
COMMITTEE MANAGER'S
GUIDE TO INTERFOLIO'S

FACULTY SEARCH







Getting StartedGetting Started

Page 4Page 4Committee Manager's Guide to Interfolio's Faculty Search



Your Interfolio Account Dashboard and AccountYour Interfolio Account Dashboard and Account
SettingsSettings

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.

Your Institution account pageYour Institution account page

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

1. If your institution uses Review, Promotion & Tenure, Faculty Search, and Faculty180, than
relevant pages will be displayed here.

2. You can also access your Dossier account (personally or institutionally created). If you have
access to one, you can access it by the user menu in the top right corner.
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Click "View Cases" to access the cases you are managing or evaluatingClick "View Cases" to access the cases you are managing or evaluating

The Faculty180 Navigation BarThe Faculty180 Navigation Bar

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

All administrative settings are in the Administration section
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To access the settings for your account: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.

The Account Settings page:

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

Personal InformationPersonal 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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CommunicationsCommunications

From the "Communications" tab, you can manage communication settings including how and
when you receive email from Interfolio
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ID numbersID 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.

Subscription & BillingSubscription & 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.

Page 10Page 10Committee Manager's Guide to Interfolio's Faculty Search



From the "Password" tab, you can change the password for yourFrom the "Password" tab, you can change the password for your
accountaccount

Notifications:

Users will receive alerts and notifications on the homepage in the to-do action items, urgent
items with deadlines and mandatory response will appear at the top and the rest will overflow
to a searchable table at the bottom.
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Administration Settings Page in InterfolioAdministration Settings Page in Interfolio
Faculty SearchFaculty 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:To navigate to the Administration page:

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

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