Senior Lecturer Promotion using Interfolio

Instructions for the Dean

There are two ways to logon to Interfolio

1. Faculty180: https://www.scu.edul/interfolio

Click the Partner Institution button.
Sign inwith email \ O sign in with:
i+
Ty rr—— G Google
pppppp
Forgat our passwors?
Search for “Santa Clara University” Sign in through your institution
and click the Sign In button.
, search for
you

BN —

Sign n with an lntectolio aceount >

Login to Interfolio, Inc.

Log in with your single sign-on
credentials.

27N caMING PEOPLESOFT
- ’ FINANCIA

Nav

v

TERMINALFOUR
EACCOUNTS - ACCESS
OFFICE

Check Your SCU Interfolio Dashboard

After you login, “Santa Clara University” should appear in the
upper bar, and your screen should look like this. If it doesn'’t, you
may be logged in to another Interfolio account. Contact Pandora
del Carmen (pdelcarmen@scu.edu) to help you troubleshoot.
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PART 1 - Reviewing the Department Recommendation

You can review the Department Recommendation when the case is shared with you. A trigger
with the candidate’s name will appear on your dashboard:

Bucky Bronco 1. Click on the candidate’s
name in blue to bring you to
the Candidate’s packet.

Santa Clara University | Promotion | Promotion to Senior Lecturer

‘Sarta Cara Untvazahy > Caas

Bucky Bronco 2. The following sections are
/ e o available at the Case Materials tab
—— (upper left) of the Candidate

Search case materials by title ﬂ hmc]g paCket:

O ©Epmddl © ColapseAl = S a. FaCUIty1 80 Vita

Candidate Packet

Ay materiais added 1o the cangidate paciet will b2 visle o the cardidets and avaisble forthem 1o use in theif cument case. The candidate will be ke o replace or deimte any

b. Candidate Documents
c. Provost Office SET Analysis
d.

Internal Sections - only
e available to individuals
reviewing the case

Fims in an Lmscked zaston bafrs ey suBmit

~ Faculty180 Vita @ View History Unlock
<

> Candidate Documents () © [ Uniock
> Provost Office SET Analysis @ @ | Uniock

ot e viewed by the candidate. Pease note that some materiais e o imemal sectons ean
I A Vou are asked 15 submit required ibems a3 part of this case. View ‘
> Department Review
> Dean Transmission to Committse & Notification of Candidates
3 School/College Committee Review
» Dean Recommendation to the Provost Edit
> Provost Decision & Notification of Candidates Edit
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B .
3. Click the Read Case button on

it Template Status
T, i the right to review the candidate’s
- \ Promotion to Senior Lecturer

] packet and system-generated
D 0 bpmial© cotpue EE curriculum vitae for the period
Candidate Packet under review.

Any materials added to the candidate packet will be visible to the candidate and available for them to usein their current case. The candidate will be able 1o replace or delete any
“files in an unlocked section before they submit

+ Faculty180 Vita View History unlock |

aaaaaa

> Candidate Documents o | unlock |
> vanstcmcesznnaly;is o | unlock |

4. The left sidebar lists the sections of
Bucky Bronco the candidate packet. Click on the »
(caret) symbol next to Department
Review to expand the section and

fackat, Autations view the contents. Click on the
> FACULTY180 VITAE Department Assessment. You'll see
> CANDIDATE DOCUMENTS the Department Assessment in the
R S Department Assessment main window on the right.

v DEPARTMENT REVIEW

Department Assessment

Promotion to Senior Lecturer - Department Assessment |

Department Section: Assessment

> DEAN TRANSMISSION TO COMMITTEE & NOTIFICATION
OF CANDIDATES

% SCHOOL/COLLEGE COMMITTEE REVIEW

> DEAN RECOMMENDATION TO THE PROVOST

> PROVOST DECISION & NOTIFICATION OF CANDIDATES

How to Exit the Faculty180 Vitae Section
Click the blue Return to Case button in the top

fightfo ex
& Download m
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PART 2 - Submitting Candidate Notification of the Department Recommendation

When you have finished reviewing the department’s recommendation letter, you will upload your
letter notifying the candidate of the department's assessment.

Bucky Bronco

Unit Template

Santa Clara University Promotion to Senior Lecturer

Case Matersls  Case Detais @)

Reviewins g as

~ Required Items

Send Case v Case Options v

Status.

Department Assessment Notification

No files have been added 1o this section.

Add Dean's Notification of Department Assessment

X
Upload anew file ~ Select file from case
Please select the section of the packet where this file will appear. Select the appropriate section from the
dropdown menu below.
Name * Section *
Dean's i ion of Department I [ Dean's ion of Department Assessme v ‘
Add Cancel

Click the Case Details tab at the upper left. This
section will reveal the Dean’s required item:

1. Dean’s Department Assessment
Notification

Step 1 - Upload Dean’s Department
Assessment Notification
Click on the Add button to upload the letter.
A pop-up window will allow you to browse
your computer for the letter.

After uploading the letter from your computer,
this screen will pop-up. In the Section field,
select “Dean’s Notification of Department
Assessment.” Then click the blue Add button
(bottom right) to submit. The Provost’s Office will
take the next step of sharing your uploaded

notification letter with the candidate, through
Interfolio.
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[] Click on the dark blue Send Case button in the

upper right corner to move the case to the

Forward to School Committee.

Committee Section: Committee Evaluation

Backwards to
Department Section: Assessment

Send Case Forward x . . i i

Grestjobi You'e sening th case forrd 0 the nextsep,Commiee Section: Commite Eveluatin. The The blue Continue button will be inactive (faded)
following reviewers will lose access to the case: . . . . . . 1y
P S until you fill in the email Subject field. After filling

in the Subject, edit your message if you wish and
st e click the now active/blue Continue button.

Send a message to the reviewers gaining access.

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

Subect You have completed the submission.

Message *

B @& B I L|:x:

i

8
3]
0

Dear committee members,

This case is coming your way for review. You'll be able to see the documents and deadiines in Review, Promotion & Tenure when you
sign in.

Cancel
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PART 3 - Reviewing the School/College Recommendation

You can review the School/College Recommendation when the school Committee returns the
case to you. A trigger with the candidate’s name will appear on your dashboard:

Bucky Bronco

Santa Clara University | Promotion | Promotion to Senior Lecturer

‘Sarta Cara Untvesshty > Cases

Uit Template Statuz
Sarta Clara Ur g Promation ta Serior Lecturer Select Status

Case Mterisls  CaseDessis @)

Search case materisls by title

o
R —p- & Share
Candidate Packet

files ir an uniocked section before they submit

« Faculty180 Vita @ View History Uniock

> Candidate Documents () © [ Uniock
> Provost Office SET Analysis @ o [ Uniock

Internal Sections

ard cannot be viewed by the cardidate. Piease note that some materials added o intemal sections can

Bucky Bronco

Ay materia's acded 1o the cangdame packe: will be v 3le 13 the cardicate and ava'able for them 1o use 'n their current case. The cangidte wil be sbie o reslace o deme ary

IA Vouare asked 1= susmit requred items a3 par of this case. View

> Department Review
> Dean Transmission to Committee & Notification of Candidates
> School/College Committee Review
» Dean Recommendation to the Provost Edit
> Provost Decision & Notification of Candidates Edit

1.

Click on the candidate’s
name in blue to bring you to
the Candidate’s packet.

The following sections are
available at the Case Materials tab
(upper left) of the Candidate
packet:

a. Faculty180 Vita

b. Candidate Documents

c. Provost Office SET Analysis
d.

Internal Sections - only
available to individuals
reviewing the case
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ljc y ronco Send Case w Case Options v
Bucky B [ send case v cose opions v | i
. e 3. Click the Read Case button on
S:ma:a:arur:wsv:ly . Promotion to Senior Lecturer Select Status the rlght to reVleW the Candldate’s
R \ Promotion to Senior Lecturer
o} packet and system-generated

RO RS e curriculum vitae for the period
ij:j:j:::dz:::‘:: candidate packet will be visible to the candidate and available for them to use in their current case. The candidate will be able to replace or delete any u n der reVi eW'

v Faculty180 Vita View History | Unlock

5 Candidate Documents © [ unlock |

> Provost Office SET Analysis © [ unlock |

Bucky Bronco

Packet Annotations

> FACULTY180 VITAE

> CANDIDATE DOCUMENTS

> PROVOST OFFICE SET ANALYSIS
> DEPARTMENT REVIEW

> DEAN TRANSMISSION TO COMMITTEE & NOTIFICATION
OF CANDIDATES

v SCHOOL/COLLEGE COMMITTEE REVIEW
School-College Committee Evaluation

Promotion to Senior Lecturer - Committee Assessment |
Committee Section: Committee Evaluation

4. The left sidebar lists the sections of
the candidate packet. If you need to
reference the candidate’s materials,
click on the » (caret) symbol next to
Department Review to expand the
section and view the contents in the

school/College Committee Evaluation main window. Click on the

School/College Committee

Evaluation report. You'll see the

Committee Evaluation in the main

window on the right.

How to Exit the Faculty180 Vitae Section

& Return to Case
3. Download m

Click the blue Return to Case button in the top
right to exit.
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PART 4 - Submitting the Dean’s Recommendation to the Provost

When you have finished reviewing the College/School Committee’s recommendation letter, you
will submit your recommendation letter to the Provost.

Bucky Bronco

Unit

Santa Clara University
Case Materials Case Details o
Reviewing as

Dean Assessment

2 Instructions

Template

Promotion

Bucky Bronco

unit Template
Santa Clara University Promotion to Senior Lecturer

Case Materials _ Case Detals @)

Reviewing as
Dean Assessment

> Instructions

Send Case v [l Case Options v
Status

Select Status

+ Required ltems [+ risins )
Alrequred toms with Forma mustbe

o assigned user, however a G \
Dean Assessment @ add
No files have been added to this section.
Add Dean Assessment x
Upload a new file  Select file from case

Please select the section of the packet where this file will appear. Select the appropriate section from the

dropdown menu below.

Name * Section *

Dean Recommendation to the Provost ] Dean Recommendation o the Provost v
Add Cancel

Click the Case Details tab at the upper left. This
section will reveal the Dean’s required item:

1. Dean’s Recommendation Letter to the
Provost

2. Required Form

Step 1 - Upload Dean’s Recommendation
Letter
Click on the Add button to upload the letter.
A pop-up window will allow you to browse
your computer for the report.

After uploading the report from your computer,
this screen will pop-up. In the Section field,
select “Dean Recommendation to the Provost.”
Then click the blue Add button (bottom right) to
submit.
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Click on the dark blue Send Case button in the

upper right corner to move the case to the
Forward to Provost.

Provost Decision

Backwards to
Committee Section: Committee Evaluation

Send Case Forward x . . . .

Greatjobl Yo' sendingthe case forwar o the netstep, Provost Decision, The fllowing eviewers il ose The blue Continue button will be inactive (faded)
e ——— until you fill in the email Subject field. After filling

The ollowing revieers il gain access to the case in the Subject, edit your message if you wish and

Provost Decision | 0 members

click the now active/blue Continue button.

Send a message to the reviewers gaining access.

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

Subject *

_— You have completed the submission.

@ @l B I L|E =

it

8
3]
o

Dear commitiee members,

This case is coming your way for review. You'l be able to see the documents and deadlines in Review, Prometion & Tenure
when you sign in.

Best,
Fandora del Carmen
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