g4 THE UNIVERSITY OF

Academic Recruitment

@ C H I CAG O and Careers System

Review, Promotion, and
Tenure
Administrator’s Guide

updated 3.31.23



Table of Contents

INEFOTUCTION ...ttt ettt e bt s bt e she e sat e st e s bt e bt e bt e smeeemeeemteereeneens 5
R0 U o T o 5
ACCESSING the SYSTEIM .......eiiiiiiiie e e st e e s s b e e e e sbee e e s s beeeeesbeeeessaneeesennnees 6
(oY= =41 0 1= 21 [ o WP PPPPPPPPPPPPPIRS 6
BoOKMArking the LOGIN PAGE ....ccccuiiieiiiiee ettt ettt ettt e et e e et e e s eata e e e s s aaa e e e ennsbaeesannreee s 6
AAAING NEW USEIS ... uiiiiiiiiiieeeeittte ettt e e etee e e stte e e eeaae e e s saaeeeaesbaeeeassaeeeesbeeeeassaeesansseeeesnssaeesannseneessnsens 11
Creating @ NeW TemPIate.........cooo it e e e st e e e st ae e e s sbee e e e s beeeeesabeeeeenares 14
Creating a New Template from SCratCh......cov i seree s 15
Template INfOrMAtioN ......cocuiii e e e e e et e e e et e e e e e abe e e eeaaeeeeennreeens 15
Case Data FOIMMS oottt s a e s b s saa s 16
Creating @ New Case Data FOIM ..ottt et e e e e s s e e e e e s e s e sanes 16
Candidate REQUITEIMENTS ..uiiiiiiiee ittt etee e et e e e st e e e s bte e e e sbteeeesarteeessseeaessnseeeesnnsees 19
INSErUCtiONS TO CaNIdAte ...ccouveeeieiieieeeie ettt et s b e s be e e sareessneeesaneeeas 20

[ ol ol 2 (o [T 4 =T oL USRS 21
Adding @ NeW Packet SECHION ........oiiiiiiiiecciiee ettt et e et e e s e e e e e b e e e e eanaee s 21
Editing or Deleting @ Packet SECHION ........viiiiiiieicec e e 22
Adding a New Document REQUIFEMENT ...ccuviiiiiiiiiie ettt sttt e s e e s e e s saae e e s saneee s 23
Adding @a New FOrm REQUITEMENT ...cccuuiiiieiiiiieiciieee ettt ettt e et e e e e tre e e e sate e e s eaaeeesessaeeesnsaees 25
Creating @a New Candidate FOIrM ... ...oo ittt e e e et e e e rte e e e 26
INEEINAT CASE SECLIONS ..ttt ettt ettt ettt e bt e bt e sbeesaeesatesabeebeenbeesbeesneesmees 30
Y] 1 K1Y= OO PP PP PPPPPPPPPRN 30

Y =To1 (0] o PP PP OPPPPP 30
Adding a New Internal Case SECHION .......ciciuiiii ittt et e et e e e e ab e e e e aaaee s 31
Editing or Deleting an Internal Case SECHION........ccuviiieciiiii e 32
Special Section: External EValuatioNns........c.ueiiiiiiiii it s e e ssvae e 33

£aSE ROVIEW SIS uitiiiiiiiii ittt ettt e e e e s sttt e e e e e sttt teeeeeesessasbaaaeeeessssssssbtaaeeesesanssssaneaeesens 33
AddING CaSE REVIEW STEPS ..uviieiiiiiieiciiiie e ciieee sttt e st e e e s stee e s sste e e e sateeeessteeeesstaeessnseeesssseeessnsens 34
Creating @a New Standing COMMITTEE........uiiiiciiiee ettt e et e e e atee e e e nre e e e 36
Adding Case Review Step Instructions & Required DOCUMENTES .......ceeeeeiieiiiiiieeeeeeecccierreee e e 39
Creating a New CoOmMMITEEE FOIM ...uin s e 41
Creating a New Template from an ExXisting TemMPIate ......ccceuviiieeie it 46

Back to Table of Contents 2



INIEIAtING @ NEW CaSE......eeieiiieiie e e e e e s s et e e e e e e e e ssaaabbtaeeaeeessasaasbraeeeeeessnsssssnnens 47

INIEIAING @ SINEIE CASE wuiiiiiiiiie e e e e e e e rte e e e et e e e e s ateeeseateeeessteeeeesteeesssseeeeansens 48
PV o [T oY= Iy [ o T4 [ @ T g Lo [ o F= 1 TSP 49
Verifying Requirements, SECtioNS, aNd SEEPS ....cvviii it 51
Sending @ SiNGle Case FOIrWAIT ......cocuiiiiiiiii ettt et e e e etr e e e e eta e e e esnta e e e sentaeeesensaeeesans 53

If the Candidate iS INVOIVEM........cceiiiiiiiiiie et 54
If the Candidate is NOt INVOIVEM..........ooiiiiiiee e e s 55

Initiating MUItIPIE Cas@S @t ONCE ...cciiciiieiiiiee ettt e e et e e s s te e e s s rbe e e e saraeesssreeeesnnees 55
Adding MUItiple Candidates......ocuuiiiiiiiie e e s sab e e s ssbe e e s ssbeeesssraees 56
Verifying Requirements, SECtions, and STEPS .......viviiciiiie et 58
Sending Multiple Cases FOrWaArd.........uuii ittt ettt e e e s rre e e e e ba e e e seabaeeeeearaeeeeans 60

IMIANQAGINEG @ CASE.....eeiiiiiiiiiiiiiteee e e ettt et e e e e ettt e e e e e s e s aab e aeeeeee s e s asaraaeeeeeesaaassbaaaeeeessaaassraeaeeessssssnssneees 62

Submitting the Candidate PAcket ........oo i s e e sarae s 62
When the Candidate is INVOIVE .......couuiiiiiiieeee et 62
When the Candidate is NOt INVOIVEd .......cc.ooiiiiiiiiiieeeee e 66

Managing Case MaterialS........cciccieiiiiiiie e eeee e e e et e e e e ete e e e eabae e e e ataeeeennraeessnsaeeeennees 68
Adding INTErNal DOCUMENTS ..cciuviiieiiiieee ettt ettt e e st e e s eaee e e s sbeeeessbeaeeesnbeeeessnseeeessnseeeenns 69
Adding/Editing INTerNal SECLIONS .....ccviiiiiiiiicie ettt re et e steebe e te e beesbaesabeeabeeabe e beestaesseesanenas 70
Locking and Unlocking the Candidate Packet ...........cocueiieciiiii ettt e 72
MoViINg Files BETWEEN SECLIONS .....viiiiiiiecciiieee ettt e st e e e e re e e e e ate e e e eabae e e enreeeeenrenas 73
Managing File Access and DOWNIOAAS .....ccccuuiiieeiiieiecciiee ettt e e etee e e e e e e e sate e e s e nbee e s eareeeseareeas 74
Requesting EXternal EVAlUGtioNs.......cucuiiiieiiiiii ettt e e et e e e s abe e e e s abe e e e sabeeas 74

Managing Case DELAilS .....ccccuuiiiiiiiiie e e st e e e e bt e e e sbteeeesrreeeenares 77
FUIfilling INternal REQUITEMENTS. .....cccciiiieeeciiie ettt e e st e e e e e e e e aree e e e ate e e e enbaeesenreeesenrenas 77

Managing Committee FOIM RESPONSES ....ccuviiiiiiiiiiiiiiiiieieieeeteeeeeeeeeeeeeeeeeereeeeeeeerreeeeseeeeraesereseeereeeeen 79
SENAING @ CaS@ FOIWAIG ... .uviii ittt et e e e ree e e et e e e et ee e e e sabee e e esnbaeessnaseeeesnrenas 81
Sending a Case Forward With Missing ReEqQUIremMeENTS ......c..veeiiciiieiiiiiee e 81
Internal Requirements with Multiple Committees at the Same Step ......ccovvvevvvveeeeeeeciccnneeenenn. 82
SeNding @ Case BACKWard........ccuuiiiiiiiii ettt et e e e e et e e e e ata e e e e araee e e asaeeeennnaeeeaan 83
Editing Committee MembBErship.......cocuiii it e e e e e et 84
Adding Temporary Committee MEMDEIS.....ccoccuiiiiiiiiee e sbre e e 84
Recusing Committee MEMDEIS....... ... e e e e e e e s e e anrra e e e e e e 85
RECUSING AAMINISTIAtOrS .oeiiiiiiiei ettt e errr e e et e e e stta e e e sntaeeesartaeeesntaeessnsneaesans 86

Back to Table of Contents 3



EMailing the COMMITLEE ..eeiieeiiee e e e et e e et e e e et te e e s arae e e eenbeeeeeaanees 88

(o [T [ 1= Y 0 1Y - PSSR 91
ClOSING @ SINGIE CASE ..eiiiiiiiii ittt ettt e sttt e s sttt e s st e e s sttt e e s st teeesassbeeesansseeesanssaeesansseeesannsenens 91
ClOSING IMUILIPIE CASES c.uuvviieieiiiie ettt ettt e ettt e ettt e s sttt e e s st e e s sabeeeessasseeesaasseeesansseeesansseeesansseeesassenens 94

Help for Committee IMEMDENS ..........c...ooiiiiie e e et e e s sabre e e e s abee e e esaseeeeeennees 96
T Yo [T o= T O 1Y ISR 96
REVIEWING @ CaS@...ciiiiiiiiiiiiiieie ettt e ettt e e e e s e ettt e e e e e s s bbbt eeeeeeesa s asbaeeeeeeeesanansbbeeeeesessannnsneaes 98

ANNOLATING IMAEITAIS ..vviii it e st e e e st e e s seb e e e sssbeeesssaaeesanreees 98
COMMENTING ON @ CASE ciiiiiiiiiieiiee ettt e ettt e e e e e s et e e e e e e e s s bbbt e eeeeeesaassbbtaeeeessanannnraaaaeeenss 100
Downloading Case IMatErials .....cuuieiiciiiie ettt e e e et e e e s eatae e e s eataeeeseataeeesrntaeeesnntaneennns 102

Back to Table of Contents 4



Introduction

Welcome to the University of Chicago’s online Review, Promotion and Tenure (RPT) module. The
Provost’s Office has implemented this new system to support unit and University workflows for
appointment, review, and promotion processes for all faculty and other academic appointees. This
module is Software as a Service (SaaS) provided by Interfolio, which means it does not require a
software download. Interfolio maintains and updates the system.

You will use the system to:

e Create workflows that match your unit’s processes
e Create, manage, and track appointment, review, and promotion cases
e Manage other processes according to your unit’s unique needs

RPT is not used for review or promotion processes for staff or student workers—if you are looking to
accomplish one of these for a non-academic employee, please contact Human Resources or go to
https://workday.uchicago.edu/.

Transitioning from paper processes to RPT does not imply that your cases will be reviewed and approved
during off hours, vacations, etc. Though the goal of the system is to streamline processes, it should be
understood that approvers have the same commitments as before the system’s implementation and
cannot be expected to approve cases immediately upon receipt of a notification.

Please note: the RPT module will occasionally allow you to perform actions that are against University
policy, due to its nature as SaaS with limited configuration capabilities. Those actions are noted in this
guide when relevant. Users who are unsure whether a certain action is appropriate or who may have
inadvertently taken an action in the module that is against policy should reach out to Assistant
Provost Phil Venticinque, pventicinque@uchicago.edu.

Access to and use of the information housed in RPT is covered by the University’s Treatment of
Confidential Information policy (U601), and all employees are expected to act in accordance with that
policy.

Support

Interfolio’s Scholar Services support line is available Monday through Friday, 9:00am-6:00pm Eastern at
(877) 997-8807 or via email at help@interfolio.com.

You can also access a full set of user help guides provided by Interfolio at Help for Interfolio Review,
Promotion & Tenure or by clicking your name in the top right corner of the RPT module and selecting
“Product Help.” Be aware, however, that Interfolio’s guides will not have UChicago-specific recruitment
information and will not reflect our institutional settings or policies.

The Provost’s Office has also provided this guide to walk you through some of the most common
processes. If you do not find the answer you need through Interfolio or the FAQs, please contact your
unit’s academic affairs leadership or academicrecruitment@uchicago.edu.
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Accessing the System

To go directly to the guide for creating a new template, skip to page 13. To go directly to the guide for
initiating a new case, skip to page 48.

Logging In
To log in, click this link and use your CNet ID and password on the Shibboleth login page that
appears: https://iam-api.interfolio.com/users/sso_redirect?tenant id=15989.

For the most part, administrative staff in the academic units and all faculty/OAAs are automatically
added to the system. The user list for RPT is separate from the user list for the Academic Recruitment
module, so you must have a user record in both modules for access. If you are unable to log in, please
contact your divisional/school/institute academic affairs personnel and ask them to verify you have
been added. Your CNet-associated email address must be the one on your RPT user account, as you will
log in through the normal Shibboleth process. If you are logged out of the system due to inactivity, you
must use the institution sign-in link provided to return to your administrative dashboard.

Bookmarking the Login Page

The direct link to the administrative dashboard cannot be bookmarked for repeat use due to the
Shibboleth authentication feature. Follow the steps below to create a permanent bookmark. If you have
already followed this or another process to bookmark a direct link for the Academic Recruitment
module, you can use the same link to log in to RPT. You do not need to follow this process again.

TIP: This process is for Google Chrome. The location or naming of certain features may vary in other
browsers.

The administrative dashboard is the same link and login process for each type of user (Administrator,
Committee Manager, Committee Member). What will differ is the content you see when you log in.
Click the link to the dashboard to open it in your default browser. The URL will automatically redirect to
a different address that reflects the Shibboleth login process.

6 Log in to Your UChicago Account X +

c & University of Chicago [US] | https://shibboleth2.uchicago.edu/idp/profile/SAML2/Redirect/S50;jsessionid=1Ibfs909ithfcOkogrjzjséfw?execution=e1s1
Y g P g J 97z

B¢ THE UNIVERSITY OF

@ CHICAGO

Log in to Your UChicago Account

[CNetID / UCHADID

Password

Forgot your password?
LOG IN

To securely log out, you must restart your browse

o tents 6



https://iam-api.interfolio.com/users/sso_redirect?tenant_id=15989

Bookmark that page using your preferred method (e.g. clicking the star icon at the right edge of the
search bar). Be sure to add it in an easily-located place within your bookmarks! It will bookmark as
“Login to Your UChicago Account” if you do not rename it while creating the bookmark.

RSITY OF

AGO

1go Account

III}QIIJIII}E&.]I:’.LI’ :

start your browser.

Edit bookmark

Mame Log in to Your UChicago Account

Bookmarks bar

Falder

More... m Remove
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Access your Bookmark Manager in your browser. This is typically under a button for more options at the

top right.

©
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R =

" - - -

— i
---"’:I“-. W i

3 . =

- -
Bookmark this page... Ctrl+D
Bookmark open pages.. Ctrl+5hift+D
Show bookmarks bar Ctrl+5hift+B
Bookmark manager Ctrl+Shift+0

|mport bookmarks and -

Office of the Prowost

Mew tab

Mew window

Mew incognito window

History
Downloads
Bookmarks

foom

Print...
Cast...
Find...
Mare tools
Edit
Settings

Help

Ewat

= X

Paused GI :
Ctrl+T

Ctrl+MN
Ctrl+Shift+=M

® 0

Ctrl+]

o4 e
003% + \.

Ctrl+P

Ctrl+F

Cut Copy Paste

Managed by your organization
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Locate the bookmark you have created and right click or select the settings for that bookmark to edit it.
Replace the URL shown on the bookmark by copying and pasting the link included at the top of these
instructions. If you have not renamed it yet, do so now and save the edited bookmark.

Edit bookmark
Name

Log in to Your UChicago Account]

URL

https.//shibboleth2.uchicago.edu/idp/profile/SAML2/Redirect/SS0;jsessionid..

Cancel m

F
Edit bookmark
Mame
Interfolio Admin Dashboard
URL
https://iam-api.interfolio.com/users/sso_redirect?tenant_id=15989|
[

Back to Table of Contents 9



If you did not already organize the bookmark, drag and drop it somewhere in your toolbar or bookmarks
list that will help you find it again quickly. If you have followed the steps above, it should now work
permanently as a direct link to the login page, if you use that bookmark to access the login page each

time.

B Web Login Service 5 W Bookmarks

C {t & Chrome | chrome://bookmarks

Bookmarks

~ [O Bookmarks bar

B Interfolio
Q) ntertotio Admin Das...

&

FE F R B R BREF ORZ OR @

L

=

Q,

Interfolic Admin Dashboard

https:

)., Search bookmarks

o

am-api.interfolio.com/users/sso_redirect?tenant_id=1598!
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Adding New Users

Though most users will be added to RPT automatically through our Workday integration, you can also
add new users manually if you are an Administrator in the module. Log in to the RPT module and select
Users & Groups from the menu on the left side of the screen. When the screen labeled Users,
Committees & Units appears, select the “+ Add User” button in the top right. The following popup will
appear:

Add User

First Name * Last Name

Unit

Enter or select a unit

Send the user a welcome message.

Type in the first name, last name, and CNet-associated email address for the new user. Select the user’s
unit from the dropdown menu. You can choose to have the system send the user a welcome message,
and can add text to personalize it. You can also choose to have the system send you a copy of the
message. Select “Preview” to see the message, which will look similar to the one below:

Add User X
First Name * Last Name *
User Guide
) Add User x

Email
userguide@uchicago.edu
Unit The University of Chicago has invited you to

: join Interfolio Review, Promotion and Tenure.
Center for Middle Eastern Studies v

ACCESS NOW

Send the user a welcome message.

Send me a copy of the message.

This link will expire in 30 days. Affe you can reactivate

the account by requesting a new pa

Message

@@ B I I i =

(il
i
8
B
o)

Welcome fo RPT!
Welcome to RPT!

body p

If no unit is selected when a new user is added manually, or if the user has been added automatically
through the Workday integration, they will be in the system but have no special permissions. To assign a
user role (see below), access the Users & Groups tab from the left navigation menu and type the first or
last name of the user in the search bar.
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Once you have located them, click the pencil icon on the user’s record and select the “Units” tab on the
popup screen. Choose the unit from the dropdown menu and click “+Add Unit.” The role will default to
“None.” If the user needs Administrator-level access to a unit, click “Change” under “Role in Unit” and

select “Administrator.”

Valerie Abadie vabadie@uchicago.edu

)

Edit User

User Details Units Committees SSO Identifier

Select a unit

Department of Physics v

Name Role in Ups
Biological Sciences Division Non

Action

Remove

The units available to you in the dropdown menu will be based on your own role in the unit hierarchy
(e.g. if you are a divisional administrator, you can assign people to your division or the

departments/programs within your division).

More information on the user roles is below and on Interfolio’s Product Help site.

Administrators — create, manage, and monitor cases at their assigned unit level, or at units in the
hierarchy below the unit they administer. They can also create and edit templates for unit-specific
workflows. These are typically UChicago staff who are responsible for the academic searching and
screening process. This role is assigned via the Users page as outlined above. Administrators can view
all parts of a case that has been initiated within their unit, regardless of who initiates it or where the
case is in the workflow. This role should be assigned carefully to preserve confidentiality.

Case Managers — can create cases, edit the workflow, requirements, and instructions, manage case
settings and committees, and manage standing committees within their unit. Case Managers can view
all case details and packet materials within their unit in the hierarchy, including closed cases; and though
they are able to add a case data form to a case, they are not able to create and manage candidate, case
data, or committee forms. Case managers are also not able to view or edit templates, change account
settings, or perform reporting functions or access case activity logs.

Template Administrators — are able to create and edit templates at their unit. They are not able to
create or manage cases, forms, manage account settings, or view reports. The template administrator

role is designed primarily for creation and editing templates.

Committee Managers — manage specific committees on a step-by-step basis. Committee Managers can
edit committee membership at their step in the workflow, view candidate documents, and upload
required materials. They can also move a case forward or backward. This role may be assigned to a
department chair, or will be used in place of the Administrator role when cases are initiated at the
Provost’s Office. This role is assigned via the Committees page or when editing a template or case.
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Committee Members — are assigned to Standing Committees or Ad Hoc Committees in RPT. Members
can view, annotate, and download candidate documents, and make comments on a case. This role is
assigned via the Committees page or when editing a template or case.

UChicago also has a small number of institutional administrators who can make large-scale changes to
the system and provide a point of contact for feature requests. Please reach out to Assistant Provost Phil
Venticinque at pventicinque@uchicago.edu with questions like these.

Back to Table of Contents 13


mailto:pventicinque@uchicago.edu

Creating a New Template

The Review, Promotion and Tenure (RPT) module has two primary structural pieces: templates and
cases. A template is a step-by-step workflow that is followed for all processes of a certain type (e.g. all
faculty promotions with tenure). A case is initiated to push an individual faculty member’s or OAA’s
materials through the predetermined template.

RPT is open for department, divisions, and schools to use in support of their own processes, as well as
for the standard appointment, review, and promotion processes that are approved in the Provost’s
Office.

TIP: due to the high level of access an Administrator has for cases initiated within their unit, it is strongly
recommended that divisions in particular assess their internal workflows and determine which
templates should be housed at the division level. If an Administrator initiates a case using a
department-level template, they will continue to have access to all documents and other parts of the
case as it moves forward in the workflow. If an Administrator in a division initiates a case using a
division-level template and then sends the case forward to the department to complete, confidentiality
of division-level documents can be maintained. The latter process must be used for all cases that are
sent to the Provost’s Office with divisional documentation.

To create a new template, log in to the RPT module and select Templates from the menu on the left.
The Templates List page will open.

[@N] THE UNIVERSITY OF

x ‘Q CHICAGO Cassandra Martynow v

The University of Chicago > e :
i 0
Home Templates List (14) [ © Adatempite |

Academic Career Activities
Announcements & Help Search by title or unit
Profile )
| 14 of 14 templates.
Activities

Forms & Reports Title + Unit = Type Dossier Visibility @

Vitas & Biosketches

Find Colleagues Administrative Appointment The University of Chicago Appointment No Options v

Initiated by u

o administrative appointments (e.g. department chairs, deputy deans,

Account Access

directors of centers & institutes)

Administration v

Appointment The University of Chicago Appointment No Options v

SO R Initiated by Provosts Office for new appointments of faculty/OAAs

Use the Case Creation

Positions Request Form to begin

Templates

Appointment (secondary) The University of Chicago Appointment No Options v
Initiated by Provo: Offi

Administration
0AAs. Use the Case

 for secondary appointments of fac

Reports Creation Request Form to begin

Users & Groups

Promotion The University of Chicago Promotion No Options v

Review, Promotion and Tenure by Provosts Office for promotion from Assoc

Cases
( Templates

Reports

eation Request Form to begin

o The University of Chicago Promotion No Options v
for promotion from Instructor to Assistant Professor. Use the

0 begin

Users & Groups

- Promotion (OAA/SOM) The University of Chicago Promotion No Options v -]

The number at the top of the page (next to “Templates List”) will show you the number of templates to
which you currently have access. You will see any templates created at your unit or units above yours in
the system hierarchy. This includes University-level templates.

There are two ways to create a new template from the Templates List page: creating from scratch, or
duplicating an existing template. In many instances, you may wish to duplicate one of the University-
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level templates and edit it to reduce the amount of effort involved (see section on Creating a New
Template from an Existing Template).

Creating a New Template from Scratch

To create a new template from scratch, click the “+Add Template” button at the top right. The New
Template popup will open:

New Template x
Title * @

Description * @

Unit@

— Select Unit — -

Type in a Title for the template, and add a Description indicating what types of processes the template
will be used to manage (the description is limited to 150 characters). Select the Unit where the template
should “live” from the dropdown menu and click “Continue” to move forward.

TIP: it is strongly recommended that you and your unit determine a concrete set of naming conventions
for templates upfront that will allow you to use the search feature quickly. Due to the unique nature of
unit processes, you may eventually have a large number of templates in your Template List, which could
become difficult to manage if not named clearly. That being said, keep in mind that candidates will
eventually see the title of your template when you use it to initiate a case—it should contain enough
meaningful information to be useful in both instances.

Template Information

After you add a new template, the RPT module will lead you through a series of pages that will ask for
additional details and configuration.

On the Template Information page you will select the Type of process and add any Case Data Forms

your unit may require. The Type will be important for locating your template later in the case creation
process. Select the Type of process from the dropdown menu.

Back to Table of Contents 15



The University of Chicago > Templates > User Guide Test >

Template Information

Unit Type *
@ b Creating a Template
‘ The University of Chicago - Reappointment v |
o Template Information
Select Type
- Appointment
Title* @ Promotion 2 Candidate Requirements
eappo e
User Guide Test
ReVIeW. 3 Internal Case Sections
abbatical
Tenure
Description * @ Other 4 CaseReview Steps

‘ This template is for demonstrating processes in the user guide. 5 Template Summary

Case Data Forms

Case data forms can be used to include additional information about candidates at your institution and will not be visible to the candidate. Case Data forms

can be created on the Administration page.

Add Case Data Form

Save & Continue

Case Data Forms

RPT can use forms to collect additional information about a candidate that is not already submitted with
the candidate’s materials. Case Data Forms are not visible to the candidate and must be filled out by
Administrators.

If you have already added any Case Data Forms to the system via the Administration menu, click the
blue “Add Case Data Form” link and select your form from the dropdown menu. The Case Data Form
you select will be added to every case initiated using this template. You can only select forms that have
been created at your unit and units above yours in the system hierarchy.

Add Case Data Form X

Select Form

|- Select Form —

User Guide Test Form

Creating a New Case Data Form

If you have not already created a Case Data Form in the system, you will not be able to add it from the
Template Information page. To create a new form, click on the Administration link in the left navigation
menu. (Your initial template selections for Title/Description/Unit will be saved if you navigate away from
the Template Information page).
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When the Administration page opens, select Case Data Forms from the second menu.

THE UNIVERSITY OF

x ‘é‘ CHICAGO Cassandra Martynow v

The University of Chicago >

Administration

Case Settings
9 Case Data Forms © Add Case Data Forms
Statuses

Home
Academic Career Activities
Announcements & Help

Profile

Activities Voting Case Data forms can be used to include additional information about candidates at your institution. Forms can be created at any unit in your institution and will be available

for use at all units below it in your institutional hierarchy. Administrators can attach forms to cases or templates. Only Administrators can fil out Case Data forms -

Forms &Reports
P candidates will never have access 1o either the questions or responses

Vitas & Biosketches

Find Colleagues
Browse By All Units v
Account Access

Administration v

Form Name Unit
Academic Recruitment - »
User Guide Test Form The University of Chicago & %
Positions
Templates

Administration
Reports

Users & Groups

Review, Promotion and Tenure

Cases

Gmplates
( Administration

Users & Groups

To add a new form, click on the “+Add Case Data Forms” button at the top right. The Add New Form
popup will open. Input a Form Title and Form Description, and select the Unit where the form will live.

Add New Form X

Don't worry, you can always change this information later.

Form Title *
Form Description

Unit

e [ o

When you are finished, click “Done” to continue. The Edit Form page will open and show the Form Title
and Form Unit selections you made on the previous screen. Add a Form Description to explain the use
of the form, and click the “Save” button that appears below the description box. Click “+Add Question”
to begin building your form.
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The University of Chicago > Admin >

Edit Form

Form Title

User Guide Test Form

Form Description

it
8

@@ B I L|s:

Add & form description here|

body p

Form Unit

I The University of Chicago w I

Add Question v

Users of the Academic Recruitment module will recognize the form builder, which is also similar to the
way Google Forms works. When the Add Question popup opens, type in the Question Title, add any
Help Information needed, and choose the Question Type. If the question must be answered to make
the form valid for your purposes, check the box next to “Question Required.” Click “Save” to continue.

Add Question

Question Title *

Help Information

Question Type

x

Text

v ’

Question Required

The question will appear at the bottom of the previous Edit Form page. Depending on the type chosen,
you may need to enter additional information — for example, if you selected “multiple choice,” you can
then type in the answer choices and click “Add.” If you would like a fill-in option, click “Add ‘Other’.”

Drag and drop questions or answers to reorder them.

How many years of teaching experience does this candidate have? *

O‘ 0-1

O| 24

Add "Other”

Add Question v

Add

Cancel
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Continue adding questions until your form is complete, and click “Done” at the bottom of the form. Note
that if you need to edit the Form Description, you will have to save it separately from the whole form by
clicking the “Save” button that appears after editing.

To return to the template creation process, click the Templates option in the left navigation menu and
locate your in-progress template in the Templates List. If you have a large number of templates, use the
search bar to locate the correct one. Click on the blue template name OR use the “Options” button to
select “Edit Template.”

Positions Creation Request Form to begin

Templates

Administration Reappointment (OAA/SO The University of Chicago Reappointment No Options v
For reappointment of OAAs.
Reports
SseiziEtiolins Three-Year Review The University of Chicago Review No Options v
For Senior Lecturers
Review, Promotion and Tenure
Cases
wo-' The University of Chicago Review No Options v
Templates or
Administration
Reports The University of Chicago No
fmonstrating processes in the user guide.
Users & Groups
User Guide Test The University of Chicago No Options v
This template is for demonstrating processes in the user guide.

Preview Template
Edit Template
Create a Duplicate

Delete Template

Either option will take you to the Template Summary page, where you can select the “Template
Information” bookmark on the right or the blue pencil icon next to the “Template Information” header
to return to your starting point.

The University of Chicago > Templates » User Guide Test >

Template Summary

Dossier Visibility

Enabling Dossier visibility will allow faculty using Dossier at your institution to preview the instructions and packet requirements of this template as

"Guidelines" to help them prepare for upcoming reviews. Template Information

Enable Dossier Visibility Preview 2 Candidate

3 Internal Case Sections

Template Infor mati
4 Case Review Steps

Title

User Guide Test o Template Summary
Unit

The University of Chicago

equirements

Once you have returned to the Template Information page, you can add your Case Data Form as shown
on page 15. When you are finished, click “Save & Continue” to move forward.

Candidate Requirements
The Candidate Requirements page will contain all of the information the candidate will receive about
their case (if they are involved in the creation of their packet of materials).
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The University of Chicago > Templates > User Guide Test >
Candidate Requirements o

Instructions To Candidate
Customize instructions to the candidate about assembling their packet and any other procedures, policies, or deadlines at your institution. You can also

Creating a Template

include links to required forms and online resources such as instructions or handbooks outlining your policies. 1 Template Information

@ @ B I L|= = = =0
o Candidate Requirements

Type directly in this box or copy and paste instructions from existing sources

3 Internal Case Sections

4  Case Review Steps

5  Template Summary

0
Packet Requirements

Create packet sections for materials you would like to receive from a candidate. Each section can contain a due date, a description, and requirements for

particular materials (e.g., CV. teaching statement, syllabi)

in v  Candidate Documents

Allow candidates to add their own sections to the packet.

Instructions To Candidate

The Instructions To Candidate box is a critical tool for helping your candidates understand what is
expected of them in their review or promotion process. The field can accommodate rich text, hyperlinks,
and images, so you should feel free to include more dynamic content. You can also copy and paste from
a Word document if your instructions exist elsewhere.

If you choose to use hyperlinks, you can do so by highlighting the text you want to link and clicking on
the chain link symbol in the toolbar. When the Link box opens, copy the address into the URL field. If
you want to ensure your candidate does not need to navigate back and forth between the RPT module
and your instructions, be sure to click on the Target tab and select “New Window (_blank)” from the
dropdown menu. Click “OK” to save your changes. Your link will now open in a new browser window if
the candidate clicks on it.

Link x Link b4
Link Info Target Link Info Target
Display Text Target
existing sources | =not set= v |
=not set=
Link Type =frame=
URL v =popup window=
New Window (_blank)
Topmost Window (_top)
Protocol URL Same Window (_self)
.
hitps:i v arcs.uchicago.edu/ L Parent Window (_parent)

m Cancel
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When you have finished adding instructions, click the “Save” button that appears at the bottom of the
instructions field. You should see a brief notification pop up in the bottom left indicating your
instructions were saved.

DATA SAVED

Your instructions were saved successfully.

Packet Requirements

All of the materials the candidate will provide (or that will be provided on behalf of the candidate) can
be given a discrete place in the Packet Requirements. The requirements can be broken down
document-by-document and section-by-section.

TIP: the default section provided is a general space for “Candidate Documents,” which will be less useful
to your committee members than specific packet sections. Candidates can upload documents with
whatever file names they choose, and those file names are shown to the committee members in the
document reader when they review the materials. Because it’s unlikely that units will have control over
universal naming conventions for candidate files, it is strongly recommended that you use packet
sections to help differentiate the materials for a reader. Sections you add will display in the reader view.

Adding a New Packet Section
To add a new packet section, click the “+Add Section” button at the top right of the Packet
Requirements.

Packet Requirements

Create packet sections for materials you would like to receive from a candidate. Each section can contain a due date, a description, an rement;

particular materials (e.g., CV, teaching statement, syllabi).

e v  Candidate Documents Add Requirement

Allow candidates to add their own sections to the packet.

m Return to Template Summary

The Add Section popup will open. Type in a Name and Description for your section, and select a Due
date, if applicable. Note that if candidates are uploading their own materials to a case, they will see all
three of these fields. If you would like to allow uncategorized documents in this section, check the box
(this option is not typically necessary for candidate materials). Click “Save” to continue.
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Add Section x

Name *

Description

@ @ B I &=

e @ Q

Candidates can add additional documents to this section.

Editing or Deleting a Packet Section
If you need to edit the name or description of a packet section, or if you wish to delete a section entirely
(e.g. the default “Candidate Documents” section), click the pencil icon on the right of the grey bar.

Packet Requirements

Create packet sections for materials you would like to receive from a candidate. Each section can contain a due date, a description, and requirements for
particular materials (e.g., CV, teaching statement, syllabi).

= v Candidate Documents

Add Requirement
HH v  Teaching Materials Add Requirement

This section collects all teaching-related materials, including syllabi and evaluations

Allow candidates to add their own sections to the packet.

m Return to Template Summary

A grey editing box will expand on the same screen. In this box, you can edit the Name, Description, and
Due date and click “Save.” If you wish to delete the section, click the blue “Delete” link at the bottom

right. Please note: if your section includes any document requirements you’ve added, they will be deleted
along with the section.
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v Candidate Documents Add Requirement

Name *

Candidate Documents

Description

W m| B I L = := E =) M Q

Due

Candidates can add additional documents to this section.

The system will ask you for confirmation prior to deleting a section, so if you have accidentally selected
that option, you will have an opportunity to correct it.

Confirm =

Are you sure you wish to remove this section?

B

Adding a New Document Requirement

When you have created all of the packet sections you want your Committee Members to see when
reading, you can begin adding the relevant document requirements to each one. In the grey box with
the appropriate section header, click the “+Add Requirement” button.

Packet Requirements

Create packet sections for materials you would like to receive from a candidate. Each section can contain a due date, a description, and requirements for

particular materials (e.g., CV, teaching statement, syllabi).

Add Requirement

= v  Teaching Materials

This section collects all teaching-related materials, including syllabi and evaluations.

Allow candidates to add their own sections to the packet.

m Return to Template Summary
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The Add Requirement popup will appear. This contains a number of options for customizing the
requirement. To add a document requirement, ensure you are on the Document tab at the top. Type in
a Name and Description, then use the radio buttons to select whether this document is Required or

Optional.

Document Form

Please provide your requirement with a name and designate how many of this
o have the option to include additional

Description

@& B I L i :

Wi
i
8
B

el

Required
® Required Optional

Number

At Least ® No More Than No

Add Requirement x

If you have selected “Required,” there are several options to customize the number of documents

accepted:

1. To accept only an exact number of documents, click the radio button for “No More Than” and

choose a number (e.g. 1).

2. To accept a numerical range of documents, click the radio button for “No More Than” and
choose a maximum number. Add a minimum number to “At Least.”
3. To accept any number of this document type, click the radio button next to “No Limit.”

Required

® Required Optional

Number

AtlLeast | O ® No More Than
Limit

No

If you have selected “Optional,” the options are similar but do not have the “At Least” category. You can

choose an upper limit by selecting “No More Than,” or choose “No Limit.”
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Required
Required (2 Optional

Number

(® NoMore Than | 1 No Limit

When you have set the parameters for your document, click “Save” to add the requirement to your
packet section. Continue to add new document requirements to each packet section as above. They will
appear in the relevant section — if the list becomes too long for easy visibility, use the arrow to collapse
a section. To move sections or documents around, use the blue grid to drag and drop. Though you can
check the box to allow candidates to add their own sections, it is not recommended.

Packet Requirements

Create packet sections for materials you would like to receive from a candidate. Each section can contain a due date, a description, and requirements for

particular materials (e.g., CV, teaching statement, syllabi).

1+required &

Upload syllabi from all courses taught since the start of your position at the University of Chicago.

Allow candidates to add their own sections to the packet.

m Return to Template Summary

Adding a New Form Requirement

In addition to adding required and optional candidate documents, you can add Candidate Forms to
collect reportable information from candidates. Candidate Forms are visible to and must be filled out
by the candidate when submitting their materials.

If you have added any Candidate Forms to the system via the Administration menu, click the “+Add
Requirement” button and select the Form tab. Choose your form from the dropdown menu and click
“Save.” The Candidate Form you select will be added to every case initiated using this template. You can
only add forms that have been created at your unit and units above yours in the system’s hierarchy.

Add Requirement *

Document Form

Form

- Select Form - v

- Select Form -

User Guide Candidate Test Form

Back to Table of Contents 25



Creating a New Candidate Form

If you have not already created a Candidate Form in the system, you will not be able to add it from the
Candidate Requirements page. To create a new form, click on the Administration link in the left
navigation menu. (Packet Requirements are saved as they are added and will be retained if you navigate
away from the Candidate Requirements page).

When the Administration page opens, select Candidate Forms from the second menu.

Cassandra Martynow v

The University of Chicago >

Administration

Home

Academic Career Activities

Announcements & Help .
Case Settings
9 Candidate Forms © Add Candidate Forms
Profile
Statuses

Activities ofing Candidate Forms can be used to collect additional information directly from candidates at your institution. Forms can be created at any unit in your institution and will be
available for use at all units below it in your institutional hierarchy. Administrators can attach forms to cases or templates.
Forms & Reports X
Candidate Forms

Vitas & Biosketches o

Find Colleagues Browse By All Units v
Committee Forms
Account Access

Administration v Form Name Unit
User Guide Candidate Test Form The University of Chicago & x
Academic Recruitment
Positions cover Biological Sciences Division ~ &* %
Templates ADVICE ON EXTERNAL AND INTERNAL EVALUATORS Biological Sciences Division x
Administration Senior Lecturer in and Associate Director of Law, Letters, and Society The College b3
Reports

Users & Groups

Review, Promotion and Tenure

Cases

Emplates
Administration
Users & Groups

To add a new form, click on the “+Add Candidate Forms” button at the top right. The Add New Form
popup will open. Input a Form Title and Form Description and select the Unit where the form will live.

Add New Form ®

Don't worry, you can always change this information later.

Form Title *
Form Description

Unit

— Select Unit — v
o

When you are finished, click “Done” to continue. The Edit Form page will open and show the Form Title
and Form Unit selections you made on the previous screen. Add a Form Description to explain the use
of the form and click the “Save” button that appears below the description box. Click “+Add Question”
to begin building your form.
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The University of Chicago > Admin >

Edit Form

Form Title

User Guide Candidate Test Form

Form Description

i
8
B
o

@@ B I L|[=:

Add a form description here|

body p 4

Form Unit

I The University of Chicago v I

Add Question v Show Applicant Preview

When the Add Question popup opens, type in the Question Title, add any Help Information needed,
and choose the Question Type. If the question must be answered to make the form valid for your
purposes, check the box next to “Question Required.” Click “Save” to continue.

Add Question x

Question Title *

Help Information

Question Type

Text '

Question Required

The question will appear at the bottom of the Edit Form page. Depending on the type chosen, you may
need to enter additional information — for example, if you selected “multiple choice,” you can then type
in the answer choices and click “Add.” If you would like a fill-in option, click “Add ‘Other’.”

Drag and drop questions or answers to reorder them.

How many years of graduate teaching experience do you have? * x

o|0,1 | x =

O| 2-4 Add  Cancel

Add "Other”

Add Question v Show Applicant Preview
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Continue adding questions until your form is complete and click “Done” at the bottom of the form. Note
that if you need to edit the Form Description, you will have to save it separately from the whole form by
clicking the “Save” button that appears after editing. You can also click “Show Applicant Preview” to see

how the form will appear to applicants. If you are satisfied with the preview, click “Done.” Otherwise,

click “Return to Form Editing.”

The University of Chicago > Admin >

Edit Form

User Guide Candidate Test Form

How many years of graduate teaching experience do you have? *
O 01
O 24

°|

Add Question W | Return to Form Editing

After completing your form, you can return to the template creation process to add it. Click the

Templates option in the left navigation menu and locate your in-progress template in the Templates

List. If you have a large number of templates, use the search bar to locate the correct one. Click on the
blue template name OR use the “Options” button to select “Edit Template.”

Positions Creation Request Form to begin

Templates

Reappointment (OAA/SOM) The University of Chicago

Administration
For reappointment of OAAs and SOM
Reports

Users & Groups

Three-Year Review
For Senior Lecturers

The University of Chicago

[Review, Promotion and Tenure
Cases

The University of Chicago

Templates

Administration

Reports The University of Chicago
s template is foa@onstrating processes in the user guide.
Users & Groups

Reappointment No Options v
Review No Options v
Review No Options v

User Guide Test The University of Chicago

This template is for demonstrating processes in the user guide.

G
|
[e]

=

Preview Template
Edit Template
Create a Duplicate

Delete Template

Either option will take you to the Template Summary page, where you can select the “Candidate
Requirements” bookmark on the right or the blue pencil icon next to the “Candidate Requirements”

header to return to editing.
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The University of Chicago » Templates > User Guide Test »

Template Summary

Dossier Visibility Creating a Template

Enabling Dossier visibility will allow faculty using Dossier at your institution to preview the instructions and packet requirements of this template as

1  Template Information

"Guidelines” to help them prepare for upcoming reviews.
Enable Dossier Visibility Preview Candidate Requirements

Template Information ¢

4 Case Review Steps
Type
Reappointment a Template Summary

Title
User Guide Test

Unit
The University of Chicago

Description
This template is for demonstrating processes in the user guide

Case Data Forms
= User Guide Test Form

Candidate Requ\remen

Instructions to Candidate

Type directly in this box or copy and paste instructions from existing sources.

Once you have returned to the Candidate Requirements page, you can add your Candidate Form as
shown on page 23. The system will again give you the option to see the form by clicking “Preview.”
When you are finished adding packet sections and requirements, click “Continue” to move forward.

Packet Requirements

Create packet sections for materials you would like to receive from a candidate. Each section can contain a due date, a description, and requirements for

particular materials (e.g., CV, teaching statement, syllabi).

v  Teaching Materials Add Requirement

This section collects all teaching-related materials, including syllabi and evaluations.

Documents
B gyllabi 1-required &

Upload syllabi from all courses taught since the start of your position at the University of Chicago
i Evaluations 1+ required &

Forms

User Guide Candidate Test Form b 4

Allow candidates to add their own sections to the packet.

m Return to Template Summary
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Internal Case Sections

The Internal Case Sections page will contain all of the internal information the Administrators and
Committee Managers will add to the case at each step of the workflow. Internal Case Sections and the
related documents are not shown to candidates but are visible to Committee Members (depending on
the step).

Settings

The internal documents added to a case can be placed above or below the candidate materials,
depending on how your Committee Members will want to review the documents. By default, this is set
to “Below the candidate packet.” To change that, click the radio button next to “Above the candidate
packet” in the Settings area and click the “Save” button that appears.

The University of Chicago > Templates > User Guide Test >

Internal Case Sections

Create sections to help committee members or individual users organize the materials they add as part of the review. The sections you create here will not
be visible to the candidate. You can set up specific requirements for the reviewers of the case in the Case Review Steps. For Examples or more guidance,
see Required Documents for Review Steps.

Settings

Internal case sections will appear:

® Above the candidate packet

Below the candidate packet

Sections
Committee Documents

Add Section
m Return to Template Summary

Sections
All of the materials provided by Administrators or Committee Managers during the case workflow can

be given a discrete place in the internal Sections. These sections can be used a number of ways to
organize documents and enhance visibility.

TIP: as with the candidate packets, the default section provided here is a general space for “Committee
Documents.” While you are less likely to have the issue of confusing file names with materials uploaded
by Administrators or Committee Managers, these sections can still be useful for separating levels of
documentation, for example. Internal Case Sections will not be shown to candidates but will display in
the document reader view for committees.
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Adding a New Internal Case Section
To add a new Internal Case Section, click the “+Add Section” button at the bottom of Sections.

Sections
Committee Documents
External Evaluations

Add Section

m Return to Template Summary

The Add Section popup will open. Type in a Name for your section. It is strongly recommended that you
also add a Description explaining what kinds of documents should be added here. Click “Save” to
continue.

Add Section x

Name *

Department Documents

Description

@@ B I T i

= [ o]

This section collects all of the internal documents produced at the department
level, including the search narrative, applicant log, and advertisement copies |

body p

Your new section will be added to the bottom of your Sections list. To change the visual order of the
sections, click and drag on the grey bar.

TIP: Internal Case Sections can also be added with Administrator access while a case is moving through
the workflow. Some UChicago units have chosen to limit the internal sections available when the
template is created so that Committee Managers and Committee Members at early steps in the
workflow do not have to see empty document sections. For instructions on adding an Internal Case
Section during the workflow, see page 72. Sections established by the Provost’s Office should not be
changed and are labeled as such.
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Editing or Deleting an Internal Case Section

If you need to edit the name or description of a packet section, or if you wish to delete a section entirely

(e.g. the default “Committee Documents” section), click either “Edit” or “Remove” on the right of the
grey bar.

Sections

Committee Documents

External Evaluations @& GLHEIEES | Learn More | | Remove |

Department Documents

This section collects all of the internal documents preduced at the department level, including the search narrative, applicant log, and advertisement copies.

Add Section

If you selected “Edit,” the Edit Section popup will open. Edit the Name and/or Description and click
“Save.” If you wish to delete the section, click the blue “Delete” link at the bottom left.

Edit Section x

Name *

Committee Documents

Description

I @ B I L = := | e W Q

If you selected “Remove” on the previous screen, or if you selected “Delete” from the Edit Section

popup, the system will ask you for confirmation. If you have accidentally selected that option, you will
have an opportunity to correct it.

Confirm ®

Are you sure you want to remove the "Committee Documents” section?

v NI
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Special Section: External Evaluations

By default, your Sections list will always show a special section for External Evaluations when creating a
new template from scratch. Unlike the default Committee Documents section or any other custom
sections you add, the External Evaluations section uses Interfolio’s letter requesting functionality. It is
the only section that can work this way — you cannot set up this feature for any other kind of letters,
and you cannot edit the name of the section.

If the cases you plan to initiate using this template require going out for external letters (i.e. from non-
UChicago colleagues), keeping the External Evaluations section will help reduce the manual uploads
needed. If your process will not need external letters, you can click “Remove” to delete the section.

TIP: other universities that use Interfolio have found that external letters are less likely to be completed
if the External Evaluations feature is used despite the ability to add a sender’s name, due to the branded
design of the email that the external evaluator receives. Many choose not to use this feature and
instead have the chair email evaluators or choose to use the feature and have the chair follow up
personally once the system request has been sent. Regardless of whether you use the automatic letter
requesting feature, you can still manually upload documents to the External Evaluations section.

If you have deleted the External Evaluations section and find that you need to re-add it, simply click on
the “Add External Evaluations Section” button the system provides for you when you delete the section.

Sections
Division/College Documents
This section collects the documents produced at the division and College level, including the deans’' memos and appointment form. All other documents should be added to the appropriate section.
Department Documents

This section collects all of the internal documents produced at the department level, including the search narrative, applicant log, and advertisement copies.

Add Secticn ‘ Add External Evaluations Section

m Return to Template Summary

Once you have finished adding, editing, and reordering your Internal Case Sections, click “Continue” to
move forward.

Case Review Steps

Before you add any steps to your workflow, the Case Review Steps page will show a basic overview of
how Case Review Steps function. The most important piece of information to note from this page is that
each step must have at least one committee or one individual user assigned to it in order to save it.
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The University of Chicago > Templates > User Guide Test >

Case Review Steps

dd Step Creating a Template

1  Template Information

2 Candidate Requirements

3 Internal Case Sections

o Case Review Steps
Getting Started

Create a series of case review steps to match the process of review at your institution. Each step should mirror a stage in your organization's process of 5  Template Summary
review. (Example: Step 1-Departmental Review Committee, Step 2-Department Chair Evaluation, Step 3-Dean's Review, etc...)

Each step must have at least one committee or one individual user assigned to it. For examples and more guidance, see the help article Creating
Review Steps.

m Return to Template Summary

Adding Case Review Steps

To develop your workflow, begin by clicking “+Add Step” at the top left. The Add Case Review Step
popup will open. Type in a Name for the step (e.g. “Department Faculty Review”). You can use the
calendar field to add a Due Date, but unless all of your cases created using this template will have the
same due date for information added at this step, this field should be left blank. While it is simplest to
add your steps in sequence, you are able to edit and reorder them after the fact as needed.

Note that you do not need to include a candidate step, since that is built into the system and will
precede whatever steps you add here if you choose to involve the candidate in the process. If you do
not involve the candidate in the process, the case will begin after it is created and sent to the first step
in your workflow.

Add Case Review Step x

o

Name * Due Date

Who is reviewing the case at this step?
(® Standing Committee Ad Hoc Committee Individual User
Standing committees are created at the unit level (i.e. university, school, college etc.) and can be reused for
cases in that unit.
Standing committee name

0%

[ ) Q, Select or search for an existing committee L
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The key feature of the Case Review Step is the committee selection. There are three types of
committees in RPT that can be used in a template: Standing Committees, Ad Hoc Committees, and
Individual Users. Each has its own characteristics and limitations:

e Standing Committees: created at your unit level and can be reused for any template or case in
your unit or units below yours. To add a Standing Committee you have already created in the
system, click the appropriate radio button and use the dropdown menu to select it. To create a
new Standing Committee, see the next section.

e Ad Hoc Committees: created on a case-by-case basis and aren’t tied to a specific unit level. Ad
Hoc Committees are most useful if the case is being initiated at the department/division/school
level and a different, temporary group reviews the materials at this step for each case. To create
a new Ad Hoc Committee, click the appropriate radio button and type in the name of the
committee. Note that you cannot add members to an Ad Hoc Committee within a template, or
when a case progresses to a specific step. This can only be done during the case initiation
process.

Who is reviewing the case at this step?
Standing Committee (® Ad Hoc Committee Individual User
Ad hoc committees are created on a per case basis. An admin will need to add members to this committee
before a case can be initiated.

Create a name for your new ad hoc committee *

g Department Case Reviewers AY20

e Individual Users: function as a “committee of one” in the system. This option is useful if you
have an individual who needs to review materials separately at the same time that another
committee is reviewing, for example. It can also be used to notify someone of a case without
giving them the option to move the case forward. To add an Individual User, click the
appropriate radio button and type in the user’s first or last name. Select them from the list that
appears. Note that Individual Users cannot expand their “committee” and cannot interact with
the members or requirements set up for other committees at their step. If these functions are
needed, another committee type should be used.

Who is reviewing the case at this step?
Standing Committee Ad Hoc Committee ® Individual User
An individual user can review the case, but will not be able to collaborate with others. To allow multiple
members to review together, create a standing or ad hoc committee.

Search For An Individual User

[ ]
c!:a hale|

Melina E Hale (mhale@uchicago edu)

Ranjana Gokhale (rgokhalezuch

George Haley (ght

auchicagoe
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When you have made your selections, click “+Add” to finalize the step. Note that the +Add button does
not appear until you have entered a step Name and a Committee.

Creating a New Standing Committee

If you have not already created any Standing Committees in the system, you will not be able to add
them to your Case Review Steps. To create a new Standing Committee, click on the Users & Groups link
in the left navigation menu. (Anything prior to the Case Review Step page, as well as any steps with Ad
Hoc Committees that you’ve already added, will be saved).

When the Users, Committees & Units page opens, select the Committees tab at the top.

THE UNIVERSITY OF
Cassandra Martynow v

x @ CHICAGO

The University of Chicago > Admin >

Home . =
U, - compittees & Units
Academic Career Activities
Announcements & Help Rers Committees  Ufits

Profile
$Search by committee name

Activities
Sort By Name v  Browse By All Units v Add Committee

Forms & Reports

Vitas & Biosketches

Find Colleagues Committee Name it
Account Access BSD 0AA Biological Sciences Division w2 pl
Administration v .
BSD OFFER APPROVAL Group Biological Sciences Division o &
T BSD POSITION APPROVAL group Biological Sciences Division H &
Positions College Review Committee Social Sciences Division ®o v
Templates Department Committee Law School w2 &
Sdpinetston Departmental Administrator Review Social Sciences Division o &
Reports
Departmental Review Committee Social Sciences Division @o &
Users & Groups
Dept Committee Booth School of Business a4 &
Review, Promotion and Tenure Deputy Deans Booth School of Business o rd
Cases Divisional Review Committee Social Sciences Division o &
Templates N
DOM Appt and Promo Department of Medicine e &
Administration
DoVA - all tenure line faculty Humanities Division ws &
DOVA Chair Humanities Division a4 &
Users & Groups
DoVA comittee managers Humanities Division 3 &

To add a new Standing Committee, click on the “+Add Committee” button at the top right. The Add
Committee popup will open. Input a Name and select the Unit where the committee will live. The
committee must live at the same unit as your template or a higher unit in the hierarchy in order to use it.

Add Committee "

Name *

Unit

— Select Unit — -

When you are finished, click “Save” to continue. The Edit Committee page will open with a list of
potential Committee Members.
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Edit Committee x

Name *

User Guide Test Committee ’

Unit

The University of Chicago -

Committee Added. Assign committee members below.

@o Committee Members

Sort By Name v

First Name Last Name Email

Valerie Abadie vabadie@uchicago.edu + Add
Mustafa Abasiyanik abasiyanik@uchicago.edu + Add
Dorian Abbot abbot@uchicago.edu + Add

Andrew Abbott

+ Add

Samuel Abboud + Add

Chandrika Abburi cabburi@uchicago.edu + Add

To add members, type the last name into the search bar and the results will update in real time. When
you have located the person or people, click “+Add” on the right side of their record. The person’s
record will appear under the Committee Members header, which will also update its count. Continue
this process until you have added all of your committee members. Note that if the person moving the
case forward chooses to send a notification, all committee members on the next step will receive it.

To identify one or more Committee Manager(s) who can perform certain administrative functions for
that committee at its given step, click the star next to their name(s) in the Committee Member list. The
star will turn green. The empty outline of a star means the person is not a Committee Manager.

#3 Committee Members

This committee member is not a
manager

cs OChicagoSupport g7 x

S
»

pa David Aron Schenirer

m Cassandra Martynow * X

When you are finished adding Committee Members and identifying Committee Managers, click the “X”
at the top right of the box to close it. Your committee will now appear in the Committees list.

After completing your Standing Committee, you can return to the template creation process to add it.
Click the Templates option in the left navigation menu and locate your in-progress template in the
Templates List. If you have a large number of templates, use the search bar to locate the correct one.
Click on the blue template name OR use the “Options” button to select “Edit Template.”
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Positions
Templates
Administration
Reports

Users & Groups

[Review, Promotion and Tenure
Cases
Templates
Administration
Reports

Users & Groups

Creation Request Form to begin

Reappointment (OAA/SO!
For reappointment of OAAS

Three-Year Review
For Senior Lecturers

Two-Yeal

:v:tva.ng processes in the user guide.

The University of Chicago

The University of Chicago

The University of Chicago

The University of Chicago

Reappointment

Review

Review

No Options v
No Options v
No Options v

User Guide Test

The University of Chicago

This template is for demonstrating processes in the user guide.

o

Preview Template

G
|
[e]

Edit Template
Create a Duplicate

Delete Template

Either option will take you to the Template Summary page, where you can select the “Case Review
Steps” bookmark on the right or the blue pencil icon next to the “Case Review Steps” header to return

to editing.

Cassandra Martynow w

Home

IAcademic Career Activities
Announcements & Help
Profile
Activities
Forms & Reports
Vitas & Biosketches
Find Colleagues
Account Access

Administration v

fAcademic Recruitment
Positions
Templates
Administration
Reports

Users & Groups

[Review, Promotion and Tenure
Cases
Templates
Administration
Reports

Users & Groups

Title
User Guide Test

Unit
The University of Chicago

Description
This template is for demonstrating processes in the user guide

Case Data Forms

= User Guide Test Form
Candidate Requirements  ¢*
Instructions to Candidate

Type directly in this box or copy and paste instructions from existing sources.

Teaching Materials
Documents Required

= Syllabi, 1+ required

= Evaluations, 1+ required

Forms
= User Guide Candidate Test Form

Internal Case Sections ¢

= Department Documents

Case Review Ste

Step 1

Creating a Template

1 Template Information

2 Candidate Requirements

Once you have returned to the Case Review Steps page, you can add your Standing Committee and
related Case Review Step as shown on page 32.

TIP: because all Committee Members receive a notification from the system when a case is moved
forward to their step unless the sender chooses not to send one, some units are using the Committee
Manager as a buffer. If, for example, you create a Standing Committee with the department
administrator as the only member/Committee Manager, the department admin will be able to add
other temporary members to the Standing Committee on a case-by-case basis when the case reaches
their step. Those new, temporary members will not receive a system notification, but can be emailed
separately (or via the system after adding them).
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Adding Case Review Step Instructions & Required Documents

Once you add a Case Review Step, it will appear on the Case Review Steps page and will show additional
options for configuration: Instructions and Required Documents. These are both applicable at the step
to which they are assigned, but documents added to fulfill requirements are visible to any step
afterward as well as to any Administrators who have access to the unit where the case was created.
Please be mindful of this as you configure. To begin, click the blue “Edit” link at the top right of the step.

The University of Chicago > Templates > User Guide Test »

Case Review Steps

1 Department Review Edit | Delete

User Guide Test Committee (3)

=

@ No Instructions @ No Required Documents

m Return to Template Summary

A new Edit Details page will open and show an overview of all of the information related to that step in
the workflow. To change the Name or Due Date on the step, click the “Edit Step Details” button in the
top left section. To view and/or recuse the people who have access to this step for every case created
on this template, click “Manage” in the top right section (see more on recusals on page 85).

The University of Chicago > Templates > User Guide Test > Case Review Steps >

Edit Details
Step Details (Step 1 of 1)

Step Name 9 people can administer the case at this step.

Department Review

Due Date 0 administrators are recused at this step.

Edit Step Details

Reviowers

V¥ User Guide Test Committee
Standing Committee (3)

Manage Members Instructions Required Documents Required Forms ~ Settings

8 3 Members

oA David Aron Schenirer cs OhcagoSupport

u Cassandra Martynow *
cdunnguchicago.edu

Return to Case Review Steps

The main focus of this page is the Reviewers section, which allows you to add several types of
configurations specific to this step in the workflow. To add a second (or third, etc.) committee, click
“+Add Committee” and follow the same process as before. If you have multiple committees on a single
step, they will both receive the case at the same time and be able to access it and submit separate
documentation. The committees will see each other’s documents but will not be able to share
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comments. If one committee attempts to send the case forward before another has submitted required

documents, the case will not progress.

To add instructions for your committee, click on the Instructions tab.

Add Committee

Reviewers

> User Guide Test Committee
Standing Committee (3)

Manage Members Instructions Required Documents Required Forms ~ Settings

There are no instructions for this committee.

Click the “Edit Instructions” button, which will open up the Edit Instructions box. Type or copy/paste

instructions for your committee into the box and click “Save.”

Edit Instructions %

Committee instructions

@& B I L=

These are instructions for the committee |

body p

To add requirements for uploaded committee documents, click on the Required Documents tab.

Add Committee

Reviewers

> User Guide Test Committee
Standing Committee (3)

Manage Members Instructions Required Documents  Required Forms ~ Settings

Add required documents to be completed as part of the work for this committee. All documents must be uploaded before the case can advance to the next step.

Add Required Document

Click “+Add Required Document,” which will expand a grey box in the same section. Type in a Name and
Description for your required document and click “+Add.” Repeat this process until you have all required

documents listed.

> User Guide Test Committee
Standing Committee (3)

Manage Members  Instructions ~Required Documents Required Forms ~ Settings

Add required documents to be completed as part of the work for this committee. All documents must be uploaded before the case can advance to the next step.

Add Requirement
Name *

Department Review Summary

Description

Upload the summary of the department's review session(s)|

a3
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In addition to requiring documents, you can require Committee Forms to be filled out by Committee
Members, Committee Managers, and/or Administrators. This may be a useful option if you need to
collect easily reportable information about a specific step or a specific committee’s work.

If you have already added any Committee Forms to the system via the Administration menu, click the
Required Forms tab.

> user Guide Test Committee
Standing Committee (3)

Manage Members Instructions Required Documents Required Forms  Settings

Add required Committee Forms to be completed as part of the work for this committee. All forms must be completed or bypassed by an Administrator before the case can advance to the next step.

Add Required Form

Click “+Add Required Form,” which will expand a grey box in the same section. Select the form from the
Form Name dropdown menu. Choose the Internal Section for Responses, i.e. the Internal Case Section
where the form responses will be filed. Choose the Response Visibility: “Administrators Only,”
“Administrators & Committee Managers,” or “Administrators & Entire Committee.” Note that this
applies to all subsequent steps. If you choose the third option, for example, every subsequent
committee in the workflow will see all of the responses submitted at this step. Select who should
submit the form: “Only Committee Manager(s)” (i.e. 1 response) or “All Committee Members” (i.e.
multiple responses).

When you have completed your configuration of the form, click “+Add Form” to finish.

> User Guide Test Committee
Standing Committee (3)

Manage Members Instructions Required Documents Required Forms  Settings

Add required Committee Forms to be completed as part of the work for this committee. All forms must be completed or bypassed by an Administrator before the case can advance to the next step.

Add Committee Form

Form Name *

— Select Form — v

Please select a form,
Internal Section for Responses *

— Select Internal Section — v
Response Visibility *

— Select Response Visibility — v
Who submits the form? *

Only Committee Manager(s)

All Committee Members

- (=]

Creating a New Committee Form
If you have not already created a Committee Form in the system, you will not be able to add it from the
Edit Details page. To create a new form, click on the Administration link in the left navigation menu
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(committee configurations are saved as they are added and will be retained if you navigate away from
the Case Review Steps page).

When the Administration page opens, select Committee Forms from the second menu.

THE UNIVERSITY OF

x ‘5 CHICAGO Cassandra Martynow

The University of Chicago >
Administration

Home
Academic Career Activities

Announcements & Help | cco senings

Committee Forms © Add Form
Statuses

Activities Voting Committee Forms are used to collect information from members of a committee assigned to a case. Forms can be created at any unit in your institution and will be
available for all units below it in your hierarchy. Learn More

Profile

FIDRREED Candidate Forms

Vitas & Biosketches

jperse Data Fol
Find Colleagues

Committee Forms
Account Access

Administration v Form Name * Unit Actions
TEST - Faculty Vote The University of Chicago Options v
Academic Recruitment
Positions
Templates

Administration
Reports

Users & Groups

Review, Promotion and Tenure
Cases
gmplates

Admi

Users & Groups

To add a new form, click on the “+Add Form” button at the top right. The Add Form popup will open.
Input a Form Name and Form Description and select the Unit where the form will live. You can only use
Committee Forms that are at or above the unit level of your template.

Add Form x

Form Name "

Unit *

Description

B @ B I L|:

0/ 8000 characters

© Cancel

When you are finished, click “+Add Form” to continue. The Edit Form page will open and show the
selections you made on the previous screen. From here, you have two options: add a question or add a
header. Headers work similarly to the packet sections mentioned previously and can be useful if you
have sets of questions that relate to each other.
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The University of Chicago > Administration >
Edit Form
Form Details

Form Name *
User Guide Committee Test Form

Unit
The University of Chicago

Description
Use this form to collect information about the committee members' ranks.

Form Creation

User Guide Committee Test Form

Use this form to collect information about the committee members' ranks.

No questions have been added to this form yet.

Return to Forms List

Return to Forms List

Add Header Add Question v

To add a section to your form, click “+Add Header.” When the Add Header screen opens, enter a Name

and Description, if applicable, and click “Save.”

The University of Chicago > Administration > Form >

Add Header

Name

Committee Composition

Description

@ ®/B I L == ® =0

body p

E Cacsl

0/8000 characters

To begin building your form questions, click the “Add Question” dropdown menu and select a question
type. When the Add Question page opens, type in the Question, add a Description if needed, and
choose whether the question is required under the Settings field. You can also edit the Question Type

from here. Click “Save” to continue.

Add Question

Duestiar

Deseipion

BEDFRl= s £ =0

Suestian Tyze

Settings

[ Thequesaon seaquived in arzerm subme e fom

048330 cheractars
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The question will appear on the Edit Form page under the Form Creation area. If you need additional
questions of the same type, select the “Options” dropdown menu and click “Duplicate.” You can also
use this menu to Edit or Delete your question and header.

User Guide Committee Test Form

Use this form to collect information about the committee members' ranks.

#  Committee Composition
Number of Assistant Professors

Continue adding questions and headers until your form is complete. Each question/header is saved as it
is added, so when you are finished you can either click the “Return to Forms List” button at the top right
or return to the template creation process to add it to a review step. Click the Templates option in the
left navigation menu and locate your in-progress template in the Templates List. If you have a large
number of templates, use the search bar to locate the correct one. Click on the blue template name OR
use the “Options” button to select “Edit Template.”

Positions Creation Request Form to begin

Templates

Administration Reappointment (0AA/SO) The University of Chicago Reappointment No Options v
For reappointment of O S0

Reports

Users & Groups Three-Year Review The University of Chicago Review No Options v

For Senior Lecturers

[Review, Promotion and Tenure

Cases

Two-Yeal The University of Chicago Review No Options v

Templates

Administration

Reports The University of Chicago No
#onstrating processes in the user quide.

Users & Groups

User Guide Test The University of Chicago No

This templa

s for demonstrating processes in the user guide.
Preview Template

Edit Template
Create a Duplicate

Delete Template

Either option will take you to the Template Summary page, where you can select the “Case Review
Steps” bookmark on the right or the blue pencil icon next to the “Case Review Steps” header to return
to editing.

The University of Chicago

Creating a Template
Description

This template is for demonstrating processes in the user guide 1 Template Information
Case Data Forms

= User Guide Test Form 2 Candidate Requirements

Candidate Requirements ¢

Case Review Steps

Instructions to Candidate

Type directly in this box or copy and paste instructions from existing sources. Template Summan

Teaching Materials
Documents Required

= Syllabi, 1+ required

= Evaluations, 1+ required
Forms

= User Guide Candidate Test Form

Internal Case Sections ¢

= Department Documents

Case Review St

Step1
Department Review
= Committee: User Guide Test Committee (3)

Back to Table of Contents 44




Once you have returned to the Case Review Steps page, you can add your Committee Form as shown on
page 41. Pay special attention to the response and visibility settings for the form. When you are finished,
click “Return to Case Review Steps” and continue adding/editing steps as shown starting on page 34

until your workflow is complete.

Reviewers

¥ User Guide Test Committee
Standing Committee (3)

Manage Members  Instructions  Required Documents ~ Required Forms ~ Settings

Add required Committee Forms to be completed as part of the work for this committee. Al forms must be completed or bypassed by an Administrator before the case can advance to the next step.

‘Add Required Form

Form Name: User Guide Committee Test Form

nternal Section: Dep: Documents

Response Visibility: Administrators Only

Return to Case Review Steps

Add Committee

When you have finished building out your workflow, you can easily review it as needed by clicking on
the “Additional Options” dropdown menu and choose “Collapse All” (which collapses the step details to

show only the step name and number).

The University of Chicago > Templates > User Guide Test >

Case Review Steps

Add Step Additional Options v

Collapse All

1 Departme¢ Reorder

o User Guide Test Committee (3)

@ Includes Instructions 1 Required Document

2 Department Chair Review

OOP TEST Dept Committee (2)
© No Instructions @ No Required Documents

o

3 Division Review

ﬁ 0O0P TEST Division Committee (2)
@ No Instructions @ No Required Documents

m Previous Return to Template Summary

Creating a Template
1 Template Information
Edit | Delete 2  Candidate Requirements
3 Internal Case Sections
o Case Review Steps

5 Template Summary

Edit | Delete

Edit | Delete

The University of Chicago > Templates > User Guide Test >

Case Review Steps

1 Department Review
2 Department Chair Review

3 Division Review

m Return to Template Summary

Edit | Delete
Edit | Delete
Edit | Delete
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You can also choose “Reorder” from the menu, which provides a drag-and-drop option to change the

order of the steps easily.

The University of Chicago > Templates > User Guide Test »

Case Review Steps

Add Step | Additional Options v |

Expand All

1 Departme¢ Reorder
2 Department Chair Review

3 Division Review

m Return to Template Summary

Edit

Edit

Edit

| Delete

| Delete

| Delete

The University of Chicago > Templates > User Guide Test >

Case Review Steps

1 Department Review
2 Department Chair Review

3 Division Review

Drag and drop the steps in the list below to change the order for the template

When you have finished all adjustments to your workflow, click “Continue.” This will take you back to
the Template Summary page where you can do a final review.

Creating a New Template from an Existing Template

If you have already created one template, it may be easier to create a copy and edit it instead of building
another new template entirely from scratch. To copy an existing template, locate the template on your
Templates List page and click the “Options” menu on the right. Select “Create a Duplicate.”

Templates List (58)
Search by title or unit

25 of 56 templates.

Title - unit #

Add Template

Type Dossier Visioilty @
he University of Chicage Appointment No
pointrments (e.g. department chais, deputy deans
Preview Template
Edit Template
aw Seh Appointmant No Create a Duplicate

Delete Template

/|

)
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The Template Information screen will open. The process for creating a template from an existing one is
essentially the same as creating a template from scratch, except that you will be editing the
requirements, committees, instructions, etc. instead of generating them. Pay particular attention to the
Unit and Title on this page.

The University of Chicago > Templates > Administrative Appointment (copy) >

Template Information

Unit Type *
nit & e Creating a Template
‘ The University of Chicago - | Appointment v |
o Template Information
Title * ©® 2 Candidate Requirements

‘AdmmislralweAppoimment (copy) | 3 It 1C Sect|
nternal Case Sections

Description * @ 4 Case Review Steps

5 Template Summary

Initiated by unit for administrative appointments (e.g. department chairs, deputy deans, directors of centers & institutes) |

Case Data Forms

Case data forms can be used to include additional information about candidates at your institution and will not be visible to the candidate. Case Data forms
can be created on the Administration page.

Add Case Data Form

Return to Template Summary

Follow the processes outlined in the section on Creating a Template from Scratch to complete your
copied template.

When editing your unit’s copy of a University-level template, recall that clear naming conventions will
provide the best support for your unit’s processes. Please do not simply use the existing Provost’s
Office-created template titles. At minimum, you should add the division and department or the school
to the title, e.g. “PSD - Promotion (Instructors).” It may be helpful to establish a set of template name
prefixes for your unit(s) if you intend to have a lot of templates.

TIP: if you are creating a template for an approval workflow that ends in the Provost’s Office, your
template must include the relevant Provost’s Office-level steps. At minimum, this will always include at
least one review step, a final case decision step, and a notification step where the case is returned to
you. You must edit the committee on the Notification step to ensure the correct people receive the final
case outcome.

Initiating a New Case

After you have completed configuration on your template and received any necessary approvals, you
can initiate a case. Cases initiated in the unit can be done one at a time or in bulk (if internal candidates).
If the case is divisional and must be sent to the Provost’s Office with confidential documentation, you
must initiate the case within the division, NOT the department.
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Initiating a Single Case
To initiate a single non-tenure/tenure track-related case, click on Cases in the left navigation menu in
RPT. This will open up the Case List page. Click the “Create Case” button at the top right.

) THE UNIVERSITY OF
X @ CHICAGO
The University of Chicago >

Case List

Home

Acadenmic Career Activities

Profile

Announcements & Help m Clear Filters
-

Cassandra Martynow v

‘ CreateCase v

Department of Public Health Sciences

Activities - -
Unit Type Active or Closed?
Forms & Reports
All Units . All Types v Active v
Vitas &
Find Colleagues
Account Access 250125 cases
Administration v Name - Type & Template Name & Status &
Academic Recruitment
New Candidate Appointment Appointment - Jr Econ
Positions Harris School of Public Policy Studies
Templates Step 1 of 7: Department Review
Administration
Reports
& New Candidate Tenure Promotion with Tenure
Users & Groups Law Sehool
Case Created: Waiting for an administrator to send the case forward
Review, Promotiol d Tenure
Cases did
New Candidate Review Two-Year Review
Templates Animal Resources Center
Administration
Case Created: Waiting for an administrator to send the case forward
Reports
Users & Groups
New Candidate Promotion Promotion (Instructors)

The Add New Case popup will open. Select the unit at which the case will live and click “Confirm.” You
will only be able to create cases at your unit level and in units nested below yours in the system

hierarchy. Note that Administrators in the unit you select will have full visibility into anything added
to the case, regardless of the step structure.

Add New Case
Please select an organizational unit for this case.

-%. Brow:

7]

e By Unit

v The University of Chicago
Becker Friedman Institute
w Biological Sciences Division

Animal Resources Center

Ben May Department for Cancer Research

When the New Case page opens, select the template you want to use for the case by clicking on the
blue linked template name. You will only see templates created at your unit and above.
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The University of Chicago > Cases »

& Blank Case
A blank case that can be customized to match your requirements

B Promotion (Instructors) Preview
Initiated by Provost's Office for promotion from Instructor to Assistant Professor. Use the Case Creation Request Form to begin.

B Three-Year Review Preview
For Senior Lecturers

B Two-Year Review Preview
For union lecturers

B Promoticn to Assistant Professor - Humanities/English AY20 Preview
For Instructors who are being reviewed for promotion to Assistant Professor

B Promotion to Assistant Professor - Humanities/Linguistics AY20 Preview
For Instructors who are being reviewed for promotion to Assistant Professor

B Promotion to Assistant Professor - Humanities/DoVA AY20 Preview
For Instructors who are being reviewed for promotion to Assistant Professor

B Appointment Preview
Initiated by Provost's Office for new appointments of faculty/OAAs. Use the Case Creation Request Form to begin.

B Administrative Appointment Preview
Initiated by unit for administrative appointments (e.g. department chairs, deputy deans, directors of centers & institutes)

If you are unsure if the template is the correct one, you can also review it before selecting it by clicking
the “Preview” link on the right. It will open a popup window with a quick overview of the template
information.

Preview: Promotion (OAA/SOM) *

Case Information

Type Unit
Promaotion The University of Chicago
Description

For promotion of OAAs and SOM.

Candidate Requirements

Instructions to the candidate
EDITING IN PROGRESS - please do not copy this template

v Candidate Documents

Documents
Curriculum Vitae, 1 required

Additional Documents, optional

Adding a Single Candidate

When you have selected the template you wish to use, the system will open the Case Information page.
This page is the case-specific version of the Template Information page seen previously. The Type of
case will be prefilled based on the template but can be changed using the dropdown menu.
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The University of Chicago » Cases > New Candidate >

Case Information

Type *

Creating a Case

o Case Information

2 Candidate Requirements

Promotion v

Candidate Information

3 Internal Case Sections
Search for a Candidate

Search for Candidate v 4  Case Review Steps

5 Case Summary
Candidate’s First Name * Candidate's Last Name * Candidate's Email *

Will the candidate be involved in this evaluation?

® Yes No

Choose “Yes" if the candidate will submit their own materials and you would like to communicate with them during the evaluation period. Note: This
setting cannct be changed after this step.

Case Data Forms

Case data forms can be used to include additional information about candidates at your institution and will not be visible to the candidate. Case Data
farms can be created on the Administration page.

QO  User Guide Test Form 0/ 1 questions answered ~ Answer ®

A Somn Dt Coves

There are two ways to add Candidate Information:

1. To add aninternal UChicago candidate, use the “Search for Candidate” box to type in their last
name. The system’s user records will filter in real time. Select the candidate you want when
their record appears. Their name and email address will fill in automatically. Only CNet-
associated emails can be used to access the system.

Candidate Information

Search for a Candidate

hall

Candidate’s Last Name * Candidate’'s Email *

Avner Strulov-Shalain

avners@uchicago.edu

Johanna Marroig
jmarroig@uchicago.edu
FUAD KHALEEL
khaleelf@uchicago.edu

Emily Marshall
i g

-

Choose “Yes" if the candidate will submit their own materials and you would like to communicate with them during the evaluation period. Note: This
setting cannot be changed after this step.

2. To add an external candidate (e.g. for an appointment case), type the person’s first name, last
name, and email into the relevant boxes. While the system will allow you to type in a fake
email address, it is the Provost’s Office’s policy that the candidate’s actual email address must
be used.
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Candidate Information

Search for a Candidate

Search for Candidate LV
Candidate's First Name * Candidate's Last Name * Candidate's Email *
External Candidate ecandidate@gmail.com|

After you have added the candidate through one of these methods, you will need to choose whether the
candidate will be involved in the evaluation. This selection cannot be changed once it is made, so if you
make an incorrect choice you will have to delete the case and start over. If you select “Yes,” the
candidate will receive a notification after you initiate the case and will be responsible for uploading their
own materials. If you select “No,” the candidate will not be notified (even if you have input their email
address) and will not have access to the system, so materials will have to be uploaded by an
Administrator or Committee Manager.

If your template already includes a Case Data Form, it will be shown in the section at the bottom of the
Case Information page. If you have created a form that applies only to this case, you can add it by
clicking “Add Case Data Form” (see page 16 on Creating a New Case Data Form). Case Data Forms can
also be completed from this page by clicking “Answer” on the form.

Case Data Forms

Case data forms can be used to include additional information about candidates at your institution and will not be visible to the candidate. Case Data
forms can be created on the Administration page.

5 st Form 0/ 1 questions answe x

Add Case Data Form
N

N\

Case Data Forms that have been completed will be shown with a checkmark.

@  User Guide Test Form questions answered  Answ

]
x

Click “Save & Continue” when you have finished with the Case Information page.

Verifying Requirements, Sections, and Steps

After you have finished adding a candidate to the case, the system will open the Candidate
Requirements, Internal Case Sections, and Case Review Steps pages in sequence, which should look
familiar if you have created a template previously. Though you will ideally not need to put special
instructions, requirements, or steps into a case that are not already in the template itself, you can do so
by working through these three pages.
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One key place to verify the information you have in your template is on the Case Review Steps page. If
you have added any Ad Hoc Committees to your review steps, you will be able to add members to those
at this time (you can also add temporary members to Standing Committees). Locate the appropriate
step and click the “Edit” link on the right side. When the Edit Details page opens, click the new “Add
Members” button that appears at the bottom of your committee.

hee University of Chicago > Gases » Meling £ Hale @ Case Review Sleps. »

Edit Details
Step Details (Step 1 of 8)

Step Name 1 3 preoples o mdiministe the case al this =l

Decpartment Review  EDIT AS NEEDED

Due Date 0 sdminisusions s ecused 8t ihis siep

Manage

[ Edit Step Detalls

Reviewers B Add Committee
~ Department Committee | Optlons

Adl Hew: Committea (0)
Managa Membara  Inatructiona Required Documents Required Forma  Sattinga

& No Members

Add Membarz

The Add Members popup will open. Search the first or last name of the users you want and click “+Add”
until the Ad Hoc Committee is complete. Click “Close.”

Add Members x
‘ ) Sort By Name w m
First Name Last Name Email
Valerie Abadie vabadie@uchicago.edu + Add
Mustafa Abasiyanik abasiyanik@uchicago.edu + Add
Dorian Abbot abbot@uchicago.edu + Add
Andrew Abbott aabbott@uchicago.edu + Add
Sam Abboud sabboud@uchicago.edu + Add
Chandrika Abburi cabburi@uchicago.edu + Add
Eman Abdelhadi abdelhadi@uchicago.edu + Add
Nijma Abdrabo nabdrabo@uchicago.edu + Add
Hiroyuki Abe habe@uchicago.edu + Add
Mark Abe mabe@uchicago.edu + Add
- 23 4|5 6 7 8 9 10 Net .Last
Close

To swap out a committee, you will need to add the replacement committee first by clicking “+Add
Committee” on the Edit Details page. Once you have added a second committee, click the “Options”
dropdown menu on the committee you want to remove, and choose “Remove.”
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When you have finished vetting the setup for your case, click on the Case Summary bookmark in the box
on the right side of the page. From here, you can click “Return to Case” at the top right.

The University of Chicago > Cases > Melina E Hale > yp—
Case Summary um o Case

Case Information Edit Creating a Case
Type Name

P 1 Case Information
Promotion Melina E Hale
Unit Email 2 Candidate Requirements
Department of Classics mhale@uchicago.edu

3 Internal Case Sections
Case Data Forms

User Guide Test Form | 1/ 1 question answered

gw Steps

Internal Case Sections Edit

Provost's Office Documents

Division/School and College Documents

Department Documents

Sending a Single Case Forward

The case page is a new screen that is not shown elsewhere in the template or case creation process. It
will be the screen Committee Members and Committee Managers see when they access the case to
read files or manage steps. It will show the candidate’s name at the top left and two main tabs: Case
Materials and Case Details.

The University of Chicago > Cases >

Melina € Hale

Uj
Department of Classics

Template Status
Premotion (QAA/SOM) Select Status

Case Materials  Case Details

earch case materials by title

O © ExpandAll @ Collapse All X Download [ Share & Settings = Move

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.

~ Provost's Office Documents Add File

This section collects the memos produced in the Provost's Office and above. No documents will appear here until after the case has been forwarded to those steps.
If preferred, divisions and schools can remove this internal section when editing their own template copy. The section will be re-added when the case reaches the Provost's Office

Materials

No files have been added to this section.

» Division/School and College Documents

Information on the various functions of this page are included in the section on Managing a Case. At this
stage in the case creation, you will most likely be focused on sending the case to the candidate and/or
the first step in the workflow.
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If the Candidate is Involved

To send the case forward, click on the “Send Case” menu at the top right. If you have chosen to involve
the candidate in the process, it will show you two options for a next step: “Notify Candidate” and

“Forward to [NAME OF STEP 1].”

==

Candidate
all  notify candidate

Eley
Forward to

Department Review - EDIT AS NEEDED

If you choose to notify the candidate, the Notify Candidate popup will open, and you can check the box

to personalize the subject line and message.

Notify Candidate

Include a personal message with this email

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

=1 =

If you choose to skip notifying the candidate separately and instead choose “Forward to” the first step,
the candidate will be automatically notified without the opportunity to customize the message. You will
see the Send Case Forward popup with information on who is losing access to the case and who is
gaining access. You can personalize this message as well, though the system prepopulates a generic

message for you.

Send Case Forward x

Great job! You're sending the case forward to the next step, Department Review - EDIT AS NEEDED. The following
reviewers will lose access to the case:

Case is Being Created | 0 members
The following reviewers will gain access to the case:
OOP TEST Dept Committee | 3 members
Send a message to the reviewers gaining access.
If recipients respond to this message, their response will come directly to your email inbox.

Subject *

Message *

@ ® B I Ll

Dear committee members,

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

Best,
Cassandra Martynow

Back to Table of Contents 54



If the Candidate is Not Involved

If you have chosen not to involve the candidate in the process, you will only see the option to “Forward
to” the first step, and the candidate will not be notified. You will still see the same Send Case Forward
popup with the options of personalizing a message to the committee at the first step.

Send Case wv

Forward to
Department Review

Select Status

Initiating Multiple Cases at Once

RPT allows you to initiate multiple cases at once as long as they are all internal UChicago academics, all
in the same unit, all using the same template, and all have the same requirements. You cannot use this
method for external candidates. To initiate multiple non-tenure/tenure track-related cases, click on
Cases in the left navigation menu in RPT. This will open up the Case List page. Click the dropdown menu
next to the “Create Case” button at the top right and select “Create multiple cases.”

THE UNIVERSITY OF
Cassandra Martynow v

x @ CHICAGO

The University of Chicago > _
Home H CreateCase v
Case List
Academic Career Activities . ol
reate multiple casg
Announcements & Help m Clear Filters
Profile
-
Activities
Unit Type Active or Closed?
Forms & Reports
Al Units o All Types “ Active -
Vitas &
Find Colleagues
Account Access 250125 cases
Administration 4 Name - Type ¢ Template Name = Status +
Aeademic Recruitment New Candidate Appointment Appointment - Jr Econ
Positions Harris School of Public Policy Studies
Templates Step 1 of 7: Department Review
Administration
Reports
e New Candidate Tenure Promotion with Tenure
Users & Groups Law School
Case Created: Waiting for an administrator to send the case forward
Review, Promotion N Tenure
Cases N Candidat
ew Candidate Review Two-Year Review
Animal Resources Center
Adi trati
ministration Case Created: Waiting for an administrator to send the case forward
Reports
Users & Groups
New Candidate Promotion Promotion (Instructors)
Department of Public Health Sciences

The Case Setup page will open. Select the unit at which all of the cases will live and select the type of
case (e.g. Appointment, Reappointment, Promotion). As with single cases, Administrators in the unit
you select will have full visibility into anything added to the case, regardless of the step structure. You
will also be limited to templates created at or above your selected unit’s level.
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The University of Chicago > Cases >

1. Case Setup

You can create multiple cases at once. Please make sure you are creating your cases based on a template that has the correct information, because you will not be able to make changes to the template during this process.

In which unit would you like to create your cases? *

— Search for or select a unit — v

What type of cases are you creating?

® Cancel

The unit and type of case chosen will affect the templates that are shown. If you are unsure of the case
type associated with the template you want to use, simply select the unit and then search in the list that
appears. Once you have made selections for the unit and/or type of case, you can select the correct
template by clicking “Select” or can verify the template by clicking “Preview” first.

The University of Chicago > Cases >

1. Case Setup

You can create multiple cases at once. Please make sure you are creating your cases based on a template that has the correct information, because you will not be able to make changes to the template during this process.

In which unit would you like to create your cases? *

Department of Psychology v ‘

What type of cases are you creating?

— v

Select the template for the cases

Search cases

o]

The University of Chicago

Initiated by Provost's Office for reappointment of Assistant Professors. Use the Case Creation Request Form to begin.

proment Resppimen (GANSOMD (o)

The University of Chicago

For reappointment of OAAs and SOM

If you accidentally select the wrong template, simply click “Change” and select a new one. When you are
ready to proceed, click “Continue.”

Select the template for the cases m
Reappointment | Reappointment (OAA/SOM) @

The University of Chicago

For reappointment of OAAs and SOM

Adding Multiple Candidates

When you have selected the template you wish to use, the system will open the Select Candidates page.
Choose whether candidates will be involved in the case — whatever you select will apply to all of the
cases initiated at this time.
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The University of Chicago > Cases >

2. Select Candidates

Will the candidate submit their packet?
Choose "Yes” if the candidate will submit materials online through Interfolio. This setting can not be changed after the case has been created.

® Yes
No

Add 1 or more candidates

Add Candidates

(2] Previous Cancel

Click on “+Add Candidates” to open the Add Candidates popup. Use the search bar to locate your
candidates and click the “+Add” button to the right of their user record. The number you have added

will show under the search bar. When you are finished, click “Done.”

Add Candidates x

Search by name, email or unit Show

2 of 7913 added | Add remaining 8 on this page

Name Units Actions
penny ellard Remove
Test@Test.com

Jan Smith 8 Add
jansmith@gmail.com

Test Case Remove
testcase@gmail.com

Paul Miller 8 Add
pimiller@uchicago.edu

Xavier Burgos 8 Add
xburgos@uchicago.edu

Colleen Chien 0 Add
chienc@uchicago.edu

Mostafa El Dafrawy 0 Add
eldafrawy@uchicago.edu

John Kilkus @ Add
ipkilkus@uchicago.edu

CLAIRE KOHOUT @ Add

The candidates you have added will appear on the Select Candidates page. Verify that the selections you

have made are correct and click “Continue.”
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The University of Chicago > Cases >

2. Select Candidates

Will the candidate submit their packet?
Choose “Yes" if the candidate will submit materials online through Interfolio. This setting can not be changed after the case has been created
@® Yes

No

Add 1 or more candidates

Add Candidates

3 Added

Name Units Actions
penny ellard Remove
Test@Test.com

Test Case Remove
testcase@gmail.com

David Aron Schenirer Remove

david@interfolio.com

m Previous Cancel

Verifying Requirements, Sections, and Steps

After you have finished adding candidates, the system will open the Summary & Confirmation page.
Note that unlike the process for single cases, you will not be able to make edits to the template
configuration at this stage. You are limited to adding due dates and notifying the candidates. If you need
to edit the template, you will need to exit this process and go to the Templates screen.

The University of Chicago > Cases >

3. Summary & Confirmation

The cases created will include the details below. Please read over and confirm the information is correct before creating the cases. Any changes to the candidate requirements or case review steps can be made on a per case basis after the cases are created
Case Information

Unit

Department of Psychology

Type
Reappointment

Template

Reappointment (DAA/SOM)

Candidate Requirements

Instructions to the Candidate
EDITING IN PROGRESS - please do not copy this template.

Due Date
> Candidate Documents

B

Internal Case Sections

Provost's Office Documents
Division/School and College Documents

Department Documents

After verifying all of the information on this page, choose whether you wish to notify the candidates
now. This option will not appear if you chose not to involve the candidates. If you select “No,” skip to the
bottom and click “Create [#] Cases.” If you select “Yes,” the message creation fields will open. Add a
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Subject and a Message. Note that the system provides the “Insert placeholder” button to automatically
add the candidates’ first name, last name, and/or email to their message to personalize it.

Notify Candidates

Would you like to notify the candidates now?

© Yes
No
You can insert a placeholder to automatically insert information of each candidate receiving the message.

Subjeet *

Materials Requested for Reappointment Case

Message *

G & B I K|z =

- B Q| mserplaceoider
Dear %First% %Last%,

A reappointment case has been initiated for you in the Review, Promotion and Tenure (RPT) system. Please use the "View Case” button to access your case and upload the required materials.
Best

Department of

body p

Preview

If you have added a message, you can click “Preview” to check it. If you have used the system’s
placeholders, you will see a preview of the message going to the first candidate on your list. Click “Edit”
to return to the message creator, or click “Create [#] Cases” to send the notifications.

:@EF| THE UNIVERSITY OF

® CHICAGO

The University of Chicago has initiated a
review on your behalf.

VIEW CASE

Viewing your case will allow you to view requirements, read
instructions, and submit your packet online

Dear penny ellard

A reappointment case has been initiated for you in the Review,
Promotion and Tenure (RPT) system. Please use the "View Case"
button to access your case and upload the required materials.

Best

Department of X

# Edit
Create 3 Cases Cancel

Once you click the “Create” button, the system will return you to the Case List page and display a
notification at the bottom left of your screen if the process has been successful. It will also notify you via

email when your cases have been created. The timing of this depends on how many cases you are
creating at once.

SUCCESS!
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Sending Multiple Cases Forward

Multiple cases can be sent forward to the first step at the same time from the Case List page. Locate the
cases you just created by searching for the unit. When they appear, click the checkboxes to select them
(or click the top checkbox to select all at once). A dark blue bar will appear with options.

The University of Chicago >
. reate Case v
Case List
psychology m Clear Filters
P

Unit Type Active or Closed?

All Units v |

All Types v |

Active v |

Notify Candidates B Close Cases

3 of 3 cases

2 Name . Type % Template Name * Status #

@ David Aron Schenirer

Reappointment Reappointment (OAA/SOM)
Department of Psychology

Case Created: Waiting for an administrator to notify candidate

Test Case

Reappointment Reappointment (OAA/SOM)
Department of Psychology

Case Created: Waiting for an administrator to notify candidate

penny ellard

Reappointment Reappointment (OAA/SOM)
Department of Psychology

Case Created: Waiting for an administrator to notify candidate

If you have chosen to involve the candidates in the process and have not notified them yet, the only
options that will appear are “Notify Candidates” and “Close Cases.” Selecting the former will open the
Notify Candidates popup, where you can choose to add a personalized message as on the previous
page.

Notify Candidates X

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

Include a personal message with this email. You can insert a placeholder to automatically insert information
of each candidate receiving the message.

Subject *

Message *

@ @ B I I,|:= := 5| == [ € | Insertplaceholder ~

You must provide a message.
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If you have not chosen to involve the candidates in the process, the only options that will appear are

“Send Forward” and “Close Cases.”

The University of Chicago >

. Create Case v
Case List E==1=)
psychology m Clear Filters
P
Unit Type Active or Closed?
All Units - | All Types v | Active v |

3 of 3 cases

Name - Type & Template Name &

P SendForward W Close Cases

Status &

David Aron Schenirer
Department of Psychology

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

Reappointment Reappointment (OAA/SOM)

Test Case
Department of Psychology

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

Reappointment Reappointment (OAA/SOM)

penny ellard

Department of Psychology

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

Reappointment Reappointment (OAA/SOM)

Selecting the former will open the Send Cases Forward popup, where you can see where the cases will
go and choose to send the prepopulated message or personalize one. Unlike the message to candidates,
this message will automatically show you as the sender. Click “Send” when you are finished, and all of

the cases selected will be moved forward at the same time.

Send Cases Forward

Please confirm you wish to send the following cases forward to the next step in the review process

David Aron Schenirer is moving forward to "Department Review - EDIT AS NEEDED"
Test Case is moving forward to *Department Review - EDIT AS NEEDED"

penny ellard is moving forward to "Department Review - EDIT AS NEEDED"

Send a message to the reviewers gaining access.

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

Subject *

Message *

@ @ B I KL= := | e e Q

Dear commitiee members,

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

Best
Cassandra Martynow
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Managing a Case

The following instructions assume you have Administrator access and can perform a wide range of

administrative functions.

Submitting the Candidate Packet

Once a case has been created and sent to the first step in the workflow, you can begin the process of
fulfilling candidate requirements (either by uploading them yourself or keeping track as the candidate

does the uploading).

When the Candidate is Involved

Candidates who are involved in the process will receive an email from the system and can click the

“View Case” link provided.

Case Available nbox x

The University of Chicago <noreply@interfolio.com
tome ~

B THE UNIVERSITY OF
® CHICAGO

on your behalf.

VIEW CASE

instructions, and submit your packet online

The University of Chicago has initiated a review

This case link will be valid for 30 days and can only be used once,

Viewing your case will allow you to view requirements, read

12:26 PM (Sminutes ago) ¥ 4

It is not likely that you will involve an external candidate in these internal approval processes, but if they
are an external user who does not already have an Interfolio account, they will need to enter a
password to activate it. It will be prepopulated with the name and email used to initiate their case.

Activate Account

‘Your account is almest ready! Please enter & password to finish activating your account.

Email Address

interfoliotestuser@gmail.com

First Name * Last Name *

User

Interfolio |

Password *

| agree to Interfolig's Terms of Service.

Activate Account
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The system will likely ask them what country they live in as part of GDPR compliance. It will also ask
them if they want to be contacted with Interfolio’s marketing emails — we strongly recommend letting
people know they should uncheck this box.

Welcome back

h new data regulations, we need you to confirm the following before continuing

What country do you live in?

United States v

Communication Preferences

Yes, Id like 1o be contacted by email about product updates, news, and best practices.

TIP: Internal candidates who are already part of the RPT module will sign in through the regular
Shibboleth process with their CNet and password after clicking the “View Case” button but may need to
choose to enter their Dossier account rather than the University one when the option is presented.
They cannot fulfill the requirements through their University account.

When the candidate has accessed their case, they will see a summary that is part of the Your Packets
page. It will show the name of the template that was used to initiate the case, the Unit and Type of
process, Candidate Instructions, and two main tabs: Overview and Packet. The list of candidate
requirements you added to the template will be shown here. Unfulfilled requirements will show a
partially empty progress bar.

THE UNIVERSITY OF

x ‘g‘ CHICAGO Interfolio User v

7 The University of Chicago > Your Packets > Preview Packet
= USER GUIDE CASE TEST - DO NOT USE [ Preview packer |
Your Packets
Review, Promotion and Tenure Unit Type Candidate Instructions
o The University of Chicago Promotion

Overview Packet

Below you will find an overview of the packet requirements outlined by your institution. This page will be updated as you make progress toward your packet. To learn more, read
the Candidate's Packet Guide.

o

Not Yet Submitted Locked
Type #Required #Added
Curriculum Vitae 1 required 0 <

Research Statement/Progress Report

Not Yet Submitted Locked

Type #Required #Added
@  Research Statement/Progress Report 0 required 0 O

Rublicati [

© 2019 Interfolio, Inc

Program Policies

Candidates can view the instructions you have provided by clicking the “View Instructions” button,
which opens them in a popup window.
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Instructions from the Committee =

Due:
Dec 21,2019

As part of your review for promation to the rank of Assistant Professor, please upload the following:

= acurrent CV
= all scholarly (or creative) work since arriving at the University of Chicago
= teaching materials from all courses taught since arriving at the University of Chicago

The categories available in the review template may or may not apply to you. We ask that you include all new or in-
progress work. Please simply add your materials to the most appropriate category. Only the CV field is mandatory.

If your department has asked you to supply a progress report or research statement, please add that to the
appropriate category as well.

For additional information, you may wish to refer to the handbook.

Once you have submitted your materials, your department will review them and may contact if any updates are
required.

The Dean's Office will inform you of the results of this review on DATE.

To add documents to their packet, the candidate can either click on the Packet tab or click the “Edit”
button next to the requirement (which redirects to the Packet tab). From this tab, they can upload all of
the required and optional files indicated by clicking the “Add” button on each requirement and then
choosing one of the upload options.

The University of Chicago > Your Packets > )
USER GUIDE CASE TEST - DO NOT USE

Unit Type Candidate Instructions

The University of Chicago Promotion View Instructions

Overview Packet

O © ExpandAll @ Collapse All

v
- Ea
Not Yet Submitted Required Files

Curriculum Vitae 1 required, 0 Added -

No files have been added yet.

V¥ Research Statement/Progress Report m 0of 0
Not Yet Submitted Required Files
Research Statement/Progress Report 0 Added
If your department has requested a research statement or progress report, please upload it here.

No files have been added yet.

v

Publications 0of0
Not Yet Submitted m N
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Add Curriculum Vitae x
1 Required

Choose Existing  /Add New File

Upload  Video  Webpage

@6@

Drag & Drop your files anywhere or

Browse To Upload

When a document has been added, it will take a moment to complete the upload, after which the
candidate can “Preview” the document as it will look to committees in the document reader, “Submit”
the section, or “Edit/Remove” the file.

v
cv Preview 1 Of1
Not Yet Submitted (QULIGIEIEL]

Required Files

Curriculum Vitae 1 required, 1 Added Add
Title Details Actions
. Added )
Interfolio User CV Dec 19, 2019 Edit | Remove

When the candidate has finished adding documents, videos, or webpages as needed to fulfill any
required and optional fields, they can click “-Collapse All” to quickly check requirements or preview any
individual documents or click “Preview Packet” at the top right to view the entire packet in the

document reader. "
The University of Chicago > Your Packets >

USER GUIDE CASE TEST - DO NOT USE

Unit Type Candidate Instructions
The University of Chicago Promotion View Instructions

Overview Packet

e
O © ExpandAll @ Collapse All
~———
>
" 1ot
Not Yet Submitted Required Files

Research Statement/Progress Report m 0of 0
Preview
Not Yet Submitted @ILIEMEL] Required Files

> publications 0of0
Not Yet Submitted (QILIEER] Required Files

> Manuscripts in Press m 0of0
Not Yet Submitted Required Files
> ks i
Works in Progress m 0of 0
Not Yet Submitted Required Files
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Once the candidate is satisfied with the packet, they can submit. Individual sections can also be
submitted one at a time using the “Submit” button on the record. To submit them all at once, the
candidate can use the checkbox at the left of the blue bar to select everything and click “Submit

Sections” when the button appears.

Overview Packet

el © ExpandAll @ Collapse All

@ ? cv

Not Yet Submitted

> Research Statement/Progress Report

Not Yet Submitted

- I
Required Files

e
Required Files

The system will confirm that documents cannot be edited after submission unless an administrator
unlocks the sections. This is reflected in the Packet view after submission as well.

Confirm *®

You cannot edit the documents and forms within a section once it has
been submitted. An administrator will need to unlock the section in order

for you to make any changes. Are you sure you want to submit the

o

selected sections at this time?

Overview Packet

>C\..’

Submitted

> Research Statement/Progress Report

Submitted

© Expand All © Collapse All

Required Files

0010

Required Files

Once the candidate has submitted their materials, they will typically not have additional tasks to
complete for the duration of the case unless asked to provide other materials.

When the Candidate is Not Involved

Candidates who are not involved in the process will not receive any email from the system and will not

be able to access their case at any time.
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An Administrator in the unit where the case was created or a Committee Manager assigned to the first
step of the case will need to log in to RPT and access the case by selecting the Cases link in the left
navigation menu and clicking on the blue candidate’s name in their Case List.

FEEF| THE UNIVERSITY OF

~ ~A Cassandra Martynow v
CHICAGO g
Positions - The University of Chicago > _
A Create Case v
Case List
Templates
Administration N
fake Clear Filters
Reports
.
Users & Groups
Unit Type Active or Closed?
< Review, Promotioth\gnd Tenure The University of Chicago v ‘ All Types v ‘ Active v ‘

1 0f 1 cases

Administration
Reports )ﬂ—- Type & Template Name % Status %

Users & Groups
. Fake Person

The University of Chica

0 Step 1073t

© 2020 Interfolio, Inc.

Reappointment User Guide Test

Partment Review A Required Documents

Program Policies

Opening the case will show two main tabs: Case Materials and Case Details. In Case Materials the
Administrator/Committee Manager can upload all of the candidate materials in the appropriate sections
shown in the Candidate Packet.

The University of Chicage > Cases >

Fake Person

Unit Template Status
The University of Chicago User Guide Test Select Status

Case Materials Case Details o

Search case materials by title

O © ExpandAll @ Collapse All & Download [ Share & Seitings = Move

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.

+ Teaching Materials (7]

This section collects all teaching-related materials, including syllabi and evaluations

syllabi 1+ required

No files have been submitted

To add candidate materials, click on “Add File” next to each one. The Add File popup will open and

provide options for uploading documents, URLs, etc. Once you have added one or more files, click
“Save.”

Add File x

Y+ ¥

Drag & Drop your files anywhere or

Browse To Upload

Upload  Video  Webpage
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The system will process the upload. In the interim, you can continue adding files as needed until the
Candidate Packet is complete.

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

~ Teaching Materials ({UIEEEEE! @ | Lock
This section collects all teaching-related materials, including syllabi and evaluatiens.
Syllabi 1+ required Add File
Title Details Actions

£ vitae Added by Cassandra Martynow Edit
Evaluations 1+ required Add File

No files have been submitted

Managing Case Materials

Once the candidate’s materials have been submitted, the process of reviewing the case at each step
depends on the specific configurations that have been made. The tools, however, are the same across all
steps, and the visual layout is similar. This section will outline the options from an Administrator’s
point of view when a case is in their unit. This will include a broader range of permissions than is
available to a Committee Manager. Some features overlap between user roles — those instances are
noted here.

If you are not already looking at the case, you will need to access it either through an email you received
or through the Actions Items on your main dashboard homepage. You can also locate it through your
Case List, which will give you information on the current step.

The University of Chicago >
B reate Case
Case List ~
interfo| ) m

10f 1 cases

Name - Type # Template Name 4 Status

Interfoll Promotion USER GUIDE CASE TEST-DO NOT USE
e University of ChIcSY

Step 1 of 10: Department Review

When you open the case, you and any Committee Manager/Members at this step will have access to
read the case and view two main tabs: Case Materials and Case Details. Case Materials provides an
overview of the Internal Sections and Candidate Packet documentation that has been submitted.
Clicking on “Read Case” will open everything that has been submitted.
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The University of Chicago > Cases >
iterfolio User

Unit Template Status
The University of Chicago USER GUIDE CASE TEST - DO NOT USE Select Status

Case Materials ~ Case Details @)

Search case materials by title

s

O © BpandAll  © Collapse Al & Download 4 Share € Settings = Move

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.

> Division & College Documents
» Department Documents
> Internal Letters
> External Evaluations

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.

> ov O o

Adding Internal Documents
If there are any internal documents required at a given step, an alert will be shown on the Case
Materials page.

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.

I A You are asked to submit required items as part of this case. View

An Administrator or Committee Manager can click “View” to go directly to the required items in the
Case Details page (more information in the section on Managing Case Details). Even if there are no
required documents, you can upload files to the Internal Sections as needed by clicking “Add File” on the
right side of the section.

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.

I A You are asked to submit required items as part of this case. View

« Division & College Documents

No documents will appear in this section until the case has moved to the Division & College Review step.

Materials

No files have been added to this section.

As with the candidate documents, there are a range of options for adding internal files. Select one, add
the relevant information, and click “Save.”
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Add File

Upload Video Webpage

Y+ ¥

Drag & Drop your files anywhere or

Browse To Upload

Adding/Editing Internal Sections

If you need to make changes to the name or description of the Internal Section itself, use the “Edit”
button on the right side of the section. It will open the Edit Section popup, where you can change the
Name and Description and click “Save.” You can also delete the section.

Edit Section x

Name *

Division & College Documents

Description

@ B I IL|i= i | @ "I e]

No documents will appear in this section until the case has moved to the Division &
College Review step

In some cases, you may want to add Internal Sections during the process instead of in the template. This
can help readers by keeping the number of empty sections that are visible early in the process to a
minimum. If you have Administrator-level access to a case, you can click on the “Case Options” button at
the top right of the page and select “Add Internal Section.”

A(‘ O Cassandra Martynow v
s

The University of Chicago > Cases >

New Candidate

Edit Case

Unit Template Status

The University of Chicago USER GUIDE CASE TEST - DO NOT USE Select Status Email Candidate
Add Internal Section

Case Materials Case Details

—_ View Activity Log

View Candidate Info

n Close Case

& Download K Share #f Settings = Move

Search case materials by title

O © ExpandAll @ Collapse All

Internal Sectinng

Back to Table of Contents 70



The Add Section popup will open and you can type in a Name and Description and click “Save.” It will
automatically be added to the bottom of the Internal Sections list.

Add Section x

MName *

Description

mm@m B I I, = = == fd €

If you need to move it elsewhere in the list, click on the “Case Options” button again and select “Edit
Case.” The Case Summary page will open.

The University of Chicago > Cases > New Candidate >

Case Summary

Case Information Edit

Type Name
Promotion

Unit
The University of Chicago

Case Data Forms
User Guide Test Form | 0/ 1 question answered

Internal Case Sections Edit )

Division & College Documents

Department Decuments @

Internal Letters

External Evaluations Special Section

New Test Section

Click “Edit” at the top right of the Internal Case Sections area. The Internal Case Sections page will open,
where you can click and drag on the sections to move them.
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The University of Chicago > Cases > New Candidate >

Internal Case Sections

Create sections to help committee members or individual users organize the materials they add as part of the review. The sections you create here will not Creating a Case
be visible to the candidate. You can set up specific requirements for the reviewers of the case in the Case Review Steps. For Examples or mare guidance,

see Required Documents for Review Steps 1 Case Information

Settlngs 2 Candidate Requirements
Internal case sections will appear:

(@ Above the candidate packet o Internal Case Sections

Below the candidate packet 4 Case Review Steps
Sections 5 Case Summary
Division & College Documents

No documents will appear in this section until the case has moved to the Division & College Review step.

Department Documents m
Internal Letters [ Remoye]

External Evaluations

When you have finished reordering the sections, click on “Case Summary” in the bookmark section on
the right. When the Case Summary page opens, click the “Return to Case” button in the top right. You
will see your new section order reflected in the Case Materials.

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.

~ New Test Section

Materials

No files have been added to this section.

» Division & College Documents Add File

Locking and Unlocking the Candidate Packet

Depending on how the candidate requirements are fulfilled for your case, updating access to the
Candidate Packet may require some oversight. If the candidate is involved in the process, their packet
will automatically show as “Locked” when they have completed and submitted the required materials. A
Locked section will prohibit any further editing or submissions.

If the candidate has not completed their submission yet, or if the candidate is not involved in the
creation of the packet, any packet sections you’ve added will show as “Unlocked” until complete/locked
by an Administrator.

To toggle the Locked/Unlocked status, click on the “Lock” or “Unlock” button shown on the right side of
the packet section. The status will be reflected next to the name of the section.
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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.

> Research Statement/Progress Report 2]
» Publications 2]

TIP: an Unlocked packet section allows candidates to add, edit, or submit materials to that section.
Locking a section preserves the documents in their current state. Toggling between these states can be
useful during the candidate requirement stage before a deadline, since it allows a unit to work with
their candidate to get the right materials submitted. Once the packet is complete, it should all be locked
to prevent adjustments while review is underway.

Moving Files Between Sections

Occasionally you may find that files have been uploaded to the wrong section, either by the candidate or
by some internal user. If you have Administrator-level access, you can move the files easily without
having to download and re-upload them. Select the file/files you wish to move by clicking the checkbox
on the left side. Various options will appear in the blue menu bar at the top.

O © ExpandAll @ Collapse All & Download [ Share <§ Settings =2 Move

Research Statement/Progress Report up to 1 optional

Title Details Actions
Submitted by Interfolio User

Interfolio Project Overview
Dec 19,2019

Click “Move” to open a list of the document sections available and select the destination.

O © ExpandAll @ Collapse All X Download ) Share #f Settings = Move

cv
+ Research Statement/Progress Report
Curriculum Vitae

Research Statement/Progress Report up to 1 optional Additional Documents

Research Statement/Progress Report
Title Details

R h Stats 1t/P) R t
Submitted by Interfolio User esearch Statement/Frogress Repor

Interfolio Project Overview
el EnD Additional Documents

Publications

Publications
+ Publications Additional Documents
Publications optional
Title Details Actions
Submitted by Interfolio User Edit

Report on Graduate Education
Dec 19,2019

The files will be moved as soon as you select a new destination. There may be a short time delay
depending on how many files have been moved at once.
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Managing File Access and Downloads

Depending on the nature of your unit’s processes, you may find that you need to change the access
permissions for one or more documents. Select the file/files you wish to move by clicking the checkbox
on the left side. Various options will appear in the blue menu bar at the top. Click on “Settings” to

display several choices.

L Download £ Share  #f Settings = Move

O © ExpandAll @ Collapse All

Change Download Settings

Materials
Turn downloading off

No files have been added 1o this section.
Turn downloading on

Change Access Level

Committee Forms
Title Details Administrators & Entire Committee
Last Response Submitted Administrators & Committee

TEST - Faculty Vote | Step 2 0OP TEST Dept Committee
Dec 19,2019 Managers

Administrators Only

c——

From here, you can turn document downloads on or off (they are on by default) or restrict access to that
document for certain types of users. Attempting to download documents that have been disabled will

result in a message indicating the restriction.

Confirm b3

Your request includes files that cannot be downloaded. Only images and
PDFs with download enabled can be downloaded. These files will not be

You can also use the blue bar to download documents by clicking on the “Download” button. It will
show you options to “Download PDF” or “Download ZIP.” Downloading a PDF will combine all

documents into one file.

included in the download.

@ Collapse All & Download [ Share #f Settings == Move
T -—-— g
Download PDF

Download ZIP

Details Actions

O © ExpandAll

Publications optional

Title:
Submitted by Interfolio User

Report on Graduate Education
Dec 19,2019

Submitted by Interfolio User

Interfolio Project Overview
Dec 19,2019

Note that the system cannot download certain file formats, including videos and URLs. Attempting to
download these will result in the same “cannot be downloaded” message above, and the system will

download everything you’ve selected except the prohibited file types.

Requesting External Evaluations
If you have chosen to use the special section for External Evaluations, Administrators and Committee

Managers can request those from the Case Materials page.
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Case Materials ~ Case Details @)

Search case materials by title
o

O © ExpandAll @ Collapse All & Download [ Share &£ Setlings = Move

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.

I A You are asked to submit required items as part of this case. View |

> Division & College Documents
> Department Documents
> Internal Letters Add File

w External Evaluations I Request Evaluation H Add File l

Click on “Request Evaluation” on the External Evaluations section. the Request Evaluation page will
open and provide email customization options. Note that you can change the From Name and Reply-to
address as part of the customization process, share files with the Evaluator, and decide deadlines and
access permissions.

Request Evaluation x

Use thi quest an evaluation of nal message to the evaluator and documents to aid the evaluator in their review. Once completed, evaluators submit the

candidate. Your re

Evaluator First Name Evaluator Last Name Evaluator Email

£ Add Another Evaluator

(Mams—\ Reply-to
[ The University of Chicago ) ( ] cdunn@uchicago edu )

Message

Details

Deadline @

0

Administrators & Entire Committee / v

Access @

BEIB I L|lE:#|la=|@a

ST + A |

To send to multiple people at one time, click “Add Another Evaluator” on the top left. A purple “Help
with Messaging” section will pop up and provide information on how to system variables to
automatically fill in the names of each evaluator.

Help with Messaging

If you are requesting evaluations from more than one person, use the
variables below to automatically fill in the first and last name of each

evaluator receiving the message. (e.g. Dear Professor %EV_Last%,)

Evaluator First Name = %Ev_First% Back to Table of Contents 75
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Once you have added the Evaluator’s information, a Subject, and a Message, click “Preview” to see the
message. If complete, click “Send,” otherwise click “Edit” to return to the message creation screen.

Request Evaluation x

se this message 10 request an evaluation of the candidate. Your request can Include a personal message to the evaluator and documents to aid the evaluator I their review. Once completed, evaluators submit their reviews through Interfolio’s secure delivery system

The University of Chicago is conducting a

review of Interfolio User and has requested

a confidential evaluation.

1| ACCEPT

| DECLINE

If you have questions about this request, please contact

Dear Professor Martynow,

Once you have sent the message, a notification will pop up in the bottom left corner of your screen
confirming the action and giving the option to do another one.

EVALUATION REQUESTED

Request |

Y e g A valuation has been success v sent.
four request for an evaluation has been successfully sen St

" _

The Evaluator will receive a message from whomever you added into the From Name and Reply-to
fields. (The from address will always show “noreply@interfolio.com”). Depending on their preferred
mail program, it will look something like this (the From Name was “Department Chair” for this example):

Recommendation Letter inbox = &

Department Chair <noreply@interfolio.com- 138PM (1 minute ago) ¥y 4
to Cassandra v

® CHICAGO

The University of Chicago is conducting a
review of Interfolio User and has requested a
Confidential Evaluation.

| ACCEPT

I DECLINE

If you have questions about this request, please contact
cdunn@uchicago.edu.

Dear Professor Martynow,

The University of Chicago is conducting a promation review for Person. We would
like to request an evaluation from you.

Powered by Inferfolio
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Managing Case Details

The Case Details tab provides an overview of the committee and related responsibilities on a step-by-
step basis. It contains the committee instructions and requirements that were created in the template.
While the Committee Members can see this information, you must be an Administrator or Committee

Manager to perform administrative functions.

Case Materials ~ Case Details @)
Reviewing as
0P TEST Dept Committee
~ Instructions
If not previously ava

lable, add any letters from individual faculty members as Intemal Letters at this stage.

Following review by the facuty and the faculty vote, send the case forward to the Chair Review step.

« Required Items

Fill Out Form

> Committee Members (1) Conversation (0)

‘Add Comment

Voting Results

Add New Votes

The University of Chicago > Cases >

Interfolio User W CEEED O
Unit Template Status

The University of Chicago USER GUIDE CASE TEST - DO NOT USE Select Status

All required tems must be completed before the case can dvance 1o the next leted by he assigned uses, h c + he for "
Forms.
Form Name assignes Actions
TEST - Faculty Vote Committe Manage Manage Respondents
& required qu:
Cassandra Martynow (You)

Turn Off Comments

Fulfilling Internal Requirements

The Case Details tab will show a number reflecting incomplete document or form requirements if they

have been added to this step in the workflow.

The University of Chicago

Case Materials Case Details a

The Instructions section will indicate any specifics, and the Required Items section will show what
files/forms are missing. To add a required document, click “+Add” on the right side of the Required

Items section.

wv Required Items

Administrator can select to omit the form as a requirement for a user.

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. Forms must be completed by the assigned user, however a Committee Manager or

Chair's Memo
No files have been added to this section.

Forms

Form Name Assignee
TEST - Approval Form Committee Managers
2 required questions

TEST - Approval Form

Cassandra Martynow (You)
2 required questions

Actions

Manage Respondents

Edit Submission
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The Add [Requirement Name] popup will open, where you can select either a file from your computer
or one previously added to the case.

Add Chair's Memo X

1+ ¥

Drag & Drop your files anywhere or

Browse To Upload

Upload a new file  Select file from case

Once you have made your selection, the popup will ask you to select the Internal Section where the
document should live. The list will reflect whatever sections have been created up to this point. Make a
choice and click “+Add” to fulfill the requirement.

Add Chair's Memo x

Upload anew file  Select file from case

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

Name * Section *

Emeriti Faculty Directory_as of 1.22.20 | Department Documents v

New Test Section
Division & College Documents
Department Documents
Internal Letters

| External Evaluations

When the requirement has been fulfilled, it will show as “Complete.” You can then use the pencil icon to
make changes to the document.

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. Forms must be completed by the assigned user, however a Committee Manager or
Administrator can select to omit the form as a requirement for a user.

Chair's Memo

© Complete

Name

Emeriti Faculty Directory_as of 1.22.20

Edit Details
Forms
Remove from Requirement
Form Name Assignee Actions
Delete Document
TEST - Approval Form

Committee Managers Manage Respondeine
2 required questions

TEST - Approval Form

Cassandra Martynow (You) Edit Submission
2 required questions
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Managing Committee Form Responses

If your case includes required Committee Forms, you will have a unique set of functions available to you
for managing form responses and respondents. Depending on who must fill out the form (entire
committee vs. Committee Manager), you will see a couple of options. If you are responsible for filling
out the form as the Committee Manager, you will see the option to “Fill Out Form” (or, if you already
have, the option to “Edit Submission”).

Forms

Form Name Assignee Actions

TEST - Approval Form Committee Managers Manage Respondents
2 required questions

TEST - Approval Form Cassandra Martynow (You) Edit Submission
2 required questions

TEST - Faculty Vote Committee Members Manage Respondents
7 required questions

TEST - Faculty Vote Cassandra Martynow (You) Fill Out Form
7 required questions

Clicking on “Fill Out Form” will open the form and show any instructions and questions that have been
created. When you have completed your response, click “Submit Form” at the bottom.

TEST - Approval Form

Approval to move this case forward

Select your response

® Approve
Approve with Conditions
Deny

Approval for this case was recorded directly on an attached document

Name of the Approver ~
Please type the first and last name of the approver.

Dean's Name

The system will ask for confirmation and indicate that your responses will become available to the
“appropriate members for review.” These access permissions were set when the form was added to this
step in the case. Click “Yes” to save your response or “No” to edit.

Confirm X

Submitting the form "TEST - Approval Form" will make your responses
available to the appropriate members for review. You will be able to

change or edit your responses while the case is at the current step.
“

If the entire committee is responsible for submitting form responses, an Administrator or Committee
Manager can use the “Manage Respondents” option to help prevent one or two incomplete responses
from holding up the entire case. The Manage Respondents popup will open, and you can view all of the
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submitters (if any) and choose to “Omit Requirement” for a given Committee Member (e.g. if someone

is out of town during the department review).

Manage Respondents

Unsubmitted (3)

Name

Cassandra Martynow (You)
cdunn@uchicago.edu

Sheri Crosby
scrosby@uchicago.edu

Melina E Hale
mhale@uchicago.edu

Submitted (0)

Name

There are currently no form submissions from any Committee Member.

Status

Not Started

Not Started

Not Started

Status

Actions

Fill Out Form

Omit Requirement

Omit Requirement

If a form has previously been omitted for a Committee Member, you will see a “Form Omitted” tag by
their name and can click “Enforce Requirement” to reinstate the form for them.

Manage Respondents

Unsubmitted (3)

Name

Cassandra Martynow (You)
cdunn@uchicago.edu

Sheri Croshy
scrosby@uchicago.edu

Melina E Hale
mhale@uchicago.edu

Submitted (0)

Name

Status

Not Started

Not Started

Status

There are currently no form submissions from any Committee Member.

Actions

Fill Out Form

Omit Requirement

Enforce Requirement
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Sending a Case Forward

Once all required documents and forms have been submitted, the Case Details tab will no longer show a
number, and the case can progress. To send the case forward as an Administrator or Committee
Manager, click on the “Send Case” button at the top right, and select the “Forward to” option.

Forward to

Department Chair Review
SEIECT Status

On every step of the case until the final one, the system will show the committee access change that will
take place from one step to the next and provide the option to send a message. The box can be
unchecked to refrain from sending a message or left checked and sent either as the prefilled message or
one you edit.

Send Case Forward X

Great job! You're sending the case forward to the next step, Department Chair Review. The following reviewers
will lose access to the case:

Send a message to the reviewers gaining access.

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

W @& B I T =& := = | = @ O

Dear commitiee members,

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

Sending a Case Forward with Missing Requirements

The system is designed to prevent a case from moving forward until all requirements have been met. If
there is only one committee on the current step and the Administrator or Committee Manager attempts
to send the case forward with incomplete requirements, the system will show a message indicating the
missing documents/forms and will not move forward until they have been completed.
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Send Case Forward X

There are unsatisfied requirements that must be completed before the case can be sent forward to the next step

Department Chair Review.

+ User Guide Test Committee

Department Review Summary @ Missing

User Guide Committee Test Form | 1: User Guide Test Committee @ Missing

Internal Requirements with Multiple Committees at the Same Step

If your template has multiple committees on a single step in the workflow and both of those committees
have specific requirements they have to fulfill, the case will not be able to progress until all
requirements have been met.

If one committee fulfills its requirements and attempts to send the case forward, they will see the
following message:

Send Case Forward X

Congratulations, you're all done! Other reviewers are still working on this case and need to submit documents as

part of their evaluation. Once they're finished, we will send it to the next step in the review process.

If you are an Administrator responsible for fulfilling requirements on behalf of all the committees at that
step or a Committee Manager who has roles on multiple committees at that step, you can toggle
between committees from the Case Details page. Under “Reviewing As,” click “change” and select a
different committee.

Case Materials ~Case Details

Reviewing as

OOP TEST College Comrnhte

OOP TEST College Committee
v Instructions QOP TEST Division Committee

Upload the College Dean's and Master's memos and send the case forward. Note that the case will not be delivered to the Provost's Office until the Division's document requirements have also been fulfilled.

v Required ltems

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
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The system will switch your view to the other committee, where you can fulfill those requirements by
following the same process outlined on page 77-80.

Sending a Case Backward

When you have completed the requirements for a given step, you will need to send the case forward as
shown on page 81. You may find that you need to send a case backward, however, e.g. if the documents
uploaded by the previous committee were not correct. To do this, you follow the same process as to

send the case forward, but instead click the “Send Case” button and choose “Backwards to [PREVIOUS
STEP NAME].”

The University of Chicago > Cases >

interfolio User [ oo

Fopu o
‘Chair Review - EDIT AS NEEDED

Unit Template Status
The University of Chicago Promotion (0AA) Select Siffls

Backwards to

Department Review - EDIT AS NEEDED
Case Materials ~ Case Details

Search case materials by title
o
O © expandAll @ Collapse All X Download [ Share % Settings &= Move

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.

» Provost's Office Documents Add File

The system will give you the same options for customizing a message and will push the case back one
step in the workflow. If you already added documents at your step, the previous committee will not be
able to see those when you send the case backward.

Send Case Backward x

You're sending the case backward to the previous step, Department Faculty Review - EDIT AS NEEDED. The
following reviewers will lose access to this case

Department Chair | 1 members

The following reviewers will gain access to the case

Department Faculty | 1 members

Send a message to the reviewers gaining access

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

Subject *

Message *

B E|(B I L= = I | = L QO

Dear commitize members,

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

Best,

Cassandra Martynow
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Editing Committee Membership

If you have Administrator or Committee Manager access, you will be able to edit some committee
membership while the case is in progress. As mentioned previously, it can also be helpful to use the
Committee Manager role as a buffer to control when a full faculty committee is notified of a case, unless
you choose not to notify the next committee when sending cases forward.

Adding Temporary Committee Members

If you are a Committee Manager, you can add the rest of a committee after a case moves to their step
and eliminate the automatic notification. On the Committee Members section on the Case Details tab,
click “Edit,” then “+Add Member.”

~ Committee Members (1)

Name Email Role
Cassandra Martynow cdunn@uchicago.edu @
Add Member  Done
Name Email Role
Cassandra Martynow cdunn@uchicago edu @ Manager

Search for the member by last name and click “+Add” when you locate their record. They will be added

to the list as a temporary member (meaning it will not change the composition of your Standing
Committee for other cases).

cros| ) Sort By Name m
First Name Last Name Email
Catherine Crossin Coogan kerossing edu + Add

Sheri Crosby scrosby@uchicago.edu + Add

Richard N Cross oss(@uchicago.edu + Add
Rosemary Cross reross@uchicago edu + Add
caroline Grossman cross2@uchicago.edu + Add
Kyla Nercross knorcross@uchicago.edu + Add
Bozena Shallcross bshaller@uchicago edu + Add

v Committee Members (2)

Name Email Rale
Cassandra Martynow cdunn@uchicago.edu m
Sheri Crosby serosby@uchicago edu Temporary

Managing committees in this fashion allows you to exercise more control over when your Committee
Members are notified of a case; you can email all of the members from this section after you add them.
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Note that if you add temporary members to a Standing Committee and that committee is on another
step later in the same case, they will remain part of the membership for the rest of the case.

Recusing Committee Members
You are also able to recuse Committee Members at each step in the process. Recused members will not

be able to access the case at their step and will be recused from any other subsequent steps in that
workflow that contain the same committee. They will not be recused for previous steps that have
already passed. Note that Committee Member recusal is specific to a single case and does NOT
indicate recusal for future cases. To recuse someone, click the “Edit” button on the Committee

Members section.

Add Member Done

Name Email Role

Cassandra Martynow cdunn@uchicago.edu @ Manager
Sheri Crosby scrosby@uchicago.edu @ Manager
Melina E Hale mhale@uchicago.edu @ Manager

Select the ‘no’ symbol next to a member’s record to recuse them. You can have a full Standing
Committee but recuse certain members on a case-by-case basis through this method to eliminate
conflicts of interest. The recused member will still be shown in the Committee Members list.

v Committee Members (2)

Name

Email

Cassandra Martynow cdunn@uchicago.edu
Melina E Hale mhale@uchicago.edu
Sheri Croshy scrosby@uchicago.edu Recused

If you have recused someone in error, simply click “Edit” again and then select the “+” sign to re-add

them to the case.

Add Member Done

Name Email Role

Cassandra Martynow cdunn@uchicago.edu (7] Manager
Melina E Hale mhale@uchicago.edu @ Manager
Sheri Croshy scrosby@uchicago.edu

Back to Table of Contents 85




TIP: If you do not recuse Committee Members when creating the case or before a case reaches their
step in the workflow (if you have Administrator access), they will likely receive a notification when the
case arrives at their step. Because of the risk of not recusing them before they inadvertently log in and
view materials, it is recommended you recuse them upfront.

Recusing Administrators

If you have Administrator access to a case initiated in your unit, you can also recuse Administrators on a
specific step in a case or on a specific step for all cases at the template level. Note that changes to a
template will not affect cases that are already in progress. To recuse an Administrator at a specific
step, click on the “Case Options” button at the top right and select “Edit Case.”

The University of Chicago > Cases >

New Candidate et ] oo v ]

3 Edit Case
Unit Template Status

The University of Chicago USER GUIDE CASE TEST - DO NOT USE Select Status Email Candidate
Add Internal Section

Case Materials  Case Details

— View Activity Log

View Candidate Info

Close Case
o

O © ExpandAll @ Collapse All & Download [ Share &f Settings = Move

Search case materials by title

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.

The Case Summary page will open. Select “Case Review Steps” from the bookmarks on the right side of
the page.

Case Summary

Case Information Creating a Case

Type Name

P 1 Case Information
Promotion New Candidate
Unit Email 2 Candidate Requirements
The University of Chicago test@test.com

Case Data Forms
User Guide Test Form | 1/ 1 question answered

Internal Case Sections Edit

New Test Section

Division & College Documents

Locate the step where you want to recuse the Administrator and click “Edit” at the top right corner of
the step.
Case Review Steps

Add Step Additional Options v

1 Department Review kte

OOP TEST Dept Committee (3)
@ Includes Instructions @ No Required Documents

o
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On the top right side of the Edit Details page, you will see a number next to the text “people can
administer the case at this step.” You will also see a number or zero next to “administrators are recused
at this step.” Click “Manage” to change the recusals.

The University of Chicago > Cases > New Candidate > Case Review Steps »

Edit Details
Step Details (Step 1 of 10)

Step Name 9 people can administer the case at this step
Department Review
Due Date 1 administrators are recused at this step.
Manage
Edit Step Details

The Manage Administrators popup will open and show all of the Administrators who have access to the
case at this step. Click the ‘no’ symbol next to an Administrator’s name to recuse them (or click the “+”
sign to remove the recusal if it has been previously added). Click the “X” to close the popup. The
numbers on the Edit Details page will reflect the selections you’ve made.

Manage Administrators %

9 people can administer the case at this step.

Administrators can edit workflows, committees, and other key aspects of a case.

The University of Chicago

o8 SR SUBBO it o s Semoowy o
e Foncldoloash | o aw SsandoMarymow °
s Siprencabd 0 s fmeecow o
cu ShisMerre o i VelneEtde | o
m jasonerchant | o pv Prilventchaue mew e

You can return to the case quickly by clicking on the candidate’s name in the blue navigation options
shown at the top of your screen.

The University of Chicago > Cases »\ New Candidate

Edit Details

Case Review Steps >

TIP: To recuse an Administrator from a specific step at the template level, simply perform the same
edit(s) while working on the Case Review Steps from the template itself.
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Emailing the Committee

As an Administrator or Committee Manager, you can easily communicate with the Committee Members

as a group through the system. On the Case Details page, expand the Committee Members section and
click on the “Email” button at the top right.

v Committee Members (3)

Name
Cassandra Martynow
Sheri Crosby

Melina E Hale

B

Email Role
cdunn@uchicago.edu Manager

scrosby@uchicago.edu

mhale@uchicago.edu

This will open the unique Message to Committee page, which contains a number of options. From here,
you can add another individual system user or another committee as a recipient, type a subject and
message, share files, and enable files to be submitted in response.

Message to Committee

To

J =]

ediger | Committee

Subject *

Message *

@E B I L == e 0

Share Files
Files shar

ed with this message

1 be viewed by the recipiemt(s) after logging inta Interfalio.

Details

Direct email reply:

cdunn@uchicago.edu

File Response:

this box 10 allow them to
sage to submit 2

EZ3

Note that “Share Files” pulls from the documents that have been added to Internal Sections that this
committee has access to. Click “Preview” to see a version of your message.

Message to Committee

x
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If you choose to enable “File Response,” the Message to Committee page will give you secondary
options for labeling and filing the responses.

Details

Direct email reply:

cdunn@uchicago.edu

File Response:

Enable

When you share a file for the recipients to review, you can check this box to allow them to
submit a file in response. Check this option to allow the recipients of this message to submit a
file in response

Message Reason

Deadline @

o-

- Select Section - v

Section for Response *

When you have completed your setup and clicked “Send,” your Committee Members and/or other
recipients will receive a message that looks similar to this (if you’ve chosen to share files):

THE UNIVERSITY OF

CHICAGO

Cassandra Martynow has shared files with you.

VIEW FILES

*You will be required to sign in to your account to view the shared files.

Dear committee members,

This message is a test of the emailing functions in RPT.

Powered by Interfolio | Support

If you’ve requested any files in response, that will show up in the recipient’s homepage Action Items
when they sign in to the Interfolio system.

Welcome back, Cassandra Martynow

Your Action Items

Files have been shared with you (EEIEEEEL IELE]
’ 5 & Due: Jan 23, 2020 ©

RPT | #requested responses: 1| Last updated: January 22, 2020 | Review, Promotion and Tenure
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Clicking on the Action Item will take them to the Committee Shared Files page, where they can view,
download, and respond to what you’ve sent.

The University of Chicago >
Committee Shared Files

This is a list of all the files that have been shared with you. You may or may not have access to the case associated with these files. Please keep in mind that the files here may only be a part of the candidate's packet and not the entire
case

Date Shared « Case Shared By Response Requested Actions

Jan 22,2020 New Candidate The University of Chicago Yes View | Download | Respond

Due Jan 23,2020

Clicking “View” will take them directly to the document viewer, but clicking “Respond” will take them to
the Response for [NAME]’s Case page where they can upload a response file.

The University of Chicago > Cases > New Candidate »

Response for New Candidate's Case

Details

Deadline to Respond

Jan 23,2020

Files shared with you

Read Files Download Files

Emeriti Faculty Directory_as of 1 222

Message from Cassandra Martynow

Dear committee members,

This message is a test of the emailing functions in RPT.

Respond

You can respond to the message and/or files shared with you by submitting a document. This will be added to the case for “New Candidate” and will be visible to people who have access to the case.

Select File for Upload

Any files that have been sent in response will be added to the Internal Section you designated during the
message creation process.

TIP: The file sharing mechanism can look like a spam email if the Committee Members are not expecting
to receive a message like that. It is strongly recommended you include some kind of clear message to

indicate that you’re the sender and/or provide advance warning to the committee in case the message
is caught bv spam filters, etc.
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Closing a Case

When a case has made its way through the entire workflow and a final decision has been rendered, the
case can be closed in RPT. This retains all of the documents and structure related to the case but will
move it into a list of closed cases tied to the unit where the case was created.

Cases that are approved in the Provost’s Office must have a built-in Notification step at the end of the
template so that the Provost’s Office can upload approval documentation and send the case back to the
division, school, institute, etc. with the final decision. After receiving that notification, the unit can close
the case.

Closing a Single Case

To close a single case, access the case through your Case List page. You can either close the case directly
from here or click through the candidate’s name to review and close the case there.

IHE UNIVERSITY OF

C H I CAG O Cassandra Martynow
The University of Chicago > o o
. reate Case v
Case List _
Administration
fake m Clear Filters
Reports

Positions

Templates

A
Users & Groups
Unit Type Active or Closed?
lion and Tenure ‘ The University of Chicago I ’ ‘ All Types PV ’ Active ~ ’

1 0f 1 cases
Administration

Reports /Nﬁe.\ Type & Template Name & Status =

Users & Groups

Fake Person

Reappointment User Guide Test
The University of Chicggo

o

@ 2020 Interfolio, Inc

ent Review 4\ Required Documents

Program Policies

To close it from the Case List page, click the checkbox and select “Close Cases” from the blue toolbar
that appears.

W send Forward i Close Cases

10of 1 cases

Name - Type + Template Name + Status =

Fake Person

Reappointment User Guide Test
The University of Chicago

Step 1 of 3: Department Review
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The Close Cases popup will appear and ask you to input a final decision that reflects the final phase of
these cases.

Close Cases X
Please select a decision that reflects the final phase of these cases.

- Select - -

Select a status from the list or add a custom status. For cases where the final decision is made by the
Provost or President, the status must not be changed from the final status applied by the Provost’s
Office. For unit-specific workflows, it is recommended you create an internal list of custom statuses and
share them with the appropriate Administrators for use in closing your cases.

Close Cases ®

Please select a decision that reflects the final phase of these cases.

Approved (final case decision
ONLY)

Approved with Conditions (final

race daricinn NN YWY M

TIP: If closing a case you created by mistake or for testing purposes, use the Test Case/Created in Error
status provided.

Once you have selected a final status and clicked “Save,” the case will disappear from your Case List. You
can find it again by clicking on the Active or Closed? menu in your Case List filtering options and
selecting “Closed” or “All.”
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fake m Clear Filters

.

Unit Type Active or Closed?

The University of Chicago ~ | All Types v — Select Case Status —

Closed

. . ; : - Al
Cases which are available for your review will appear listed here. If no cases are displayed, you May N0t Clrrmrmgy s smswwwy| Seiect Case Status

If you have filtered the list of cases and no cases are displayed, there may be no cases matching the filters you have selected.

The list will then show your closed cases and you can see the status you have applied.

fake Clear Filters
A

Unit Type Active or Closed?
The University of Chicago [ | | All Types v | Closed (v |
3of 3cases
Name = Type = Template Name = staluﬂ
Fake Person i ; t
Reappeintment User Guide Test Approved

The University of Chicago

Closed on Jan 28, 2020

To close a case after opening the candidate’s case page, click the “Case Options” button in the top right
and select “Close case.”

The University of Chicago > Cases >
interfolio User

Edit Case

Unit Template Status
The University of Chicago USER GUIDE CASE TEST - DO NOT USE Select Status Email Candidate

Add Internal Section
Case Materials Case Details .
- View Activity Log

View Candidate Info

Close Case
o

Search case materials by title

0O © ExpandAll © Collapse All

The Close Case [NAME] popup will appear and ask for a final status. As above, for cases where the final
decision is made by the Provost or President, the status shown in RPT MUST match the decision that
was made and communicated to the unit. You can use a custom status for unit-specific workflows.

Close Case Interfolio User x
Please select a decision that reflects the final phase of this case.

Decision

- Select - -

Approved (final case decision
ONLY)

Approved with Conditions (final

case decision ONLY)

Not Approved (final case decision
ONLY)

Test Case/Created in Error
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The status will update, and you will be returned to the case page. Once you leave the case page, the
closed case can be found again as indicated above.

Closing Multiple Cases

Cassandra Martynow

Find Colleagues

University of & Create Case W
Account Access Case List
Administration ¥
m Clear Filters

Academic Recruitment

o
Positions
Unit Type Active or Closed?
Templates
The University of Chicago v All Types v Active v

‘Administration
Reports
Users & Groups T40f 14 cases

Name 2 Type = Template Namslj Status ¢

and
P renure

Cases Fake Person Reappointment User Guide Test

The University of Chicage
Template;

Administration Step 1 of 3: Department Review
Reports
New Candidate

Promotion USER GUIDE CASE TEST - DO NOT USE
UssEEGoE The University of Chicage

o Step 2 of 10: Department Faculty Review

2020 Interfolic, Inc.
Program Policies Interfolio User

Thaliniugrcit of Chiran

Promotion USER GUIDE CASE TEST - DO NOT USE

To close several cases, click the checkboxes next to them and select “Close Cases” from the blue toolbar
that appears.

4 Send Backward W Send Forwarl & Close Cases

13 of 13 cases

Name = Type = Template Name = Status =

®m New Candidate

Promotion USER GUIDE CASE TEST - DO NOT USE
The University of Chicago
Step 2 of 10: Department Faculty Review
@ [Interfolio User Promotion USER GUIDE CASE TEST- DO NOT USE

The University of Chicago

Step 9 of 10: Provost Review

The Close Cases popup will appear and ask you to input a final decision that reflects the final phase of
these cases. You can only make one selection for all cases. Once you make a selection and click “Save,”
the cases will be visible in your closed cases list as shown in the previous section.

Close Cases X
Please select a decision that reflects the final phase of these cases.

- Select - -

Cases

o

M

oo
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TIP: It is unlikely that you will need to reopen a case unless you have accidentally closed it. In this
instance, you can follow the same steps as above, but the various options menus will show you “Reopen
case” or “Reopen Cases” if you have selected cases that are currently closed.
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Help for Committee Members

Reading a Case

If you are a Committee Member on a specific step in a case’s workflow, you will likely either receive an
email from the system or from an administrator when a case is ready for your review. Log in to the
Review, Promotion and Tenure (RPT) module using your CNet ID and password. If you have been
assigned as a Committee Member to a case, it will also appear in your Action Items on your home page.

Please note: You may see a number of Action Items if you are also an evaluator on open searches in the
Academic Recruitment module. You will be looking for the Action Item that says “Review, Promotion and
Tenure” underneath it.

THE UNIVE
Melina E Hale v

P CHIC

| Home Welcome back, Melina E Hale

Academic Career Activities

Announcements & Help YOU.r ACtion |tem5

Profile

Activities Interfolio User

Forms & Reports The University of Chicago | Promotion | Promotion (ORA) | Review, Promotion and Tenure

Vitas & Biosketches
Demonstration Position for Training (DO NOT APPLY)

Find Colleagues The University of Chicago | Faculty - Tenure Track/Tenured | Academic Recruitment

Account Access

Faculty Position in Biomechanics #0BA0O1

Department of Organismal Biology and Anatomy | Faculty - Tenure Track/Tenured | Academic Recruitment

Academic Recruitment

Positions

S © © ©O

Your Files Are Ready to Download

Review, Promotion and Tenure

Cases

To access the case, click on the blue linked candidate’s name in your Action Items (“Interfolio User” in
the screenshot example above).

The system will open the case page and you will see two main tabs: Case Materials and Case Details.
The Case Materials tab is open by default and contains all of the documentation added to the case by
the candidate and by previous committees. The Case Details tab shows requirements and other
Committee Members specific to your current workflow step.

Unless you wish to review specific documents individually, it is recommended you begin by clicking the
“Read Case” button.
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THE UNIVERSITY OF

4 CHICAGO Melina E Hale w

The University of Chicago > Cases >

Interfolio User

Home

Academic Career Activities

Unit Template Status
Announcements & Help
The University of Chicago Promotion (OAA)
Profile
Activities Case Materials Case Details
Forms & Reports

. i Search case materials by title
Vitas & Biosketches

Read
Find Colleagues Q

Account Access

O © ExpandAll @ Collapse All & Download

Academic Recruitment

Internal Sections

These sections are available to committee members reviewing the case and cannot be viewed by the candidate. Please note that some

Positions

Review, Promotion and Tenure materials added to internal sections can be shared with the candidate by an administrator or committee manager.

I Cases
+ Provost's Office Documents

Do not remove or edit this section.

This section collects the memos produced in the Provost's Office and above. No documents will appear here until after the case has been
forwarded to those steps.

Materials

o

No files have been added to this section.
® 2020 Interfalio, Inc

Program Palicies

Clicking the “Read Case” button will open all of the case materials in the document viewer. Users of the
Academic Recruitment module will be familiar with the layout.

Interfolio User

= & Download
Packet Annotations
v+ DEPARTMENT DOCUMENTS

Academic Recruitment_Help for Evaluators
Help for Evaluators
TEST - Faculty Vote | Department Faculty Review

the Ac ng your
JUBLDT 0 30 XSG pRstion, 1 will 30par n v

v

INTERNAL LETTERS

- If you have been assigned
lon Feems on your Fome paa

s

B R LR T - sewies -
- Weicome bock, Meina £ He

> PROVOST'S OFFICE DOCUMENTS =

Your Action ltems

v

DIVISION & COLLEGE DOCUMENTS

> CV

2

RESEARCH STATEMENT/ PROGRESS REFORT

v

PUBLICATIONS

v

MANUSCRIPTS IN PRESS

v

VWORKS IN PROGRESS

v

BOOK REVIEWS

2

RENEW S OF CAMDIDATE S MORK " X a a Previous Material 1/10 » Next Material [E4 @

Within the viewer, you can quickly cycle through the materials of a case using the controls at the bottom
or the bookmarks on the left. The order of the bookmarks on the left is dictated by how the case was set
up by the unit administrator. In general, you are likely to see internal documentation shown first,
followed by the candidate’s packet.
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>

>

>

>

>

>

b

>

>

v DEP ENT DOCUMENTS

TEST - Faculty Vote | Department Faculty Review

BOOK REVIEWS
> REVSYS OF CANDIDATE'S WORK

Interfolio User

Packet Annotations

demic Recruitment_Help for Evaluators

INTERNAL LETTERS

EXTERNAL EVALUATIONS

PROVOST'S OFFICE DOCUMENTS

DIVISION & COLLEGE DOCUMENTS

cv

RESEARCH STATEMENT/PROGRESS REPORT

PUBLICATIONS

MANUSCRIPTS IN PRESS

WWORKS IN PROGRESS

& Download
Help for Evaluators
aeh g your et 10 30l psssuord sesn wsip
31 £vaustor 0 3n xising poston, < illapp2ar i your Action e o your o p
- ‘Wekcome back, Melna E Hale

Vour Action ltems

Previous Material 1/10 » Next Material )

© Return to Case

& @

Reviewing a Case
In reviewing a case, Committee Members have several tools available to use. These tools are optional
and can be used as determined by the committee. Please note that any information you put into the
system is discoverable and must be in compliance with University policies. While committees are
encouraged to use the system features detailed in the following sections, units should also reach out to
equalopportunity@uchicago.edu if guidance on appropriate comments and annotations is needed.

Annotating Materials
Annotations are notes you make on case materials while reading and are not shared with your fellow
Committee Members. If you are part of multiple steps in a given workflow, the annotations you make
will continue to be visible to you at each subsequent step. The annotation toolbar is located in the

bottom right corner of the document viewer.

Note that annotations cannot be added to internal documents — only to the candidate’s materials.

b

b

I

P

P

2

Interfolio User

Packet Annotations

EXTERNAL EVALUATIONS

PROVOST'S OFFICE DOCUMENTS

DIVISION & COLLEGE DOCUMENTS

cv

RESEARCH STATEMENT/PROGRESS REPORT

PUBLICATIONS

Report on Graduate Education

Interfolio Project Overview

MANUSCRIPTS IN PRESS

WORKS IN PROGRESS

BOOK REVIEWS

& Download

Academic Hiring & Data Management Softwars
Project Overview

Summary

Thraughout Fall 2018 and Spring 2018, the Pravost’s Gffice will be spansoring the
implementation of Interfolio’s Faculty Information System, which includes softwara to replace
our existing academic hiring system, Academic Career Opportunities (ACOJ, and to add
frequently-requested functionality o support appaintment and promotion processes and
faculty activity.

Background
The limitations of ACO have long | 7
of workaraunds and custom cod
intrastructure. The system has n
difficulties of using the system a

e the development
didate Bbly complex

fic units, and the:
pective hires, The

Provost's Office began a formal, ¢| hee ACO in late
2017, and selicited input from acd fents for a new
hiring system. Based on feedback! plormation on

other functionalities in addition t jng appointment
and promation processes and facq

In collaboration with collaagues from Procurement, ITS, and the divisions, the Provost’s Office

Previous Material 1/4 ¥ NextMaterial

@ Return to Case

(

o e

\
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mailto:equalopportunity@uchicago.edu

To add an annotation, click on the pencil icon and choose either a Point, Area, or Text annotation.

G4 Point Ty Area W& Text

4 @

Click (or click and drag for Area/Text annotations) on the case where you want to add the annotation,
and type in the box that appears. Clicking outside the box will save your annotation, and you can hide or
display all annotations with the eye icon in the bottom right. You can also click on an annotation and use
the trashcan icon in the bottom right to delete it.

Interfolio User © Retum to Case.
= & Download m

Packet Annotations

PROVOST'S OFFICE DOCUMENTS

DIVISION/SCHOOL AND COLLEGE DOCUMENTS.

INTERFOLIO USER

DEPARTMENT DOCUMENTS

vV Vv %

INTERMAL LETTERS
P exTERNAL EvALUATIONS

CANDIDATE DOCUMENTS
Interfolio User_C¥

Education

Honors and Awards

Research Experience

2 ae Previous Material € 1/6 » Next Material @ @

You can view a list of annotations by clicking the Annotations tab at the top of the materials list on the
left-hand side of the window. You can export all your annotations by clicking the export icon that
appears to the right of the Annotations tab once you’ve made an annotation.

o @)

Interfolio Project Overview Jan 28, 2020 at 3.27 PM

Packet Annotations

This is an annotation. Annotations can only be

added to candidate documents.
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Commenting on a Case

After reviewing case materials, Committee Members can leverage the comment feature in RPT to share
overall commentary with their fellow Committee Members. Unlike in the Academic Recruitment module
for searches, this cannot be done while in the document viewer. Though comments are discoverable,
they remain at your current step in the case —i.e. the next committee to review the case will not see
what your committee has written in the comments section.

To add a comment to a case, click the blue “Return to Case” button at the top right of screen.

® Return to Case

Interfolio User

&. Download

Packet Annotations

P EXTERNAL EVALUATIONS -

P PROVOST'S OFFICE DOCUMENTS
Academic Hiring & Data Management Software
Project Overview

P DIVISION & COLLEGE DOCUMENTS

Summary

Throughout Fall 2018 and Spring 2018, the Provost's Office will be spansoring the

P Cv implementation of Interfolia’s Faculty Information System, which includes software ta replace
our existing academic hiring system, Academic Career Opportunities (ACO), and to add
frequently-requested functionality to support appointment and promotion processes and

P RESEARCH STATEMENT/PROGRESS REPORT faculty activity.
Background This is an annotatior

v PUBLICATIONS The limitations of ACO have long ¢ | ANNO| the development

of workaraunds and custom cede| | aclded
infrastructure. The system has nof | 4\

Bbly complex

Report on Graduate Education fic units, and the

difficulties of using the system arg - pective hires. The
. . . Provost’s Office began a formal, o hce ACO in late
Interfolio Project Overview 2017, and solicited input from acq lents far 2 naw
hiring system. Based on feedback| hormation on
other functionalities in addition tq ing appointment
P MANUSCRIPTS IN PRESS and promation processes and facq
b WORKS IN PROGRESS In collsboration with colleagues from Procurement, ITS, and the divisions, the Provast’s Office
X Qe Previous Material 1/4 ¥ NextMaterial & o @
P BOOKREVIEWS -

The system will take you back to the Case Materials page. Click on the Case Details tab to go to the
committee-specific sections.

The University of Chicago » Cases >
Interfolio User

Unit Template Status
The USER GUIDE CASE TEST - DO NOT USE Select Status

versity of Chicago

Case Materials Case Details

h case materials by title

D B3

O © ExpandAll @ Collapse All & Download FE4 Share #f Settings £ Move

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.

« Department Documents | Edit ” Add File I
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Once on the Case Details page, scroll down until you see the Conversation section.

v Instructions

Division's document requirements have also been fulfilled.

» Required ltems

> Committee Members (1)

Upload the College Dean's and Master's memos and send the case forward. Note that the case will not be delivered to the Provost's Office until the

Conversation (0) Turn Off Comments

No Comments Yet

Add Comment

Click “Add Comment” to start the conversation with your fellow Committee Members. A text field will
open with your name at the top. Type your comment in the box and click “+Add.”

Conversation (1 ) Turn Off Comments

VIEW: ALL | MINE | OTHERS

Cassandra Martynow (you)
New Comment

Close

Conversation (1} Turn Off Comments

VIEW: ALL | MINE | OTHERS

Cassandra Martynow (you)
New Comment

This is my overall comment on this
case)

© Add Close

A truncated version of your comment will now appear. You can use the blue options to view all

comments, only yours, or only others’.

Conversation (1)

Add Comment

Cassandra Martynow (you)
This is my overall comment on t..

Turn Off Comments

VIEW: ALL | MINE | OTHERS
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Click on the arrow to expand an individual comment. If the comment is yours, you will also see an option
to Delete it. Note that there is no way to edit comments, so if you need to make an update you will have
to enter a new comment. It may be helpful to think of this feature as more of a “committee chat”

window.

Conversation (1 ) Turn Off Comments
Add Comment VIEW: ALL | MINE | OTHERS
Cassandra Martynow (you) v
This is my overall comment on t..

This is my overall comment on this case.

Jan 28, 2020 at 3:34 PM

@ Delete

Downloading Case Materials

If you prefer to review case materials offline, you can quickly download all materials. When looking at
the Case Materials tab, use the checkbox at the left of the blue toolbar to select all materials.
Alternatively, you can use the checkboxes next to each material to narrow your download choices.

The University of Chicago » Cases >
interfolio User

Unit Template Status
The University of Chicago USER GUIDE CASE TEST - DO NOT USE Select Status

ase Details

TN\

Case Materials

Search case materials by title
B

B4 Share @f Seitings

O (> ExpandAll @ Collapse All & Download

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.

« Department Documents I Edit ” Add File I
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When the “Download” option appears in white, select it. You will be given the option to download
everything in one PDF or download a ZIP file of the separate materials.

The University of Chicago » Cases »
Interfolio User

Unit Template Status
The University of Chicago USER GUIDE CASE TEST - DO NOT USE Select Status

Case Materials Case Details

Search case materials by title
o

© Expand All @ Collapse All & Download 3 Share 4§ Settings == Move

. D load PDF
Internal Sections ownoa

. . E P Download ZIP
These sections are available to committee members reviewing |

ate. Please note that some materials added to

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

You will receive a notification in the bottom left that your download has been requested.

DOWNLOAD REQUESTED

We will be sending you an email with a link to your documents shortly.

If the case contains materials that are unable to be downloaded (e.g. URLs), you will see a popup
notifying you of this. The system will download everything else. Click “Ok” to continue.

Confirm x

Your request includes files that cannot be downloaded. Only images and

PDFs with download enabled can be downloaded. These files will not be

In addition to receiving an email when your document download is ready, your download will be
available in your Action Items through the Home tab in your dashboard (top left of the screen). It may
take a minute to appear there. If you selected PDF download, it will generate one PDF packet. If you
selected a ZIP download, you will need to extract the files for use.

included in the download.
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