications
Master of Landscape Architecture dearee or Bachelor of Landscape Architecture with a terminal

‘attns:iiannly-alnha interfolio com/#

To get started, select "View Positions" on your Faculty Search
Account Dashboard

Faculty Search

Positions
I Administration
Reports

Users & Groups
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Click "New Position" at the top right of the Positions page

l§em0 University >

.y New Position
Positions
Filter v Sort by Date v
Name Status Type Opens Closes Applications
Assi Prof of Land Arc... (ID:1269
' " ( ) ACCEPTING APPLICATIONS Faculty Sep1,2015 Aug 16,2018 =)0

Department of Architectural History

Lecturer, Architectural History (ID: 1304)

) _ ACCEPTING APPLICATIONS Faculty  Apr13,2016 May 1,2016
Department of Architectural History

Associate Professor, Intercultural Stu...  (ID: 1311)

) ACCEPTING APPLICATIONS Faculty  Apr21,2016 May 29, 2016
Department of Sociology

Professor of Chemistry (ID: 1302)
Demo University

ACCEPTING APPLICATIONS Faculty —May 2, 2016 May 20, 2016

) O O 0 O

s

Select the unit for the position you are creating

Seipct Unit for Poskion /

School of Architecture w

Create Position

Create New Position

ar

Craia frem Exigting Pasion
— Sakect Positicn — W

H you choge thic option, the new poskios pou oregte sl suncmaticolly be created wnder the same unit (such a5 departmest. schoal, or college] as the

Foasdi ey poadion on e et £ b hised

Choose to create the new position from scratch or use settings
from an existing position

+ Select the appropriate department and click "Create New Positon."
+ -or- Select "Create from Existing Position" to re-use settings, requirements, and basic
information from an existing position.
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ByCommittee - Positions

Create Position

Select Unit for Position

\ School of Arts and Sciences v
Create New Position

or /
Create from Existing Position

v

If you choose this option, the new position you create will automatically be created under the same unit (such as department, school, or college) as the existing
position on which it is based

Now you're ready to create your position!

1. Add position description and dates

1.1. Provide general information about the position

+ Position Title: e.g., Assistant Professor
* Location
+ Position Type: Faculty, Staff, or Fellowship

+ Position Opens: Date when new applications will first be accepted for the position.

+ Position Closes: Date when new applications will no longer be accepted.
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Description & Dates

Paosition Title *

Assistant Professor of 20th Century Music
Location *

Washington, DC

Position Type *
® Faculty Staff Fellowship

Position Opens *

Jun 30, 2016

Position Closes

Jul 29, 2017

1.2. Describe the position including specific qualifications

Describe the position in as much detail as possible, and list specific qualifications.

Position Description *

B @ = W= B I x x L ==

The McDonaldson Departmant of Music invites applicants to apply for a tanure-track positian in
CCS in Music lo bagin Fall of 2018...

F
Qualifications
B @ = H=0Q B I xx % I ==
Excallence in teaching is expacted, both in the classramm and in meanloring students outside
the classromm.
A
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1.3. Provide instructions for applying (required documents, formats,

etc.)

Application Instructions

L]

@ & = M =Q B I x x I |

Applications are only accepled onling. Applicants must include electronic copies of a letter of
application, a current CV...

1.4. Enter an Equal Employment Opportunity Statement, and click

"Save & Continue"

Note: Your institution may already have the EEO statement set up for you.
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Equal Employment Opportunity Statement
@ @ = W=Q B I xx xX L = S

It is the policy of Demo University to provide equal employment opportunity (EEQ) to all
persons regardless of age, color, national origin, citizenship status, physical or mental disability,
race, religion, creed, gender, sex, sexual orentation, gender identity....

oo

2. Add required documents

Here you can add the documents your applicants must submit with their application. You can
set the document type such as C.V., or Peer Evaluations, and set the number of documents
necessary to fulfill the requirement. For instance, you might require one C.V. and three peer
evaluations.

Your applicant can upload these documents and submit them electronically when applying for a
Faculty Search position. The applicant will need to upload the exact number of each document
type that you set in order to fulfill the requirement. When a requirement is filled the check mark
will turn green.

@© The "Number Required" sets the number of individual documents the applicant will
need to upload to satisfy the requirement. If, for instance you want three references,
but want them in one document, you will need to set the number required to one,
instead of three.

€ We accept the following file types:

+ DOC
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« DOCX

« DOT

« ODT

« WPD

« RTF

« TXT

« HTML

- PDF

* Links to webpages

* Links to videos hosted by YouTube and Vimeo

5 Documnents Required REQUIRED DOCUMENTS
Dirag and drop the documents in the list below to change the order they will appear in the application reguirerments. Cistomiza the 1 requirernents for your
using our list of standard docurnent types. Don't see what
1 Cover Letter » you need? Select Other Document and enter the details.
Please address letter to Janet Price..
1 CVv. & %
3 Confidential Letter of Recommendation or Evaluation F

+ Add Requirement

2.1. Click "Add Requirement"

O Dacuments Required
Dirag and drop the documents in the list change the arder they will appear in the application requirerments.

Additional Applicant Options
[ Applicants may add additional documents

Yord iy ghve applicants. the abdity to include additional materials with their applcation. I you have doouments that you
recommienid, but don't nequine as part of the application, you should select this choice

[] Send a message on application submissian.

s
L
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2.2. Select the document type from the dropdown list

You will be presented with a list of typical documents such as cover letters, C.V., transcripts, and
letters of recommendation.

Add Document Requirement
Document Type

+ — Select Type —
Confidential Letter of Recommendation or Evaluation L.

CV.

Transcript (Official)

Transcript (Unofficial)

HAward

Dissertation Abstract

Image

International Financial Staterments
List of courses taught
Momination Letter
Mon-confidential Letter of Recommendation or Evaluation
Other Certification

Other Document

Peer evaluations

Personal Statement

Proposal I
Research Statemeant

2.3. Set the number required of that document type

@© The "Number Required" sets the number of individual documents the applicant will
need to upload to satisfy the requirement. If, for instance you want three references,
but want them in one document, you will need to set the number required to one,
instead of three.
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Add Document Requirement

Document Type
Covier Letter ~
Number Required
W
Requirement Note

= e

2.4. Add an optional note with any special instructions or other
information about the requirement and click "Save" when you are
finished

Add Document Requirement ®
Document Type

Cover Letter w*
Number Required

i v

Requirement Note /
Please address letter to Janet Price..,

=

Committee Manager's Guide to Interfolio's Faculty Search Page 56



2.5. You have the option to allow applicants to add additional
documents

5 Docurnents Required
Dvag and drop the documents in the list below to change the order they will appear in the application requiements.

Cover Letter

1

Please address betber to Janet Price. ’ =
1 CV. F X
3 Confidential Letter of Recommendation or Evaluation F

+ Add Requ’ _ment

Additional Applicant Options
| Applicants may add additional decuments

‘fou may ghee applicants the ability te inclsde additional materials with their application. if you hawve doourments that you
Fescoimend, but dont require as part of the application, you shoud select this chosoe

| Semd a messape on application subrmission,

3. Create an automated message to send applicants when they
submit an application

+ Add Requiremmert

Additional Applicant Opticns
B Aoplicants ray add additional documernts
Vou mary ghee applocants the ability to inclade additionall materials with their application. I you Fave documents that you
secorrrnend, bur! don nequene ai part o BRe application you shiuld delece Hhii chisas
Send a message on application submission
Subject "
Thank You For Agplying
Body *
CC BEQ0 B Fxx L ==

T Wb Dusfuaitivadivl it Dt Lnvastisity Pk fiasivind s apediabin ..
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4. Create custom evaluation criteria and edit evaluation settings

If your institution allows, you can establish custom evaluation criteria for rating applicants on a
5-star scale. This allows Evaluators to rate and compare applicants on criteria such as
scholarship, teaching, research, publishing, or whatever criteria you add. We will calculate the
average score of an applicant by both category and overall rating. You can set whether or not
Evaluators can view comments and ratings given by other users.

4.1. Click "Add Criterion"

Assistant Professor of 20th Century Music

Evaluation Settings
0 Criterin
Drag and drop the critenia in the list 1o change the order they will appear in the application review process.
Mote: at lpast ong criterion m reated in order to rate candidates.
+ Add Criterion
Blind Review

Evaluators should not see others' comments and ratings

4.2. Type in the evaluation criterion and click "Save"

Add Evaluation Criterion *

Criterion Namie

Research

£ B2
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4.3. Specify "Blind Review" if you don't want evaluators to see the
comments and ratings of their fellow committee members

1 Criteric
Drag and deop the criteria in the §st below 1o change the arder they will Appear in the application review process
Mobe: at least one criterion must be creabed in order to rate candidates.

Resganth M

+ Add Criterion

-

Blind Raview
Evaluators should not see others’ comments and ratings

v Savet Continue | SkipStep |

5. Attach custom application forms to the position

« Application forms are used to gather additional information from applications
« Admins and Committee Managers can create forms for the units they administer and
« Forms can be specific to any institution, college, department or position

Note: Application forms are attached during the process of creating or editing a position, but
forms are created from the Administration page.

Application Forms

Asslstans Professor of 20th Cantury Musis

1 Fer

7 Forms Required APPLIZATION FORNS

Brag and drap the decumasts in the |1 balcw 3o changs the ander they will appesr in the dacu=ant del ey ¢ ymaie iemitaticn has a mardan sppleatns tm

pachet willl appear when pou olick Add Fars, Meed to oregic &
i e Foees s b coaed Trosgh tha
sdmnsiraine deshboed

TesiFom  Previcwy L

+ Add Form

B Acpicams Mo cosskita an Equal Emplirgeraim Dpgoeiunisy foms

2201/ Athmative Action Velumtery Sell Identification Form W

Mode: EEG responses can be viewed by EED officens and administratons bat not by commithes membens. EEG
fiomma may be requined by insivetional oreni sdminsmmons
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5.1. Click "Add Form"

Application Forms

fgsiptant Prodasesr of 20th Castury Music

1 Forms Regaied
Drag and drop the docwrmesmis b the st
e,

AFFUCATION MRS

If your inrdtusion hax s siwadsed spplication dom, &
ol Bpfec Wi pi chel 20 Faem. Meed o Sheate a
rw forra? Form cam b crested) though e
adTersuEen dashboad

7 change the order they will spoear inihe dooument Jelvery

Tt Fami Frwdaw

B Aopbcers mause comakne en Egeal Emalapment Ozpornarnity form

=

EED-1/Afrmadve Aodon olomary Setl idermification Form w

Ml EED esgaofeiirs Cin beg v by EED Tt Bl o= i i bt v by dmimi e e, EED
Vesiiven oy B iiyuivaed D IELLLT E0a) 04 AL BE TR AT

5.2. Select form from the dropdown list and click "Save"

A list of forms that have already been created (from the Administration page) will appear in the
dropdown list.

Add Application Form X

Select Form
i

¥ — Select Form —
Test Form
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5.3. You can click "Preview" to see how applicants will see the form you
have added

Application Forms

Assistant Professor of 20th Century Music

1 Forms Required APPLICATION FORMS
Drag and drop the documenjgfin the list below to change the order they will appear in the document delivery I£ your institution has a standard application form, it
packet. will appear when you click Add Form. Need to create a

new form? Forms can be created through the

. administration dashboard.
Test Form  Preview .

6. Attach EEO Forms to the position

« EEO forms are used to gather EEO information from applications
« Forms can be specific to any institution, college, department or position
* Only users with EEO access (such as an EEO officer or admin with EEO access) can view the

answers to EEO questions

Note: EEO forms are attached during the process of creating or editing a position, but EEO
forms are created from the Administration page.
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6.1. Check the box labeled "Applicants must complete an Equal
Employment Opportunity form."

Application Forms

Assistant Professor of 20th Century Music

1 Forms Required
Drag and drop the documents in the list below to change the order they will appear in the documen delivery
packet.

Test Form  Preview %

Applicants must complete an Equal Employment Oppartunity form

Note; EEQ responses can be viewed by EEQ officers and administrators but not by committee members, EEQ
forms may be required by institutional or unit administrators.

v Save & Continue

6.2. Select the form from the dropdown menu and click "Save &
Continue" when you are done adding forms

+ Add Form

Applicants must complete an Equ ployment Opportunity form
i

+ — Select Form — J

Test 2
Mew Test EEQ Form
EEQ 2018

+ Save & Continue

ut not by committee members. EEQ

7. Create a search committee

You have the option to add members to a search committee as part of the position creation
process. Note that in order to be assigned to a search, potential committee members must
be_added to the program as Interfolio faculty Search users.
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Note: You can also add committee members after a position is created from the Review

Position screen. For more information, see How do | add members to a search committee?

7.1. Click "Add Member" to call up a list of available Faculty Search

users who can serve on your committee

Search Committee

Assistant Professaor of 20

niury Music

ilziest] ECrsle]

0 Cemmittea Mambars

7.2. Search for the user by first or last name, and click "Add" to add

them to the committee

As you are typing, matches of existing Faculty Search users will appear. If you don't see the user

you are looking for, you may need to add them as Faculty Search user.

Add Member
B

FIRST NAME LAST NAME
Stephanie Bigsley
Blothar Brown
Frank Brown
Deborah Largent
Francis MNeab
Samanthony Warmbier

Sort By Name w

EMAIL
sbbb@demo.edu

blothar.brown@interfolio.com
fobb@demao.edu
dilll@dermo.edu
neab@demo.edu

sam@demo.edu

X

+ Add
+ Add
+ Add
+ Add
+ Add
+ Add
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7.3. Click "Add Manager" to call up a list of available Committee
Managers for your committee

Search Committee
Asgigtant Professor of 20th Century Music /
b [

1 Committee Members

Stephanie Blgsley Evaluator »

+ Save & Continue

7.4. Click "Add" to add the user as manager for the committee

This list displays users who have been assigned the role of Committee Manager for the unitin
which you are creating the position. If you don't see the user you are looking for you may need
to add them to the program as a ByCommittee user, or assign the user the role of Committee
Manager for the unit in which you are creating the position.

Add Manager X

Sort By Name w

First Name Last Name Email
Sandra Caral gctdemo.edu + Add

Sylvia Grangerford emaline @demo.edu + Add
Biertha Groening bg@demo.edu + Add
Deborah Largent dilll@demo.edu + Add
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7.5. Keep adding members and/or managers until you have your
committee assembled, and click "Save & Continue"

€ Toremove a member, simply click the X next to the user's information.

Assistant Professor of 20th Century Music
Search Committes

i

5 Commiltes Membars
Sandra Carol Committee Manager x
Stephanie Bigsley Evaluator x
Deborah Largent Evaluator o
Winks Lawredale Evaluator x
Darrin Magnus Evaluater x

8. Enter internal notes

You will be taken to the "Internal Notes" page of the position. Internal notes are optional, are
only accessible to users at your institution and will never be seen by applicants. They are
available to all committee members for the position.

Here you can add a position ID number, enter a salary range, select a term length for the
position you have created, identify the funding source, writer out a hiring plan, add general
notes, and upload files that will become available for committee members evaluating the
position.
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Position ID or Requisition Number
Salary Range or Pay Grade
Position Term Length

Funding Source

Hiring Plan

General Notes

File Attachments

You may need to submit your positon for approval by an
administrator before it can be published

If approval is required, click "Submit for Approval." An email will be sent to the administrator
responsible for approving the position and he or she will be notified that your position requires
approval when they log into the program.

You may continue making edits and preparing the position while awaiting approval. You will
receive a notification once your position is approved or if changes need to be made to the
position.

See here for more information on submitting a position for approval.

Review Position

Assistant Professor of 30th Century Music

POSITION BEING CREATED
This position requires approval, but has nat yet been submitted for approval by the position’s creator. Once submitted for approval, the designated
Admindstrator will recelve a message to review the positon.

Submit for Approval
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You will be notified if changes need to be made before the position
can be approved

Warren Pease has requested that you
make changes to your position (Lecturer
in Trumpet Performance) before it is
approved.

UPDATE POSITION

Please add the following text to the position qualifications
section:

"Other preferred qualifications will include proficiency on a
musical instrument or voice, and ability to teach courses on
topics in non-Western music and/or early music as needed.”

You will receive a notification once your position is approved and you
can continue with the steps below

9. Review and open your position

Your position will automatically be published when the Open date passes -or- you can click
"change" to publish the "Apply Now" page manually.
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D9@0 University » Positions > Assistant Professor of Landscape Architecture »

Review Position

THIS POSITION IS: @ POSITION STATUS: @ EDIT POSITION...

Open to new applicants Accepting Applications
1. Description & Dates

2 Required Documents

It will close on Aug 16, 2018. change clear = Applicants can view this status.

It opened on Sep 1, 2015. change clear / With this status active:

“Apply Now® page is published _ view | change = Applicants can update their application 3. Evaluation Settings

materials.

. ) ) . L . 4. Application Forms
@ http://apply-alpha.interfolio.com/22946 = Evaluators can review applications to this PP

position. 5. Search Committee

change
6 Internal Notes

Click "Update Status" to set an initial status for the position

You will need to set an initial status for the position (such as "Accepting Applications").

hDemo University > Positions » Lecturer, Architectural History >

Review Position

THIS POSITION IS: ©@ POSITION STATUS: ©
Closed o new applicants Please set an initial status for your position.
It will open on Mar 23, 2018. change clear Update Status

It is not scheduled to close. change clear

"Apply Now" page is not published . change
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Select the initial status from the dropdown list, or click "Add New
Status" to create a new one

Position Status "

change w

Accepting Applications
Applicants can view this status whenitisac  Reviewing Applications

Applicants can update their application mat

Interviewing Finalists
active

. . . .. Position Closed
Evaluators can review applications while thi

+ Add New Status

= 3

Set permissions related to the status

Set whether or not applicants can view or update their materials, and whether or not evaluators
can review applications when the status is active.
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Position Status o

Accepting Applications change w

Applicants can view this status when it is active.

Applicants can update their application materials while this status is
active

Evaluators can review applications while this status is active.

=3 £

Publish Your Position

When the open date passes your "Apply Now" page will automatically be published, but you can
click "change" to publish it manually.

¥ Demo University > Positions > Lecturer, Architectural History >

Review Position

THIS POSITION IS: @ POSITION STATUS: @ EDIT POSITION...
Closed to new applicants Accepting Applications
1. Description & Dates
It will open on Mar 23, 2018. change clear With this status active:
) 2 Required Documents
It is not scheduled to close. change clear = Applicants can view this status.

= Applicants can update their application

2]

"Apply Now" page is not published . change Eveluation Settings

materials.

B

. L . Application Forms
= Evaluators can review applications to this

position. 5. Search Committee
change

6. Internal Notes

The URL of your position will display on the review page. You can use this URL wherever you
want to announce your position.
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B

Demo University > Positions > Lecturer, Architectural History >

Review Position

THIS POSITION IS: @ POSITION STATUS: @ EDIT POSITION...
Closed to new applicants Accepting Applications
1. Description & Dates
It will open on Mar 23, 2018. change clear With this status active:
’ 2 Required Documents
It is not scheduled to close. change clear = Applicants can view this status.
“Apply Now" page is published _ view | cffge = Applicants can update their application 3. Evaluation Settings
materials. o
@ http://apply-alpha.interfolio.com/22961 = Evaluators can review applications to this 4 Application Forms
position. 5 Search Committee
change

6 Internal Notes

Position Announcement:

After you create a position and the position has passed it's open date, or you have manually
published the URL, Faculty Search generates a landing page announcing the position.

¥ interfolio
R

Assistant Professor of Landscape Architecture

Demo University: Department of Architectural History

Location Open Date Deadline
Washington, D.C. Sep 1,2015 Aug 16, 2018 at 11:59 PM Eastern Time
Description

The Department of Landscape Architecture at the College of Interfolio seeks an individual to fill
a vacancy at the fulltime academic (9.5 month), tenuretrack level. Appointment will be at the
rank of Assistant Professor; the position will

commence in August 2015. The Department consists of graduate programs in landscape
architecture, city planning, as well as architecture and works collaboratively with students to tie

the existing urban envircnment to the everexpanding definition of landscape architecture.

Application Instructions
Applications will only be accepted through Interfolio. An Interfolio account will automatically be

created for you. Please be sure all information is entered completely and accurately (especially
names and email addresses). All uploaded files must be in Adobe PDF format. Files in another

electronic format (e.g., MS Word) should be saved or "printed to" PDF format before uploading.

Qualifications
Master of Landscape Architecture dearee or Bachelor of Landscape Architecture with a terminal

‘httos:fiannly-alnha interfalio com,

Scott Harris v

L=“institution logo

Application Process

This institution is using Interfolio's Faculty Search to
conduct this search. Applicants to this position receive a
free Dossier account and can send all application
materials, including confidential letters of
recommendation, free of charge.

Powered by 0 interfolio

The landing page includes details and application instructions. It also provides applicants with a
free Interfolio Dossier account, which they use to apply for your position.
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Establish Custom Ratings Criteria and/or Set Up
a Blind Review

If permissions allow, Committee Managers can set custom evaluation criteria for rating
applicants on a five-star scale. It is also possible to set up a "blind review" in which
Evaluators will not see the comments and ratings left by others.

Custom ratings criteria and/or a blind review can be set during the process of creating a
position, or when editing a position.

The directions below explain how to add criteria and set a blind review when editing a
position.

Select Positions from the navigation bar on the left-hand side

Faculty Search

Positions
I Administration
Reports

Users & Groups

Find and click the position title to open the list of applicants for
the position

MAME STATUS TYPE OFENS CLOGES APPLICATIONS

Azsociate Professor of Orthedontic Dentistry

- ay - - - F
Coliege of Dty ACCEPTING APPLICATIONS Faculty  Jan 312016 prazon
e~ e e A ACCERTIG APPLICATHING Faculty  May10, 2016 Mov B, 2016 ﬂ =
Collepe of Dentistry
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Select Position Actions, and then choose the Edit Position
option in the drop-down

A Demo University > Positions > S
Assistant Professor of Landscape Architecture
Unit Status Opens Closes  Edit Position

Department of Architectural History Accepting Applications change Sep 1,2015 Aug16,; Viewcommittee

View position details

APPLICANTS (5 of 5) View referral sources

Tour this page

Filter = Saved Views i
Add new applicant

Close position
Applicant Name “ Date Updated % Applicant Status Tags My Overall Rating %
Sasha Brown Jan 25,2018 Hired ARXKNL

| INCOMPLETE J

Click "Evaluation Settings" to the right of the page

THIS POSITION 15: @ POEITION STATUS: @ EDIT FOGITHON

Closed t licant Accepti licati
o new applicants cepting Applications | Daseription & Dabss

& opendad on Jan X, DOE. derge | e With Hhit siofus octive:
Echosed om un T4, 2086, charge | clear

i Rguined Docarnents

= ApsbCains Can yveew thi S
@ hppty Mo pinge i published g o Apabiit ean oedile ther apsheation

mutrrial 1 Application Forms

1 Evalumbon Settings

& Euyliaions Can revies applicrions 0o s
i
dhange & Inbernal Holas

3 Search Commitbes

On the Evaluation Settings page:

. Click "Add Criterion" to add a custom criterion to the list

2. Click X to delete a criterion

3. Select "Blind Review" if you don't want Evaluators to see comments and ratings entered by
their fellow committee members

—
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ByCommittee - Positions
Azsociate Professor of Onhodontic Dentistry
Evaluation Settings

3 Criteria

Drag arvd drop the criveria in the st Below 10 change the ondes they will appear in the apphcation review progess.
Moke: at least one crillenion must be created in order to rate candidates.

Teaching
Scholarship
Reshanrch

Blind Review
Evaluators should not see others' comments and ratings

v Update Return to Overview

A f evaluators comment during a blind review, and the blind review setting is turned off,
then evaluators associated with the search will be able to see summary information
but not specific results.

If users with the proper permissions want to see ratings by the evaluator that they will
need to run an applications report.
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Submit a New Position for Approval

If your organization requires approval for posting new positions, you will be prompted to
submit new positions for approval as the final step in creating a position. The Administrator
who is designated to approve new positions will be notified that you have submitted a
position for approval, and can either approve the position or send it back for changes. If
changes are required, you will be notified of the necessary changes and can resubmit the
position once the required changes have been made. This article explains more about the
process of approving positions. To get a view from the other side of the approval process,

see the help article on_how to require approval to post new positions.

You will first need to create a new position

See here for detailed instructions on how to create a position.

If approval is required, you will be asked to submit the new
position for approval on the Positions page

POSITION BEING CREATED

This position requires approval, but has not yet been submitted for approval by the position's creator. Once submitted for approval, the designated Administrator will
receive a message to review the position.

Submit for Approval
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The designated approver will be sent an email notifying them that you
have submitted a position to be approved

Blothar Brown has created a new position in
ByCommittee that requires your approval.

REVIEW POSITION

Position: Associate Professor of Music and Composition

Unit: Jazz Studies

Questions? Check out our Help Center.

Get in Touch
help@interfolio.com | (877) 997-8807 | interfolio.com

You may continue to make changes and updates to the position
while awaiting approval

APPROVAL REQUIRED

Position sent for approval by Blothar Brown on June 27, 2016.
This position has been submitted for approval. You may continue to make changes and updates to this position.

While awaiting approval the new position will appear in the list
of positions with the status "Approval Required"

Note: Until it is submitted for approval, a position will appear in the positions list with the status
"Position Being Created."
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Positions

Demo University

NAME STATUS

Associate Professor of Orthodontic Dentistry o ¥ —
College of Dentistry ACCEPTING APPLICATIONS

Associate Professor of Periodontics . ] —
College of Dentistry ACCEPTING APPLICATIONS

Associate Professor of Music and Composition ] ) )
APPROVAL REQUIRED
Jazz Studies \

Jazz Performance Instructor
Jazz Studies APPROVAL REQUIRED

Visiting Assistant Professor/Instructor in American Literature
Department of English Language and Literature

You will be notified by email once the position has been
approved or if changes need to be made before approval

Your position (Professor of Chemistry) has
been approved!

Sign in to ByCommittee to view your position.

Questions? Check out our Help Center.

Get in Touch
help@interfolio.com | (B877) 997-8807 | interfolio.com
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If changes need to be made you will receive an email prompting you to
update the position

Warren Pease has requested that you
make changes to your position (Lecturer
in Trumpet Performance) before it is
approved.

UPDATE POSITION

Please add the following text to the position qualifications
section:

"Other preferred qualifications will include proficiency on a
musical instrument or voice, and ability to teach courses on
topics in non-Western music and/or early music as needed.”
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Managing Positions
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Interfolio Faculty Search: Best Practices for
Managing a Search

If you're managing a search this year, here are a few best practices to keep in mind:

1.

Logging In: You can help your faculty access their account by resending the invitation to
Interfolio. That email will prompt your faculty member to create a new password and help
them access their account. If your committee members experience any trouble, they can
select "Forgot your password?" from the Interfolio home page. .

Requiring Confidential Letters of Recommendation: Don't forget! In order for an applicant to
apply to your position, they need to complete all requirements before they can submit. That
means, fulfilling each required document slot and completing all required form questions
before they can submit their application.

Demo University > Positions > Lecturer, Architectural History »

Required Documents

Lecturer, Architectural History

5 Documents Required

Drag and drop the documents in the list below to change the order they will appear in the application requirements.

1

1

1

REQUIRED DOCUMENTS

Customize the document requirements for your
opening using our list of standard document types.

Cover Letter & x Don't see what you need? Select Other Document and
dp enter the details.

CV. & x

Research Statement & x

Teaching Statement &S %

Writing Sample & %

Additional Applicant Options
Applicants may add additional documents

You may give applicants the ability to include additional materials with their application. If you have documents that
you recommend, but don't require as part of the application, you should select this choice.

Send a message on application submission.

v Save & Continue

E—

3.

Collecting Additional Documents from a Subset of Applicants: A common strategy for
narrowing down a large applicant pool is a two-stage search. After you narrow down your
applicant pool, you can request additional documents from the smaller list of applicants.
Don't forget to add additional document requirements (if necessary), and make sure to edit
either the Position Status or the Application Status to permit those applicants to update
their application materials.

(For Committee Managers) Don't see the position you're looking for? It's possible that you
may need to change your role so that you can toggle your scope within the institution,
school, college or department. Learn more about our user roles here.

Landing Page Analytics: Wonder how your applicants are finding your positions? We now
have a tool that shows a simple pie chart illustrating how your potential applicants are
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accessing your position’s “Apply Now” page. This handy chart can help you learn whether
your recruitment dollars are paying off—why pay to post someplace that no one goes? If you
aren't getting the applicant pool you expected for whatever reason (not diverse enough, not
competitive enough), you can see which job boards are getting applicants and switch tack, if
necessary.

Additionally, we have guidebooks for every user type where all relevant articles for your role are
sourced for you. The fifth resource listed is a webinar our Client Success team hosted back in
August 2016. It's a comprehensive training covering how to create and manage a search in
Interfolio.

A Committee Manager's guide to Interfolio Faculty Search
An Evaluator's guide to Interfolio Faculty Search
An Applicant's guide to applying to a Interfolio position

Help evaluating applications
“Finding the Faculty” webinar

Lk wn =

Still Stuck?

We're here to help! Anyone can contact our Scholar Services team at help@interfolio.com or
(877) 997-8807 Monday- Friday, 9:00-6:00 PM ET.
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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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Demo University >

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

Forms & Reports Messages Templates

Position Status
Vitas & Biosketches Actions v

EEO Information

Find Colleagues

Application Forms Paosition 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
Logo (® Enable Position Status Creation Disable Position Status Creation
Faculty Search Settings
Positions
Accepting Applications &S »
Administration
Reports Reviewing Applications &S x
Users & Groups
Interviewing Finalists &S R
Review, Promotion and Tenure
Cases Under Final Review F %

Templates

g

Statuses:

From the "Statuses" tab of the Administration page, you can create and manage:

1. Position Statuses: Labels that describe the current state of the selection process, for
example, “Accepting Applications”

2. Application Statuses: Labels that describe the current state of the applicant in the review
process, for example, “Longlist” or “No Further Consideration”

@  See here for more information on how to create a position status, and how to create
an application status.
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Statuses

Position Status

Messages Templates

EEQ Information

Application Forms Position statuses indicate the current state of a position in the search process and can be used to set permissions for

Permissions committee members and applicants.

Logo (® Enable Position Status Creation Disable Position Status Creation

Settings
Accepting Applications &S X
Reviewing Applications &S X
Interviewing Finalists & X
Under Final Review & %

Application Status

Message Templates:

From the "Message Templates" tab you can create and manage message templates to send
customized messages to applicants when the status of a position or application changes. You
can set the conditions when the message will be sent, and you can edit and confirm messages
before sending them.

Q¢ See here for more information on_how to set up applicant notification message
templates.
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A Demo University >
Administration
Settings for:

Demo University

Statuses

EEO Information
Application Forms
Permissions

Logo

Settings

Templates

Templates

Customize messages to send to applicants when the status of a position or application changes. Templates can be
used at this and any unit below. You will have the opportunity to edit and confirm messages before sending them.

Search by subject or unit name

Subject Created at Actions
Interview invitation Demo University S %
Invitation for Interview Department of Geriatric Nursing & %

EEO Statement:

From the "EEO Statement" tab, administrative users can create, edit, and set the EEO statement
for positions created in a unit.

Q¢ See here for more information on managing EEO statements.
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X Demo University >
Administration
Settings for:

Demo University

Statuses
Messages Templates

EEO Information

I

Application Forms
Permissions
Logo

Settings

EEO Information

EEQ Statement

The EEQ statement provides standard language about your institutions EEO policy and is used for positions created at
your institution.

(® Enable EEO statement changes Disable EEO statement changes

Current EEO Statement

Demo University shall abide by the requirements of 41 CFR §§ 60-1.4(a), 60-300.5(a) and 60-741.5(a). These
regulations prohibit discrimination against qualified individuals based on their status as protected veterans or
individuals with disabilities, and prohibit discrimination against all individuals based on their race, color, religion, sex, or
national origin. Moreover, these regulations require that covered prime contractors and subcontractors take affirmative
action to employ and advance in employment individuals without regard to race, color, religion, sex, national origin,
protected veteran status or disability.

EEQ Forms £ Add

Application Forms:

From the "Application Forms" tab, Administrators can create application forms to collect

information from applicants. Administrators can also create EEO forms and designate forms as

default for a unit.

Q¢  See here for more information on creating application forms, and EEQ forms.
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I Stekuses I AppLication Forms

Messages Templates

Application Forms 2 Add
EEO Information
Application Forms > Search by form or unit name
Permissions
Logo
Settings
Form Name = Created at s
Additional Information Department of Geriatric Nursing 2
Another test form Demo University &S x
EEQ College of Arts and Sciences &S %
Test Demo University &S %
Permissions:
L]

From the "Permission” tab, Administrators can set whether or not reviewers can comment and
assign tags to applications. Administrators can require approval for new positions, set who to
notify when a position changes, and set the sender name and "reply-to" address for email
messages.

¢  See here for more information on requiring approval to post new positions.
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k
Statuses Permissions

Messages Templates

Comments
EEQ Information
Application Forms Comments enable reviewers to make observations on applications and are visible to all reviewers for that position.
Blind review can be turned on for specific positions to prevent reviewers from seeing each other’'s comments.
Logo (® Comments Enabled Comments Disabled
Settings
Tags

Tags are bits of text that can be added to an applicant’s record to help sort, categorize, and quickly identify

applications. To learn more, read about how to Use Tags to Mark and Sort Applications.

(® Tags Enabled Tags Disabled

Position Approval

Position approval requires an administrator at your institution to approve positions created at your institution. To learn
more, read about how to Require Approval to Post New Positions.

(® Position Approval Required Position Approval Not Required

Logo:

From the "Logo" tab, administrative users can upload and change the logo that will display on
positions created by a unit or set the logo for a particular position.

¢  See here for more information on add a logo to the landing page of a position.
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Remo University >

Administration

Settings for:

Demo University v

Statuses Logo

Messages Templates

EEO Information

Application Forms This logo will be displayed on any position published by this unit. For best results, use a logo with a white or
Permissions transparent background, maximum file size of 20KB, and in one of the following formats: PNG, JPEG, JPG or GIF.
Logo

Settings

Demo University

Settings

The Settings page allows an institution to create and use a public positions list.

Statuses Settings

Messages Templates
Public Position List
EEQ Information

Application Forms Interfolio provides a public link to a list of all the published positions available at your institution. You can use this link
Permissions to advertise the positions available on your institutional website or other places where you provide a list of available
positions.
Logo
- List Name
Demo University Open Positions  Edit
URL

https://apply-alpha.interfolio.com/10207/positions Copy URL

Equal Employment Opportunity Statement
This page displays the EEO statement for your institution. Manage EEO Statement

Demo University shall abide by the requirements of 41 CFR §§ 60-1.4(a), 60-300.5(a) and 60-741.5(a). These
regulations prohibit discrimination against qualified individuals based on their status as protected veterans or
individuals with disabilities, and prohibit discrimination against all individuals based on their race, color, religion, sex, or
national origin. Moreover, these regulations require that covered prime contractors and subcontractors take affrmative
action to employ and advance in employment individuals without regard to race, color, religion, sex, national origin,
protected veteran status or disability.
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Set the Open Date of Your Search, Publish Your
Position, and Start Accepting Applications

Once you've created and reviewed your Interfolio Faculty Search position, the position URL
that advertises your search will be published automatically when your position reaches its
"Open" date. The article below explains the rules around publishing a position, how to
publish your "Apply Now" page, and how to retrieve the link for that page so you can start
advertising your position.

Your unique landing page

While entering all the information and requirements for your position, you are also creating a
unique landing page that announces your search, and which applicants will use to apply for
your opportunity. The landing page includes details and application instructions, and provides
applicants with a free Interfolio Dossier & Portfolio account, which they will need to apply.

i interfolio Scott Harris v

Assistant Professor of Landscape Architecture

. . . . Administratively set logo will be
Demo lilnlversny: Department of Architectural History placed here.

Location Open Date Deadline Application Process

Washington, D.C. Sep 11,2015 Aug 16, 2018 at 11:59 PM Eastern Time This institution is using Interfolic's Faculty Search to
conduct this search. Applicants to this position receive a

Description free Dossier account and can send all application

The Department of Landscape Architecture at the College of Interfolio seeks an individual to fill materials, including confidential letters of

recommendation, free of charge.
a vacancy at the fulltime academic (9.5 month), tenuretrack level. Appointment will be at the

rank of Assistant Professor; the position will Apply Now

commence in August 2015. The Department consists of graduate programs in landscape Powered by o interfolio
architecture, city planning, as well as architecture and works collaboratively with students to tie

the existing urban environment to the everexpanding definition of landscape architecture.

Application Instructions
Applications will only be accepted through Interfolio. An Interfolio account will automatically be

created for you. Please be sure all information is entered completely and accurately (especially
names and email addresses). All uploaded files must be in Adobe PDF format. Files in another

electronic format (e.g., MS Word) should be saved or "printed to" PDF format before uploading.

Qualifications
Master of Landscape Architecture degree or Bachelor of Landscape Architecture with a terminal
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You generally set the open date while creating your position,
but you can also edit the date if necessary

Associate Professor of Orthodontic Dentistry

Review Position
THIS POSITION IS: @ POSITION STATUS: @
Closed to new applicants Accepting Applications

It opened on Jan 31, 2016. change | clear With this status active:

It closed on Jun 24, 2016. change | clear
= Applicants can view this status.
@ “Apply Now" page is published . view = change = Applicants can update their application
rmaterials.
= Evaluators can review applications to this
position.

change

From the Positions page, on the navigation bar, select the
relevant

/ sortbybste v
NAME

STATUS TYPE OPENS CLOSES APPLICATIONS
Associate Professor of Orthodontic Dentistry

) 3 C. 1
e e ety e nuios @ |

Associate Professor of Periodontics

) 3 C. .
it ety Hy0205  evs 205 @ |
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Click the Position Actions button and then select an Edit
Position page

Xemo University > Positions >

Assistant Professor of Landscape Architecture

Position Actions v

Unit Status Opens

Department of Architectural History Accepting Applications change Sep 1,2015

APPLICANTS (50f5)

-

Applicant Name

Sasha Brown

[ INCOMPLETE J

Filter =

-

Date Updated + Applicant Status

Jan 25,2018 Hired

Aug16,] View committee
View position details
View referral sources

Tour this page

Saved Views )
Add new applicant

Close position

-

My Overall Rating =

L 8 B B (K

Click "Change" to make changes to the open and close dates

Associate Professor of Orthodontic Dentistry
Review Position

THIS POSITION IS: @
Closed to new applicant

It opened on Jan 31, 2016. change = clear

It closed on Jun 24, 2016. change  clear

@ “Apply Now" page is published . view

POSITION STATUS: @

Accepting Applications
With this status active:

= Applicants can view this status.

= Applicants can update their application
materials.

= Evaluators can review applications to this
position.

change

EDIT POSITION...

1 Description & Dates
2 Required Documents
3 Ewvaluation Settings
4 Application Forms

5. Search Committee

& Internal Notes
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Click "Change" to either publish or unpublish the web page
announcing your position

Review Position

THIS POSITION IS: @ POSITION STATUS: @ EDIT POSITION...

Closed to new applicants Accepting Applications
1 Description & Dates

It opened on Jan 31, 2016. change @ clear ith this status active: 2 Roquired Documents
It closed on Jun 24, 2016. change  clear
= Applicants can view this status. 3 Evaluation Settings

@ “Apply Now” page s published . view | change = Applicants can update their application

materials. 4 Application Forms
= Evaluators can review applications to this

= 5. Search Committee
position.

change 6 Internal Notes

The URL for your position will be published when the open date
arrives

1. The position pictured below is "Open." Note that you can change the open and close dates
from the Review Position screen

2. Note that the "Apply Now" page has been published. Click the link to view the page, or click
"change" to unpublish it

3. To begin accepting and reviewing applications you will also need to set an initial position
status such as "Accepting Applications" that allows applicants to submit and update
applications, and allows Evaluators to review materials
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THIS POSITION IS: @ o POSITION STATUS: @
\_/

Open to new applicants Accepting Applications g
It opened on Jun 30, 2016. change clear With this status active:

It will close on Apr 14, 2017. change = clear

= Applicants can view this status.

“Apply Now" page is published . view = change = Applicants can update their application

@ http ./ apply-testinterfolio.com 24380 \9/ materials.
= Evaluators can review applications to this
position.

change

Click "View" to see your position announcement

THIS POSITION IS: @ POSITION STATUS: @

Open to new applicants Accepting Applications
It opened on Jun 30, 2016. change clear With this status active:

It will close on Apr 14, 2017. change clear

= Applicants can view this status.

“Apply Now" page is published . view ' change = Applicants can update their application

@ http.apply-testinterfolio.co 4380 materials.
» Evaluators can review applications to this
position.

change
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You can preview your announcement and copy the URL

A interfolio

Assistant Professor of Landscape Architecture

Demo lgniversity: Department of Architectural History

Location Open Date Deadline
Washington, D.C. Sep 1,2015 Aug 16,2018 at 11:59 PM Eastern Time
Description

The Department of Landscape Architecture at the College of Interfolio seeks an individual to fill
a vacancy at the fulltime academic (9.5 month), tenuretrack level. Appointment will be at the
rank of Assistant Professor; the position will

commence in August 2015. The Department consists of graduate programs in landscape
architecture, city planning, as well as architecture and works collaboratively with students to tie

the existing urban environment to the everexpanding definition of landscape architecture.

Application Instructions
Applications will only be accepted through Interfolio. An Interfolio account will automatically be

created for you. Please be sure all information is entered completely and accurately (especially
names and email addresses). All uploaded files must be in Adobe PDF format. Files in another

electronic format (e.g., MS Word) should be saved or "printed to" PDF format before uploading.

Qualifications
Master of Landscape Architecture degree or Bachelor of Landscape Architecture with a terminal

Scott Harris v

Administratively set logo will be
placed here.

Application Process

This institution is using Interfolio's Faculty Search to
conduct this search. Applicants to this position receive a
free Dossier account and can send all application
materials, including confidential letters of
recommendation, free of charge.

Powered by 6 interfolio
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Assign or Change a Position Status

Administrators and Committee Managers can change the status of a position in
ByCommittee Faculty Search from the Applications page or the Review Position screen.

To change position status from the Applications page:

1. From the Navigation bar, select Positions.

Faculty Search

Positions
I Administration
Reports

Users & Groups
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2. Click the position title to view the list of applicants

NAME

STATUS

Associate Professor of Orthodontic Dentistry
College of Dentistry

Associate Professor of Periodontics
College of Dentistry

Associate Professor of Music and Composition
|azz Studies

Assistant Professor of 20th Century Music
Department of Critical and Comparative Studies in Music

SEMDING INVITATIONS FOR CAMPUS VISITS

ACCEPTING APPLICATIONS

ACCEPTING APPLICATIONS

3. Click the Change button for the position's Status field.

Demo University > Positions >

Assistant Professor of Landscape Arc‘:yecture

Unit Status

Opens

Department of Architectural History Accepting Applications change Sep 1,2015

APPLICANTS (505

Position Actions v

Closes
Aug 16,2018

Filter = Saved Views v Columns v
HIGHEST DEGREE EARNED: APPLICATION STATUS: TAGS: PROGRESS:

No choices available. Shortlist No choices available. Incomplete
Hired
Interview RATINGS:
Longlist (® My Rating Overall

A A A A
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4. Select a new status from the dropdown menu

Note: Notice the "Close Position" status at the bottom of the list. See here for more information
on closing a ByCommittee search.

Demo University > Positions >
. . ion Actions v
Assistant Professor of Landscape Architecture
Unit Status Opens Closes
Department of Architectural History Accepting Applications change Sep 1,2015 Aug 16, 2018
\ Reviewing Applications
APPLICANTS (50f5) o
Interviewing Finalists
Pozition Closed Saved Views v Columns v
9
HIGHEST DEGREE EARNED: APPLICATION STATUS: TAGS: PROGRESS:
No choices available. Shortlist No choices available. Incomplete
Hired

5. Confirm and notify applicants

The "Change Status" window reminds you of the permissions associated with the active status
and gives you the option to compose and send an email to applicants about the change.

Change Status o

Please confirm you wish to change the status of this position to Interviewing
Finalists.

WITH THIS STATUS ACTIVE:

= Applicants cannot view this status.

= Applicants cannot update their application materials.

= Evaluators can can review applications to this position.

Send a message to all applicants with this change

3 £

Committee Manager's Guide to Interfolio's Faculty Search Page 99



To change position status from Review Position page:

1. Click "change" to open the "Position Status" window

ByCommittee - Positions

Associate Professor of Orthodontic Dentistry
Review Position

THIS POSITION IS: @

Open to new applicants

It opened on Jan 31, 2016. change = clear

It will close on Jun 30, 2016. change = clear

@ “Apply Now" page is published . view = change

POSITION STATUS: @

Interviewing Finalists

With this status active:

= Applicants cannot view this status.

= Applicants cannot update their application

materials.

= Evaluators can rgéflew applications to this
position.
change
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2. Apply an existing status or create a new one

Position Status B

Interviewing Finalists change w

Applicants can view this status when it is active.

U
LI Applicants can update their application materials while this status is
active

Evaluators can review applications while this status is active.

= £
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Publish and Find the URL For Your Position

In the process of creating a position in Interfolio Faculty Search, you are also creating an
"Apply Now" landing page that will announce your opening online. You can copy the unique
URL of this landing page and use it wherever you want to post your position.

Make sure your the "Apply Now" page for your position has

been published

Once the open date of your position arrives, the "Apply Now" page will be published
automatically. You may also publish the "Apply Now" page manually when editing a position.

Demo University » Positions > Assistant Professor of Landscape Architecture >

Review Position

THIS POSITION IS: @
Open to new applicants

It opened on Sep 1, 2015. change cl
It will close on Aug 16, 2018. c%lear
"Apply Now" page is published . view change

@ http://apply-alpha.interfolio.com/22946

POSITION STATUS: @ EDIT POSITION...
Accepting Applications

1. Description & Dates

With this status active:
= Applicants can view this status.

2 Required Documents

= Applicants can update their application 3 Evaluation Settings

materials.

: o ; 4 Application Forms
= [Evaluators can review applications to this

position. 5 Search Committee
change
6 Internal Notes
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The URL of your "Apply Now" page will appear on the Review
Position page

Demo University > Positions > Assistant Professor of Landscape Architecture >

Review Position

THIS POSITION IS: @ POSITION STATUS: @ EDIT POSITION...
Open to new applicants Accepting Applications
1. Description & Dates
It opened on Sep 1, 2015. change clear With this status active:
’ 2 Required Documents
It will close on Aug 16, 2018. change clear = Applicants can view this status.
“Apply Now" page is published . view ?g( = Applicants can update their application 3. Evaluation Settings
materials. o
@ http://apply-alpha.interfolio.com/22946 = Evaluators can review applications to this 4 Application Forms
position. & Search Committee
change

6. Internal Notes

Copy and paste this URL anywhere you want to announce your
position

THIS POSITION IS: ©@

Open to new applicants

It opened on Jun 30, 2016. change clear
It will close on Apr 14, 2017. change clear

“Apply Now" page is published . view change

@ hitp//apply-testinterfolio.com/24389
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Edit an Existing Position

Committee Managers and Administrators can edit position settings and information from
the Review Position screen in Interfolio Faculty Search.

Select the Positions option from the Navigation bar

Faculty Search

Positions
I Administration
Reports

Users & Groups

Select the position to edit

NAME STATUS

Associate Professor of Orthodontic Dentistry
College of Dentistry

Associate Professor of Periodontics
College of Dentistry = ' .

ACCEPTING APPLICATIONS

Associate Professor of Music and Composition

) APPROVAL RECQUIRED
|azz Studies : :
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Click the Positions Actions button and select Edit Position

Demo University > Positions > I Position Acti

H H 'osition ons v
Assistant Professor of Landscape Architecture _
Unit Status Opens Closes Edit Position
Department of Architectural History Accepting Applications change Sep 1,2015 Aug 1gf] View committee

View position details
APPLICANTS (5 0of 5) View referral sources

Tour this page

Filter = Saved Views

Add new applicant

Close position
Applicant Name Date Updated Applicant Status Tags My Overall Rating &
Sasha Brown Jan 25,2018 Hired T

Select a step to edit from the sidebar

Click the name of any of the six steps listed in the "Edit Position..." sidebar to edit information
and settings for the position.

THIS POSITION IS: @ POSITION STATUS: @ \ EDIT POSITION...

Closed to new applicants Accepting Applications
1 Description & Dates

It opened on Jan 31, 2016. change | clear With this status active:
: 2 Required Documents
It closed on Mar 14, 2016. change clear
= Applicants can view this status. 3 Evaluation Settings
@ “Apply Now" page is published . view = change « Applicants can update their application

materials. 4 Application Forms
= Evaluators can review applications to this .
" 5. Search Committee
position.

change 6 Internal Notes

Other edits possible from the Review Position page

From the Review Position page you can edit all of the information and settings established
when creating the position:

1. Set the open and close dates of the position
2. Click "view" to see published landing page for the position. Click "change" to unpublish
landing page.
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3. Click "change" to set status of a position and select associated permissions (e.g., allow
Evaluators to review applications, allow applicants to update applications and/or view
status).

Note: While some areas are easy to change at any time, such as the members of the committee,
we recommend exercising caution when editing other areas, particularly the required
documents and application forms. Changes to required documents and forms initiated after
the position opens may result in issues with the complete/incomplete status of individual
applications.

ByCommittee - Positions

Associate Professor of Orthodontic Dentistry

Review Position
THIS POSITION IS: @ POSITION STATUS: @
Open to new applicants Accepting Applications

ltopened on Jan 31, 2016. change = clear With this status active:

It will close on Jun 24, 2016. change  clear
= Applicants can view this status.

@ “Apply Now™ page is published . view change g = Applicants can update their application
materials.
= Evaluators can review applications to this
position.

change
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Close a Position (Archive) and Indicate an
Outcome

A Interfolio Faculty Search position is either "Open," meaning the positon is accepting new
applications, or "Closed," meaning no new applications are being accepted.

Committee Managers and Administrators can close a position when applications are no
longer being considered, either because a hire has been made or for some other reason.

When closing a position, Committee Managers or Administrators are asked to indicate
which applicants were selected to fill the position, and if no applicants were selected, can
leave an optional note to document why no selection was made. The user is also asked to
set a final closed status for the position and has the option to send a message to all
applicants based on the status they have chosen.

In addition, Administrators can run reports that clearly document who was hired for every
search in the system. For more information see this article on_how to run a report on hired

applicants.

This article explains how to close a position and document the outcome of the search.

Note: The open and close dates for a position represent the date range within which new
applicants can apply. If a position is reopened, new open and close dates will need to be set
from the Review Position screen as explained below.

¢  Ifyou want to reopen a position, see our available guide.

Committee Manager's Guide to Interfolio's Faculty Search Page 107



Select the position you want to close from the list of positions,

available from the navigation bar.

Sort by Date w

NAME / STATUS TYPE OPENS CLOSES APPLICATIONS

Assoclate Professor of Orthodontic Dentistry

o roly a6 mue @
Assoclate Professor of Periodontics 3
o oty byt Novs 206 @)

The current position status is displayed at the top of the screen.

kDemoUni\«'ersit\_.r > Positions >

Assistant Professor of Landscape Architecture

Unit Status Opens

Closes
Department of Architectural History Position Closed change Sep 1,2015 Aug 16, 2018
APPLICANTS (st /
Filter 5= Saved Views Columns v
Applicant Name “ Date Updated % Applicant Status Tags My Overall Rating %
Sasha Brown Jan 25,2018 Hired

* K & 7
CDD

Jane Doe Nov 11,2015 Shortlist

. e RN W
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Click the change button to view a list of available statuses and

choose Close

Demo University » Positions >

Assistant Professor of Landscape Architecture

Unit

Department of Architectural History

APPLICANTS (50f5)

Applicant e “

Sasha Brown

Jane Doe

Status Opens
Accepting Applications chal:@e Sep 1,2015
Reviewing Applications
Interviewing Finalists
Position Closed
|
Date Updated % Applicant Status Tags
Jan 25, 2018 Hired
Nov 11,2015 Shortlist

Position Actions v
Closes

Aug 16,2018

Columns v

Saved Views v

My Overall Rating +

L 8 8 B (%

WWWwww

Indicate whether or not an applicant was selected to fill the

position

CLOSING POSITION FOR:

Associate Professor of Orthodontic Dentistry

STEP 1: SEI .CT APPLICANT

awapplicant selected?
(=) Yes No

Select Applicants

Search for the selected applicant(s) below. You must select at least one applicant to continue.

= 2

STEP 2: COMPLETE THE SEARCH
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If no applicant was selected, you can leave an optional note to
document why no selection was made

CLOSING POSITION FOR:
Associate Professor of Orthodontic Dentistry

STEP 1: SELECT APPLICANT STEP 2: COMPLETE THE SEARCH

Was an applicant selected?
Yes () No

Notes \

You may leave an optional note here to document why no selection was made.

= B3
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If an applicants was selected, type the name in the search bar and click
"Add" when it appears

CLOSING POSITION FOR:
Associate Professor of Orthodontic Dentistry

STEP 1: SELECT APPLICANT STEP 2: COMPLETE THE SEARCH

Was an applicant selected?
® Yes No

Select Applicants
Search for the selected applicant(s) below. You must select at least one applicant to continue.

" (o)

Clear

APPLICANT NAME EMAIL ADDRESS

Eric Beamer ebeamer@demo.edu + Add
James Grimm jgrimm@demao.edu + Add
Marvin Butler mb@demo.edu + Add
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Click "Continue" when all of the applicants selected to fill the position
have been added to the list

CLOSING POSITION FOR:
Associate Professor of Orthodontic Dentistry

STEP 1: SELECT APPLICANT STEP 2: COMPLETE THE SEARCH

Was an applicant selected?
@ Yes No

Select Applicants

Search for the selected applicant(s) below. You must select at least one applicant to continue.

Eric Bearner ebeamer@demo.edu %X Remove

/

= 3

+ Add Another Applicant

Select a position status or add a custom position status to
complete the search

The position status is a label that indicates where a search is in the process and allows you to
set rules for what Evaluators and applicants can do when that particular status is active. See
here for more information on Position Statuses.
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Select an existing position status from the dropdown list

CLOSING POSITION FOR:
Associate Professor of Orthodontic Dentistry

STEP 1: SELECT APPLICANT STEP 2: COMPLETE THE SEARCH

Position Status

Interviewing Finalists

i Sending Invitations for Campus Visits
' Accepting Applications
Reviewing Applications

! Interviewing Finalists

Position Closed

| Add Custom Status

-or- Add a new custom status and click "Finish"

CLOSING POSITION FOR:
Associate Professor of Orthodontic Dentistry

STEP 1: SELECT APPLICANT STEP 2: COMPLETE THE SEARCH

Position Status

Add Custom Stat u/

Hire Made ‘

= Applicants cannot view this status.
= Applicants cannot update their application materials.

Message
(] Send a message to all applicants with this change
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If you have to add a custom status you will need to set permissions
linked to the new status

Whether you use a custom status or create a new one, you can set whether or not applicants
can view the status, update their application materials, and whether or nor evaluators can
review applications while the status is active.

CLOSING POSITION FOR:
Lecturer, Architectural History

STEP1: SELECT APPLICANT STEP 2: COMPLETE THE SEARCH

POSITION STATUS * Position Closed -

(] Applicants can view this status when it is active.

(] Applicants can update their application materials while this status is
active.

Evaluators can review applications while this status is active.

You can elect to send a message to applicants notifying them of the
change in status

Click "Preview' to see how the message will appear in the inbox of applicants. Click "Finish"
when you are ready.
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Message
Send a message to all applicants with this change

Subject *

Body
E @ e M =Q B I %, x I = :=

The position is now closed

¢ Note: The landing page of the closed position will be unpublished and no longer
accessible to applicants.
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The position will no longer appear in the list of active cases but will
appear in the list of closed (archived) positions viewable by filtering the
list of positions

Positions

Demo University Change Role >

Statuses

MAME . .
| Accepting Applicaijefis '
Associate Professor of Periodontics PHNG APP B

College of Dentistry
& View Archived Positions

Associate Professor of Music and Composition W
|azz Studies

Assistant Professor of 20th Century Music ACCEPTING APPLICATIONS
Department of Critical and Comparative Studies in Music

To reopen the position, select it from the list of closed positions

If you want to reopen a position, see our available guide.
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View Referral Sources to See Where People are
Finding Your Position

Administrative users can get an idea of where people are finding a position by viewing a
graph of the top websites sending visitors to the landing page of a position.

@© Note that the number of visitors will be larger than the number of applicants to your
position because more people will view the posting than will apply for a position.

Referral Sources

This graph identifies the top websites that sent visitors to the landing page for this position. Note that the number of
visitors will be larger than the number of applicants to your position since more people will view the posting than will

apply for a position.

@ldirect)

@ bakerinstitutevet.c..
@ higheradjobs.com
@jobssciencecansers...
S UREISte= N NSH00s = bakerinstitutevet.cornelledu

70.3%
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Click the Positions option from the navigation bar on the left.

Faculty Search

Positions
I Administration
Reports

Users & Groups

Select the position to track

NAME

Associate Professor of Orthodontic Den...  {ID:1537)
College of Dentistry

Associate Professor of Periodontics  (ID: 1659)
College of Dentistry

STATUS

ACCEPTING APPLICATIO..
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Click the Position Actions button and then click View referral
sources

Demo University > Positions > Poaition Acti

. . osition Actions v
Assistant Professor of Landscape Architecture k _
Unit Status Opens Closes Edit Position
Department of Architectural History Accepting Applications change Sep 1,2015 Aug16,| View committee

View position details

APPLICANTS (5 of 5) [ View referral sources ]

~———————  Tour this page
Filter = Saved Views ) ‘
Add new applicant

Close position

-

O Applicant Name Date Updated < Applicant Status Tags My Overall Rating ¥

The top referring websites are represented in a color coded
circle graph

@ (direct)

@ bakerinstitutevetc...
® higheredjobs.com
®jobs.sciencecareers...

® upstate-ny.hercjobs... bakerinstitute vet.cornell.edu

70.3%
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Click a section of the graph to see the percentage of visitors
sent to your position by the source

@ (direct)

@ bakerinstitutevet.c...
® higheredjobs.com

@ jobs sciencecareers....

® upstate-nyhercjobs... bakerinstitute vet.cornell.edu

70.3%
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Statuses
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Position and Application Statuses

Position and Application Statuses are tags you can use to mark the stages of a search and
track the progression of an applicant. Statuses are useful for sorting positions or
applications, and can be a very effective tool for managing search processes that involve
several steps.

Statuses in Interfolio Faculty Search can also be tied to settings in the product that control
the levels of access Evaluators and applicants have to materials. For example, depending on
your settings, statuses can be used to determine when applicants can submit materials or
when Evaluators can review applications.

Position Statuses

Position statuses indicate where a position is within the search process. Some common position
statuses are "Accepting Applications,"” and "Reviewing Applications." These statuses are useful
for viewing or sorting a list of open positions.

In addition, each position status can carry its own set of rules that impact permissions in the
program. When creating a position status, you have the option of choosing whether:

1. Evaluators can review applications while this status is active
2. Applicants can update their application materials while this status is active
3. Applicants can see this status when it is active.

So, for example, when changing a status from "Accepting Applications" to "Reviewing
Applications," you can set the program so that Evaluators can review application materials, but
applicants can no longer submit or update application materials.

Application Statuses

Application statuses are applied to individual applicants to indicate where their application is
within the search process; for instance, you might use "Rejected," "Longlist," or "Shortlist" as
possible application statuses. This feature is particularly useful for sorting applicants and
controlling when subsets of applicants can and cannot update their applications.

When creating an application status, you can control whether:

1. Applicants can update their application materials while this status is active.
2. Applicants can see this status.

If a search process requires applicants to add additional documents at a later time, application
statuses are the best way to accomplish that process. For instance, you might want to see
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another letter of recommendation just from the top candidates halfway through your search.
By creating a "Shortlist" application status, you can allow just those applicants to submit more
materials. Application statuses are also beneficial because they help organize and narrow down
large lists of applicants.

Useful Articles for Getting Started

Create a Position Status

Assign or Change a Position Status

Create an Application Status

Assign or Change an Application Status
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Create and Manage Position Statuses

If permissions allow, Committee Managers and Administrators can create position statuses,
such as "Accepting Applications," or "Under Review," to mark the current state of a position
review.

Position statuses are created on the "Administration" page of a unit in Faculty Search.

When creating statuses, you have the option to enable or disable position status creation
for all administrative units below the unit you are editing. You also have the option of
making the position statuses you create available for units below the unit you are currently
editing.

Finally, Administrators can choose to send the entire set of position statuses down to
administrative units that are lower in the hierarchy.

A Note that the option to create statuses may appear as "locked" if an Administrator
from a higher unit has disabled position status creation.

1. On the navigation bar select the Administrar option

Home

Faculty Search

Positions /

Administration
Reports

Users & Groups
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2. Make sure you are editing settings for the correct unit

€ The settings you make on this page apply to the unit displayed at the top left of the
page. Click the drop down menu to select another unit.

The changes you make here will apply to the current administrative unit, but you can
also disable the creation of application statuses for lower units, and send application
statuses or the set of application statuses down to lower units.

Administration

Sattings for Bearch or select a unit / |

Mezugns T:mplal:s-

EEQ Infermation Position Status
Application Forms
Position statuses indicate the current state of a position in the search pro
Permissions
comirmittes mermbers and applicants.
Logo

(&) Enable Pesition Status Creation () Disable Position Status Creatie

3. On the "Statuses" tab, look for the "Position Status" section at
the top of the page

Administration

Setingsior | College of Denvstry -

Statuses
Mariaages Templabin
Position Status

EEC) infoeroraon

ALTRNS

Prostion sintuses indieabe the curment stabe of & postion in the search pmcew and can e vaed 20 permnano for
oA et reerrbens ard appliacls

Application Foms
PEMiSSions

Lega
) Erable Positon Soites Creation (2 Disalbbe Pooition Staius Ceatian
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If position status is disabled, you will see a notice that changes to position statuses
have been locked by a higher unit, as shown below:

Statuses

Messages Ternplates
EEO Information oot
Applcation Forms
Changes 1o posstion statuses have been locked by unit Derme University
Pemmittions
Logo
Accapling Applications
, v

4. Click "Actions"

A The "Actions" menu and the option to enable or disable position status creation will
not appear if an Administrator of a higher administrative unit has disabled position
status creation.

Statuses \

Pasition Status Actians W
Pasition statuses indicate the curnent state of a pasition in the ssarch process and can be used 1o set permissions far
comimittes members and applicants,

(® Enable Position Status Creation () Disable Position Status Creation

b -

5. Select "Add new status"

Statuses

posonsi =

Mg e status
Pasition statuses indicate the current state of a pasition in the search process and can |
. . Send statusmes to lower units
committes members and applicants.

) Enable Position Status Creaticn (3 Disable Posstion Status Creation
. 4
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6. Enter the status name and indicate the permissions
associated with the status

Set permissions by indicating whether Evaluators can review applications, applicants can
update materials, and applicants can view the status when it is applied to a position. Click
"Save" to apply the changes.

Add New Position Status x

Status Name

Reviewing Applications

Ewaluators can review applications while this status is active.
B Apglicants can update their application materials while this status is active.

Applicants can view this status when it is active.

=3 =3

7. 0Once you have created a status you will have the option to
send that status down to lower administrative units

Would you also like to provide this status for the 25 units below the unit

“Dermio University™?

- JIES

To send the entire set of position statuses down to lower units:

@© When you send the new set of statuses to lower units, you will replace any statuses
they have created.
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Click "Action" and select "Send statuses to lower units"

Statuses

Position Status \
Ad menr status

Position statuses indicate the cument state of a position in the seanch process and can |
) Send statuses (o lower units
commitiee members and applicants.

(&) Enable Position Status Creation Dizable Positson Status Creation

Confirm that you want to replace any statuses the lower units have
created

When you send this set of statuses to lower units, you will replace any
statuses they have created. Are you sure you want to send this set of statuses

to the 25 units below the unit "Demao University™?

oo

To enable or disable position status creation for lower
administrative units:

Click to disable or enable status creation

When disabled, units below cannot create, edit or delete statuses, but you can still create and
edit statuses for the current unit.
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Statuses

——

Pasition s1atuses indscate the curment s1ate of & o if the search process and can be used to set permissions for

committes members and applicants.

() Enable Position Status Creation  (2) Disable Position Status Creation

Acciuling Applications #F

To edit existing position statuses:

1. Click the edit pencil next to the status

Statuses
Position Statis

Position stahuses indicate the cument state of a position in the search peocess and can be used to set pemissions for

germmities memben and applicamts.

(& Erable Posfion Status Creation () Disable Position Status Creation

cepting Application &
Renviewing Application: & u
mogrviraing Finalists Fa
Posilion Closes F K _
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2. Make your edits and click "Save"

Edit Status

Accepting Applications

Applicants can view this status when it is active.

Applicants can update their application materials while this status is
active
Evaluators can review applications while this status is active.

=
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Assign or Change a Position Status

Administrators and Committee Managers can change the status of a position in
ByCommittee Faculty Search from the Applications page or the Review Position screen.

To change position status from the Applications page:

1. From the Navigation bar, select Positions.

Faculty Search

Positions
I Administration
Reports

Users & Groups
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2. Click the position title to view the list of applicants

NAME

STATUS

Associate Professor of Orthodontic Dentistry
College of Dentistry

Associate Professor of Periodontics
College of Dentistry

Associate Professor of Music and Composition
|azz Studies

Assistant Professor of 20th Century Music
Department of Critical and Comparative Studies in Music

SEMDING INVITATIONS FOR CAMPUS VISITS

ACCEPTING APPLICATIONS

ACCEPTING APPLICATIONS

3. Click the Change button for the position's Status field.

Demo University > Positions >

Assistant Professor of Landscape Arc‘:yecture

Unit Status

Opens

Department of Architectural History Accepting Applications change Sep 1,2015

APPLICANTS (505

Position Actions v

Closes
Aug 16,2018

Filter = Saved Views v Columns v
HIGHEST DEGREE EARNED: APPLICATION STATUS: TAGS: PROGRESS:

No choices available. Shortlist No choices available. Incomplete
Hired
Interview RATINGS:
Longlist (® My Rating Overall

A A A A
Committee Manager's Guide to Interfolio's Faculty Search Page 132



4. Select a new status from the dropdown menu

Note: Notice the "Close Position" status at the bottom of the list. See here for more information
on closing a ByCommittee search.

Demo University > Positions >
. . ion Actions v
Assistant Professor of Landscape Architecture
Unit Status Opens Closes
Department of Architectural History Accepting Applications change Sep 1,2015 Aug 16, 2018
\ Reviewing Applications
APPLICANTS (50f5) o
Interviewing Finalists
Pozition Closed Saved Views v Columns v
9
HIGHEST DEGREE EARNED: APPLICATION STATUS: TAGS: PROGRESS:
No choices available. Shortlist No choices available. Incomplete
Hired

5. Confirm and notify applicants

The "Change Status" window reminds you of the permissions associated with the active status
and gives you the option to compose and send an email to applicants about the change.

Change Status o

Please confirm you wish to change the status of this position to Interviewing
Finalists.

WITH THIS STATUS ACTIVE:

= Applicants cannot view this status.

= Applicants cannot update their application materials.

= Evaluators can can review applications to this position.

Send a message to all applicants with this change

3 £
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To change position status from Review Position page:

1. Click "change" to open the "Position Status" window

ByCommittee - Positions

Associate Professor of Orthodontic Dentistry
Review Position

THIS POSITION IS: @

Open to new applicants

It opened on Jan 31, 2016. change = clear

It will close on Jun 30, 2016. change = clear

@ “Apply Now" page is published . view = change

POSITION STATUS: @

Interviewing Finalists

With this status active:

= Applicants cannot view this status.

= Applicants cannot update their application

materials.

= Evaluators can rgéflew applications to this
position.
change
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2. Apply an existing status or create a new one

Position Status B

Interviewing Finalists change w

Applicants can view this status when it is active.

U
LI Applicants can update their application materials while this status is
active

Evaluators can review applications while this status is active.

= £
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Create and Manage Application Statuses

If permissions allow it, Committee Managers and Administrators can create application
statuses (such as "Longlist," or "Shortlist," or "Removed From Consideration") that can be
used to mark where an application is in the process of review.

Application statuses are created on the "Administration" page of a unit in Faculty Search.
The individual statuses you create, or even the whole set of application statuses can be sent
down to lower units.

Note that the option to create statuses may appear as "locked" if an Administrator
from a higher unit has disabled position status creation.

1. From your navigation bar, click "Administration"

Faculty Search

Positions
I Administration
Reports

Users & Groups

2. Check to make sure you are editing settings for the correct
unit

€ The changes you make here will apply to the current administrative unit, but you can
also disable the creation of application statuses for lower units, and send application
statuses or the set of application statuses down to lower units.
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Demo University >

Administration

Settings for:

Demo University v

Statuses

Position Status

Messages Templates
EEO Information

Application Forms Position statuses indicate the current state of a position in the search process and can be used to set permissions for

Permissions committee members and applicants.

Logo (® Enable Position Status Creation Disable Position Status Creation

Settings
Accepting Applications &S xR
Reviewing Applications &S X
Interviewing Finalists &S X
Under Final Review &S X

3. On the "Statuses" tab, scroll down to "Application Status"

Application Status

Application statuses indicate where an individual application is in the review process and can be used to set
permissions for applicants.

(® Enable Application Status Creation Disable Application Status Creation
New &S %
Longlist S x
Shortlist R
Interview &S x
Offer Pending S x
Hired &S xR
Invited for Interview S x
Invitation for On-Campus Meeting &S X

o
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If position status is disabled, you will see a notice that changes to position statuses
have been locked by a higher unit, as shown below"

Application Status /

Changes to application statuses have been locked by unit Demo University

Fwiiation for Interview

4. Click "Actions"

A The "Actions" menu and the option to enable or disable application status creation will
not appear if an Administrator of a higher adminstrative unit has disabled position
status creation.

Aoplcaton Staus
Application statuses indicate where an individual application is in the review process and can to set permissions for
applicants.

(2 Enable Application Status Creation () Disable Applesation Status Creatisn

Imvization for Intenvew F R

Langlist F u
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5. Select "Add new status"

Application Status \

Acc new status

Application statuses indicate where an individual application is in the review process ar
Send statuses 1o lower units

applicants,

(®) Enable Application Status Creation () Disable Application Status Creation

6. Enter the status name, set whether or not applicants can
update application materials, and view the status when it is

applied, and click to save

Add New Application Status

Apgplicants can view this status when it is active,

Applicants can update their application materials while this status is
active

7. You will be given the option to provide this status for any
units that are below the unit you are editing

Would you also like 10 provide this status for the é units below the unit

"College of Dentistry™?

oo
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To send the entire set of application statuses down to lower
units:

@© When you send the new set of statuses to lower units, you will replace any statuses
they have created.

Click "Action" and select "Send statuses to lower units"

Application Status
Add new status
Application statuses indscate whene an individual application is in the review 5 AF

Send slatuses to lower units
applcants.

Enable Application Status Creation () Disable Application Status Creation

Confirm that you want to replace any statuses the lower units have
created

When you send this set of statuses to lower units, you will replace any
statuses they have created. Are you sure you want to send this set of statuses

to thie 25 units below the unit "Demo University™?

oo
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To enable or disable application status creation for lower

administrative units:

Click to disable or enable status creation

When disabled, units below cannot create, edit or delete statuses, but you can still create and

edit statuses for the current unit.

Application Status

Application statuses indicate where an individual apgilfation is in the review process and can be used 1o set permassions for
applicants.

Enable Application Status Creation (3 Disable Application Status Creation

To edit existing statuses, click the blue "edit" pencil

Application Statuses Bdd

Applcation statuses indicate whene an indwvidual appication is in the review process and can be m&!m‘lmhm

far applicanss.

— s x
& X
# x
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Edit the status and click to "Save"

Edit Status X

Irteries
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Assign or Change an Application Status

Committee Managers or Administrators can assign or change an application status in
Interfolio Faculty Search from the Applications page or the Applicant Profile page.

Select the Positions page from the Navigation bar

Faculty Search

Positions
I Administration
Reports

Users & Groups

Click the position title

STATUS TYPE

NAME DOPEMNS CLOSES APPLICATIONS
Associste Professor of Orthodantic Dentistry
Coliege of Dentistry

AOCEPTING APPLICATIONS FM.I|[}' Jar 30, 2006 jun 24, 2016 o =

Associate Professor of Periodontics
ACCEPTIHG APPLICATIONS _ =
College of Dentistry ACCEPTING APPLICATION Faoily ~ May10,2006  Neve.2016 (D)

Associate Professor of Music and Compesition s )
p—— o APPROMAL RECLIFED Faculty  Jun 5. 2016 D
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Select one or more applications

“

APPLICANT MAME = DATE UPDATED ¥ TAC

Joshua Snow Oct 25,2016

James Grimm
Ph.D. = Doctor of Philosophy, Demo

University

Apr 28, 2016 B

Click the "Status" button that appars to the right of the page

\i Views » Columns

Read Email Status~ Tag ~ -

TAGS MY OVERALL RATING =

RESPONSE DUE &1 || WROMG DEGREE % W &

Select the appropriate status to apply to the selected
applications

¢ You can also remove a status this way
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Saved Views w Columns w

Read Emaill Status~ Tag -
Merwr
Lomglist

Interview

MSEDUE 61 | [ WRONG DEGREE Offer Pending

Shorilist
Hired

ATED | = ]| RESPONSE DUE || SanDRA | x ] Removed From Consideration

2 Remove Status

Confirm and notify applicants

€ Inthe "Change Status" window you can compose and send an email to the selected
applicants about the change.

Change Status

Please confirm you wish to change the status of the selected applications
to Interview.

WWith this status active

® Applicants cannot view this status.

s Applicants cannot update their application materials.

Send message to selected applicants with this change.
Subject

Q B I xx T

&
HaNt
o
E
I

= =3
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You can also assign or change an application status from the
Applicant Profile page:

Click the applicant's name to open the Applicant Profile

APPLICANT By / DATE OF INITIAL SUBMISSION £ DATE UPDATED & HIGHEST

|oshua Snow -

r sir Mar 15, 2016 at
MM, = Master of Music , Hatt Mar 15, 2016 &t 12:00 AM ) May 2015
University sl

Click the change button near the current status to update the
Position's status.

Demo University > Positions > Assistant Professor of Landscape Architecture >
ons v
Sasha Brown
Education Information Status Tags
Hired change
L3
New
Longlist
v  Documents ) m Add File & Read
Shortlist
Interview

'élt‘llre (pending) [al Offer Pending Pending: not yet received  TJ

Hired

v  Ratings £ Remove Status

My Ratings Committee Summary
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Managing Applications
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Add Materials on Behalf of an Applicant

This article explains how Committee Managers and Administrators can add materials to an

application on behalf of an applicant in Interfolio Faculty Search.

Click the Positions link from the navigation bar

Faculty Search

Positions
I Administration
Reports

Users & Groups

Click the position title

NAME STATUS TYPE CPENS CLOSES APBLICATIONS
Associste Professor of Orthodantic Dentistry - " r——
Collegeof Denkisry ACCEPTING APPLICATIONS Faoulty  jan 31, 2006 pn2a20t6 @

Associste Professor of Periodontics
College of Dentistry ACCEPTING APPUICATIONS Faoily — May10,2006  Neve.2006 ()

Associste Professor of Music and Compesition

222 Stud APPROVAL RECLIFED Facully  Jun 5. 2076 D

Sort by Date

Click the applicant's name to open the Applicant Profile page

APPLICANT NAME & DATE OF INITIAL SUBMISSION & DATE UPDATED & HIGHEST [
Joshua Snow < 20

- o .l Mar 1 16 at
MM, = Master of Music , Hatt Mar 15, 2016 at 12-00 AM . May 2015
University 200 AM
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Add document files (pdf, .doc, etc):

Scroll down to the "Documents" section and click "Add File"

Demo University > Positions » Assistant Professor of Landscape Architecture >
ctions v

Sasha Brown

Education Information Status Tags

Hired change

N\

v Documents m Add File & Read

-criﬂfe (pending) al Pending: not yet received  Iff

You can drag & drop or browse to upload document files

Add Document X

Upload Video Webpage

X+ Y2

Drag & Drop your files anywhere or
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Give the document title, and identify the type (cover letter, C.V., etc)

Add Document x

Upload Video Webpage

I Cower_Letter Success MW
Title *

|. Srow Cower Letter

Type

Cover Letter b

What requirement does this file satisfy?

Cover Letter w

T 3

If the file satisfies a requirement, indicate which requirement it
satisfies

Type

— Select Type — »

What requirement does this file satisfy?

I
¥ Mone
Cover Letter
CW.
Confidential Letter of Recommendation or Evaluation
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Click "Add" to upload the document

Add Document X

Upload Video Webpage

I Cover_Letter Success M
Title *

|. Snow Cover Letter

Type

Cover Letter L]

What requirement does this file satisfy?

Caver Letter ~

I e

Add video files:

€ You can also upload links to Vimeo or Youtube videos and use those to satisfy
document requirements of the application.

Committee Manager's Guide to Interfolio's Faculty Search Page 151



Select the "Video" tab, give the video a title, add the url of a Youtube or

Vimeo video, and add a description

Add Document x
Upload Video Webpage

You can add videns host YouTube and Vimeo on behalf of the applicant.
Simply paste the YouTube meo LURL in the space below.
Tiitle *

Video Test v
URL *

kittpe/iplayer vimes comviden 143803920 v
Description @

What requirement does this file satisfy?

Cower Latter o

=

If the video satisfies a requirement, indicate which requirement it
satisfies

What requirement does this file .tn.thﬂr?

Cover Letter '
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The video will be added to the application materials

v Documents [ INCOMPLETE | AddFile & Read |
Caver Letter S

Cover Letter / Ll 25, 201 ﬁ -.*-
Wideo Test B A Sa ST
Video Aprza.zorr @
::_"I:, Colzsemé { X

Evaluators can view the video in the materials reader

Bing Boland

~w  APPLICATION
Conver Latine
Widio Task
o
Latlar of Rec |IEdwurds]
Task Wl Link

Fatommendation froem Antecea Stonn

Add Webpages:

You can also add links to webpages and use those to satisfy document requirements of
the application.
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Select the "Webpage" tab, give the webpage a title, add the url and a

description of the page

Add Document x

Lipload Video ‘Webpage

‘You can include links to webpages on behalf of the applicant. When a
reviewer dicks the link, the webpage will open in a new tab.

Title *

Test Web Link v
URL"

hittpifwveninterfolio.comy v
Description @

This is a deseription of the webpage |

‘What requiremnent does this file satisfy?

MNone -

If the webpage satisfies a requirement, indicate which requirement it

satisfies

What requirernent does this file satisfy?

Cover Letter '
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A link to the page will be added to the application materials, and will
display to evaluators when they open the materials reader

W Documents
Cower Letter
Cower Latter

Video Test M
Wideo

v

W,
Letter of Rec [Edginds)
Confidential f of Recarmmendation ar Evaluation

Test Web Link %
Link

The link will display in the materials reader

Note: Clicking the link will open the webpage in a new browser tab.

Bing Boland

— a Comments

Cowur Letiur

Viden Test —

Lirbliar of Rusc |Echwarddal
Tl Whash Link

Recommendation from Rebecca Shona
Mote: Cicking the link above will open the webpage in a rew browser tah

This b a deseriptian of the webinaps

Click the Actions button and then Mark application as complete
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Remo University > Positions > Assistant Professor of Landscape Architecture >
ctions v
Sasha Brown

Education Information Status/ Tags Share application

Hired change Email applicant
Download Documents

Mark application complete
v Documents m Request recommendation ad
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Create an Application on Behalf of an Applicant

This article explains how Committee Managers and Administrators can create an
application on behalf of an applicant in Interfolio Faculty Search.

Select the positions page from the navigation bar

Faculty Search

Positions
I Administration
Reports

Users & Groups

Find the position you are working on and click the title to open
the list of applicants for the position

Filter ~ Sort by Date w
NAME /

STATUIS TYPE OPENS CLOSES APPLICATIONS
Associate Professor of Orthodontic Dentistry . o Faculty jan 31, 206 Jun 30, 2016 o = b
Callege of Dentistry
A iate Prof I Periadonti
FRCCHLS FIGPERION of Permdontic ACCEPTING APPLICATIONS Faculty — May10,2016  MNov 6, 2006
College of Dentistry
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Click the Actions button and then "Add a new applicant”

Demo University > Positions > —
Assistant Professor of Landscape Architecture

Unit Status Opens Closes Edit Position
Department of Architectural History Accepting\AppIications change Sep 1,2015 Aug16,{ Viewcommittee
View position details
APPLICANTS (5 of 5) View referral sources
~——————————  Tour this page /
Filter = Saved Views ) ‘
Add new applicant
Close position
Applicant Name “ Date Updated Applicant Status Tags My Overall Rating &
Qacha Rrawn n = - P

Fill out the "Add New Application" form and click "Add"

Add New Application

Add information for the new application you're adding to this position.

Applicant First Name * Applicant Last Name *
Franklin Minicz
Email *

minicz@demo.edu

o s J comt
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The applicant's name now appears in the list of applications

APPLICANT NAME = DATE OF INITIAL SUBMISSION = CATE UPDRTED 2

Jun 30, 2016 at

. == w1 30, 2006 a1 12,00 Ak
Franklin Minicz b 12:00 AM

Jun 30, 2016 at

Bing Boland Jur 30, 2016 3t 12200 AM Y

Applicants will receive a standard email after being added

Margaret Davis added you as an applicant for
Tenure-Track Associate Professor in Creative
Writing Fall 2020.

Dear Tom Wilkinsan,

Central State University uses Interfolio’s ByCommittes platform to
manage faculty, staff and fellowship searches. ByCommittee
applications are free for job candidates—you will not pay any delivery
or processing fees for this application.

To manage vour applieation, please sign in to your Interfolio account.

1f you need help or have any questions, please feel free to contact us.

Best,
The Interfolio Team

Cusations? Check aut cur Help Cantar.

Getin Touch
help@interfolioucom | (87T 997-8807 | interfolic.com

@ Administrators and Commitee Managers CANNOT fill out forms (EEO or Custom) on
behalf of applicants.

Applicants must be notified to complete any form responses, and to do so the
application must allow for updates. For more information on how to accomplish this,

reference our resources on Messaging Applicants and Creating a Position Status.
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To add materials to the application:

Click the applicant's name to open the Applicant Profile page

PRLIC a I IMITIAL SLIEM & TE LIF — H
Joshua Snow & 30

; e Mar 13 16 at
MM, - Master of Misskc , Hatt Miar 15, 2016 at 1200 AM . May 2015
Ulniversity NN

Scroll down to the "Documents" section and click "Add File"

Demo University > Positions > Assistant Professor of Landscape Architecture >
ctions v

*Sasha Brown

Education Information Status Tags

Hired change

N\

v Documents m Add File & Read

'crit\!re (pending) al Pending: not yet received 1

v Ratings

My Ratings Committee Summary
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Add document files (pdf, .doc, etc):

Scroll down to the "Documents" section and click "Add File"

Tags: | DRAFT || RESPOM

v  Documents m AddFile & Read

Cover Letter |-

Qctas, 201
Cover Letter Octas, 2016 W

You can drag & drop or browse to upload document files

Add Document X

Upload Video Webpage

¥+ Y2

Drag & Drop your files anywhere or

Browse To Upload
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Give the document title, and identify the type (cover letter, C.V., etc)

Add Document x

Upload Video ‘Webpage

I Cower_Letter Sucoess M

Title *

|. Smow Cover Latter

Type

Cover Letter w

‘What requiremvent does this file satisfy?

Cover Letter L

T =3

If the file satisfies a requirement, indicate which requirement it satisfies

|. Snow Cover Letter

Type

Cover Letter W

What requirement does this file satisfy?

Cover Letter w

T
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Click "Add" to upload the document

Add Document X

Upload Video Webpage

I Cowver_Letter Success M
Title *
|. Snow Cover Letter

Type

Cover Letter W

What requirement does this file sati

Cowver Letter w

o

Add video files:

€ You can also upload links to Vimeo or Youtube videos and use those to satisfy
document requirements of the application.
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Select the "Video" tab, give the video a title, add the url of a Youtube or Vimeo

video, and add a description

Add Document x

Updoad Widien '.'.'c'hnngr

You can add videns hast YouTube and Virneo an behalf of the applicant.
Simply paste the YouTube rneo LURL in the space below.
Tiitle *

Video Test

URL*

hittps/iplayersimen.com/videa43803920

Description @

Thits is a viden.

What requirement does this file satisfy?

Cower Letter w

o0 | st

If the video satisfies a requirement, indicate which requirement it satisfies
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The video will be added to the application materials

v Documents CEIED) © AddFile & Read !
Caver Letter et BE D)

Cover Letier / Lt 25, P01E ﬁ -.*-
Video Test M Arr s S

Video Aprza.zorr 10
?.:- Celzs2oie ) &

Evaluators can view the video in the materials reader

Bing Boland

~w  APPLICATION
Ciover Lasine
Widio Task
o
Lattur of Rec (Edwardsl
Tk Whals iLink

Racommandabion froee Antiecea Shonn

Add Webpages:

You can also add links to webpages and use those to satisfy document requirements of
the application.
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Select the "Webpage" tab, give the webpage a title, add the url and a
description of the page

Add Document X

Upload Video Webpage

“fou can include links to webpages on behalf of the applicant. When a
reviewer dicks the link, the webpage will open in a new tab.

Title *

Test Web Link v
URL"

httpc/fwwewinterfolio.comy v
Description @

This is a description of the webpage |

‘What requiremnent does this file satisfy?

MNone -

If the webpage satisfies a requirement, indicate which requirement it satisfies

What requirement does this file satisty?

Cower Letter W
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A link to the page will be added to the application materials, and will display to

evaluators when they open the materials reader

W Documents
Cower Letter
Cover Letter

Video Test M
Video

ov @

CN,
Letter of Rec [Edginds) [
Confidential f of Recormrendation or Evaluation

Test Web Link %
Lirk

The link will display in the materials reader

Note: Clicking the link will open the webpage in a new browser tab.

Bing Boland

 Comirments

Larttiar of Ruc [Echeardi)
Tiril Whishs Link

Recommendation lrem Rebecoa Sone bty Afvemanes intarfolios comn S
Mote: Cicking the ink above will open the webpage in a new browser tab

This s a description of the webpage.

Mark the application as complete

Click the "Actions", and select "Mark Application Complete."
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Demo University > Rsitions > Assistant Professor of Landscape Architecture >
ctions v
Sasha Brown

Education Information Status Tags Share application

Hired change Email applicant

Download Documents

Mark application complete

+ Documents m Request recommendation adl
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Request a Letter of Recommendation on Behalf
of an Applicant

Committee Managers and Administrators can request confidential letters of
recommendation directly from recommenders on behalf of an applicant. This allows, for
instance, a committee to request recommendations from a list of potential recommenders
suggested by the applicant without involving the applicant in the request process.

Navigate to the applicant's profile page

Click Positions from the navigation bar

Faculty Search

Positions
I Administration
Reports

Users & Groups

Click the name of the position

Positions

Demo University Change Role 3

NAME / STATUS

Aszociate Professor of Orthodontic Den...  (ID:1537)
College of Dentistry

ACCEPTING APPLICATIONS

Associate Professor of Perlodontics 10z 165%)
. College of Dentistry

ACCEPTING APPLICATIONS
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Select the applicant

APPLICANT MAME = DATE UPDATED % TAGS

-

Bing Boland Oct 25, 2016 oearr | [ resrovez Ut
im*ll‘ -- - . -

James Grirmm
Ph.D. - Doctor of Philosophy, Dermo

Apr 28, 2016 | EWALLIATED | o 11 RESPO
University

Click the Actions button and then select Request
recommendation

Demo University > Positions > Assistant Professor of Landscape Architecture > Acti
ions v
Sasha Brown -
! Sh licati
Education Information Status Tags are application
Hired change Email applicant

Download Documents
Mark application complete
v Documents ﬁ Request recommendation  2d |

'crige (pending) Eal Pending: not yet received il

v Ratings

Fill out the request form, set a due date for the
recommendation, and write an email message to
recommenders

Letter writers will receive the message you create along with instructions for
submitting the recommendation.
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Recommendation Request for Bing Boland X
Use this masnige to reguast combdendal soomerendstions o behal of the appdeant hom one or mose recommendes, Your nsjoet oo incade 5 paannal mesiags and mateals to sk in

Thesir resviesm. Mote har yim G CTEals ONe IESSe 10 FEOuUEsT IECommenadations fram muliphe recomimendes.

Recomirader First Hafme Recosimerder Last Marme Recosmimerader Emal

Add Anathe Reoommender

il with Henagng
¥ yuns e e g recsmreimslatisn hom mons
thar cree recommenden, and| you want the mesage i
Inciusie 3 percnal salgtation. e the varables below
o avmornascally B s ke first and ket rame ol sadh
ELOTiTerdder neceving the Msisage.
Recommander Find Mame s L6 Firssk

d Recommender Lt Hame = SUA_Laith

oy -

You can request recommendations from multiple letter writers
at once

Recommendation Request for Bing Boland

Use this message to request confidential recommendations on behalf of the applicant from one or mo
materials to aid in their review. Mote that you can create one message to request recommendations fro

Recommender First Mame Recommender Last Name

Add Another Recommender

Committee Manager's Guide to Interfolio's Faculty Search Page 171



When requesting recommendations from multiple writers, you can use
text variables to automatically fill in the first and last name of each

letter writer

Messzage
Help with Messaging

QB JF x, w L = :=

D E = B
If you are requesting recormmendations

Dhear LW _First® %UW_Lastos, from more than one recommender, and

We would like to request a letter on behall of Bing Boland who (& &n applicant far the position of You want the Message to include a
personal salutation, use the vanables

below to auto Iy fill in the first and
last narne of each r mender receiving
the rmessage.

Recommender First Mame = %LW_Firsts
Recommender Last Name = %LW_Last%

Files @ m

You can also attach files from the materials submitted by the
applicant

Click "Add"

Files @ m
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Select a document to include with the request

Files @

Cover Letter
cv
Letter of Rec (Edwards)

The request will appear listed in the applicant's document
qgueue. While it is still pending, you can resend, edit and resend,
or cancel the request

Requested Recommendations \

Recommendation from B Alke -
T It : ri
Confidential Letter of Recornmendation or Evaluation © Accepted]an 7, 201 ﬂ

Resend Request
w  Ratings Edit & Resend
Cancel Request

Once received, the recommendation will appear in the
"Documents" section of the Applicant Profile page
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Mark Applications as Complete

Committee Managers can mark applications as complete once all documents are uploaded
and other requirements satisfied in Interfolio Faculty Search.

A You can mark an application as complete, but it will be listed as "Complete Pending
Letters" until any outstanding letters of recommendation are received.

Click Positions from the Navigation menu

Faculty Search

Positions
I Administration
Reports

Users & Groups

Click the position title

HAME

STATUS

TYPE DOPENS CLOSES APPLICATIONS
Associste Professor of Orthodaontic Dentistry - . S— )
College of Dentistry ACCERTING APPLICATIONS. Faculty Jan 30, 2006 Jun 24, 2016 e (=
Associxte Professor of Periodontics
Collepe of Dentistry

ACCEPTING APPLUICATIONS: Facity  May10,2006  Neve 2016 (E])
Assaciate Professor of Music and Composition
|azrz Stsdies

APPROMAL REQURED

Faoulty  Jun 5. 2016 D
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Click the applicant's name to open the Applicant Profile page

Joshua Snow

MM, = Master of Music , Hatt Mar 15, 2016 at

Miar 15, 2016 at 12:00 AM )
University 200 AM

CFFER PENDING

Click the Actions button and then select Mark application as

complete

Demo University > Positions > Assistant Professor of Landscape Architecture >

Sasha Brown

Education Information Status

3 Hired change

v Documents

Title (pending) Gal
CV

v Ratings

Share application

Email applicant
\ Download Documents
Mark application complete

m Reqguest recommendation ad

Tags

Pending: not yet received 1l

My Ratings Committee Summary

The application will then be marked "Complete" on the profile

page of the applicant

N\

CIED) © Addfile @ Read
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A You can mark an application as complete, but it will be listed as "Complete Pending
Letters" until any outstanding letters of recommendation are received.
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Archive or Unarchive an Application

Committee Managers are able to archive and unarchive applications in Interfolio Faculty
Search. Applications can be archived and unarchived from the Applications page.

Select positions from the navigation bar

Faculty Search

Positions
I Administration
Reports

Users & Groups

Click the position title to access applications for the position

MAME STATUS

A iate Prof f Orth i e

iegectOentmy A
College of Dentistry

Associate Professor of Periodontics ACCEETING p—
College of Dentistry
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Select the application(s) to archive

v

APPLICANT MAME 3 DATE UPDATED = TAGS
Joshua S'"“:' Ot 25, 2016 FeESPONSE DU

James Grimm
Ph.D. - Dectar of Philesophy, Demo

University

Apr 18, 2016 | EvaLusTED

Click the "Additional Options" icon (to the right of the page) and
select "Archive" to archive the selected applications

Saved Views wv Columns w

Read Email Status~ Tag ~

ags Download

Archive

1L 8 8 @ [k

To unarchive an application, click the "Filter" button and select
"Archived" to the right of the page

This will filter the list to display only archived positions.
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APPLICANTS (zaf3) Add Saved Views w Columns w

HIGHEST DEGREE EARMED: APPLICATION STATLIS: PROGRESS:
Mo choires mamilable Lewqghat wrm 5175 Irarriglihy

RATINGS:
(= MyRating () Oversll
T TF U7 T Tr MoRating
ARCHIVED:

@ Ve Mo

| | HRCHIVER ‘mm /

Select one or more names in the list to unarchive

EIT Y] 5o | esrries el e e o
MM[ = DATE UPDATED = TGS MY OVERALL RATING =
_IUEhIJ:'I. SI'IDW Oct 15, 24 RUSPONSE DU &N [ WRLMG DL GREL * * * * *

Eric Beamer " 5 .
a8 m A8, 200G [ weRizwsns [ = W W

Click the "Additional Options" icon (to the right of the page) and select
"Unarchive" to unarchive the selected applications

e due | My Fta:i_-.E; ll""""‘ B I".T‘I'. ::,I

& due &1 A A
O O 2 P 7Y Mo Rating /
e

Read Email Status ~ Tag ~

Doamiload
MY OVERALL RATING
Unarchive

EH WRIONG DEGREE % W % Wk

Remember to clear the "Archived" filter to view active applications
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Wirone [

(s ) I

APPLICAMT MAME = DATE UPDATED ¥ TAGS

) lonasones Jul 24, 2016 [ response oue |:

25 w
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Why can't Evaluators see the applicants?

If Evaluators can't see the applications for a position, check to make sure they have been
added to the search committee, that the position status allows Evaluators to review
applications, and that the position or application has not been archived.

Committee Managers or Administrators must add Evaluators as new users to the system,
but these users must also be assigned to the search committee for a position. For more

information, see this article on adding members to a search committee,

Also, the position status must allow for Evaluators to review applications. See this article on
position statuses.

If the Evaluator has more than one role in the system, they may be viewing the program as
the wrong user type. See this article on how to change user scope.

Finally, positions and applications that have been archived will not show up by default on
the Positions or Applications pages, so check to make sure your Evaluators are viewing
active positions.

See this article (written for Evaluators) for more information on viewing positions "Don't see
the position you are looking for?"
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Communicating with Applicants
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Email Applicants

Committee Managers and Administrators can email applicants individually or in groups, as
well as create automated email notifications in Interfolio Faculty Search.

© Note: When messaging more than one applicant, recipients will never see the names
or email addresses of other applicants being contacted.

Navigate to applications for the position you are managing:

1. Select Positions from the Navigation bar

Faculty Search

Positions
I Administration
Reports

Users & Groups

2. Click the position title to access applications for the position

MAME / STATUS

Associate Professor of Orthedantic Dentistry
INTERVIEWIRG FIMALISTS
College af Dentistry NTERVIEWANG FINALIETS

#Aszociate Professor of Periodontics
College of Dentistry

ACCEPTING APPLICATIONG

Associate Professor of Music and Composition
Jary Sty
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To email multiple applicants at the same time:

€ Toemail agroup of applicants, it is best to do so from the Applications page.

1. Check the box next to the name(s) of applicants you want to email

¢ Note: Selecting "Applicants" at the top of the table will select all applicants in the list.

v

APPLICANT NAME & DATE OF INITIAL SUBMISSION & DATE UPDATED
|oshua Snow
B Mar 15, 2016 at
gy of Music , Hott Mar 15, 2016 at 12:00 AM
Te— 1200 AM

2. Click "Email" to open a window where you can type your message to
all selected applicants

Demo University > Positions > Poaition Acts
Assistant Professor of Landscape Architecture
Unit Status Opens Closes

Department of Architectural History Accepting Applications change Sep 1,2015 Aug 16, 2018

APPLICANTS (50f5)

Filter = \ Saved Views v Columns

Read Email Status~ Tag ~ :

Applicant Name * Date Updated % Applicant Status Tags My Overall Rating %
Sasha Brown Jan 25,2018 Hired O
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3. Enter your message, click "Preview" to see how it will appear to the
recipients, and send when you are ready

Email Applicants

Recipients

Enc Bearer Jarnes Grimm

Franklin Mimez

Subject *

Message "

To send an email to just one applicant from the "Applicant
Profile" page:

1. Click the applicant's name to open their "Applicant Profile"

L]
Ll

fe et Mar 15, 2016 at
T Mar 15, 3016 at 1200 AM
1200 AM
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2. Click on the Actions button and select Email applicant

Demo University > Positions > Assistant Professor of Landscape Architecture >
10Ns v
Sasha Brown @

Share application

Education Information Status Tags
Hired change Email applicant
Download Documents
Mark application complete
v Documents m Request recommendation ad

'cl'i{!re (pending) [l Pending: not yet received 1l

About applicant notification message templates:

See here for more information on creating message templates.
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Create and Manage Message Templates

Committee Managers and Administrators can create message templates that notify
applicants when the status of a position or application changes.

Message templates are created on the "Administration" page. When changing the status of
an applicant or position, you can select one of the message templates you've created and
send it out to applicants notifying them of the change. Of course, you will always have the
opportunity to edit and confirm messages before you send them.

See here for a list of sample message templates.
This article explains:

1. How to create message templates to notify applicants of changes in the status of a
position or application

2. How to use the message templates you create to notify applicants of a change in
application or position status

1. From the navigation bar, select the Administration option

Faculty Search
Positions /
I Administration

Reports

Users & Groups
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2. Open the "Message Templates" tab of the "Administration"
page

Demo University »

Administration

Settings for:

Demo University w

Statuses

Position Status

Paosition statuses indicate the current state of a position in the search process and can be used to set permissions for

Messages Templates
EEO Information

Application Forms

Permissions committee members and applicants.

Logo (® Enable Position Status Creation Disable Position Status Creation

Settings
Accepting Applications &S R
Reviewing Applications &S xR
Interviewing Finalists &S X
Under Final Review &S xR

Committee Manager's Guide to Interfolio's Faculty Search Page 188



3. Click "Add" to create a new message template

ADemo University >

Administration

Settings for: /

Demo University

v
Statuses Templates
Messages Templates >
Templates
EEQ Information

Application Forms Customize messages to send to applicants when the status of a position or application changes. Templates can be

Permissions used at this and any unit below. You will have the opportunity to edit and confirm messages before sending them.

Logo Search by subject or unit name

Settings
Subject Created at Actions
Interview invitation Demo University &S %
Invitation for Interview Department of Geriatric Nursing S X

4. Enter the message information including the "from name,"
the "reply to" email address, a subject, and the message text

Add New Message Template x

Bobly Darda dando@demaossdu

Subject "

Thanks for l'l;_'pllllul"g

Message ©

m @ B I L|iZ = = K )| Irwet placotoider -

Wi wa 50 Tirwing casiaang Qualfeatons, Wi bl you 10 vl Ouf CAnMis pagD 1o larm mong about (Inetiutos Mame)
Epocitically, you might wam B creck ..

Wi e ey 10 St @ Pigh wolime of B0l et Bor Gich Of cur GRemingR. 50w My St D alee 10 eih Sul 10 vOv uniies iU a0 an
don! match for this roln. Moo, we 2 omemitiod o keoping wou irformod about your canddacy as ohen os possibia, and notfying
¥ 53 005 35 wvi mac & hisng Secison

Sinznivhy,

(instiution Noma) Facsity Hiring Toam

Body b
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The messages you create will appear when you make a change

in the status of a position or application:

For example, let's say you want to send a message to all applicants thanking them and letting
them know that you are now reviewing applications. You will be changing the status of the

position from "Accepting Applications," to "Reviewing Applications."

1. Open the "Applications" page of the position and select all
applicants in the list

X Demo University > Positions » Position Act
Assistant Professor of Landscape Architecture
Unit Status Opens Closes
Department of Architectural History Accepting Applications change Sep 1,2015 Aug 16,2018

APPLICANTS (50f5)

| Saved Views v I | Columns v |

/ Read Email Status ~ Tag ~ H
Applicant Name Date Updated ¥ Applicant Status Tags My Overall Rating %
Sasha Brown Jan 25,2018 Hired B
Jane Doe Nov 11,2015 Shortlist DT Ty
- risten Rivera Mar1 2018 Intariawm

Kristen Ri
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2. Click to change the status of the position

Demo University > Positions > —
Assistant Professor of Landscape Architecture

Unit Status Opens Closes
Department of Architectural History Accepting Applications chan&f Sep 1,2015 Aug 16, 2018

Reviewing Applications

APPLICANTS (50f5)

Interviewing Finalists

Position Closed

Saved Views wv Columns w
[ S—
Read Email Status > Tag ~ :
Applicant Name “ Date Updated & Applicant Status Tags My Overall Rating %
Sasha Brown Jan 25,2018 Hired Fayararas
_ Jane Doe Nov 11,2015 Shortlist 9T T Y Y

3. Click to send a message to applicants with the change

Change Status x
Please confirm you wish to change the status of this position to Reviewing Applications.
WITH THIS STATUS ACTIVE:

= Applicants cannot view this status.

= Applicants ca pdate their application materals.
= Ew;w:pﬂj:ﬂrhm!mhh position.

Send a rressage 1o Al applicants with this change
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4. Click to open the list of available message templates

Change Status x

Please confirn you wish to change the status of this postion to Reviewing Applications.
WITH THIS STATUS ACTIVE:

= Applicants cannet view this status

= Applicants cannet update their application matenals,

= Evalusions can revies applications o ths

Send a message to all applican thits change
Select a message template

Mo Template w

From Mamae * Reply to emal address *

[ Beverdy Brown blothar brown@nterfolio com

5. Select the template from the list

Change Status x

#ease confinn you wish ta change the status of this pasition 1o Reviewing Applications.
WITH THIS STATLIS ACTIVE:

= Applicants cannot view this status.

= Applicanis cannot update their applicabion matenals.

= Evalustors SAm review applications 0o this pasition

B Send a message to ol applicants with this change
Select b message temalate
i

+ Mo Template
Testing
Inwvitation far pervisw
Positicn Filled
Indarviewing Finaliiste ~|

| E—

Subject®
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6. Confirm the message and make any necessary changes. Click

"preview" to see how the message will appear to recipients.

Change Status x

Select a message template

| Thanks for dpplying w |

From Mamae * Reply to emall addmss

| Bobbeyr Dando dando@demo.cdu |

Subject *

| Thanks for Applving |

Body "

HEIRTr EiZ & | - Ed €| wen placwtoider - x

Vs roridly CEHAac B0 G Y AOE0A T TR U CSOVESEMY (| TESPLI0EN MAEFTHE) i YOLIT 2OF00F SO0ATh. Wi Know T G0 O ot of
CrgEnizatons hiring ut e, and recognize e oflont & ook i apily for a rela al | instfuson Rama)

Vi W D ARG G guakbcatons. wa inviln you i WeE Dur GRS pagE 1o lam moe about (InstRubon Nama) .
Speciicaly, you might o cFupch

Wi e hecky

= oo B

migh wolama of Bpplicants fof @ach of D DPOTRES, SO W My AOT D Db 10 NACH 041 1D YOU LN You &0 an

7. Click "Confirm" to send the message, or "Edit" to make changes

Change Status x

@

interfolio

Wi really appreciate that you took the time to consider (Institution
Name) in your career search. We know there are a lot of organizations
hiring out there, and recognize the effort it took to apply for a role at
(Institution Name) .

While we are reviewing candidate qualifications, we invite vou to visit
our careers page 1o learn more about (Institution Name) . Specifically,
you might want to check ....

Weare Iudq.' ey S @y hi.ﬁh volume af H]:-rﬂil'.:mls fior &
openings, 0 we may not be able to reach oot to you unl ol ATE AT
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For application statuses, the process is the same:

For example, let's say you want to send a message to only some applicants inviting them to an

interview.

1. On the applications page, select the applicants you want to notify

RDemoUniversity > Positions »

Assistant Professor of Landscape Architecture

Unit Status Opens
Department of Architectural History Accepting Applications change Sep 1,2015

APPLICANTS (505

/nant Name * Date Updated € Applicant Status Tags

Sasha Brown Jan 25,2018 Hired

Jane Doe Nov 11,2015 Shortlist

| INCOMPLETE

Kristen Rivera Mar 1,2018 Interview

Position Actions v
Closes

Aug 16,2018

‘ Saved Views v I ‘ Columns v I

Read Email Status~ Tag~ E

New srall Rating &
Longlist
Shortlist
. (& & ‘g
Interview
Offer Pending
Hired
i ghs g A g ¢
< Remove Status
WWWWww

ANV A
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2. Select the new application status

L3

Demo University > Positions » Poaltion Actl
Assistant Professor of Landscape Architecture
Unit Status Opens Closes

Department of Architectural History Accepting Applications change Sep 1,2015 Aug 16,2018

APPLICANTS (50f5)

‘ Sa{edViews v | ‘ Columns v |

Read Email Status ~ Tag ~ E

Applicant Name Date Updated ¥ Applicant Status Tags New srall Rating =
Longlist
Shortlist
Sasha Brown Jan 25,2018 Hired | & & ‘i
Offer Pending
Hired
Jane Doe Nov 11,2015 Shortlist gk dlh k g

m < Remove Status

Kristen Rivera Mar 1, 2018 Interview ¥ ¥7 77 7Y 7
ATV

3. Confirm the change and select "Send message to selected applicants
with this change"

Change Status x

Please confirm you wish 1o change the status of the selected applcations to Inbervisw.
With this status active:

= Applicants cannot vipw this status.

= Applicants cal update their application materials.

Send rmessage to selected apphcants with this change
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4. Select the message template from the drop down list as shown
below:

Change Status x

B Send message to selected applicants with this change.
Select a message ternplate

Mo Templane '

Fircarrs Blasrret ™ Reply 1o email address ”

Conna Raireman drainmangdema.edu

Subject ”

H B J L= = E K ()| o plecetwiter - %

Change Status x

Send message to selected applicants with this change.

Mo Template

Testing
Position Filled

Interviewing Finalists
Thanks for Applying

Donna Rainman I l dranman@demo.edu 1
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5. Click "Preview" to see how the message will appear to the applicant,
and send when you are ready

Change Status x

0

interfolic

Hella,

Thank vou for yoar respones/speaking with me. Per vour email four
comversation, you &re confirmed for your intervies for the POSITION
TITLE position. You will be imterviewing on DATE and TIME Pacific

You will be mpeting with Interdewers for Durtios.

Your mbenaew will be held at 1000 Eastlake Ave E When yoa ember the
tuxilding, fior your interview, please tell the reception {security desk to
calll extension x XXX and PERSON ESCORTING will mest vou for the
Ieteriew.

o ==

¢ See here for alist of sample message templates.
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