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Important/Useful Tips to Remember

® All review letters will be shared in the system (no more
need for paper copies) (see “Accessing Subsequent
Reviewer Letters, pages 43-45). Committee managers
(PRC Chairs, Department Chairs, and Deans will not
lose access to view an eDossier until the review is
complete and will have access to view the subsequent
reviewer letters in the system.

® ltis the responsibility of the committee manager (Chair
of the PRC, Department Chair, and Dean) to forward
the case to the subsequent reviewer on/before the
contractual deadline (see The University Calendar of
Key Faculty Contract Events for more details).

® The eDossier system is set up using “soft deadlines”
meaning that both the faculty candidate and the
reviewers will not be locked out of the system on the
posted due date but it will be the responsibility of the
reviewer/committee manager (Chair of the PRC,
Department Chair, and Dean) to forward the case
on/before the contractual deadline.

® |t is the responsibility of the committee manager (Chair
of the PRC, Department Chair, and Dean) to forward
the copy of the review letter to the faculty candidate
whom they are reviewing on/before the contractual
deadline (see “Share the Review Letter with the
Candidate”, pages 37-39).



® Ignore “Voting Results” located on the bottom of the
screen where you would upload your review letter. It is
a system feature that will not be used.

® Case=eDossier

e Committee manager = Chair of the PRC, Department
Chair, and Dean



Receiving Notification Email/Beginning
Your Review

As a committee member or committee manager you will receive an email notification once the
faculty candidate has submitted their eDossier and it is time for you to begin your review.

Cleveland State Universit_y

engaged

Tommie Barclay's case is available for review.

SIGN IN

The candidate has submitted their case and it is now available for your

committee to review.

Clicking on “Sign In” will take you to your login page.


https://tenure.interfolio.com/
https://tenure.interfolio.com/
https://tenure.interfolio.com/
https://tenure.interfolio.com/

This login page may appear and look different from what you are used to.
Select “Partner Institution”.

ou ———r— . B 3 T W T e

Sign In

Sign in with email Or sign in with:

Email *
Partner Institution

Password * &G  Google

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

Create an account

Type in “Cleveland State University” in the “Search for your institution” field.

L C as tps://account.interfolio.com, w

i Apps @ SwuffQueryl ¥ Content|Clevelang - ¥ CSU-EasySenice [ Login ® Centerforeleaming 8 myCsU-Cleveland < [} Repors [=] CEHSQA | Google Groups E (1) csumobile - Goo » Other bookmarks

Already have an account? ~ Sign In

Sign in through your institution

If your institution has partnered with Interfolio to provide Single Sign- Don't have an account? Sign up now.

On, search for your institution name in the box below. Use Interfolio’s suite of services to simplify

your academic life.

Search for your institution Q m

Sign in with an Interfolio account »

© 2019 Interfolio, Inc. | Support | Careers | Cookie Policy | Privacy Policy | Terms of Service
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https.//accountintefolio.com/sso O+ ac|@ ssoLogin ‘ ‘ ——

File Edit View Favorites Tools Help

il [ Suggested Sites = ) Web Slice Gallery =

Already have an account? Sign In

Sign in through your institution

If your institution has partnered with Interfolio to provide Single Sign-On, search for Don't have an account? Sign up now.

your institution name in the box below. Use Interfolio’s suite of services to simplify your academic

life.

cleveland state university| x

s vty [ sonve

Sign in with an Interfolio account >

© 2019 Interfolio, Inc. | Support | Careers | Cookie Policy | Privacy Policy | Terms of Service

Select “Sign In” which will take you to your normal login page.

eﬁ/ﬂﬂ https.

File Edit View Favori

nterfolio <om/ss: O~ @& c| @ soLogin ]

3% [=) suggested Sites = &) Web Sii

Already have an account?

Sign in through your institution

If your institution has partnered with Interfolio to provide Single Sign-On, search for Don't have an account? Sign up now.
your institution name in the box below. Use Interfolio’s suite of services to simplify your academic

life.

Cleveland State University Q |

Sign in with an Interfolio account >

© 2019 Interfolio, Inc. | Support | okie rivacy Policy | Terms of




Sign in with your CSU credentials.

File Edit View Favodites Tools Help
s (5] Suggested Stes + ) Web Sice Gallry ~

(@) Cleveland State University

engagedIearning®

Type your CSU ID and password.

eu: ]
password: [ ]




View Faculty Candidate Case/eDossier
Materials

This article explains how Committee Members or others who are evaluating a case can
access materials and what they can expect to find on the case page of a candidate.

Once logged into your Faculty180 Account,

Select "Cases" under Review, Promotion & Tenure on the
left hand navigation bar

2 interfolio

Home / Welcome back, El
Review, Prom and Tenure

Cases

Your Action lten

Th

v

You will see a list of cases that are available to you

Click the name of the candidate to view case materials

2 ef I cakis
Mamee - Trpe = Templaie Marre £

Rita A. Bookrnan
Do Lrd e siny

Poorvestion Custsi Winskllorw
Step 2 of 2: Provost Beview | Jan 1L 3007 4k Requieed Dooumenss

Edward Angerer

Historical Muskoology

Appoimtment Andropology Promos

Step 1 of 3: Musi: History Promation Commities

Accessing materials:
On the "Case Materials' tab of the case page, you can read documents that were
submitted by the candidate or committee members.


https://product-help.interfolio.com/m/33238/l/344682-view-case-materials#accessing-materials

Click "Read Case" to load all accessible case materials into our
document viewer where they can be viewed online

You can also click on the title of a document to open that specific document in the
document viewer.

Case Materials  Case Daetails
Search case maberkals by litle

a S Caollapas All

Candidate Packet
Ay materials added to the candidate packet will be wisible ta the candidate and available for them ta use in their current case. The cang
an unlocked sectian bedore they submit.

by o

The document viewer displays all materials organized by sections. Note that you can
search through the PDF files of materials, and leave annotations on the materials.



Make Notes on Case Packet/eDossier
Materials and Export Your Annotations

Reviewers can add annotations to materials in a candidate’s file and export those
annotations in a PDF file for offline access. This makes it easy to highlight the most
important parts of a packet and track and revisit thoughts when evaluating materials.

Annotations are private notes and are only visible to the reviewer who adds them.
However, much like paper notes, annotations may be "discoverable" as evidence
in certain legal proceedings.

Open the case you want to review

rarma Lisivarsity »
Case List

bod boasen
Hame - / Trps & Template Name & Simus &

ko . Bockran — cover oo i

D Unteersity

SBep 2 of 3; Poorenst Revview

James Aaron Promatian Musie Promation Cases

Ethnomusicology

Ssep 1 of 3; CCE Depariment Aevies

Edward Angerer
Hisorical Musicology

On the "Case Materials" tab of the case page, click "Read
Case" to load all accessible case materials into our
document viewer where they can be viewed online

You can also click on the title of a document to open that specific document in the
document viewer.
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Case Materials  Case Detalls

Search case maberials by it

n Read Case

Candidate Packet
Ay materials added to the candidate packet will be wisible ta the candidate and available for them ta use in their current case. The cang

an unlocked sectian bedore they submit.

by -

The document viewer displays all materials organized by sections. Note that you can
download materials (if enabled), search through the PDF files of materials, and leave
annotations on the materials.

Michael Bishop 2 Rorturm o Case

I o
‘Sarah Black Ph.O.
. Iﬂ“mﬂ-
Fetsieaibn 3 e
rsacinze
¥ TEACHING EXPERTESE I e L P A ey B

-
At O S By

¥ MBGRATED: CASE MATERWLS . “
i, et e [y

¥ COMHEITTEE DOCLIVEMTE e e -
B 3 e L GO el 4 LT ik

AL EIMRREDE
el e rE AT
LU iy b 187 LUK, oty B ‘S, s o e (0
Fanturs matn o Vb b P W%
U, Py b kTt e 7 g S, e it 1
:F—Hﬂr—v-l -&‘znl.'.-lll-r! e A
Tom Eid
i smraay Gy vy S, Aa
Corasiors | 2003
et e S L

o sy
Trarmems = Jemarms iy Tt Bt [IB5]
Togem ningy. iy ot WY e rep i (g
LU Py B I G
Wi ey © Barmaemaca 1, M e 8 s i V308

i Vorm iy Loy Cosmgm, femoane, T
LU iy b VT, LU, s B . e ) Ll ol | R TR

B o Dy, S Frt, M Mary Bperpamnaom (VMR
e i e Ly
A ey faerasen

L e a Frovinus Material € 173 ) Moaxt staseriad # @

Annotations appear on their own tab in the viewer
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Bob Pnt

'

Packet Annotations

@

Report One Mow 7, 2016 at 330 PM
Need to finish this by Nov. 9.

Ccv
Has Ed read this?

cy Mow 7, 2016 at 336 PM
Strong teaching record.

Ty

Adddiadit sned mansge srganizatonal usits

MNeed to finish this by
Mow, Q.

vt EY m cand

.Y

Croata/edit imiBetion wide custom riatuses
Set up commies voting lenable fosture srd sdd institution-wide

_,-

You can click the export icon to generate a PDF of your
annotations that can be downloaded and printed
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Bob Pnt

Packet Annotations

@ &

Report One MNov 7, 2016 at 3:30 PM
Need to finish this by Nov. 9.

cv
Has Ed read this?

cv Mow 7, 2016 at 336 PM
Strong teaching record.

L A

Annotations are added from the lower right corner of the
viewer

sinia 05/06-05/12
05/07-8/07

ant

company) 1987-1994
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Click the "view" icon to toggle on or off the display of annotations

T

4
m company) 1987-1994

(& I @

Click the "note" icon to add an annotation on the currently displayed
document

m company) 1987-1994

(& I @

After clicking the "note" icon, select the type of annotation you want to
create

Make no selection to add a simple "stickie" note to the document

"Point" adds a note with an arrow pointing to a particular point in the document
"Area" adds a note about a selected area

"Text" adds a note about highlighted

14



1, 2011 to present

'ds) 1987-1994

and production cor

1ent
b

74 @

Stickie notes:

Click into the document and add your note where you want it to appear.

11 to present sarmple stickie note

|987-1994
sroduction cor

"Point" (arrow) notes:

Select "Point,” and add a note with an arrow in the document. You can drag and drop to
change the location of the arrow or note.

15



Iucfus pharetra. ' '

Pellentesque eget est lorem. Etiam scelerisque est in lectus eleifend, venenatis elemen
Vestibulum dolor quam, faucibus ut risus eu, pharetra cursus ipsum. Mauris tristique nibh m
sagittis. Cras vulputate sem bibendum. elit pretium, sit amet blandit ipsum blandit. Aliquam
aliquam nibh eu, finibus leo. Donec vel magna sed libero vestibulum feugiat hendrerit non orc
suscipit lobortis. Nunc in nibh venenatis, ‘sollicitudin velit eu, facilisis nibh. Aliquam quis ali

interdum ultrices tortor, eget dapibus mi su
faucibus.

it ek ebmmel i b m.-.l.-_,suada fames ac an

This note points to the Latin
word "etiam” which can
translate as also, even, or
still...

X Q @ <18/19>

"Area'" notes:

Click "Area," and draw to select an area in the document to annotate.

16


https://product-help.interfolio.com/m/33238/l/663068/show_image?image_id=220412
https://product-help.interfolio.com/m/33238/l/663068/show_image?image_id=220412

- - T

Research Interests

i e  Writing Pedagogy

i e Performance Ethnography
i e Local Aesthetics

i e Ethnopoetics

i e Auto-ethnography

i e  American Popular Music

| e  Punk Rock Music

e Heavy Metal Music
e Shock Rock

Qanthern Raacinnal Tdantityr

X Gl @ <€ 49/50 »

Research is her strongest
area. Makes her a good fit i
our needs...

"Text" notes:

Click "Text" and select text in the document to highlight. Note that you can choose

between orange or yellow highlighting.
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https://product-help.interfolio.com/m/33238/l/663068/show_image?image_id=220402
https://product-help.interfolio.com/m/33238/l/663068/show_image?image_id=220402

LuupuGLLs
Auto-ethnography i
American Popular Music E
Punk Rock Music :

“Heavy Metal Music " || Seemsbroad
Shock Rock
Southern Regional Identity _

Music and Gothic Modes of Répresentation

19" Century Opera

wve recently completed my dissertation; "A Socioesthetics of Punk: Theoriz*
ce," a performance ethnography addressing issues of southern regional ider

X Q @ <49/50 )

To edit a note you've added, simply click into the text field

18


https://product-help.interfolio.com/m/33238/l/663068/show_image?image_id=220428

L
est lorem. Etiérr] scelerisque est in lectus eleifend, venenatis elementum ligula dictum.
uam, faucibus ut risus eu, pharetra cursus ipsum. Mauris tristique nibh malesuada maximus
itate sem bibendum elit pretium, sit amet blandit ipsum blandit. Aliquam eget arcu sagittis,
libus leo. Donec vel m 2ugiat hendrerit non orci. In luctus tellus a
unc in nibh venenatis This note points to the latin nibh. Aliguam quis aliguam sem. Fusce

srtor, eget dapibus mi werd “etiam” which translates \glesuada fames ac ante ipsum primis in
as also, even, or still...

_(19/19 (& @ @

To delete a note, click into the text field and then click the trash icon
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l N

est lorem. Etiém scelerisque est in lectus eleifend, venenatis elementum ligula dictum.
Jam, faucibus ut risus eu, pharetra cursus ipsum. Mauris tristique nibh malesuada maximus
tate sem bibendum “elit pretium, sit amet blandit ipsum blandit. Aliquam eget arcu sagittis,

libus leo. Donec vel

Jnc in nibh venenatis This note points to the latin

irtor, eget dapibus mi

<19/19

word "etiam" which translates
as also, even, or still...

augiat hendrerit non orci. In luctus tellus a
nibh. Aliguam quis aliguam sem. Fusce
alesuada fames ac ante ipsum primis in

& O @

20



Uploading Internal Review Letters

As a committee manager (PRC Chairperson or Department Chairperson/School Director, or
Dean), you will be responsible for uploading the signed review letter for the faculty candidate
you are reviewing. There is also a space to upload any additional reviewer inserted materials.

Click the candidate's name to open the case with required
documents

Case List Create Case

18 af 18 cases
Mame - Type 2 Termplate Name

Rita A. Bookman Custarm WskElow

Derno University

Step 2 of 2= Provost Aeview | Jan 21,2017 4 Required Docurments

21



1. Open the "Case Details" tab and click "Add" under "Required
Documents™

Demo University > Cases »

Rita A. Bookman

Unit Status

Demo University @ Tenure with Promotion  change

Case Materials Case Details .
% Committee Members: 7 = Email # Edit

+ Required Documents

All required documents must be completed before the case can advance to the next step. Files can be added by any mittee Manager of

Administrator with access to this casa.

Salary Recommendation

Do estimating the line cost for promation

2. Browse to upload a new file:

Add Review Summary x

Lipload a naw fiks Selact fle from case

¥+ ¥

Drag & Drop your files anywhere or

Browse To Upload

22



3. Select the section of the packet in which to add the document (in this
case "Internal Review Letters"). Select “Add”.

Add a. External Review Letters S

Upload a new file  Select file from case

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

dropdown menu below.

Name * Section *

CPRC Recommendation Internal Review Letters v

External Reviews
Internal Review Letters
Reviewer Inserted Material, if applicable

I 23
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Once uploaded, the document requirement will be labeled "Complete"

> Committee Members: 5 = Email & Edit ® 0

v Required Documents

No Cod

All required documents must be completed before the case can advance to the next%ep. Files can be added

by any Committee Manager or Administrator with access to this case.

Review Summary :
: @ Complete
A summary of the results of commitiee review

TP-Part-IlI-Chairs-Report pdf

Once you have completed uploading your review letter and
additional reviewer material (if applicable), you are now ready to
forward the case to the next review step and share the results of the
review with the faculty candidate (see “Sending a Case Forward “on
page 40 and “Share the Review Letter with the Candidate” on page
37).

24



How to add more than one document (other than the one
required review letter; e.g. supplementary materials (this
may include materials requested by the DPRC/CPRC
including missing co-author letters and/or R/S/CA
accepted after submission of the eDossier) :

As a committee manager (Chair of the PRC, Chair of Department/School, or Dean) you may
wish to add more than the one required reviewer letter to the faculty candidate’s eDossier to
be accessible/viewed by other reviewers (e.g. supplementary materials such as materials
requested by the DPRC/CPRC including missing co-author letters and/or R/S/CA accepted
after submission of the eDossier). Below you will find step-by-step instructions on how to do
this.

Click the candidate's name to open the case you wish to
add/upload supplementary materials to

Case List Create Case

18 af 18 cases
Mame - Type = Termplate Name

Rita A. Bookman
Derno University

Custarm Woekflow

Step 2 of 2= Provost Aeview | Jan 21,2017 4 Required Docurments

25



1. Open the "Case Materials" tab and click "Add" under "Required
Documents™

Cleveland State University > C
Tommie Bar

Unit

Cleveland State

Home

Your Packets
Template

Tenure & Promotion - TT Faculty (With DPRC)

Faculty 180

Announcements & Help

Profile Case Materials Case Details o
Activities

. Search case materials by title
Evaluations

o

Vitas & Biosketches

O © ExpandAll @ Collapse All
Find Colleaaues

2. Select “Add File” to add a file to the section you wish to add
supplementary materials to (other than the one required reviewer letter)

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.

~ External Reviews

For tenure/promotion and full professor dossiers only. Five letters are required, with evidence presented of the relevant expert and “arm'’s length” qualifications of each, and of the selection process that was used. Completion of
this section is the responsibility of the PRC chair—the materials are inserted in this section after the candidate submits the final dossier.

No files have been added to this section.

» Internal Review Letters
+~ Reviewer Inserted Material, if applicable Add File

Upload any supplementary materials (this may include materials requested by the DPRC/CPRC including missing co-author letters and/or R/S/CA accepted after submission of the eDossier) in

In this case, “Reviewer Inserted Material, if applicable”

v Reviewer Inserted Material, if applicable

Upload any supplementary materials (this may include materials requested by the DPRC/CPRC including missing co-author letters and/or R/S/CA accepted after submission of the eDossier) in this section.

No files have heen added to this section.

26



3. Browse to upload a new file

Add Review Summary x

Selact fla from case

o+ ¥

Drag & Drop your files anywhere or

Browse To Upload

Lpload a naw fike

4. Choose the file you wish to upload and select “Open”

o[ seocoeie 5|

“Z| Recent Places

= Libraries
@ Documents
Ji Music
[&=] Pictures
B Videos

m

.- Computer
ﬁ windows ()
S provost (\lanyar
¥ prvst-contracts (7|

€l Network S

Organize » Mew folder

I Favorites B Libraries Rachel E Thornton |I
B Desktop Systern Folder System Folder
8 Downloads

M || Computer
System Folder

Adobe Acrobat X Pro

Shortcut
198 KB

- Mozilla Firefox
Shortcut
105KB
Additional Materials
Adobe Acrobat Document

A~ 787 KB

[—L Adjunct Template

CardScan
Shortcut
206 KB

- Metwork
System Folder
" AVG AntiVirus FREE
Shortcut
192 KB
DS ControlPoint
Shortcut
206 KB
Old Firefox Data
‘ File folder
. Additional Reviewer Materials
w Microsoft Word Docy s
111 KB Type: Microsoft Word Document

Authors: Rachel E Thornton

[— Affiliate Request Forn Size: 111 KB
Date modified: 5/28/2019 12:00 PM

File name:

- [.AII Files

I Open I ’ Cancel

27



5. Select “Save”.

Add File DS

Add New File Previous Reviews

Upload Video Webpage

I Additional Reviewer Materials x

3 3

You can continue adding as many files as you wish by repeating the
steps (1-5).

Once you have completed uploading your review
letter and additional reviewer material (if applicable),
you are now ready to forward the case to the next
review step and share the results of the review with
the faculty candidate (see “Sending a Case
Forward”’on page 40 and “Share the Review Letter
with the Candidate” on page 37).

28



Uploading External Review Letters

As the PRC Chairperson you will be responsible for uploading the external recommendations
(External Review Letters, Reviewers CV/Statement of Qualifications, and Statement of
Process used to select/recruit reviewers) before all other reviewers gain access to the
eDossier. The system allows for multiple uploads to accommodate the number of external
reviewers and their accompanying materials (CV’s/Statement of Qualifications and the
Statement of Process used to select/recruit reviewers).

Click the candidate's name to open the case with required
documents

Case List

18 of 18 cases
Mame - Type = Termplate Name

Rita A. Bookman Custarn Wizekflow
Derno University

Step 2 of 2= Provost Aeview | Jan 21,2017 4 Required Docurments

29



1. Open the "Case Details" tab and click "Add" under "Required
Documents™

Cleveland State University Tenure & Promotion - TT Faculty (With DPRC) Select Status

Case Materials  Case Details )

Reviewing as
Ad Hoc

v Instructions

External Reviews. For tenure/promotion and full professor dossiers only. Five letters are required, with evidence presented of the relevant expert and “arm’s length” qualifications of each, and of the selection process that was
used. Completion of this section is the responsibility of the PRC chair—the materials are inserted in this section after the candidate submits the final dossier.

a. External Review Letters
b. Reviewers CV/Statement of Qualifications

c. Statement of Process used to select/recruit reviewers

~ Required Documents

All required documents 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

a. External Review Letters

No files have been added to this section.

2. Browse to upload a new file

Add Review Summary x

Lipload a naw fils Selact fle from case

Y + 3¢

Drag & Drop your files anywhere or

Browse To Upload

30



3. Choose the file you wish to upload and select “Open”

ﬁ windows (C:) ) Faculty Candidate eDossier
: Instructions
A Adobe Acrobat Document

| —I. Fall 2013 P&T List - BUSINESS
1 — | Microsoft Word Document

14 & ¥D

Faculty Candidate Instructions
Microsoft Word Document

¥ provost (\\lanyar
— S 6.50 MB

5@ prvst-contracts (1

Fall 2019 P&T List - CLASS

Microsoft Word Document
14 5 VD

Organize » Mew folder * [ @
. . - Letter Microsoft Word Document -
i Favorites ] Microsoft Word Document —| 11.2KB
B Desktop .. DPRC 5th Vear Review Letter . Draft#4 CNS 679
& Downloads w Microsoft Word Document w Microsoft Word Document
‘5l Recent Places 111 kB 444 MB
. | eDossier 2019 Fall . eDossier Section wordings
5 Libraries trainingswithLINKS w Microsoft Word Document
ol . Adobe Acrobat Document 129KB
@ Documents
J‘ Music A : efaar information-teaching courses . eFAAR Instructions
) =5 taught w Microsoft Word Document
[] Pictures A Adobe Acrobat Document 5.85 MB
i =0z . External Reviewer CVs . External Reviewer Letters
w Microsoft Word Document w Microsoft Word Document
1% Computer 113 KB 113KB
L
w

€l Network

File name: External Reviewer Letters - [AHFIIS

I Open

4. Select the section of the packet in which to add the document (in this
case "External Review Letters™). Select “Add”.

Add a. External Review Letters =

Upload a new file  Select file from case

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

dropdown menu below.

Name * Section *

External Reviewer Letters External Reviews

External Reviews
Internal Review Letters
Reviewer Inserted Material, if applicable

31



Once uploaded, the document requirement will be labeled "Complete"

I
o

> Committee Members: 5 = Email & Edit

v Required Documents

No Col

All required documents must be completed before the case can advance to the next%ep. Files can be added
by any Committee Manager or Administrator with access to this case.

Review Summary :
@ Complete

A summary of the results of committee review

TP-Part-lI-Chairs-Report pdf

Once you have completed uploading the external review letters and
additional external reviewer material, you are now ready to forward
the case/eDossier to the next review step (note that the candidate
will not see these documents; only internal reviewers) (see
“Sending a Case/eDossier Forward” page 40).
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How to add more than one document (other than the one
required review letter; e.g. supplementary materials (this
may include materials requested by the DPRC/CPRC
including missing co-author letters and/or R/S/CA
accepted after submission of the eDossier) :

As a committee manager (Chair of the PRC, Chair of Department/School, or Dean) you may
wish to add more than the one required reviewer letter to the faculty candidate’s eDossier to
be accessible/viewed by other reviewers (e.g. supplementary materials such as materials
requested by the DPRC/CPRC including missing co-author letters and/or R/S/CA accepted
after submission of the eDossier). Below you will find step-by-step instructions on how to do
this.

Click the candidate's name to open the case you wish to
add/upload supplementary materials to

Case List Create Case

18 af 18 cases
Mame - Type = Termplate Name

Rita A. Bookman
Derno University

Custarm Woekflow

Step 2 of 2= Provost Aeview | Jan 21,2017 4 Required Docurments
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1. Open the "Case Materials" tab and click "Add" under "Required
Documents™

Cleveland State University > C

Home

Your Packets
Unit

Cleveland State

Template
Tenure & Promotion - TT Faculty (With DPRC)

Faculty 180

Announcements & Help

Profile Case Materials Case Details o
Activities

. Search case materials by title
Evaluations

o

Vitas & Biosketches

© Expand All Collapse All
Find Colleanues

2. Select “Add File” to add a file to the section you wish to add
supplementary materials to (other than the one required reviewer letter)

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.

+ External Reviews

For tenure/promotion and full professor dossiers only. Five letters are required, with evidence presented of the relevant expert and “arm’s length” qualifications of each, and of the selection process that was used. Completion of
this section is the responsibility of the PRC chair—the materials are inserted in this section after the candidate submits the final dossier.

No files have been added to this section.

» Internal Review Letters Add File
w+ Reviewer Inserted Material, if applicable

Upload any supplementary materials (this may include materials requested by the DPRC/CPRC including missing co-author letters and/er R/S/CA accepted after submission of the eDossier) in

In this case, “Reviewer Inserted Material, if applicable”

v Reviewer Inserted Material, if applicable

Upload any supplementary materials (this may include materials requested by the DPRC/CPRC including missing co-author letters andfor R/S/CA accepted after submission of the eDossier) in this section.

No files have heen added to this section.
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3. Browse to upload a new file

Add Review Summary

Selact fla from case

Y+ ¥

Drag & Drop your files anywhere or

Browse To Upload

Upikead & raw fils

4. Choose the file you wish to upload and select “Open”

New folder

Organize «

-

0 BRI

-

¢ Favorites (il IL' D | ibraries
B Desktop Systern Folder
8 Downloads

@ Recent Places

"M | Computer
System Folder
i Libraries Adobe Acrobat X Pro
% Documents Shortcut
Ji Music ZoekE
[&] Pictures CardScan
B Videos
- Mozilla Firefox
- Computer Shortcut
£, windows (C3) 1.05 KB
& provest (\\lanyar Additional Materials
¥ prvst-contracts (1 Adobe Acrobat Document
| | A TBT KB
[—I~, Adjunct Template

m

€l Network S

Rachel E Thornton
System Folder
- MNetwork
System Folder
" AVG AntiVirus FREE
Shortcut
192 KB
DS ControlPoint
Shortcut
206 KB
Old Firefox Data
‘ File folder
. Additional Reviewer Materials
w Microsoft Word Docy =
111 KB Type: Microsoft Word Document

Authors: Rachel E Thornton

[—~, Affiliate Request Forn Size: 11.1 KB
Date modified: 5/28/2019 12:00 PM

File name:

- [.AII Files

I Open _I ’ Cancel
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5. Select “Save”.

Add File ®

Add New File Previous Reviews

Upload Video Webpage

Additional Reviewer Materials I

I 2

You can continue adding as many files as you wish by repeating the
steps (1-5).

Once you have completed uploading the external review letters and
additional external reviewer material, you are now ready to forward
the case/eDossier to the next review step (note that the candidate
will not see these documents; only internal reviewers) (see
“Sending a Case/eDossier Forward” page 40).
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Share the Review Letter with Candidate

As the committee manager (PRC Chairperson or Department Chairperson/School Director, or
Dean), you are responsible for sharing the results of your (or your committee’s) review
by sending the review letter to the candidate by the contractual deadline. Once you
have shared your signed review letter with the candidate using these instructions, you
will be ready to send the case forward to the next review step (see “Sending a
Case/eDossier Forward” on page 40).

Navigate to the case you want to edit

Case List
== Filter
od 21 cases
Hame - / Type & Tie
Rita A. Bookman BROMIOtion Cu

Drerris Uriiversity

Step 2 of 2: Provost Review | Jan 21, 2017 4 Reguired Documents

Click the "Case Options' menu at the top right of the page
and select "Email Candidate"

Se~d Case w Case Options +

Edit Case

Reviewing as
Email Candidate

Provost's Review Committee ch
Add Case Section
Wiew Activity Log

View Candidate Info

Close Case

Enter subject and message and click "Send"
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The current return email address appears to the right of the form.

Click "Preview" to see how the message will look in the candidate's inbox.

Message to Candidate

To

Bob Pnt (miserybrothers@gmail.com) Details

Subject * Direct email reply:
blothar.brown@interfolio.com
File Response:

Message * 23

B E = EEQB Irx x K|l e

A

If you need to share files with the candidate:

Click "Add" at the bottom of the form
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Share Files @

Select files to share

Candidates will receive an email with instructions to sign in and view shared committee
files.

' Message to Candidate

AE BN FEL == - 0 S

basdy i
Shara Files
Filis abibiind sl 1B i o i Ll whirwind by Ui Siudckil albad begpdinng i Istitalls.

+ Add

Mickhaals 0

by
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Sending a Case/eDossier Forward

As a PRC Chairperson or Department Chairperson/School Director, or Dean, you are
responsible for sending the case/eDossier forward to the next reviewer level so they can
begin their review by the contractual deadline. Once you have uploaded your signed
review letter, you are now ready to send the case/eDossier forward.

Select the cases/eDossiers you want by putting a check mark next to each one.

6 of 6 cases

MName - Type 2 Template Name 2

Erin Combaccia
Departrent of Landscape Architectune

Review School or Architecture Annual Review

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

John Jacobson
Depariment of Landscape Architecture

Review School or Architecture Annual Review

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

@ Edward Jefferson
Department of Landscape Architecture

Review School or Architecture Annual Review

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

Frank Lee
Department of Landscape Architecture

Review School or Architecture Annual Review

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

Click Send Forward in the blue ribbon on top of the Case List.
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Confirm your choices by reviewing the list of cases/eDossiers in the dialog box. Select
the check box next to “Send a message to the reviewers gaining access.” so that the
reviewers gaining access to the cases are notified it is time to begin their review.

Send Cases Forward x

Please confirm you wish to send the following cases forward to the next step in the review process. {
Erin Combaccla iz moving forward (o "Candidate Revew”
Brandon Gortman is meoving foreard o ‘Archilecture Depariment Review”

John Jacobson is moving forward to ‘Candidate Beview®

A~

O send a message to the reviewers gaining access

If recipients respond 1o this message, their response will come directly to your email inbox,

You can either personalize a message sent to the reviewers gaining access or use the
default message that appears. When done you can either preview your message and/or
send it.

& C' | & Secure | httpsi//rptinterfolio.com/10641/cases/77542 ¥ Q
i Apps ¥ StaffQueryl {8 Content|Cleveland © $ CSU-Easy Sevice [ Login $ Centerforeleaminc & myCSU- Cleveland S [J Reports [] CEHSQA B Google Groups » Other bookmarks

Send Case Forward
Subject *

Sending Case to You

Message *

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,
Tommie Barclay
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Click Edit to go back to the message, or click Continue to send message and cases
forward.

Sent on-screen confirmation message will appear in lower left-hand corner of your

screen.
CASESSENTFORWARD * [

Deg

Cases successfully sent forward.

T
—

Once the case/eDossier has been sent
forward you will lose access to edit the
review letter or other uploaded
supplementary materials.
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Accessing Subsequent Reviewer Letters

All review letters will be shared with each step of the review electronically (without
having to send a paper copy outside of the system). Each step of the review process
(PRC Chairperson, Department Chairperson/School Director, and Dean) will also not lose
access to view the faculty candidate’s case/eDossier after completing their
review/submitting their review letter until the review completes.

Once logged into your Faculty180 Account,

Select "Cases" under Review, Promotion & Tenure on the
left hand navigation bar

2 interfolio

o / Welcome back, Eli
Reviaw, Prom arnd Tenurs

Cases

Your Action lten

Th

~

You will see a list of cases that are available to you

Click the name of the candidate to view case materials

3 of 3 caws
Hame - TipE & Template Mame 5

Rita A. Bookman " st Wkl
Deeqr Ui wessiny

Step 2 of 2: Frovost Beview | Jan 1L B0 4k Requieed Dooumenss
Edward Angerer
Historical Musicology

Step 1o 3: Music Hisbory Premotion Commities

43


https://product-help.interfolio.com/m/33238/l/344653-view-and-manage-your-case-list#send-forward

Accessing materials:
On the "Case Materials' tab of the case page, you can read documents that were
submitted by the candidate or committee members.

Click "Read Case" to load all accessible case materials into our document viewer
where they can be viewed online

Case Materials  Case Details

Search case maberials by litle

ad S Callapae All

Candidate Packet
Ay materials added 1o the candidate packet will be wisible ta the candidate and available for them ta use in their current case. The cand
an unlocked sectian before they submit.

LS -
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Any available internal review letters, external review letters, and/or Reviewer
Inserted Material, if applicable will appear at the top of the case
materials/eDossier.

Click on the case material that you would like to view, and it will display on your
screen.

& - C (d @ https//rptinterfolio.com/10641/cases/77698/read

i Apps

Rachel Thornton

—_—
= Search Pl

Packet  Annotations

> EXTERNAL REVIEWS

> INTERNAL REVIEW LETTERS External Reviewer Letter #1

> 1 INTRODUCTORY MATERIALS - A. CURRENT CV

> 1 INTRODUCTORY MATERIALS - B. SIGNED COPY
OF APPOINTMENT LETTER OF INTENT (LOD (FOR
ALL BUT FULL PROFESSOR CANDIDATES)

v

1. INTRODUCTORY MATERIALS - C.
TENURE/PROMOTION/REAPPOINTMENT
GUIDELINES OF DEPARTMENT/SCHOOL OR
COLLEGE

v

1. INTRODUCTORY MATERIALS - D. OTHER

> 2 PERSONAL SUMMARY STATEMENT

> 3. TEACHING REPORT - A. TEACHING STATEMENT

v

3. TEACHING REPORT - B. PEER OBSERVATION
REPORTS

> 3. TEACHING REPORT - C. STUDENT EVALUATIONS
(TABLE WITH BLUE/SEIQ SCORES)

v

3. TEACHING REPORT - D. SYLLABI

> 4. RESEARCH/SCHOLARSHIP/CREATIVE ACTIVITY
REPORT - A. RESEARCH/SCHOLARSHIP/CREATIVE
ACTIVITY STATEMENT

httpsi//rptinterfolio.com =

X a e Previous Material € 1/ 5 9 Next Material
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Need Help? - Important Contact Information

School of Nursing

Corinne Wheeler - (216) 687.5048 or c.a.wheeler@csuohio.edu

Joan Thoman - (216) 687.3518 or J. THOMAN@csuohio.edu

College of Education & Human Services

Tachelle Banks - (216) 687.4608 or T.I. BANKS@csuohio.edu

Claire Grantier - (216) 687.4619 or c.grantier@csuohio.edu

Monte Ahuja College of Business

Karen Hammon - (216) 875.9724 or K.HAMMON@_csuohio.edu

Melinda Arnold - (216) 687.6952 or M.J. ARNOLD@csuohio.edu

Washkewicz College of Engineering

Brian Davis - (216) 687.2567 or B.L.DAVIS@csuohio.edu

College of Sciences & Health Professions

Kathleen McNamara - (216) 875.9831 or K. MCNAMARA@csuohio.edu

Andrew Resnick - (216)687.2437 or A.RESNICK@csuohio.edu

College of Liberal Arts & Social Sciences

Wendy Regoeczi - (216)687.9349 or W.REGOECZI@csuohio.edu

Jody Milkie - (216)687-3663 or J.MILKIE @csuohio.edu
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Maxine Goodman Levin College of Urban Affairs

Wendy Kellogg- (216)687.5265 or W.KELLOGG@csuohio.edu

Office of the Provost

Rachel Thornton- (216) 687.3577 or r.e.thornton82@csuohio.edu

Center for Faculty Excellence

Joanne Goodell- (216) 687.5509 or J.GOODELL @csuohio.edu
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