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Preparing people 10 lead extraordinary lives

Interfolio RPT Processes and Policies

This document shows the process for completing review, promotion, and tenure tasks using
Interfolio RPT. It has policies regarding using Interfolio RPT. The guidelines and policies apply to
the review, promotion, tenure cases, and reviewing cases for the Summer Research Stipend,
Faculty Development Leave Program, Intra-University Visiting Fellowship, and Interdisciplinary
Curricular Fellowship. Questions? Contact Interfolio@luc.edu.
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Interfolio RPT Policies

Interfolio RPT duties and responsibilities for academic units and the Office of Faculty

Affairs.
Academic Unit Responsibilities Faculty Affairs Responsibilities
1. Add new users to Interfolio RPT 1. Create cases for review,

) promotion, or tenure
2. Upload promotion and tenure

guidelines to the Academic Unit 2. Add case review steps

Home Launch step* )
3. Delete case review steps

3. Add members to the Academic Unit

Home Launch, Department review 4. Create templates:

committee, and Dean review steps promotion, and
tenure

4. |dentify the chair of a committee

using the star function b. Clinical/Lecturer Track

5. Upload review letters from the review and promotion

department chair, department c. Endowed Chairs

review committee (if applicable),

school review committee, and dean d. Expedited Reviews
6. Advance cases from the Academic e. Adjunct

Unit home launch step until the Lecturers/Instructors

Faculty Affairs step. 5. Edit templates

7. Inform Faculty Affairs of cases to be

6. Close cases
closed.
7. Provide technical support to

academic units

*Do not delete case review steps from cases or templates. Contact Faculty Affairs
(Interfolio@luc.edu) to edit case review steps or ask questions.

Return to Table of Contents
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Create cases

Step 1. Click on the Cases tab

# home.interfalio.com ] +

Jorge Pena »

I Home

My Tasks

Eview, Promotioreagd Tenure
Cases 0 0
Templates

Unread Tasks Aead Tasks
Administration

Reports
Users & Groups

Looks like you're all caught up, Me,

i

© 2022 Inerfalia, Inc.
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Step 2. Click the Create Case button

Jorge Pena w

Loyola University Chicago » ‘
rome Cases ‘ Create Case v '
Review, Promation and Tenure
Cases Search cases
Templates E
Adminlstration
Reparts

Users & Groups 25 of 148 cases
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Step 3. a) Search for the candidate by name in the search bar.
b) Choose “Yes, the candidate will be involved during the case.”
c) Select the academic unit.

X
Add New Case
Search for a Candidate *
"“-\-_.______________________...--""'

Selected Candidate *

The candidate information will display here once they are selected.

Will the candidate be involved in this evaluation? *

This setting cannot be changed after this step. Learn more about candidate involvement.

@date will be in\.!ol\.red@:l

() No

Unit for Case *

Please select an organizational unit for this case.

| D

Cancel
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Step 4. Click the template the candidate needs.
Note: If the template does not appear, contact Faculty Affairs at interfolio@luc.edu.

Layola University Chicago » Cases >

Home New Case

Review, Promotion and Tenure

[CLiE —~, Blank Case Select a Template
= ] . ) These templates were created by someone at your
‘emplates A blank case that can be to match your req institution to be used for cases within your unit. A
template is a predesigned case you can use to getup and
Administration running gquickly.
Reports B UC Generic - Tenure and Promotion to Associate Professor Preview
Users & Groups dusl unit temiplates. Link UNIT abave, re-tithe, paf Ehased on the units guldelines for thiz review.

B Expedited Review of Endowed Chairs - College of Arts and Sciences Preview

Expedited Review of Endowed Chairs - College of Arts and Sciences

Step 5. Click on Cases.

Jorge Pena v

Loyola University Chicago » Cases » LUC Candidate »

Case Information

R Frosagtion and Tenure
Creating a Case
n = Type *

Administration | Review - ‘ € cose tormation

Reports 2 Internal Case Sections
Users & Groups

Candidate Information 3 Case Review Steps

Candidate

LUC Candidate 4  Case Summary
LUC_candidate@intf.com

Will the candidate be invelved in this evaluation?
Mo, the candidate will not be involved during their case.

Case Data Forms

Case data forms can be used to include additional information about candidates at your institution and will ot
be visible to the candidate. Case Data forms can be created on the Administration page.

Add Case Data Form

0

Interfiolio, Inc:

Frogram Polcies Save & Continue Return to Case Summary




LOYOLA

UNIVERSITY CHICAGO

GLORIAM

g
248
4 o8>

Preparing people 10 lead extraordinary lives

Step 6. Click the checkbox.

Jorge Pena w

Layola University Chicago »

Cases

Heme

Raview, Promotion and Tenure

Cases Search cases

Templates ’ e E | Filter I
Administration

Reparts

Users & Groups 5 of 5 cases

Filtered By: | Actlve Cazes X

Hame « Type Template Name * Status %
L
'\___ _}!Jb Candidate Review Expedited Review of Endowed Chairs - College of
Colloge of Arts and Sciences Arts and Sciences

Cage Created: Waiting for an administrator to send the case forward

Step 7. Click Notify Candidates.

Jorge Pena w

Leyala University Chicage

Cases

Review, Promotion and Tenure

Cases Search cases
Templates | Lue ﬂ ’ Filter |
Adminlstration

Notify Candidates & Close Cases == More Options

Reparts
Users & Groups 5of 5 cases

Filtered By: | Active Cases X

Name « Type = Templatz Name = Status
LUC Candidate Review Expedited Review of Endowed Chairs - College of
College of Arls and Sciences Arts and Sciences

Case Created: Waiting for an administrator to notify candidate
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Step 8. Click the checkbox “Include a personal message with this email.”

Notify Candidate X

The candidate will receive an email with instructions for uploading and submitting materials online through Interfolio.

|_! Include a personal message with this email

(s Lo

Step 9. Compose and send a message to the candidate. For example, subject: case
materials for review and promotion; message: Dear First Name, please upload
case materials for review and promotion per our department’s/academic unit’s
guidelines for review and promotion. You can preview the message before sending
it.

Notify Candidate X

The candidate will receive an email with instructions for uploading and submitting materials online through Interfolio.

Include a personal message with this email

Subject *

Message *

@ & B I L|i=

n

¥ e W Q ®

You must provide a message

Policy: Do not delete case review steps from a case or template. Contact Faculty




Affairs (Interfolio@luc.edu) to edit case review steps.
Return to Table of Contents

Add a new user

Step 1. Click Users & Groups

# home.interfolio.com [}

Jorge Pena v

I Home
My Tasks
Review, Promotion and Tenure
Cases 0 0
Templates
Unread Tasks Read Tasks
Administration
Title Due Date

Looks like you're all caught up. Nice.

o

© 2022 Interfolio, Inc,
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Step 2. Click the Add User button

Jorge Pena

Loyola University Chicago > Admin >

Users, Committees & Units

Home

Review, Promotion and Tenure

Cases Users Committees Units

Templates
P Search by name, email or unit
Administration

Reports

Download User i " Add User

Users & Groups
Name Email

4@

Units
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Step 3. Fill out the form
a. First name
Last name
LUC email
Keep the checkmark in the checkbox because users must sign on using LUC

oo o

credentials.
e. Unit. Select the academic unit.
i.  Note: Select the department’s name for College of Arts & Sciences users.
All other users choose the name of the academic unit.
f.  Click the Save button

Add User X

First Name * Last Name *

Email *

If checked, this user will need to sign on using their institutional credentials.

Unit

Send the user a welcome message.

Return to Table of Contents
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Upload promotion and tenure guidelines to Academic
Unit Home Launch

Step 1. Click on the name of the candidate

Name + Type & Template Name 3 Status &

_J{" LUC Candidate Promotion Parkinson Academic Rank and Tenure @ Test Case
Applied Health Sciencee

Step 1 of 8: Academic Home Unit Launch

Step 2. Click on “Case Details”

Loyola University Chicago > Cases >
LUC Candidate

Unit Template Status
School of Education Promotion to Clinical Associate Professor Select Status

Case Maferials Case Details ‘

Search case materials by title

o =3

© Expand Al @ Collapse All & Share =

Candidate Packet

Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. The candidate will
be able to replace or delete any files in an unlocked section before they submit.
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Step 3. Click Add

LUC Candidate

Unit Template Status
School of Education Promotion to Clinical Associate Professor Select Status

Case Materials |Case Details °

Reviewing as
Department or School Administrator

v Required Items

All required items must be completed before the case can advance to the next step. Files can be added by any Committee Manager or Administrator with

access to this case.

Upload review and promotion guidelines policy document Add

Please upload the review and promotion guidelines policy document, then advance the case to the next step.

No files have been added to this section.

Step 3. Click “Browse To Upload” or Drag & Drop the file. Then click Add.

Add Upload review and promotion guidelines policy document

Upload a new file  Select file from case

Drag & Drop your files anywhere or

Browse To Upload
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Step 4. Click on Send Case, then click Forward to

Home

Review, Promotion and Tenure
Cases
Templates
Administration
Reports
Users & Groups

0

© 202 interfalio, nc.

Program Policies

0 & rpt.interfolio.com ¢

Loyola University Chicago > Cases >

LUC candidate Send Case v G.>e Options v
Candidate
Notify Candidate

Unit Template
p Forward to
College of Arts and Sciences Expedited Review of Endowed Chal Callege of Arts and Sciences
and Sciences

Case Materials  Case Details

Search case materials by title

© Expand Al © Collapse All

Candidate Packet

Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. The candidate will be able to replace or delete any

files in an unlocked section before they submit

> Candidate Documents @

Internal Sections
These sections are available to committee members reviewing the case and cannot be viewed by the candidate. Please note that some materials added to internal sections can

be shared with the candidate by an administrator or committee manager.

> Committee Documents

3  Fvtarnal Fualiatiane Dantiact Evaluatinn | [ Add Eila

Return to Table of Contents
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Add members to case review steps

Step 1. Click on the name of the candidate

Name ~ Type & Template Name # Status &

LUC Candidate
Applied Health Sciengae

Step 1 of 8: Academic Home Unit Launch

Step 2. Click on Case Option, then click on Edit Case

Loyola University Chicago > Cases >

rome LUC Candidate

Review, Promotion and Tenure

Send Case v

Promotion Parkinson Academic Rank and Tenure @ Test Case

Jorge Pena v

Case Options w

| Edit Case /
e, .4
Cases S
JL WD Status | ol Candidate
Templates Applied Health Sciences Parkinson Academic Rank and Tenure @ Test |
Add Internal Section
Administration .
Case Materials Case Details View Activity Log
Reports
i Close Case
Users & Groups Search case materials by title

o X3

© Expand Al @ Collapse All & Download £ Share <

Candidate Packet

Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. The candidate will be able to replace or

Step 3. Click on Case Review Steps

UNIVERSITY CHICAGO

Jorge Pena v

Loyola University Chicago > Cases > LUC Candidate >

Case Summary

Home

Review, Promotion and Tenure

< Return to Case

Cases Case Information Edit Creating a Case
Templates
Type Name Case Inf ti
PN ase Information
Administration Promotion LUC Candidate L
Reports Unit Email 2 Candidate Requirements
Users & Groups Applied Health Sciences LUC_candidate@intf.com
Candidate Requirements Edit

Case Review Steps

Instructions to the Candidate
[Add link te Parkinson's specific guidelines] o Case Summary

> Materials for External Evaluations

> candidate Documents
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Step 4. Scroll to the committee and click Edit
Creating a Case

o Academic Home Unit Launch (Current Step) Edit | Delete
1 Case information

E Academic Home Unit Launch (0)
@ No Instructions @ No Required Documents @ No Required Forms 2 Candidate Requirements

3 Internal Case Sections

o Case Review Steps
2 Department Chair Edit | Delete

5 Case Summary
E Dean's Executive Assistant (0)
@ No Instructions @ Mo Required Documents @ No Required Forms

E Department Chair (2)
@ Includes Instructions @ No Required Documents @ No Required Forms

3  Department Review ete

E Department Committee (0)
@ Mo Instructions 1 Required Document @ Mo Required Forms

Step 5. Click on Add Members

i LOYOLA Jorge Pena v

UNIVERSITY CHICAGO

Loyola University Chicago > Cases > LUC Candidate > Case Review Steps >

Home Edit Details

Review, Promotion and Tenure

Cases Step Details (Step 3 of 8)
Templates
Step Name 31 people can administer the case at this
Administration .
Department Review step.
Reports
Due Date 0 administrators are recused at this step.

Users & Groups

M
Edit Step Details lanage

Reviewers Add Committee
v Department Committee

Ad Hoc Committee (0)

M Memb : ired D ired Forms

& No Members

©2022 Interfolio, Inc. addMembers
Program Policies
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Step 6. Search for committee member by name in the search bar

Add Members

First Name Last Name Email

Step 7. Click on + Add, then Close

Add Members

Ahad

First Name Last Name

Badia Ahad

Return to Table of Contents

Email

Bahad@luc.edu

X

Sort By Name v m

X

Sort By Name v m

 ooe )
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Identify the committee chair with a star

Step 1. Click on the name of the candidate

Name +

LUC Candidate

Applied Health Sciencee

-

Type & Template Name % Status =

Promotion Parkinson Academic Rank and Tenure @ Test Case

Step 1 of 8: Academic Home Unit Launch

Step 2. Click on Case Option, then click on Edit Case

Jorge Pena v

Home

Review, Promotion and Tenure
Cases
Templates
Administration
Reports

Users & Groups

Loyola University Chicago > Cases »

LUC Candidate

Send Case v Case Options w

i 1
Unit Ti lat Statt M'E'dﬁa‘s'e’;
" i “* Emall Candidate
Applied Health Sciences Parkinson Academic Rank and Tenure @ Test |
Add Internal Section
Case Materials Case Details View Activity Log
Close Case
Search case materials by title
B

© Expand Al © Collapse All wnload &4 Share

Candidate Packet

Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. The candidate will be able to replace or

Step 3. Click Case Review Steps

Jorge Pena v

Home
Review, Promotion and Tenure

Cases
Templates
Administration
Reports

Users & Groups

Loyola University Chicago > Cases > LUC Candidate >

Case Summary

Case Information Edit Creating alCase
Type Name

. 1 Case Information
Promotion LUC Candidate
Unit Email 2 Candidate Requirements
Applied Health Sciences LUC_candidate@intf.com
Candidate Requirements Edit

Instructions to the Candidate

[Add link to Parkinson's specific guidelines]

> Materials for External Evaluations

>  Candidate Documents
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Step 4. Scroll to the committee and click Edit

o Academic Home Unit Launch (Current Step) Edit | Delete

Academic Home Unit Launch (0)

@ Mo Instructions @ No Required Documents @ No Required Forms

&

2 Department Chair Edit | Delete

Dean's Executive Assistant (0)

@ No Instructions @ Mo Required Documents @ No Required Forms

&

Department Chair (2)

@ Includes Instructions @ No Required Documents @ No Required Forms

&

3  Department Review ete

E Department Committee (0)
@ Mo Instructions 1 Required Document @ Mo Required Forms

Step 5. Click the star

17

Creating a Case
1 Case information
2 Candidate Requirements
3 Internal Case Sections
o Case Review Steps

5 Case Summary

Jorge Pena v

UNIVERSITY CHICAGO

tep Details (Step 3 of 8

Home

Review, Promotion and Tenure Step Name
Department Review
Cases

Templates Due Date

Administration

Reports Edit Step Details

Users & Groups

Reviewers

Vv  Department Committee
Ad Hoc Committee (1)

Members { quired D | qui ‘Forms| S

%8¢ 1 Member

Badia Ahad
BA Bahad@luc.edu

Add Members

© 2022 Interfolio, Inc.

Return to Table of Contents
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people can administer the case at this
step.

administrators are recused at this step.

Manage

Add Committee





