Evaluator's Guide to Faculty Search

Interfolio Faculty Search provides faculty members and staff with a set of tools specifically
designed to facilitate academic committee work. When its time to hire faculty or consider
fellowship applications, evaluators can easily access and review applicant materials and
participate in committee activities on-line with Faculty Search.

¢ You can generate and download a PDF version of this article from the left sidebar of
this page.

Getting started:

If you do not already have an Interfolio account, you will get an email
inviting you to activate your free account

Click "Activate Now" in the invitation email.

Demo University has invited you to join
¥ )
Interfolio Faculty Search.

ACTIVATE NOW

This link will expire in 30 days, After 30 days, you can

reactivate the account by requesting a new passwaord,

Hi Dwayne,

We have added you to Interfolio Faculty Search, the
program we use to evaluate cpplicants.

Powanad by Interlolio | Support

Set your password, agree to our terms of service and click "Activate Account" to access Faculty
Search

Evaluator's Guide to Faculty Search Page 1



Activate Account

Your account is almost ready! Please enter a password 1o finish activating your account

Email Address

derrolifdemo. edu

First Mame * Last Narme *
Dwayne Errod

Password *

Show Password

| agree to Interfolic’s Terms of Service,

If you already have an account with us, your invitation email will take
you to your account to signin

Demo University has invited you to join Interfolio
Faculty Search.

ACCESS NOW

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

Samantha,

You have been assigned to review applications for the position
of Associote Professor of Music, We have odded you to Interfolio
Faculty Search the program we use for academic hirfing. If you
have questions...

Powered by Interfollc | Support
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Sign into your account

You can sign in to the program with your email and password, your Google account, or using
your institutional ID.

Sign In

Sign in with email Or sign in with:

Email * o
Partner Institution

| & Google
Password *

Forgat your passweard?

Don't have an account?
Use Interfalic’s suites of services to simplify your academic life.

Create an account

Viewing the list of positions:

Click "Positions" in the left hand menu to see a list of positions you
have been assigned to evaluate

Alternatively, you can click the name of a particular position in your list of action items to open
it.
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x B interfolio

Faculty Search

| Home / Welcome back, Victoria Oldman

Positions

Your Action Items

Assistant Professor of Graphic Arts
Departrent of Art | Faculty | Faculty Search

Positions are listed in a table that displays the position name, status,
type, and open and close dates

The positions to which you have access will display in a table that lists:

+ Position: The name or title of the position you are trying to fill such as "Associate
Professor..."
+ Beneath the position title you will see the department, position type (faculty, fellowship,
staff, etc), and position ID number

+ Status: The position status describes the current state of the search, such as; "Accepting
Applications," "Under Review", etc.

+ Application Information: The number of applications for the position and the open and close
dates indicating when a position is open or closed to new applications

The Callege of Interfalio >

Positions

Search by position name, unil, type, status or date

E m Clear Filters
.

Type Status Active or Closed?
Al Types W ‘ Al Statuses W ‘ Active L
Pasition “ Enanis 2 Application nfarmation 2
Assistant Professor of Graphic Arts ¥ applications
Accepting Applications -
Departmant of Art | Faculty 103879 Open fram: Feb 2, 2017 - May 1, 2019

Position list management:

We have features to help you search, sort, and organize the list of positions you have been
assigned to evaluate.

Evaluator's Guide to Faculty Search Page 4



+ Search: You can search for a particular position by name, unit, position type, status or date
* Filter: You can also filter the list to only display positions of a particular type, status, or limit

the display to either active or closed positions

The College of Interlclio »

Positions

Search by position name, wnil, type, slatus or dabe

o f - I
el

Status Active or Closed?
All Types w | [ All Statuses £ ] I Actwe o
Posliion * Eratus = Application Infonmation 5
Adjunct Professar of English 1 applications.
Acoepting Applications ) .
Departmen of English | Faculty | 104002 Opens Al 2070
Assmtant Professar of Graphic Arls § . T mpplemicne
Azvipling Applicationg
Deparrand of At | Faculty | 103519 Open from: Feb 2, 2017 - May 1, 2019
Agsistant Professor Painting and Printmaking 0 applications
Reviewing Apploams . . .
Depariment of Washinglon DT Sports Temporany Help oAt Open from: Mee 15, 207 - Jun 21, 2009
Creative Wnting Fellow in Poetry R 0 applcaicne:
i Acrepling Applialiong .
. Degameand of Englah | Falowship | (3526 Opansc dan 16, 2008

Viewing the list of applicants:

Click the position title to access the applications for a position

The College of Interfolio >

Positions

Search by position name, unit, type, status or date

03

|

Type Statu

All Types v | Al
Paosition ~

Adjunct Professor of English
Department of English | Faculty | 1D:40E2

Assistant Professor of Graphic Arts
Department of At Faculty | 1D:3519
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Applications are listed in a table that displays the applicant name, the
date the application was last updated, the applicant status, and if
permissions allow; tags and a rating summary

At the top of the page you will see the unit where the position is posted, the current position
status and open and close dates.

The applications display in a table that lists:

+ Applicant name: click the applicant's name to open their application and view their
application materials, or check the box next to the name to select more than one applicant.

+ Application Status: The application status describes the place of the applicant in the search
process, such as; "Add to Shortlist," "Not Competitive," "Invited for Interview," etc.

+ Tags: Tags are short bits of text tags that can be used to sort or mark applications for a
variety of purposes. If permissions allow you can create tags and view tags added by others
to applications.

+ Rating: If permissions allow you can rate applicants on custom criteria using a five star scale.

Depending on the settings for the position, you may be able to see your overall rating listed
here.

¢ The applicant list can get quite long. For more information on the features we have for
managing a large applicant pool see below Organizing the Applicant List.

Tha College of Imterfolic » Positions »

. p Position Actions
Assistant Professor of Graphic Arts =~
Unit Status Opens Closes

Daparirnent of At Acoepling Applications Feb 2, 2017 Mlay 1, 2019

Applicants

Search by name, education, or status

B I Filter J l Saved Views Columns

T of 7 Applicants Shown.

Applicesd Hame - Dabe Updated % Applcant Stabes Tags ey Owernll Rating 2

Maria Anderson

M.F.A - Master of Fine Aris, iverfolio University Mere D 2074 SEerlisg Sirgeg porifolls WL VWiong Degres -‘- * * * {3—
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Reviewing application materials on-line:

Check the name of one or more applicants in the list to review their
submitted materials

Selecting a name or names from the list opens a new set of buttons on the page.

7 of 7 Applicants Shown Read Tag = I

M Do Updated = Applicant Status Tags Mty Oeecrall Rating -
A Anderson
MLF.A - Masier of Fine &rts, Imierfolio Universiey Miow 4, 2014 Sharbsl Erongporfolls WL eng * * t * 1}

David Taylor
8.4, - Bachelar of Aris, University ol Interfolic Moy 4, 2074 Shorisl Prrdois sppiioant | & Brong pontfoli + % % 1r 1r

Click "Read" in the upper right corner of the page to view selected
applications in your browser

5 Closes
L2017 May 1, 2019
Filter w | S Views w Columns w ‘
Read Tag ~ k
g8 Tags My Overall Rating -
Strang portfalic WL Wrong Degres * * * * ﬁ

Review applications on-line using our materials viewer

Application materials open in Interfolio's materials viewer within your broswer. You can scroll
through the applications, search for terms in .pdf documents that are part of the application,
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and if permissions allow, you can leave comments, tags, and give applicants a rating on pre-
defined criteria.

Maria Anderson / © Position

= 1 of 3 Applicants n ¥ Comments % Tags o Retinge & Download m

Application  Annctaticns
w APPLICATION

Caver Latter Maria Anderson

cv. P )
Waas

1 Svar

ST

', Personal Siatement

Materials submitted by the applicant appear bookmarked as application materials. If internal
documents have been added to the application by the committee, these are are bookmarked in
the viewer as well.

Maria Anderson

=  1of 3 Applicants B £ Comments %~
Application Annotatiol
i / Maria Ar
v INTERNAL DOCUMENTS Weshinghan BE 0008 |
T: B77.997.8807
E: laurie.test@interfolio.com |

You can leave notes/annotations on the material from the
lower right of the viewer

Only you can view the notes you leave on an application.

+ Point notes are virtual stickies that point to something in the document
+ Area notes allow you to select a section of text in a document
+ Text notes highlight passages of selected text
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sit amet quis lorem,

Morb: dolor nune, pharetra vel egestas sed, malesuada 1n hibero. Phasellus od erat commode, audctor onc st amet,
cursus enim. Vestibalum ligula dui, dignissim ¢t massa aliquam, interdum pellentesque est. Cras eget sapien diam.
Morbd ut una dignissim, fringilla nis in, dapibus angue. Donec in pulvinar dud. Aliquam vel sem neque. Clas
aptent tacitt socuosqu ad bbora torquent per conubia nostra, per inceptios himenasos. Masoenas éu sem aliquet,
fringilla eros in, hendrerit sem. Maecenas e viverra dui. Druis a erat wrna. Dopec sit amet diam in sunc accumsan
gravida. Mawris tristique negue ct eleifend bibendum.

Proin sagittis arcu elit, vel egestas enim porttitor ut. Nuolla mon ultrices lorem. Mascenas accumsan 1 in manris
tempar auctor. Mauris lacinia peflentesque aliquet, Mauris vehicula, enim e lobortis scelerisque, nisl 5

malesuada odio, non suscipi libero aunc id mawris. Mauris pora aliquam magna non eResLas.

‘B Point LgArea #e Text

Sincerely,

X Q Q@ 1/1 Next Material 4 @

Click the "More Options" icon and select "Download" to save
PDF copies of all selected applications

Saved Views Columns

Read Tag ~ :

Dowrload
MY OVERALL RATING =

¢ H RESPOMNSE DUE | x || sanoRa | w] )
AL no rating

Application list management:

The list of applications for a position is often very long. We have features to help you search,
sort, organize, and customize the list of applicants. We also allow you to save your views of the
list so you can recall your work when going through applications.

+ Search: You can search for a particular position by name, unit, position type, status or date
+ Filter: You can also filter the list to only display positions of a particular type, status, or limit
the display to either active or closed positions
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The College of Interlolic >

Positions

Search by pesition name, wnil, type, slatus or date

m Clear Filters
-

Type Status Active or Closed?
all Types e | [ All Statuses wr ] Actwe o
Porslthom Ealus ¥ Application information 2
adjunct Professar of English scepting Apglnthns 1 applicanions:
nepling Appiations
Departmen of English | Faculty | 104002 Opene: byl 3, 2070
Mssmtant Professar of Graphic Ars . o T agplcatone
Acobpling Applicationg
Degaruran of At | Faculty | 103519 ‘Open Trom: Feb 2, 2017 - May 1, 2019
AREEEIANT Prof T Painting and Printmakin D applications
BEaSt ‘eEE0r Fainting and Pri aking Reviewing Applcants ‘ ol ]
Department of Washingion DC Sports | Temporary Help | 023781 Open from: Mar 79, 2007 - Jun 20, 2009
Creative Witing Fellow in Poetiry . . 0 application:
N Acvepling Applicationg
Degamrand of Engliah | Falowmship | 13526 DOpena: Jan 16, 208

The Applicant Profile:

Click the name of an applicant to view that applicant's profile page

Mpplicanl Drabe Upsdated & Applicant Status Tage My Overall Riting &

Direa Bewl et 32017

L nconmiers wEEE

Francine Billings Oet 2, 2017

Tttty
 wcownLETe
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From the profile page you can view and add tags to the application (if
enabled), and access application materials (click the name of a file to
open it, or click to download the material)

kDemc}Universsit).r > Positions > Assistant Professor of Landscape Architecture >

Sasha Brown

Education Information

v Documents

Title (pending) Eal
c.V.

v Ratings

Average

Quality of Research
Quality of Teaching

Scholarship

Tags

C=IED | © Addrie || 8 Read |

Pending: not yet received 1l

My Ratings

L 8 6 & (A

hhHTO

H T TTO

L & A x)

Committee Summary

L 6 6 G \dhs

L8 6 & St

L B ARt s

* % & % T
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If enabled, you may be able to rate the applicant, and leave comments
and notes on the application

e lan ¥, r H
aa & H ol jan %, 3 =
bd Ratings
Averag * * * 1 ‘:'}
aachin Wi o W7 i
hclarsh L B
st i
w  Comments & Add Comment
Shawing Al Comments w
Stephanic Bigsiey | Jan 8, 2007
This i & S0ng applicatia
w  Molos 3 Add Hobe

You can click "Read" to open the application in our materials viewer, or
"Download" to save the application materials

L3

v Documents m Add File & Read

'éitlre (pending) (al Pending: r&coimd o

Organizing the Applicant List:

Tagging Applications

If your institution allows it, you can add and create tags to attach to an application. Tags are bits
of text you can use to help identify, sort, and mark applications.
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1. With one or more applicants selected in the list, click the "Tag" button and select an existing
tag or create a new one

2. By default, tags will appear listed in the applicant table (See below for instructions on
configuring the columns displayed in the list)

Read Email Status~ Tag~ -

Applicant Name “ Date Updated % Applicant Status Tags My Overéwing s
A
Sasha Brown Jan 25,2018 Hired ) 8 & & 'k
[ INCOMPLETE ®
A
Jane Doe Nov 11,2015 Shortlist WWWWW
[ INCOMPLETE J

Filtering the list of applicants

Click the "Filter" button at the top of the list to open a set of options for filtering the list. You can
filter the list of applications by data points including highest degree earned, application status,
tags, ratings, or completion status.

APPLICANTS (3af3 Filter = Saved Views Columng w
HIGHEST DEGREE EARNED: \TION STATUS: TAGS: COMPLETE
PhO. - Doctar of Philoscaby Sharlist Respense due

LUl Yes Mo Archived
Sandra

Wiang Degree MY RATING:

4

i, no rating
Ewaluated

(oo ) (0 (S

€ The list will be filtered according to your settings and the filters will appear above the
list.

¢ Note that you can easily remove the filters you add either one at a time, or by hitting
the button taged "Clear Filters."
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APPLICANTS (30f3)

HIGHEST DEGREE EARMED: APPLICATION STATUS: TAGS:
Ph.D. - Doctor of Philosaphy [ ] shartlist Response due
Sandra
[} Wrong Degres
[} Draft
| Evaluated
RESPONSEDUE | x || saDRa | x ]m
.| a
Saving views of the Applicant list
Click "Save"
HIGHEST DEGREE EARMED: APPLICATION STATUS:
MM, - Master of Music L] Interview
Offer Pending
| Shortlist
MM, - MASTER OF MUSIC ] » ][ DFFER PENDING ] x ]
Enter a name and click the check mark
HIGHEST DEGREE EARNED: APPLICATIONM STATUS:
M.M. - Master of Music | Interview
) Offer Pending
Shortlist
l MM - MASTER OF MUSIC | ® ]m - /
0] APPLICANT NAME Masters Degree

510N = Dy
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Click "Saved Views" (to the right of the page) to recall the view of the list using
the filters you have set

APPLICANTS (303 ‘ Saved Views olumn

t =]

HIGHEST DEGREE EARMED: APPLICATION STATUS: TAGS: ;
PRD, - Doctor of Prhilosopky Shartlst B Respoase due i =
3 Seka Evalusiod by Sancy o

Whong Degree MY RATIMG:
Craft

ne rating
Evaluated

Customizing the columns of information that display on your view of
the applicant list:

Click the "Columns" button to the right of the page and select the columns of
information you want to display

The default columns that will display are applicant name, date updated, tags, and overall
average rating (if enabled). You can add columns for complete status, date submitted, highes
degree earned and highest degree date, and your overall ratings. Note that you can restore the
default columns at any time.

@ You can also add answers to custom form questions as column headers in the display.
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TAGS:
Response due

Sandra
Wrang Degree
Draft

Evaluated

TAGS

[ DRAFT H RESPONSE DUE H WRONG DB

Colurnns Restore Default
.
Date Updated
My Owverall Rating
{ B Tags
~
Complete

Date of Initial Submission

Highest Degree Date

Searching the Applicant list and saving searches:

Enter a keyword in the box to search the list.

APPLICANTS (5045

Applicant Name

Bing Boland

James Grimm
Ph.0. - Daoctar of Philoscphy, Demo
Univarsity

| MCOMPLETE J

~ N

Date Updated & Applicant Status Tags

Apr 24, 2017 Iriberview

Apr 7, 206 Irrterview

Saved Views

L W

‘ Columns

CRAFT RESPOMSLE DUz

EWALUATED I FEEPOKEE DUE
| S

| seDeA

My Ovarall Rating =

W W W W

v e
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The results display and the search term appears above the list

APPumuy [ Fiter = | wong swed Views | [ columns

Applicamt Mame = Date Updated % Applicant States Tags My Overall Bating +

Janas Janes Jul 24, 2016 Interview [ smsemna cur || sanmes |

. . WOV W Tr v
m L WHONG CEGRIE ]

Joshua Snow

Aprad,amr Interviaw | responss oue s || Tk EREE

¥
s
e
o
I

Click "Save" to save and name the view of the list filtered according to your
search results

APPLICANTS (zqf2) m Wrong ‘ Saved Views H Columns

g - [ o |

Applicant N = Date Updated = Applicant Status Tags My Owverall Rating =
Jonas Jones Jul 24, 2016 Irterview [Lrespones e | swnce | o Ty 1y 17 5y

iconrere) [Feaoene |

Joshua Snow

AAAAA

Aprad, vy Irterviaw NESPOMEE DUE &1 || WionG DEGREE b T
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Enter a name for your view and click the check to save it

APPLICANTS (20f2)

EETIE] s | oo e | rd

v X

O Ap I Wrong Degree - pdated % Applicant St:
—~  Jonas Jones Jul 24, 2016 Interview

L -

Click "Saved Views" to the right of the page to recall the saved view of the list

Hott Saved Views wv ‘ ‘ Columns v

Reviewsd by Becky o
ABD i
Masters i

DATE UPDATED 3 HIGHEST DEGREE
616 List i
Hett University m

Mar 15, 2016 at

12:00 AM sl RESPONSE DUE 6/1 |

Ty -
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Setting the pagination of the applicant list

€ By default the list displays 25 applications at a time, but you can set the pagination to
display 50, 100, 200, or all applications. Look to the bottom left of the page to set the
number of applicants displayed at one time.

Franklin Minicz Jul 5, 2016

- W

22016 Interfollo, inc. | Support | C

¢ Remember that changes you make to the filters, columns, searches and pagination will
be remembered during your session. To save the searches and filtered views of the list,
click the "Save" button and give the current view a name.
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