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Your Interfolio Account Dashboard and Account
Settings

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 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.

Welcome back, Scott Harris
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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 & Reparts

Vitas & Bioskeiches
Find Colleagues
Account Access

Administration wF
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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

i

Demao University

Branding Settings
Switch Accounts

Interfolio Dossier

Demo 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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Communications

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

when you receive email from Interfolio
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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.

L] [
Settings
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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
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From the "Password" tab, you can change the password for your
account

Settings
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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



Weh::r.:rme back, Scott Harris

Your Action Items
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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"
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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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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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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.

¢ See here for more information on_how to set up applicant notification message
templates.

Committee Manager's Guide to Interfolio's Faculty Search Page 16



K fierma Lin piaily »

Administration

Ermiegs T
Deemna Uindvestsiny -
it Templates

: : | | | Tempdened 0 adi

EED Il lj
&pploation Foms CcatinTrde Awakaes B e g st wlen e slat ot g poadnr o S seton chanerd Telales can b
RETmiEsiong i f This @ Sy il Bapicree Wi wAll Beired T GbporToni®y 1o i afd ::r.I'l.—.rr-ll.'l;-lbu‘c-rI:I-'rl:Ir\q Eriiprmi
SEtings

Tzt Crrwad 3 Lot
[ L Do Lirwvmrndy d W
e g v (emartm=e=] of Conatre: brarieng F N

EEO Statement:

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

¢ See here for more information on managing EEO statements,
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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.

¢ See here for more information on creating application forms, and EEQ forms.
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Permissions:

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.

Committee Manager's Guide to Interfolio's Faculty Search Page 19



Mesdage Templnles
EED b nammaqiaon
Spodicaticn Forms

ffi

Permissions
Commants

Crzemumaenia ersabio fovviivenng 10 Make phamrvarioes on enientions and ane viebie 10 61 fiviewers o that poaiion
Blind revview can be tumed on for speciic posSiors. Io prevent reviewers fom sesing each ofher’s comments

& Comments Enabd () Comements Disabled

Tags

Tags ame bits of text thal cén ba added i an applcan’s fecodd 19 help Soit caleganne, #nd quicily ideily
sppicaiions. To lean mone, read aboui how fo Use Tags fo Mark end Sort Sppications

& Togs Enabled ) Togs Disalied

PORCION Aol

Position apgroval requises an sdministraion at your instituSion to approve posifions crested af your instéution. To loem
mone, rhid sbhout how 10 ABguiss Approval & Poel New Posiliong

(&) Position Aporoval Aeguked () Poaition Appeoval Mot Reguined

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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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

the position
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Click "Positions Actions" and then the View Committee Option
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Click "Edit"

Committee X

Managers
Sandra Carol
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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 Protessor 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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hed Member X

Bt Dy PLavE

FURCST b L ST hiarF Efuiii.
Frank e by # Adkdl
e Tarabar [eians s e L
Trylria Srangeetard sralmogrcionn oda + Add
perrute ot [EugSernn el * A
Erebomh e ety + Akl
e L U [FELTIY LT LT L]
Ak Hog fleder e + Bl
A il wlilgeiorrs aess &+ mcis
S Mg drrraraiTG e + add
Aareid [ ] arapderre.eda + Bad

r

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

ByCommittee - Positions

Associate Professor of Orthedontic Dentistry

Search Committee /

+ AddMember [ + Add Manager

& Committee Members
Sandra Carol Comenittee Manager
Biertha Groening Evaluator
Maxowell Rush Evaluator

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 Mame w
FIRST MAME LAST NAME EMAIL
Sandra Carol sct@demo.ede + Add
Sylvia Grangerford emalinegdemo.edy + Add
Deborah Largent dilllgpdemo.edu + Add

Ed

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

i

7 Committes Mambars

Sandm Carol Commitiee Manager -
Syhvia Giman peefiord Commirtes Manager x
Biwrtha Geaering Evalualar X
Memwell Rush Evalator x
Bevery Browm Evaduator ]

Seephanie Bgeley Evaduatar X
Frarik Beawnr Evsliaiar o

e
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To remove a member, simply click the X next to the user's
information.

e N

T Commitbes Members
Sandra Canld Commitien Manager o
Syhada Grargerfond Commitice Manager x
Blertiha Grosning Evuluator x
Maqwed| Rush Evalahor b
Bewerty Brown Ewaluator b3
Stepharie Bigsley Evnlluator x
Frark Brown Evuluator o
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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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dniveraly of Asesomendss

Users, Committees & Units

Ugers Commiiees \

Sort By Mamia v Browss By All Units w B Add User

L Emad urin A Haks

Lo fudatad) sguin 2016532 ogiedD 161 B Igantarteho som Fetlumnes ey
g 307 630+ g 01620 1Gnmrteha com Evalumat &
Logis wes 201751 we ingiedd 175 1w i neri oo com Cvsumer #
Lisgie 201 753 Iogica0 ) 15 MpiaLarok. com Erslusie! #
Test 551 eewi25-1 Eviarialia com Evalugiat " 4
=TEETE o bt i Tl e Fvsums F
£ Ak st 1 crnadied 1 Biterdoi com Drabusted o

Fill out the "Add User" form with the user's name and email
address

=
Add User
Ful bdgweg Lay Mgr-
i ok
Errusll

B Seul vrm wse b ek e dartgs

(L

e T e B L e ]

2 =
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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

Pk Mo Lait Harme

m . : e .- b --.-\': i 1Ly

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

T Wyre Law Harre

n
4
5
]

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 Narme * Last Hame "
Logic {updated) again | | me-18-2
lell"
logic201é-18-2@interfolio.com

UNITS

— Selegt Unlt — v — Select Role — W

Assign the user to a unit from the dropdown list

Edit User Ly
First Nome ™  Last Home " .
| Logic (updated] again ' 2016182

Emall*

| logic201 6-18-2@interfolio. com

= o
UNITS /

= Select Unit — A — Salect Role — W
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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.

Edit User

Firik Hamran Lari M

LINITS
Derms: Urrermiiy e Bk E

Lo i — Sarlgct Rk —
g ]
| hmirsaantor [EED Acceml
Comurdiiee Mangsger B Owirir
Louml Espioymmen Oftaer

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
Farwi Ma=—a Laut: Raaren
[ e
Lrraadl

& el

Lingr Ao, Satwpn comrmitiem wnd ure povrmisior beloe

UNITS
Dsprra Lrevima Ty \ . Al

Leoiarpm of Depre iy ded reropingeer [0 deeem] F4
=] L T Bk e

B Detste

Click "Update" when you are finished editing the user

x
Edit User
Fiest Marrst: i) Maryeg
L] o
Evmiiar]
=l 'I-Ji?_"!_/
- vpoue JEGE
L Adgied Arngr sommerieey ansd or puermonesn s bl
LIHITS
s ol Dbty Befermpiegten 1L O Rerewsd o
Tt Ll L Sl Rike -
B el
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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

(%Demo University »

Users & Units
| gses | units
Sort By Mame w  Drowie By Al Uaits k3 dcid User

shaps [ =ead i & Bl

Bober) Buddan i pdo Bepartment of Lasdacape A chiectos (S0 &

Pamela Bar=ea psb@deT Erabaines o

Jared Beirp b@derno sy Derna Linkesrty [Ch) F

L Eeaknd Bdhnn LT IR [ (DR LimRap ity [Ty B o

Lz sl Brahaf R A ) Eehanl ol Aschinsenirs [EED) .

Bt har Brov Erthilr Brom s ietoka coam. Dasmits Lisketraery [Admisnanranarn #
| Bl Carvema Burgar dsdemg oo Evabuanor #
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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

tl\:l-"' Sy ity
Users & Units

Lisien Liniis

Sort By Mame w  Drowse By Al Uit it Lhser

AT Frraad urit i Bole
Eotor] Baddan T = o Uepier T OF LEfdacaps Arcifecion [OW) \ F
Parmeli Har=ed e et Evabuitar &
Sarraid Beiry BbEFdemo s Do Liskasaty [CA) i
1 i Bl ah R s BT R e ST g Dol LiSFagrdily' [ iTervel! 3K F 3
e i Brihaf e Cerad Al Asphiacnrs [EBEDY o
Bt har B P T e o (S Dimidi LinkAaraery [Admsnanrsr) _f
G ::l!_'_i_d‘:_'-c-'l:"Eu'.}_E_' d ekl B I;._sl._.:?:- &
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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 Marme * Last Mame

ST Hap Ly
Emasl

shbbpderra mdy

£ —

UNITS
- Salaci Linit - W - Seipct Hole - -

B Delete
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Select a unit from the dropdown list

Fiest Masme ™ Lkt M ©

o Undais m B R irefeton

il Bz Py L

w Derns Ushvrity
¥ - Collepe of Deniiuiry
¥ School of schitecoumne:
¥ Sohool of Ams snd

Select a role for the user in the unit

Edit User X
First Marme Last Mame *

SIEp e Begsliey
Ermall *

shbo@dermaedu

= = e

UNITS
Callege of Dentstry v
¥ [ [T }
Admirestralor [EECK Accass)
Comemithe Manager B8 Delete
Equal Employment Officor
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Click "Add"

Edit User
First Name *

Stephanie

Ernail *

sbbb@dermo sdu

= B

UNITS

Colleps of Dentistry o

Adrranstratos L

Lasy Mamye °

i gy

B Aesend Invitation

N

8 Delete

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

Edit User

First Mamas™

i-|I|'|;*J'a.':-'

LR TR L

=3 2

UNITS
College of Dersiry

hrnq.w

= Spdect Linit - e - Gt Figle -

Bajridey

LAt Mams

& Rewend invitation
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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 0 Add User

Sot By Marme & Betswne By ALl Linits

USER EMAIL LIPS & BOLE \

Sheptarsr Bipdirs shbagcerre. oy Coliegn of Derdhing: Adminnbraiod ;
Botrtar Bavsen Bkt T neiolia DR D Uramepity |iamaremms
Frirsli Brorwni bk oy Dartrreerst of Ol ard Pasillsfirull Sopony Do il I:f

Delete the role you want to change by clicking the X

Edit User X
Fiest Hame * Last Mame *

Caperih e Wiy

Ereail *

st e o e

£ -

UNITS \

Coleps of Cwariatry Ak biakod
Di=a Ui vt LTy Qe T Ik Adecdeiepd
Salech Uini LT =t | b

O Celeete
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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 »
Flrst Mams ™ Lack® M *

Stepharss Hipsley
Email *

sbibbpdemo edu

UMNITS
Dt Lty Cerrridliv Marager »
Callege ol Denthtny Adrriniitruter ([EEQ Acoens) b4
Seleck Uinit wr Select Aole o
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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.

Assistant Professor of Landscape Architecture
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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

&
L0 BTy
a - Mew Positicn
Positions
haTe irarus Ty O Clani EpHcataT
Anmiirlirsl Prolesios of Landecaps A il 1N ACCEPTING APFLICATIONS Faouty Sep 1,015 A 18, 2018 o B

Ueprar ] Gl farchflecionsd Febany

Lechures, Archlisciumsd MhvSory 15 1504

Faoely  Ape 13 3HNE My 1, T4 o
Hepartment of AchfAsciornl Mebony

hxmocivie Profeur, imfecuitaral S i T¥i1)
Departman of Socimogy

|
|

Faoohty A 11, 2016 My 29, 2018 o I

Frofesso of Chasniniry (107 TR0E)
Demo Univemsty

|
|

Faculty Moy I 2006 My D0, 208 o

Select the unit for the position you are creating

Seipct Lint for Postion /

Bchool of Architecture w

Create Position

Create Mew Position

Crmirta from Existing Passion
— Salect Pasiticn — W

1 you choge thic ootion, the new poshios pou create woll Juncmatic olly ba created under the same uni (soch a5 depariment, school, or cofiege) as e

Bzl ey poradben on el et 8 b s

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
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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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1.2. Describe the position including specific qualifications

Describe the position in as much detail as possible, and list specific qualifications.
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1.3. Provide instructions for applying (required documents, formats,
etc.)

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
@ @ = B =0Q B I x x L &5

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 orfentation, gender identity....

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

S Decuments Aegurd ElGuaRiD DOCLMENTE
Dag sl cheagy thee- ioanarmeeris, i b lis? beelowe in chamge the oosler ey will agspesr . the sypebiamae S meTe S o e I'I:r-p-.r
g e L i e er S CROATRETY TyThER. NN B W
: Cover Letter F Al i reered” v bt et and onter o drtaila
Pl st brtem  Janr! fYes
! Y &g u
i} Confalental Lemes of Recoermeradaton o Esakastion & u
+ Add Requirement

2.1. Click "Add Requirement"

& Documents Requied
Dirag and drop the documents in the list charige the order they will appear in the application requinerments.

Additional Applicant Optlons
[] Applicants may add additional documents

Yol iy pive applcants the abdity 10 include sdoisonal materials with. their appdoation. B you have dooements that you
reommend, but don't nequine as pan of the application, you should sedent thic choine

[] Send a message on application submissian.

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

Imsage

International Financial Statements

List of courses taught

Momination Letter

Mon-confidential Letter af Recommendation or Evaluation
Other Certification

Other Document

Peer evaluations

Personal Statement

Proposal I
Research Statement

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
Cover 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

1 v

Requirement Mote /
Please address letter to Janet Price

[~ = S
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2.5. You have the option to allow applicants to add additional
documents

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

. Cower Letter 4
Please aidress ether to janest Price

1 cV F X

3 Confidential Letter of Recommendation or Evaluation #F =%

+ Add Requ’ _ment

Additional Applicant Options
| Applicants may add additional docurments

Yiou may ghee applicants the ah-:-h,.- b Inclisde acscitions] materials with their applcation. I you have aoourments that you
rescoimamiend, birl den require 45 part of the applicaton, you Shaould select this chosce

Send a message on applcation submission,

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

+ Add Requiresnent
Additional Applicant Options
B Aoplicants rmay add additional documers
Tou may ghe apploarts the by o inclede addiional materials with Sheir applicabion ¥ you Farve diocuments that o
spcorermand, burl don'l redguins il part of e application, you shendd ikt iy chiics

Sendl a message on application submission
Subject ©

Thark You For Agpldng

Body

HE - BEDND B Fxy L &

T Wb Do 1] it Chstadn LRty Pulch S ios et inn,
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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 Criterio
Dirag and drop the oriteda in the list 1o change the order they will appear in the application reveew process
Mote: at least ong criterion m reated in order to rate candidates.
+ Add Criterion
Blind Review

B Evaluators should not see others' camments and ratings

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

Add Evaluation Criterion
Criterion Mame

Research

Committee Manager's Guide to Interfolio's Faculty Search Page 58



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

1 Criterio
Drag and deop the criteria in the st beow 1o change the ander thiy will appear in the application review process
Mobe: at least one criterion must be creabed in order to rate cardidates.

Resganch M

4 Add Criterion

1

Blind Ferview
Evaluators should not see others’ commaents and atings

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

Asaisans Profeasor of 2000 Camury Musl:

3 P
1 v gt APPLZATION FORNE
Brag and drop the docirmsets in tha L1 Eaiow 1o change the ander they wil appesr in the docuars delery W pous matittion hs. s stancard spsdication form,
pachnl will appear when pou oiiok Add Farm, Meed to credic &
i s Firees v e cated Toosgh tha
asknrssiraine dieghbasni
25t Fom . L]
+ Add Farm

B Acpicants Ml cosiskta an Equanl Emploryersn Opgoiunity fanm

EE0- 1 A&thmativa Action Voloetery Sall ldentfication Form W

Miode: EEG mesponses can be viewed by EED offcens and ndministratons but nol by commites membens. EEG
fiarmea miyy be requined by insiketonal orenil sdminsmmons
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5.1. Click "Add Form"

Application Forms

Axmigtpef Prodlawmor of 20th Canbury Music

1 Foems Regaked

PTG PR

Drag and droo the doowmais |n the bst %0 change the ordat they wil spoesr in the dooumen delvery ¥ your ineasion hax o rissdend sprication donm,

Zeioe il ot e ped chi Adkd e Reed o e a
raw foara? Ferms can b crestes thimugh e
adrirnuaben dashissand

Taer Farm - vwvimn ®

B Apekceivs s eomakns en Egasl Emalopment Oepartarity form

EED-1aftrmanve Arinn Volomary Seif Idemilicetion Form. w

‘e EED M eoeih Gl Do woirveidd by EED T Bl = T Dl 1ot by cxaemmieT i vesdeini, EEC)
Vewiven Poiny B Majoisad By ovELLUDEORL 34 uA R GO VERHTANNITE

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 —

[estbom
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5.3. You can click "Preview" to see how applicants will see the form you
have added

Application Forms

Apyiziani Prolesoor of 200 Century Masic

L] »

¥ Fooms Rggained o

B £RaTHE B SH0E iy ol afjriad & 1 DOSuTnT] Slni@ify 11z =t bt Brn m ntsectar appecator i, 8
wll g v w0 Chok Aog Eoom . hekpd in oreets B
e Teren ! Fstrrrs mam b erpaSed Bk b
ot o da s henwd

Py o] dirons 1he docurmeryglf™ the list below

peokon

Twil Vi Fiorew

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.

Committee Manager's Guide to Interfolio's Faculty Search Page 61



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 X

| Applicants must complete an Equal Employment Oppartunity form

Note; EEQ responses can be viewed by EED 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 anWm‘m Opportunity form
|

« — Select Form — J

Test 2
MNew Test EEQ Form
EEC 2018

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 Commitiee

Asszistant Professaor of 20t niury Music

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 x

B Sort By Name W

FIRST MAME LAST MAMEF EAIL

Stepharie Bty sbbbedemo edu + Add
Biothar Bovam bderthar brossmaginterfiolia.com * Add
Frarik Beoaam fobb@dermouedu + Auad
Deborah Largrent dlllgrciernaedy + Add
Fraris Meah neab@dermo edu + Add
Sarnanthony ‘Wharmibier sarmaedemin on o+ Akd
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7.3. Click "Add Manager" to call up a list of available Committee
Managers for your committee

Search Committee
Aggigtan Professor of 20th Century Music /

= R

1 Committes Members

Stephanie Bigeley Evalustor »

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 Carol sctidemo.adu + Add

Sylvia Grangerford emaline@demo.edu + Add
Biertha Groening bg@dema.edu + Add
Deborah Largent dillgdemo.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 Committee

+ AddMember | + Add Manager

5 Committes Members
Sandra Carol Committee Manager x
Stephanie Bigsley Evaluator x
Deborah Largent Evaluator x
Winks Lawndale Evaluated x
Darrin Magnus Evaluates x

+" Save & Continue

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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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

Assistent Professor of 3ith Cemtury Music

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
Admindstrator will receve a message o 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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","I.'E.'-'.Jl'l'.r:l::ll'r » Paaitions » Assistant Professce of Landscaps Anchitectune »
"

Review Position

THIS POSITION I5: & POSITION STATUS: & EDNT POSITION...
Open to new applicants Accepti lications
p pp Eﬂ ng APIJ 1 Doscription & Dates
It opened on Sep 1, 2018, change clear With this status activa:
e e : Required Documents

It will close on Aug 16, 2018 ctunga e & Appiicants can view thig atabus.

“Apply Mow® page is published . wew chage TS S| N PR I AR,
materigss.

@ hizprapply-aipha inserlchio comI72946 » Evalisiors can review spplications to this R -
rhage

& Internal Motos

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").

.'t[lnﬂ_-mnur.iver;iiy r Positions » Lecturer Architectural History »

Review Position

THIS POSITION IS: @ POSITION STATUS: @
I:l nsed to new EPP' icants Pleasze sei an |nitkal staius for your position.
It will open on Mar 23, 2018. change clear Update Status

It s 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

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 *®

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.

i Demo Unlvessity * Positions @ Lectirer, Architectusal History

Review Position

THIS POSITION I5: & POSITION STATUS: @ EDIT POSTTR0_
Closed to new applicants Accepting Applications
i Description & Dates
It will open on Mar 13, 2018, changs  clear 1 Ja
With this stalus active O TPRT e
it s mot scheeduled 1o close. charga clear =  Applcants can view 1Mis Stabus.
» Apolicants can update their spplication 1 Evalustion Sattings

“hpply Mow™ page is not published . changs
mnterials,

lication Fao
= Evalustnes oan review applications o this i AP b

pasition < Search Coammilies

Crange
i Intoinal Motios

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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Demo Univesgity » Posfiens » Lecturer, Archileciural Higtory »

Review Position

THIS POSITION 150 POSITION STATUS: @ EDNT POSITION
Closed to new applicants Accepting Applications
+ Doscriplion & Dales
1% Wil opan on Mar 23, 3078, changs cleal .
I With this stetus active: ¢ Reguined Documenis
1t is not scheduled to close. changs clear s Apgolicanis cam view this staius.
i ' i
“Agiply - page b published . vere | colfe » Applicants com update their application 1 Evaluation Settings
mwaterials. a—
i I by e Tl o o T T » Evaluators can review soplications 1o this + Application Forms
pasitian. i Ssarch Commitbes
range

i Intermal 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.

- i |
Y e N[ ]
. f
Assistant Professor of Landscape Architecture
Demp University: Depariment of Architectural History rrRRne
Leuthre = e it T gl v Prosesa
maRngees, i b 5 )] Aoy 56 20 8 ap 550 Pl Barnen Tieee Than Pt @ e el Teoaly SerT B
E T Tl WRETLT ARSSCETE B T PO TR

D pien P [ e @ o Bl e
Tha Departent of Lirsdacipe Anchilecionr i Tw Colege of inlefoba seeka an rdividud 1o i, Sl B fasii ieflid

recoreTandnss. e of dhame
B Ry 0 e S el S Proe T pera i e, AT e T

el o Aamaisri Profeanor, e poafion wil m
et i eofual S5 T Cepineiny! covrienti of Sriduids SrédreT n edssars P by ﬂ .
BT, [T [ il meld [ SRR ] el § D Ty AT B OO T

= gmiwsng Lrtan srernrTTeT i e eewardeg deirson of rdecsns schincion

Applcalkee rairscions
Aprdcaimne will oniy b scospied Srough imiecicls. An isiericis aooount will scicmslicatiy be

BERle e podl Ptk b b B S ETRETSS el D TREEiE S OGSy [aiesily
TRTE S T | L g St T Do i Badolet B RS FlRg i e

piertronss Forman (e, WS Weont) shook be presd or “printed (o' PO Formet Sefore wpiceding

en! Tecmiionn

Maste o Laretecase Lichiaes re Seores o Bacheisr gl Landssaps Lrehilesios wf® g lee=ins
- 1 a

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

/ -m.- w
MHAME STATUS TYPE DPENS

Agsociate Professor of Onhedontic Dentistry

Coillispe of Dentigary ACCEFTRNG APPLICATHING Fazulty fary 31 2N

Associate Professor of Periodontics

AP AP CATIORNS
Collepe of Dentistry ALCEPTIRG APRICATHNS

Farulty  May 10, 2006

Sort by Date w

APPLICATIONS

L
ﬂ =]
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Select Position Actions, and then choose the Edit Position
option in the drop-down

Dems Uiy aity * Pos

Assistant Pé%éésur of Landscape Architecture

Position Actions

Linit Stafus Bpens Closes Pl Pl
Departme of Architectural History hecepting Applicatioers  change Sen 1, 20158 higg 14 | VW COMITICIEY

Wira positan dednlls

ﬁ.PF’LII:AHTS- [Sal5) View referal sooces

_ - - Touif thS pape
Filtar = Savad Wi
| Al msw applicen

Cloan poaiion

Apploant Mema = Darie Wpdated = Appiicet Sinsos THgs My Owissdl Fatng =

Sasha Brown Jari 6 2008 Hired L B B

| mecosmLETE J

Click "Evaluation Settings" to the right of the page

THES POSITION 15§ POATION STATUS: § ETAT FOSITION

Closed to licant Accepting Applicati
new applicants tepting Applications i Deseription & Dabes

b opeiad on Jan 3. DOIE. cherge e Witk Hhic stotus ortive
Eclosed oo Jun T4, 208 charge | dlest

1 Piuired Docurants

= Apdcdints can yiew i ST
@ ety Mo gt i bl el Fhags » Ayssbiants cin usdale Thes appleation

materiak 4+ ipplication Forms

1 Bualumbon Ssttings

& Euyhiaions can revies applicrions n this

e

3 Search Committes

gy & Inbeenad Matas

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

Committee Manager's Guide to Interfolio's Faculty Search Page 73



ByCommittee - Positions
Associnte Professar of Onthodontic Dentistry
Evaluation Settings

3 Criteria
Dvag ard clro the criteria in the st Bsbow 16 changs the ordes thy will appenr in the spplcation review process
Moe: at least one crillerion must be created in order to rade cindidates.

Teaching
Scholarship
Fesasnch

+ Add Criterion

Blind Review
mmm!mnhdwﬂmﬁ@

Raturn bo Overview
e

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
Thid podition necuiees sppedwil. Ball B not vt been debrmitted e approval by the podited's ceaiter, Once subrmitied Tor approval. the dedigratod Ackmirmtrabs wall
recEvE 3 miiage IS review the poaiticn

Suibenit for Approal
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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
Umnit: Jazz Studies

Questions? Check out our Help Centar,

Gét in Touch

ey i - 1 e [ = gl | F.RET  Intaertes ~ -
i p@interfolio.com | ([BF) 887-8807 nterfodic.con

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

APPROVAL RECFIRED

et o gl by ' B rpr

This position has been ssbmitted for appreval. You may continue 10 male danges and wpdates b this possion

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
D Liniverity

HARKE STATLS
Assnciaie Professorod Orihodosti Dentisiry
College of Dty

Assaciaie Prodessor ol Perodomnics
College of Demistry

Aspodiute Profeises of Mis: s Cosvngeoaithon
pags Shuen \
lan Perloirrasis Welruclor

farr Tticles

Vinlting Maaiviins ProfmiionSimsucion B Ameticin Listabrs
Depariment of Englith Lingage and Leraius

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.

Re-qLiiré-d Dm:ﬁmeﬁtﬁ

e Lefinr
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Fesensch Sigtemen
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B Appleanta iy add addiSnrm] dodumenti

ST A ENERD 1o SOSUTETEL o S (G S 5 ETEE T S ey mil BE PR o7 LR et TR T

FCUFRD [P AR TR

Comizraize rh dogomww meguirmmary for s

o mng ameeg O b o nbiradird Soasveird Pyt
[T T R PR e B R T
[ e T o

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.

4. (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.

5. 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.

Committee Manager's Guide to Interfolio's Faculty Search

Page 82



To navigate to the Administration page:

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

Cena lniversdy 2
T L H
Administration
Vi iy LG
barouncements & Help Bettings for
Profis D Lisdpmraity w
Lot
Ernatonn EE stotuscs
Forri L Repssi Wisssages Temolaten -
Postetinn Blarhus Myl
Witaed B Biossueiches I — y ez,
Fnd Copmagoes
hpplcation Fonme Ploebthody AaTo el Fufbe il Fad CutTe] 301 £F B [0SR0 i h SER 2IGLE B L™ B Ll 10 247 (eI daaieng Toe
N P TR CONTUTILEESE METnErS B0d Bppiioants
Adminiginaton L
Logo = [nabin Papticn Siptun Cragtion Cigsbis Poption $iatys Crpaton
Fraziry Sl weehi Geltng
Foeiffom
Szrmpting Aoshes o F
BT R ON
Regors Arvesryg Aoplicabor &, W
Lisers L Crougs
i *F u
[ ———— T ]
Cases Lvadas Fimnd R F
Femplatem

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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Stat :
atuses:

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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EEY siatuses

Micssages Temokeics
Pasitian Giatus | Actions w |
EED Indorenation
Applicetion Faree Poaition statuses irsdicate B cunrent stabe of & position inthe sesrch process and can be used 1o set permisaions jor
Pearrissions oammitiee members and applicants
Legs (= Enable Pogition S2atus Creation Disable Position Slabus Crealios
Seftings
Arcepiing Apphoations F u
Amsesing Arplcatisna F
''''' ewiang Firalisls ]
Under Final Heves F ]
Appication Stalus

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.

¢ See here for more information on_how to set up applicant notification message
templates.
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EEO Statement:

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

¢ See here for more information on managing EEO statements,
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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.

¢ See here for more information on creating application forms, and EEQ forms.
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Permissions:

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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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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Settings

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

Assistant Professor of Landscape Architecture
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You generally set the open date while creating your position,
but you can also edit the date if necessary

Assaciate Professor of Orthodantic Dentistry
Reweiwi Position

THIS POSITION 1S: @ POSITION STATUS: i@
Closed to new appljcants/ Accepting Applications

It opened on Jan 31, 2016 change  dlear With this status active-

It chased on Jun 24, 2016, change  cleas

= Applicants can view this status

= Applicants can update their application
rraterials

=  Evaluators can review applications to this
position.
change

@ “Apply Mow™ page is published . v=o  change

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

, &= oo
MAME TiE

STATLS, T RS CLOES AP AT
Rssride Prolerny ol DeitoaSiosti: Derdsiry ’ X
Colege o Davemin CEEEEEEE  row wnoe waos ;
Ageraian Prglesio ol Periakanni
Cofbege of Dertrairy Iy  fesy Agoiok ke

Committee Manager's Guide to Interfolio's Faculty Search Page 92



Click the Position Actions button and then select an Edit
Position page

| Wemo Usivarsity 3 Posmians s . .
Assistant Professor of Landscape Architecture
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Click "Change" to make changes to the open and close dates

Aissnane Profesiss of Orthadarie Derting

Feviea Paditom
THIS POSITHCM 15 & POSITION STATLIS: @ ECHT OGS TRON
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PR epling App - Daaciiari S ki
It eegriedd ot Jan 31, 200 charge  clew § .
With this status achive:  Bacired Bioi :
Ncloand or jun 24, B0 duege  dew
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Click "Change" to either publish or unpublish the web page
announcing your position

Reviea Pogiton
THIE POSITION 5: & BOSITION STATUS © ECHT POSITHGN
Closed to new applicantE Accepting Apph:atinns

Duescrigbinn & Dates

it op=ened on: Jan 31, 2006 charge e i
ith phis status acfive 3 Pianquilrad Doncimnia
it chossed on b 24, 2006 charge  chesi
® Aapplicaris can vaew this status

Evaluslicn Setlings

@ “Apply Now” page i published —_ o Applcanes Can update Ther applcation
FrulETale i Applcabtion Foims
» Evahiaton can renew applcaticorn o thin
1 Fparch Gommdtee
pecation
=y irterral Motes

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

Committee Manager's Guide to Interfolio's Faculty Search Page 94



THIS POSITION IS: @ o POSITION STATUS: @
Open to new applicants = Accepting Applications xo,

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 @ 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.congP24389 materials.
= Evaluators can review applications to this
position.

change
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You can preview your announcement and copy the URL

Assistant Professor of Landscape Architecture
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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

hLAME
Assoclaie Prafessor of Orthedaentle Dentistny
College of Dentistry

Associate Prafessar of Perodontics
College of Dentistry

Asgociate Professor of Music and Composition
lazz Studies

Azgirtant Professor of 30th Contury Music
Department of Critical and Comparatine Studies in Musie

STATUS

ACTEPTING AFPLICATIONS

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

Demo Uneesity » FoORDONE >

Assistant Professor of Landscape

iUnit Stalues

Ariwecture
Opens

Department of Architectural History  Accepting Agpiications: [Ghange: Bep 1, 2015

APPLICANTS o s

BMIGHEST DEGREE EARMED: APPLICATION STATUS:
Mot el | Shorthss
Filed
i
Loaghal

TAGE:

0 rfncey wepliahie

Closaes
fug 16, 2018

Syt Views o | | Columne

PROGRESS:

Lraipam el

ELATINGS:
(2 wy Retng

3 Creerall
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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.

Dem Univsisily & Poblions

Assistant Professor of Landscape Architecture o
Ui Simius Opans Clingiei

Daparimaent of Aschiecire! History Accopiing Applcaticns Ehungs Sep 1, N5 Aug 16, 3018

Riwimwing Applications

APPLICANTS (5019

'.l":'.l'!r‘uliEHiﬂl; Finolisis

Position Closed Saved Views W Columns w |
i i
HIGHEST DEGREE EARKEL: APPLICATION STATUS: TAGS: FRBIRESS:
i ded it Sriertiat W ehencdd Bvad drle NEGIMEES
Head

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 X

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
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To change position status from Review Position page:

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

ByCommittee - Positions

HAssociate Professor of Orithodantic Dentistny
Review Posstion

THIS POSITION I5: @

Open to new applicants

It opened an Jan 3, 2016, change dear
it will close on jun 30, 2076, change | chear

@ “Apply Now' page is published . vony  change

POSITION STATLUS: @

Interviewing Finalists

With this status active:

w Applicants Gunnot view ths status

w Applcants cannol update thes application
maresials

» Evaluatorns can applications to this
position

change
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2. Apply an existing status or create a new one

Position Status X

Interviewing Finalists 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.

= £
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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 ¢ ASsSiant Proiessor of Lanoscope Architecture »

Review Position

THIS POSITION 15 © POSITION STATLS: @ ELHT POSITHON
Open to new applicants Accepting Applications
I:I-n-'.n:rlpl.-ur'-a. Dabos
It cpereed on Bep 1, ZOWS. changs .
With thiz siatus active: TR C—

It will close on Aug 18, 2018 crglfs ciea = Applicanty emn vy this sahow
. Mo’ s Dubllel S I chash «  Applieants emn pdsta Thair spakeaton 1 Ewaluafion Settings:

Mgt
o i apply-alnha imterTolo oo I ies o Evmlanmoes &R A BONIERELNE 10 i & Applcation Potind

Peiieacen fearch Commities

=mange
i Intormal Modos
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The URL of your "Apply Now" page will appear on the Review
Position page

Dema Undwersity ¢ Posiions 3 Assistant Professor of Landscape Architectune &

Review Position

THES PCEETICN E5: @ POEITION FTATLES: @ EQIT POSITION

Cpen to new applicants Accepting Applications
Derseriptian & Datos

It operend on Eap 1, Z0ES. changs  chhid s
With thiz ztatus active _ b D
It will close on Aug 18, 2018 changs  chear « Sppileanty ean vaes This ot
. = Apph T Thai L E Ewaluakion Sertd
Apply Now” page is published . vew / PRICANES CBN URAME Thair sppkcation 1 Evaluation Settings
gt ] y "
@ BiTp sl akshe refaka comn TI4E e Evaliators cen review spoiications t this + Applcation Forms
pepiticen, i Search Commiies

=rangr

i Infeiral Mol

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

@ http://apply-testinterfoliocom/24389

Sy
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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

MNAME STATUS

Associate Professor of Orthodontic Dentistry

) ACCEFTING APPLICATIONS
College of Dentistry v ki

Associate Professor of Periodontics a
ACCEFTING APPLICATIONS

College of Dentistry
Associate Professor of Music and Composition

-
|azz Studies
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Click the Positions Actions button and select Edit Position

Ceernis Linkversity » Poshions » I
Assistant Professor of Landscape Architecture Ace
Lt Flatais Opens Closes ExfiE Poatition
Depicrtmment of Aschitectusal History Acteging Applicationg  changs Sep 1, 2015 Aug i, Virw commities
W hrwr position detals
APPLICANTS (ser5) Wiiw nefaimal Sourees
T this page
Fitar == SEvire Wi

Add rew EHpbcand

Claan poaminn
hpplicant Hame = Doie Upsaied 5 ASPATE HiEnas Tags My Overall Anting ¥
Sasha Brown Ann 25 A ] * * * ‘\. _.\_

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 156 POSITION STATUS: © \ T

Closed to new applicants Accepling Applications

i Dl?li-LlIF1H?H"| & Dubisg

N opened on s 3L DA dungs e Wdith Hhs stahus acthive . il s
B closed on Mar 4, DS, cungs claar

o Applicants cam vew e saius
o Aspliniiie ch upelie thid applcason

I Hast BN i Application Feerm

1 E thon Sottl
@ “Apply Mow” page s published ¥ change Ay e

v Ewsluators can review applcationa o tha
PO

Cangs i Internal Hotos

Saarch Corremitlhes

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

Asgociate Professor of Orthodontic Dentistoy

Review Positon
THIS POSITION IS: & POSITIOMN STATUS:
Open to new applicants Accepting Applications

It opened on jan 31, 1016, champe  clear S With this staius ochive:

it will close on jum 24, 2016, charge  dear
. : 9 & Applicants can view this status
@ “Appiy Now™ page is published . view | charge s Applicants can update ther application
rraterials
s Evaluators can neview applications to this
prasitic

charge o

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

available from the navigation bar.

PR / TrafLe

Josocism Profeecs of Driodonic Denteiry

eortany i CEIEED
hingaisns Profeisor of Perkoaioeriis e ——e—r—
b ALTTF PTG APPLICATIONS

n ¥

Fimiaslesy Farg 0 B0d

Saoim by Duire w

BN TN

e i
LS I o ] (=]

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

\:lrw'nl.ln.fcr:.'., s Poaitipns

Assistant Professor of Landscape Architecture

Unit Slatus Optans

Cleies
Despartment of Architectunl Hislony Pasition Closed  change Sep 7, 2008 Aug s, 2008
APPLICANTS (5of%) /
Filer =~ Sivved Wiews o
Applicanl Rarmm * Date Upsated = Agspiicasl Slius Taga by Crewrall Bifling =
Sasha Browm Jan 3% 7018 Hred + i % 1 O
Jane Doe Mev- 19 095 SFnrtims ﬁ _lA.J_ T "A.I' e

Committee Manager's Guide to Interfolio's Faculty Search

Page 108



Click the change button to view a list of available statuses and
choose Close

Deeng Linkeeraity ¥ Positorsy )

% ¥ Positlon Actions
Assistant Professor of Landscape Architecture
Uinit Siatus Dpens Gloses
Depstment of ArchApctursl Misiory  Accepting Applications Enagge Emp. 1, 2018 Aug 16, 2018
Rasiwing Applcations
um (Bof3) Interdewnsg Finaliste
Pasition Cloaed Saved Views v Columns
—
BAketi ol = Doas Undpsed S L T B e R TagH My Ovivall 5ty =
Casha Brown Jdan 75, 2008 Hied % ¥ W 17 o7
Jana oa How 11, 2018 Ehartilst O Or U7 O O

LD

Indicate whether or not an applicant was selected to fill the
position

" CLOSING POSITION FOR
Associate Professor of Orthodontic Dentistry

ETEP I 86 _.CT APPLICANT STEP 1 COMPLETE THE SEARCH
Vel pplicant selected?
@ Yes () Ho
‘Select Applicants
Cearcd) ko The selecind appecaniis] Below, Yo must select al lsast ohe applean o conbnue

==
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If no applicant was selected, you can leave an optional note to
document why no selection was made

CLOSING POSITHON FOR
Associate Professor of Orthodontic Dentistry

STEP I: SELECT APPLM_ANT STEF I: DOWFLETE THE SEARTCH

Wik an apgcant selected?
Yoz ) Ma

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

T CLOSING POSITION FOR
Associate Professor of Orthodentic Dentistry

S

Wi an applicant welected?
@Y O Mo

Select Applicants

Clear

APPLICAKT M EsAlL ADDEESS

Eric Bowrer

ehsamergdoma oy += Add
s, ot e e L2k 2T #= Baled
Mangn Darer rmbisderma edu + Aadd
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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 Orthodaontic Dentistry

STEP §: SELECT APPLICANT STEP & COMPLETE THE SEARCH

WAt n applioan pEbertsd
(= e Mo

Select Applicants

Erc Baaremr b oy ¥ Remoee

L

& Add knother 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:
Assoclate Professor of Orthodontic Dentistry

STEP 1: SELECT APPLICANT STEP 1: COMPLETE THE SEARCH

Pasition Status

|1'.[Erl-:-|'.“u‘-l|rhﬂ?irlﬂ|!‘.l!-

1 Sending Invitalions for Campus Visits
| Accentng Applications

Reviewing Applcabons

|r-lE'r'.'IE"-.'.'II'Il;| Finailsis

Position Closed

Add Cusforn Status

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

f GLGSING POSITION FOR
Associate Professor of Orthodontic Dentistry

STEP 1 SELECT APFLECANT STEP I CONSPLETE THE SEARCH

Peddtian Sratud

R Cistnm ':ILIFJ/

Hire Made

» Applcants cannot view thes seatul
= Applcants cannot update thedr spplication material

Messape
Send & meteags to ol applewris with this changs

V-
O3
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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

POSITHON STATLUS *

Posiiion Closed

[0 Applicants can view this status when it is active.

[ ] Applicants can update their application materials while this status |s
active,

Evaluators can review applications while this status (s 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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Flikiige
B Serd s mevuige to sl spplicants with this charge

Subject*

[k
=
B

=0 b I == L ==

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

Dema University  Change Role 3

Statuses

MAME

Accenting Applicalels
Assaciate Prafessar ol Perodontics pHNgG AR B
Collage of Dentistry

& View archived Positions
Associate Professor of Music and Composition

jazz Siudies
Assistant Professor of 20th Century Music ACCEPTING ASELICATIONS
Departmant 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

Tret graph amtfas the Bop weebabe 1Has srnt s 1o 1hee Lindeng page tor Tt pohon. hose Hhal o mumbe of

e will bt Lty 5 Ut rurebet o GEEbEaat Ty poadlah e e Pediit wil vicw e Beitty thad Wil
appey lor 5 positon

[ 1wl

B Cei=mernri e me WM O
W g DD s Lo
i s ST
il ey L o
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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

Filter v

NAME » STATUS

Associate Professor of Orthodontic Den...  {ID:1537) SENDING INVITATIONS Eo
College of Dentistry
Associate Professor of Periodontics  (ID: 1659) ACCEPTING APPLICATIOL
College of Dentistry
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Click the Position Actions button and then click View referral
sources

. : ai SIETTY
Assistant Professor of Landscape Architecture , ' |
Vst : ; I Edf Position
Department of Archiectursl History  Accepting Applications  change Sep 1, 2018 dug 16,5 Yiew commines

Vigw pasition SMakE
APPLICANTS (zo'5) | View referal sources |
/ Toud this page
Filter = Saved Wiew
[ i . . Ausd reew mpplicas
oz poaltion
dpplicar Mama = Cgie Upclalnd S Appdemam Shylun 4 My (wmrgli Apting

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

®idirect)
@bakennstitulevet c..
® higheredobs.com
®jobs sciencecarears

®upstate-nyhercjobs.. 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)

# bakerinstitutewatc.
# higherdiobs com

B ODS SCIOREOCATRONS. .
#upstale-nmy hercjobs...

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

Sertings for: | Bearch or select a unit / I

Admndirater
Departrent of Oral and Masdllofasial Surgery
Simtuses - T
Messages Templates
EED Informmation Position Status
Applicaton Forms
Pesiticn statuses indicate the current state of a position in the search prod
Permissaons
comimittes mermbers snd applicants,
Loga

(3 Enable Position Status Creation () Disable Position Status Creatio

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

Administration
Setmngs o : College of Derstry w
Statuses
Maiiages Temalabe
EECy infnperoraon S ok Bk
Applicaton Fomms
o Powtion sistusey indexle the curment sheie ol & postion in the ssarch pmcss and cas e e 50t permnamo Sor
i comi et el ard spplanrt
Lugn
") Erabvbe Prodioe States Creation (31 Disible Praition Suis Ceation
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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 RSN Sthite
Application Formis
Changes to posstion statuses have been locked by unat Deme University
Pemmitiions
Logo
Aroapling ADDCalans
% 7

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 \

Position Status AEtBamE W

Paositicn statuses indicate the curment state of a pasition in the search process and can be used 1o s=t permissions far
committes members and applcants,

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

5. Select "Add new status"

Statuses

s st

i menw Slatus
Pasition statuses indicate the current state of a pasition in the search proscess and can |

Send statuses to lower units
committes members and applicants.
() Enable Position Status Creaticn () Disable Posrtion Status Crestion
% o
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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 i active

Applicants can view this status when it is active.

« Save

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

“Demio University™?

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

S— \ =
A reengr Status

Position statuses indicate the cument state of a position in the search process and can |
Send statuses {o lower units

committes members and applicants.

(=) Enabile Position Status Creation () Disable 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. Ane you sure you want to send this set of statuses

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

- J

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.

Committee Manager's Guide to Interfolio's Faculty Search Page 128



Statuses

Position Status

Pesition s1atuses indecate the curment state of oA if the search process and ean be used to set pesmissions fare

committes members and applicants.

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

Aocapting Applicalons F x

To edit existing position statuses:

1. Click the edit pencil next to the status

Statuses
postion s

Position statuses indicate the cument stabe of a position in the scarch peooess and can be used to set pemissions for

fermrmities mambers and spplicars,

(& Erable Postion Status Creation () Disaible Position Status Creation

Aoooping Appucatsons & o
Rovicwing Appications & u
riarvirasrg Finalist &,
Posilion Coseg s
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2. Make your edits and click "Save"

Edit Status

Acvepting 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.

= 3
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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

hLAME
Assoclaie Prafessor of Orthedaentle Dentistny
College of Dentistry

Associate Prafessar of Perodontics
College of Dentistry

Asgociate Professor of Music and Composition
lazz Studies

Azgirtant Professor of 30th Contury Music
Department of Critical and Comparatine Studies in Musie

STATUS

ACTEPTING AFPLICATIONS

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

Demo Uneesity » FoORDONE >

Assistant Professor of Landscape

iUnit Stalues

Ariwecture
Opens

Department of Architectural History  Accepting Agpiications: [Ghange: Bep 1, 2015

APPLICANTS o s

BMIGHEST DEGREE EARMED: APPLICATION STATUS:
Mot el | Shorthss
Filed
i
Loaghal

TAGE:

0 rfncey wepliahie

Closaes
fug 16, 2018

Syt Views o | | Columne

PROGRESS:

Lraipam el

ELATINGS:
(2 wy Retng

3 Creerall
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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.

Dem Univsisily & Poblions

Assistant Professor of Landscape Architecture o
Ui Simius Opans Clingiei

Daparimaent of Aschiecire! History Accopiing Applcaticns Ehungs Sep 1, N5 Aug 16, 3018

Riwimwing Applications

APPLICANTS (5019

'.l":'.l'!r‘uliEHiﬂl; Finolisis

Position Closed Saved Views W Columns w |
i i
HIGHEST DEGREE EARKEL: APPLICATION STATUS: TAGS: FRBIRESS:
i ded it Sriertiat W ehencdd Bvad drle NEGIMEES
Head

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 X

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
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To change position status from Review Position page:

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

ByCommittee - Positions

HAssociate Professor of Orithodantic Dentistny
Review Posstion

THIS POSITION I5: @

Open to new applicants

It opened an Jan 3, 2016, change dear
it will close on jun 30, 2076, change | chear

@ “Apply Now' page is published . vony  change

POSITION STATLUS: @

Interviewing Finalists

With this status active:

w Applicants Gunnot view ths status

w Applcants cannol update thes application
maresials

» Evaluatorns can applications to this
position

change
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2. Apply an existing status or create a new one

Position Status X

Interviewing Finalists 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.

= £
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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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temo Lreversiy o
Administration
Eetiings for
Ceerng: Uniwmracty L
———
reshages Templates
B i Slalin. fcfigng W
EED infoermmartion
Agpiceiion Forms Piri Thiee AT ORS00 Curf T | NIBCE 7 B EeCTio (7 [Tel EAPSn [roets i CaN D L 1 b peveineng T
Permissors ExN T el e ] B Canti
Lesga (=) Enabis Poailicn $hafys Creglticn () Daabls Poafios S1stys Dieedion
Seingn
ACUEPING APIFTADTE '
RPwaewisg A r e F
[ LS T I F ]
Urabir! Fredf v & X

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

Application Sialus dirthone W

Appficaion sriuses indoate where an Indivadusl apclicatios i in the "eview orocess and can De wred 1o sl
PETTIISIONS Tod BODdcanis.

) E=eadde Appfication Shites Creation [ Diaabiy Aoplcation Sratus Oimiticn

Farr; oo
—_— P
Fhorii! F u

R & K
e Borading & W
B & H
kreyrbaes tor el o ke & u
Rl aban e C- Do Miogteg i' 3

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 1o application statuses have been locked by unit Demo University

Inveation 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.

Application Status Actions W
Appiication statuses incicate whene an indrvidual appbcation is in the review prooess and can o set permissions for
applicanits.

() Enable Application Status Creation () Dizable Applization Status Creatisn

Imveation for INervew F R

Longlist F X
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5. Select "Add new status"

Appication Stats \ i |

Acc new stalus

Application statuses indicate whene an individual application is in the review process ar
Send staluses (o 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

Applicants can view this status when it is active,

Applcarts 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 1o provide this status for the 6 units below the unit
‘Colkege 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
Acd new status
Application statuses indscate wiene an individual application is in the review 5 AF

. Send statuses to lowes units
applicants.

() Enable Application Status Creation  (5) 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 the 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 sdd
Applcaticn statuses indicate whene an indyvidual appication is in the review process and can hmehm
far applicanss.
s s
& X
+ %
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Edit the status and click to "Save"

Edit Status X

Inteniew
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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

HAME

Associste Professar of Orthodantic Dentistry

Coliepe of Dentistry AOCEPTING APELICATIONS

Associste Professar of Periodostics

Cofiege of Densistry ACCEPTING APPLICATIONS

Associate Professor of Music and Compesition
Jazz Studies

APPROWAL RECURED

Sort by Date w

TYPE OPENS CLOSES APPLICATIONS

Faculty  Jan 31,2016 jun 24, 2006 o =
Facully — May10,2016  Mov b 2016 & =

faculty  Jun 5. 2018 [ o]
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Select one or more applications

v

APPLICANT MAME = DATE UPDATED ¥ TAC

Joshua Snow Oct 25,2016 r
L

James Grimm

Ph.D. = Doctor of Philosophy, Demo Apr 28, 2016 £

University

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

\-i‘~"t-w5 W Columns

Read Email Status~ Tag ~ i

TAGS MY OVERALL RATING =

 RESPONSE DUE 6/1 || wrowns becree % N A AN

Select the appropriate status to apply to the selected
applications

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

Read Emall Status~ Tag -

b=
Longlist

Interview

MSEDUE 611 ]| WROMNG DEGREE Offer Panding
Shortlist
Hired
aien | x | [ responseoue |[ savora | 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

Plrisa esrfern pim b b e B it o B obntted ot alie
17 e

W T e ackwe

v hpps ) LT RS B

" Enphe i SR LT T AT sl

B3 s meeniage s wrlacmed sopleiem mrit i change
Tyt

AR = EEO N Iss L

P e e 1

! g
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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

e / DATE OF INITIAL SUBMESSION & DWTE UPDATED & HIGHEST [

|oshua Snow 5 20

: < Mar 18 16 at
MM, - Magter of Music, Hatt Mar 15, 7016 at 12-00 AM May 2015
Liniversity GAELAN

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

D Lingvedrgety 3 Bogiliend o AscEtpal Professer af Larodsegess Srohildeoyne o
Sasha Brown \ - o

Edueatian Infarmytios Slubis Taga
Hirgd! changa
&
By
Lorgiet R —— e
w  Documents Gl ® | O addFile ”ﬂ Read

St
Iy

Titda [pending) == Pl ressl vl bt

C ,-” - Offer Pending weeleey nol yol mooreod I
Hirgd

£ Bemovee Shafus
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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

MAME

STATUS TYPE OPENS
:1;;:: P;:-!:s:: e Faculty  jan 31,2008
::;2:0:1 Eﬁﬁ e ACCEPTING APPLICATIONS Faculty May 10, 2016
rii:;:n;;ra!md Mussie ard Compesition ooy Sy

Sort by Date w

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

|oshua Snow i

c Mar 15, 16 at
MM, - Masier of Muskc , Hedt Mar 15, 2016 5t 1200 AM Msy 2015
rdverstry 12.00 AM
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Add document files (pdf, .doc, etc):

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

femo Unversity 3 Positions » Assistant Professor of Landscape Architectre = -
hctions
Sasha Brown
Education information Status Tegs
Hied change

N\

v  Documents M[Eﬁﬂdru':”i'ﬂuﬂl

¥

Thiw (pending) - Panchng rof it ecaned )

[+

You can drag & drop or browse to upload document files

Add Document X

Upload Video Webpage

Y+ 3¢

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 M
Title *

|. Smow Cower Letter

Type

Cover Letter bl

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

Committee Manager's Guide to Interfolio's Faculty Search

Page 150



Click "Add" to upload the document

Add Document x

Upload Video Webpage

I Cover_Letter Success M
Title *

|- Snow Cover Letter

Type

Cower Letter o

What requirement does this file satisfy?

Cover Letter w

o J

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 Documart "‘

b
Pirs 1 s o] el B | e W] o caimd] Wr s b M i el
Fpty et T S Pt e LA, s i e
Thilm
L

o

gty i

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

What requirement doet this file H.1'q.ﬂr?

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

v  Documants CEENEDD © AddFle & Read |

Caver Letter C4 ar g
i o / cmee B &

Video Test M

Video Aprza.zonr @
o SR
oy Celas e [ A

Evaluators can view the video in the materials reader

Bing Boland

w  APPLICATION
Coanr Lasine
‘i Tasl
oy

Lfter ol Rec IEdwirds]

Retemmendalion from Antecea Sona

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 Decurnent X
g
Vo TEA kR B W0 L O Eea T T AT
ey Cur e bm, G ek il opee = 0w Ll
Tila *
=
iy =
Bhmporigaeesss
18 ST 1 R |
el e e Ao B Fle ey
L

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

What requirement doet this file H.1'nﬂr?

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
Coweer Laftir

Video Test W
Video

v

CV,
Letter of Rec [Edgifinds)
Confidertial r of Recommendation or 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

= G Comements

Vides Test JR—
—
—

Labliar o Rec [Echmandlsl

Tl Whash Link

RAecommendation from Senecoa Shong
Mote: Ckcking the ink above will open the webpage ina rew browser tah

This ks a description of the wetnage. ..

Click the Actions button and then Mark application as complete
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Benip Lintesraity 3 Potiome 3 Ascietamt Profeseor of Landscans ArchiBecture 5

Sasha Brown iz,
Edueation bnfermation Samiug, Tegs Share application
Hired crarge Emall soplcant
\ Deweninad Documants
Mark application complats
v Bocuments G ruquertcommndoson |
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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

e ER 7
| B W acr] by Clakg &
[ e el
A STATLS TEPE PENS CLOMSES APFPLCATICNS
|
[ [T ey R e

AeideTad bl ProctiaLsr o DFhaadint ) ety TR ] AL P - o IR, # -
CzErge o Dewrimery
u I v . iy -
ez st Prodemer of Perivduniies e ] Facusy  May 0 05 Mewl D66 h
| pelogen of Deerizry —
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Click the Actions button and then "Add a new applicant”

Assistant Professor of Landscape Architecture

- Fdn Postion

Departmont of Archifectursl Hisbany M:mrﬂﬁml:um change Sap 1, 2015 Aug Th, View commitiee
Wiew pasition dejaity

APPLICANTS {Sial 5 View referral scorces

—  Tour this page
| Savid Wigw

Filter =
| ; At rew Bpplican

Cloae pogition

Azphcar Mema - Oule Liodated £ Afchcer] SEalua TG Ly Drviendl Hading -

mrto Hrenim

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

Add New Application x

Add infarrnation for the: rew application you're adding to this position

Applicant First Name Applicant Last Mame *
Franklin Minice
Email *

minCrSoemo.sdu

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

APPUCANT NAME = / DATE OF INITIALSLBMISSION & DATE UPDATED &

Jun 30, 2016 at

F z i 30, 2016 at12:00 AM
Franklin Minicz Jun A1Z0 ke e

Jun 30, 2046 at
Bing Boland Jur 30, 20%6 at 12:00 AM

12:00 AM

Applicants will receive a standard email after being added

Marpamnl Davis added wou as an appdcant for
Tenuere-Track Associnte Professor in Creathee

VWiriting Fall 3020,

[T Trem MOdoiraar,

il et | reveresy wees LaterSdie's BeCommitier platierm )
il i, o vl T B Bl et hen Bt 1 o
S b b 1 ey e Sinan ety S — s el rea pey 8rg kel

arpronmatng tees for thin ppoieasian

T1) P e e e e e g i b e D e

@ 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

Joshua Snow & 3

- cle Mar 13 16 at
MM, - Master of Miskc, Hatt Miar 15, 7016 at 12:00 AM ; May 2015
Linrversity A

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

Bérma Uniwemsity > Posfions > Adsistand Prafessor of Landscage AchHechors > Actl
Qg
*Sasha Brown
Education information Status Tage
Hieed chamge

\

w  Documents M| fidd File | B Aead

Title (pending) & Pemding rot yet receheed
) g . i &
W  [Ratings
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Add document files (pdf, .doc, etc):

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

Tags: | DRAFT || RESFON WRONG DEGS

w  Documents AddFile & Read
Cowver Letter |- ~F e SR
Cover Letter Octzs 206 @

You can drag & drop or browse to upload document files

Add Document X

Upload Video Webpage

¥+ 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 M

Title *

|. Smow Cowver Letter

Type

Cover Letter w

‘What requiremment does this file satisfy?

Cover Letter L

T =3

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

|. Snow Cover Letber

Type

Cowver Letter W

What requirement does this file satisfy?

Cover Letter w
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Click "Add" to upload the document

Add Document X

Upload Video Webpage

I Cowver_Letter Sucress M

Title *

|. Snow Cover Letter

Type

Cover Letter o
What requirement does this file sati

Cowver Letter w

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 Documarnt ~

b
Pirs 1 i o] el Bm | e W o caimd] Wr s M 1 M i el
oy et s e =i L o B e Bl
Thilm
L

o

gty i

[ P

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

w  Documents

CEZEND © AddFile & Read |

Caver Letter | T ey
Caver Letter / wizs pmid @ A

Video Test

Wideo [
v

.

Evaluators can view the video in the materials reader

Bing Boland

w  APPLICATION
Canser Latine

‘i Tasl

(=}

Lt tser of Rec [Edwirdsl
Tasl Wab Link

Ferommendabon frorm Anbecea Shona

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 Docurnent *

g

Vol TR Wil PE 0 gL s Dl ) RRTET WTR §

ey Cur e bm, G ek il opee = 0w Ll
Tilila
-
Ly =
-
e g
T § -AreTero o e SEnnage

el epcp e Ao e Fle ey

o

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

What requirernent does this file satichy?

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

(a)

CV.
Letter of Rec (Edgifnds) [
Confidential r of Recomrmendation or 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

@ Comemenls

W APPLICATION

Cover Lalttad

Viden Tost —
Lettiar of Rwc [Echwardil

Tl Whishs Links

Recommendation frem Resecca Shong

Mote: Chcking the ink above will open the webpage ina new browser tab

This ks a description of the sebpage. .

Mark the application as complete

Click the "Actions", and select "Mark Application Complete."
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Do Ulnlspeiity o lri"!li‘:l.‘ﬂl: ¥ Agsiptant Profeisor of Landscepss Archilacise » A
CHOMS
Sasha Brown -

el ' ; Shan mppicaton
Hiked change Ernail applican
Bownioad Bocumers

Methrk BplCaron comiace

v Decuments m Request recommendation 'd|
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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 Rote 3

NAME / STATUS
Associnte Professor of Orthodontic Den... (1D 1537) ACCEPTING APPLICATIONS
College of Dentistry

Associate Professor of Perlodontics  (10: 165%)
. College of Dentistry

ACCEPTING APPLICATIONS
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Select the applicant

APPLICANT MAME = DATE UPDATED = TAGS

Bing Boland Oct 25, 2014 T
SHORTLIST B

Jarmwes Grirmim
Ph.D. - Doctor of Philosophy, Demo

Apr 28, 2016 i'.'mua:s:-_: # || RESPC
Urniversity

Click the Actions button and then select Request
recommendation

Demo Universty + Posiions » Asmstam Frofessor of Lancscape Archilechee

Sasha Brow - o
i

Education information St Tags Shate mpplicatian
Hired change Ernall speicant
Downioed Documents
; Mak application camplate
s e ROGUOE recommandatian 99 |
Tithe {pending)
C 1 B
W 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

Lise i raamige to requeat conbdendal mosmemendations o behal of the applcant om one e mose recommences, Your msjuet o inclee s peronal mesiage and materals roskd in
Thesi i, Mot than you G CIEals e FresSae 10 FEOUEsT FECommenadations fram muliple recomimendes.

Retormimeader Fral Hame Recosimerder Last Marme Recivsivrerader Emal

B Al Anothies Rectenmerdes

Cracline &
: Halg with Messaging
iE = GE O BTN L oz a

 yom e regling recormresndations fram man
thar crs recormmensier, and! you want the mesoege o
nchie 3 prronl saltation. use the varabes beiow
o aumarnateally §1 b vhe Frstand ket mame ol sadh
ieTirmmerdEr nedsving The Mekage.
Recomerander Firet M s %K _Firash

d Recormmurder Lk Karme s S06_Laith

o I

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 mc
materials to ald in their review. Mote that you can create one message to request recommendations fro

Recomamender First Mame Recommender Last Mame

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

letter writer

Message
Help with Messaging

m B = EE B I = L =
If you are requesting recommendations

Diar S6LW_Firsl®s %LW_Lastis, frorn more than one recommender, and

We would like to request a letter on behelf of Bing Boland who ls an applicant for the position of You want the message to include a
personal salutation, use the variables
below to automatigally fill in the first and
last narne of each mender receiving

the message.

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

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

Requested Recommendations \

Recommendation from B Alke o~ -
Accepted Jan 7, 2017
Confidential Letter of Recormmendation or Evaluation = ped ﬂ

Resend Requesl
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

STATUS

MNAME

Associste Professor of Orthodontic Dentistry
Collepe of Dentistry

ACCEFTING APPLICATIONS
Assaciste Prolessor of Periodontics ACCEPTING APPLICATION
Collepe of Dentistry LS S S

Associste Professor of Music and Composition
Jazz Studies

APPROMAL RECURED

TYIPE OPENS

Faoulty  Jan 30,2006

Faculty May 10, 2016

Faculty  Jun 52006

Sor by Date w
CLOSES APPLICATIONS
Jun 24, 2016 e =
Neve 2006 (D =]
Lo e
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Click the applicant's name to open the Applicant Profile page

MM - MASTER OF MUISIC rlm

UPCATED = HIGHEST

Joshua Snow

- ot Mar 15 2006 at
MM, - Magter of Music , Hatt Miar 15, 2016 at 17-00 AM : May 2015
Linrversity AR

Click the Actions button and then select Mark application as
complete

[ 1 iy

Ll r Popiticne > Adsietant Prodeesdr of Lendetsde ArchBpotumne )
Sasha Brown - :

Share aggoiicaton

Eduzs1ion [ ormatin Staiug Tags
Ermail applicant

[T Hirpd changs
\ [ermrdund Docurnens

Mark apglication complein

w  Decuments m Reguest recommendation 34
Tt pancing) 4 Pending not yelwcshed I
»w  Ratings

The application will then be marked "Complete" on the profile
page of the applicant

N\

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

NAME STATUS
A fale Prof f I Lif a |

SSOCHlE Tolessor o Orthedontic Dent : i e
Collage of Dentistry

Associate Protessor of Periodontics

College of Dentistry ACTEPTING APPLICATIONS
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Select the application(s) to archive

v

APPLICANT MAME = DATE UPDATED = TAGS

James Grimm
Ph.D. - Dactor of Philesophy, Deme

University

Apr 28, 2016 EVALLIATED

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 (303 Add m TP | T—

HIGHEST DEGREE EARMELD: APPLICATION STATLAS: PROGRESS:
Firz cherey marilable Legkar e 5715 el e

RATINGS:
(& MyRating () Overll

VT LT ©T 10 Tr NoRating

ARCHIVED:
v O Ho

Select one or more names in the list to unarchive

TSR] s+~ ] Cox i Read Emal Sums- Tag- i
] MME - DATEUPDATED = TALS MY OVERALL RATING =
W Gt 15, 2N46 :.HI SRl DUE &1 WRDMG DEGAEL * * * * *

Eric Beamer ; :
[ =3 Apr 18, 2016 | wremmmwsas | = L & & & S

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

e due | My Ft.'!f.mg.i

e due &1 i A 5 "
7 1 ¥r 1 77 NoRating /
el

Read Email Status ~ Tag ~

Doramiload
MY OVERALL RATING
Unarchive

ueun || weonG oEcReE LB & & & 4

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

Committee Manager's Guide to Interfolio's Faculty Search Page 179



APPLICANT NAME 2

0 Jonas !unes

25 W

DATE UPDATED

Jul 24,2016

Wone [
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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

Associnte Professor of Orthedantic Dentistry
TERRIEWANG FINALIST!
College ol Dentistry INTERIEWANG FINALISTS

MAssociate Professor of Periodontics
College of Dentistry

ACCEFTING APPLICATIONG

Associnte Professor of Music and Composition
fare Shudes
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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
Joshua Snow
¥ Mag 15, 2016 at
gy of Music, Hatt Mar 15, 2016 at 12:00 AM
Univessity 1200 AM

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

all selected applicants

Demo Unhessity 3 Posftions 5

Assistant Professor of Landscape Architecture

Linit Status Opens

Departmert ol Anchibectural History Accepting Applications change Sap 1, A015
APPLICANTS 50f5
Filter 5= J
B
] Applicast Mame = Dt Upedlalsd = Aapbesara SLatua Tixja

Sasha Brown Jan 3%, 2018 Hired

Closss
Aug 16, 2018

Calumns =~ |

\ Saved Views

Read Emall Stehem = Teg - i

hely Cevitall Hading =

o W W oA 1
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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 Bearnes Jarmes Gramm

Frankdin Mimez

Subject *

Message

et}
m m ‘ll:‘..“h: .. !
o

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

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

HIMAME = DWATE OF INITIAL SUBMISSIDN 2

5 ATE UPDATED &
B, Han - Mar 15, 2056 at
g Mar 15, 2016 at 1300 AM
8 1200 AM

DOFFER PENDING
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2. Click on the Actions button and select Email applicant

L= L STAny 5 Pasfions » Assiziant PFrofessor of Lendscape Archisctune d
Sasha Brown m

Edusation Infermation Status Tagt Shane apobcation
Hired change Ermall mppiesmt
Dol ] (DO e s
Mark appication compietn
wE Tenmney m Hequest recommendation
lll-l'. el Perding notyot ecmnnd [

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 Lndveraly
Administration
Ewttings f'or
Ceerng: Uniwersdty ¥l
EY - < otscs
BAELSRGES TEMElELES
P Slaluan. | Achiong w |
EEQ infoemartion
Appiceon Forms Tiork Trcen N RCUSES NEIHE A% T LU e BIEOE ol B Priecd (7 1T Mah [rooess g Caf D uteed 18 ) pevesianeeng Tor
Fermissors ST TelrEe'd & ShshCanti
Lasga (E) Enabds Poailion Shatus Cragtion Diasbis Poaifion Sialys Dieefon
NN
MO AR FA
PRSIy e e F ]
Eterviraesg T aiinta Fa
Lirabet Forsd Eoview o
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3. Click "Add" to create a new message template

""'-*.:":'I: Lesvarsity »

Administration

ST for /

Dermo Linieersity e

Statuses Templates

Mg Ternolstes >
e o> S o

EEQ Ind prmnasticn

Aapicaton Form Creiorrize Meta gy 10-tend 1o apedicanty wien fa satus of & pogition of RppScatEn charges. Templaces. can be
Panrmissiend used a1 this and amy unil Below, ¥ou will hiee the epponunty 10.&8t and confiim messages belone sending them
Logo Search by pebfect or unft neme
LR
] Cried & At
(L i T g Umheematy Fy X
srnTLaon fof insesview Beparement of Garmtrie bursing a, M

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

Babby Darda | dandog@demaosdy |

Subject

Thaniks tar Applying |

Message *
@ B TF K|z = = 5 €1 reert placohoider

Winin walr @7 nipviins i R R Geal Tezat ey, wep T wied B el dant SRR PAGD I Bait Mece abdut [INgNa0Y HMame)
Spociically, you meght wan io chack ..

Wiy il sy 10 B @ agh woiyme of Sopl it R0 aBch Of Gur DDETTGR. 55 wir iy Seot e Bl 10 feBsh Sul 19 you unkiel Fou 800 BN
won! mphch for tho rofn. Mowower, woe 208 oomemetind o loeoping wou inlormod aboun ooy condedacy as ofien oo possible, and not fying
¥ou o3 BOOR B wil v madi & hing deciion

Sercnoy,

(instinution Nama) Facsty Hring Toam

Eofy B |

B B3
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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

o

d

Assistant Professor of Landscape Architecture ooty
] Satish Cpe Consid
Cepammesnl OF ASTinnednan HiRory BDIERUS] APPRCENETE  Creing Bep 1, 115 Saup 15, 2018

APPLICANTS =o'

_

(] Roplicenk Narss = “wiy Lcsmisd & AsphEns tn T My Dawrall Suting &
B Saxsha Browm I 5 20EE Hirga e
E Jare L||_-¢. Mo 11, 200 5 Sheethgd @0 9™ 0 e R G A

- Kiigten Hivera Aisa i SHSE L e B

Committee Manager's Guide to Interfolio's Faculty Search

Page 190



2. Click to change the status of the position

i D Linivegrminy > Poditicnds )

Assistant Professor of Landscape Architecture e

UniE LT \ Dpens Clagig

Deparimesi of ArchiBeciunal Higtory Accapiing Applications .I':!'IEI'E Sep 1, 2015 Aug 1E, 2018

Rarvidwing Applcations

APPLICANTS (505

Infursimsving Finallsis

Proition Closed

. Savedd Wiews | | Coiumns
i oy | |
Read Emall Ststus - Teg - i
B appicast hame = Dte Upciated Applicant Sistus Tgn My Ovicsll Rating &
m  Sasha Brown Jar 75 2016 Herged + W & 1 iy
g Jane Doe Moy 11, 2018 Sharflist Srirddnfn
S . . 1 =

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

Change Status x

Please confinm 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 matenals.
= Euaw—lppﬁurhm!mhhpmhinn.

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

Change Status X

Please canfirm you wish 1o change the status of this postion 1o Reviewing Applications.
WITH THIS STATUS ACTIVE:

= Applicants cannet view this status.

= Applicants cannet update thei application matenals,

= Evaluatons can review applications o ths

B Send a message to all applican this change

Select a message template

e Termplate v
From Mame Reply to emal address *
I Beverdy Brown | blothar brown@nterfolio.com

5. Select the template from the list

Change Status x

#ease confinm yow wish 1o change the status of this position 1o Reviewing Applications.
WITH THIS STATUIS ACTIVE:

= Applicants cannot view this status.

= Applicants cannot update their applicabion matenals.

= EvElusters CAn review pplcatiend b 1hE pasilion

B Send & mestage to ol applicants with this charge
Select b rrissage temglate

i

« Mo Template
Tasting J
Inwitathon for bnberdew
Paoshion Filled
Inarviawing Fraasts |

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

1
| Thanks for Applying w |

From Mame * Reply to emall address

| Bodiby Dardo dancodemoasdi |

Subject *

| Thanls for Applying |

Body”

WM E e r E 2= = m B2 01| s plaseioiie - »

Wit raadly DRI 0 Tk yive 150 T TR I DONeO || TEsiTtasn MEmE) i ol Saene SoaeTh. Wi know Toes 00 o kot of
G ZRNGNS Mining out Seny, and recognizo e ofiont € ook i appy tor a rele al {instfuson Hama)

Wihila wa 2na revss T £ Guabbealons, wa el you iD WSS Dur CIE Page to laam more abost [Iretiuton Mamal

o) oo S

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

Change Status o

O

interfolio

Wi really sppreciate that you took the time o consider (Institution
Mame) in your career gsearch. We know there are a lot of organizations
hiring out there, and recognize the effort it took to &pply for a role at
(Institution Nams) .

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

Weare Iul;k}' 1o S8t a hi.gh volume |:|f:|p'|:l|i|;1|:|||;$ fior e
openings, &0 we may not be able to reach out to you unl ol ATE A
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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

Cerme: Unteprpity & Pogh o

Assistant Professor of Landscape Architecture

Lin® Stotue Cipene
Department of Archbectumsl Histony Accepting Applcations  change Hep 1,201

APPLICANTS ol

/—il‘h'nl - Cale Wpdalid W Apckoi® Fataa

m Sasha Brown Jan 75, 2018 #hrpd

CEID

Jana Do Wew 11, 2015 Epgarii

C5TD

m Kriston Rivern base 1, 2018 il inFwiarm
AT———

Closes
Bog 16, J0TH

[E=ai 1= H
Shorilist
L& &

IFEPraiiw
O fer Perading
Hired
bl o vl W

3 P Sietes

.....

8 A gl
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2. Select the new application status

% :
Cemo University 5 PogHiors 3

Assistant Professor of Landscape Architecture

Lin® Siatus Cipens Closes
Department of Architectursl Histony Arcepting Applcations  changs Sep 1, 2% R 16 0

APPLICANTS naim

l Fliter 3= I Spred Views Columing =

Apsicant Mame Daf Udalinl = Rpckoird Mataa TaGa How il Ratirg
Longlx
Ehoril st
m Sasha Brown Jan 75, 2018 s | &
=D —
Crifeer Pesading
Hird
Jana Doa W 11, 205 LRt [ ol ol

m & Remave Sets

Kriston Fisora disr ', M8 it * ;
2 _H__ ATPTTp— s s et - _r‘='_"|".:|'"=‘_‘.".’_‘r

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

Change Status

Please confirm you wish 1o change the status of the sslected applcations to Inberview,
With this status active:

s Applicants cannot vipw this status
. th their application materials

| Send message o selected applicants with this change.

=3
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4. Select the message template from the drop down list as shown
below:

Change Status x

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

Mo Termplate w

Firirrs Blasrrets * Rasply 1o email address ”

| Donna Raireman draimrangdema.edu
|

Subject "

g @B J L lE &= 4 = Ed ()| s placervicer - .

Change Status x

Send message to selected applicants with this change.

Mo Template

Testing
Position Filled

Interviewing Finalists
Thanks for Applying

Donina Rainman I ‘[ drainmangdemo.edu |
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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 *

5

interfalio

Hella,

Thask you for yoar respones/speaking with nwe. Per vour email our
momversation, you gre confirmed for your interview for the POSTTEON
TITLE position: You will be imterviewing on DATE and TIME Pacific.

You will be mpeting with Interdewers for Dortios.

Tour mberview will be beld a1 1000 Eastlake Ave B When youa enler the
haxilding for your imberview, please tedl the reception (security desk to
call extensan x XXX and PFERSON ESDDRTING will meset vou for the
Ierteriw.,

o ==

¢ See here for alist of sample message templates.
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