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Important/Useful Tips to Remember

Al review letters will be shared in the system (no more need for paper copies) (see
“Accessing Subsequent Reviewer Letters, page 50). Committee managers (PRC Chairs,
Department Chairs, and Deans) will not lose access to view an eDaossier until the review is
complete and will have access to view the subsequent reviewer letters in the system.

It is 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 detalils).

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.

It 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”, page 44).

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

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 Universi'gy

engaged

John Smith'’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/

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

.:;i'
‘ ’
!

Sign In
Sign In with email Or sign n with
-------- l = wale i

Don't have an sccount?

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

Already have an account? Sign In

Sign in through your institution

If your matitution has partnered with Interfolio 10 provide Single Sign Don't have an account? Sign up now
On, seacch for your inatitution name in the box balow werfolios suts of services 1o smolify
ut academic life

& 2019 Intorfolio, Inc




Don't have an account? Sign up now

It Inttertola's sute ervices 1o Nmpily your scadeers

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




Sign in with your CSU credentials.
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Viewing 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.

b 1 Higit=lgielile)

Howe / Welcome back, Eli
Review, Prom and Tenure

Cases

Your Action lten

Tt

v

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

Click the name of the candidate to view case materials.

21 of 21 canes
Name . Type = Templaie Nure 3

Rita A. Bockiman Perretun Custom Warkdlow
Demo Wiversty

Step 2 of 2: Provost Seview | B 21 207 AL Requived Documenes

Edward Angerer
Hstoncal Musicology

Appantmers Mrrvopokogy Proman

Step 1of 3 Music Hatory Procootion Committee

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 Materlals  Case Detalls
Search case materials by title

D =3

) © Collapse All

Candidate Packet
Any materials added 10 the candilate packet will be visible to the candidate and available for them to use in thelr current case. The cand

an unlocked section before they submit

The document viewer displays all materials organized by sections.

Note: You can search through the PDF files of materials, and leave
annotations on the materials.



Making 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.

Darrmeo bsdwwrsity
A CreateCose v
Case List _
6of Gcazes
Neme . Type ¢ Template Name & Status 2
Rita A. Baokman Promotion Custom Workflow Canthate Pochnt Recaved
Dwemo Uniwersity
Sep 2 of 3 Proenst Rurviow
James Aaron Promation Music Fromotion Cases m
Ethoomusicology
Step 1 of 3: CCS Depaniment Revew
card A
Edward Angerer Ten Musks Fromot tion Coses m

Hslorcn Muscology

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.

Case Materlals  Case Detalls
Search case materials by title

o =3

0 © Collapse All

Candidate Packet

Ary materials added 10 the candklate packet will be visible to the candidate and available for them to use in their currentt case. The cang

an unlocked section before they submit

10



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
=

= Sarah Biack Ph.O.
Prdsbcatin
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Annotations appear on their own tab in the viewer.

Bob Pnt /
Packet Annotations
Search @ g Bve
Report One Nov 7, 2016 at 33 PM [T P ———
Need to finish this by Nov. 9.
INeed to finish this by
‘Nov. G
cv { v BY & cand
Has Ed read this?
cv Nov 7, 2016 at 3.36 PM
Strong teaching record. 7
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You can click the export icon to generate a PDF of your annotations that can be
downloaded and printed.

Bob Pnt

Packet Annotations

@ =

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

cv
Has Ed read this?

cv Nov 7, 2016 at 3.36 PM
Strong teaching record.

Annotations are added from the lower right corner of the viewer.

zinia 05/06-05/12
05/07-8/07

=nt

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

s

4
m company) 1987-1994

& 0 @

b -

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

s

4
m company) 1987-1994

& I @
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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

1,2011 to present

rds) 1987-1994
and production cor

y
Q’Point g:iArea %Text

rent (& 1 @®

Sticky notes:

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

— - wer ww

11 to present sample stickse note

|987-1994
sroduction cor

1
L4

& Point i:-*‘Area E!'TAéL‘T(ext

(£ 0 @
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"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.

Iuctus pharetra. '

Pellentesque eget est lorem. Etiam scelerisque est in lectus eleifend, venenatis elementum ligula dictum.
Vestibulum dolor quam, faucibus ut risus eu, pharetra cursus ipsum. Mauris tristique nibh malesuada maximus
sagittis. Cras vulputate sem bibendum. elit pretium, sit amet blandit ipsum blandit. Aliquam eget arcu sagittis,
aliquam nibh eu, finibus leo. Donec vel magna sed libero vestibulum feugiat hendrerit non orci. In luctus tellus a
suscipit lobortis. Nunc in nibh venenatis, ‘sollicitudin velit eu, facilisis nibh. Aliquam quis aliquam sem. Fusce
interdum ultrices tortor, eget dapibus mi sy~~ini* ~nnt Intasdies At malagyada fames ac ante ipsum primis in

faucibus.
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.

Resear Ch IntereSts zf:: ‘:J :: l::sh:; ::ognogoe; ‘fit for l
our needs... {
Writing Pedagogy
Performance Ethnography
Local Aesthetics .
Ethnopoetics
Auto-ethnography
American Popular Music
Punk Rock Music

Heavy Metal Music
Shock Rock

Qanthearn Reainnal Tdentity

X Q @ <49/50) (& @

B Point “kArea & Text
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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=220402
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=220402

"Text" notes:

Click "Text" and select text in the document to highlight. Note that you can
choose between orange or yellow highlighting.
Lumiupuiues
Auto-ethnography
American Popular Music
Punk Rock Music
Heavy Metal Music Seems broad
Shock Rock
Southern Regional Identity &
Music and Gothic Modes of Répresentation

19" Century Opera \

wve recently completed my dissertation; "A Socioesthetics of Punk: Theorizi=~ P~=mn=n! Mommntion TH~

X @ @ <49/50) @ ®

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

L
est lorem. Etiérq scelerisque est in lectus eleifend, venenatis elementum ligula dictum.
uam, faucibus ut risus eu, pharetra cursus ipsum. Mauris tristique nibh malesuada maximus
Jtate sem bibendum elit pretium, sit amet blandit ipsum blandit. Aliguam eget arcu sagittis,
nibus leo. Donec vel j augiat hendrerit non orci. In luctus tellus a
unc in nibh venenatis This note points to the latin nibh. Aliguam quis aliquam sem. Fusce

srtor, eget dapibus mi weord "etiam" which translates (glesuada fames ac ante ipsum primis in
as also, even, or still...

_<19/19 (£ @ @
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https://product-help.interfolio.com/m/33238/l/663068/show_image?image_id=220428

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

9
est lorem. Etiam scelerisque est in lectus eleifend, venenatis elementum ligula dictum.
Jam, 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,
iibus leo. Donec vel j sugiat hendrerit non orci. In luctus tellus a
anc in nibh venenatis This note points to the latin nibh. Aliquam quis aliquam sem. Fusce

rtor, eget dapibus mi weord "etiam” which translates |glesuada fames ac ante ipsum primis in
as also, even, or still...

&)

€ 19/19 g W @
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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 of 1B cases

| | Name . Type & Template Name 2

7 Rita A, Bookman
Demao Univessity

Custarm Workflow

Step 2 of 2: Provost Review | |an 20, 2017 4 Requised Documents

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 o

> Committee Members: 7 = Email ¢ Edit

v 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 or
Administrator with access to this case.

Salary Recommendation
£ Add

Doc estimating the line cost for promaotion

18



Click “Browse to Upload” a new file.

Add Review Summary X

Ipkoad 3 naw Nk Seact e from case

¥+ Y

Drag & Drop your files anywhere or

Browse To Upload

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

19



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

> Committee Members: 5 = Email & Edit

v Required Documents

All required documents must be completed before the case can advance to the ne p. 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-llI-Chairs-Report. pdf

Once you have completed uploading your review letter and additional reviewer material

(if applicable), you are now ready to share the results of the review with the faculty

candidate and forward the case to the next review step and (see “Share the Review Letter

with the Candidate” on page 44 and “Sending a Case/eDossier Forward “on page 47

and).

20



Adding Supplementary Materials

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.

Case List Create Case

18 of 1B cases
| | Name . Type & Template Name 2

7 Rita A. Bookman

Custarm Workflow
Demo Univessity
Step 2 of 2: Provost Review | Jan 20, 2017 4\ Required Documents
O he ""Case Materials' tab
pen the ase Materials' tab.
1 5Tme L

Home

Tommie Barcla
Your Pachets

Unit Tomplate

Chrvolandd State Universs Teowre & Prosnation - TT Faculty (With DPRC)
Announoemants & Help
Proile Cuue Materinia  C
Activtien

’ Baarch cose materiale by title

Evaluations

Forma & Reparts n m

Vitas A Bioaketchen

[J O Bpmd Al @ Colinpae At
Faut Collaacums

21



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

Theme PecSare we St 10 SOPITEe Tt ) ey e Came 8007 CIEwnt S swmet Ty e SRS et B ST Te TR ASeT B PTETE IeCEIT CE 20 Ve e e Canatene 3y #0 aSTEWETEY oF

B e 2

v Entemal Revews

30 W DONERE i WA D Q0TI Doy T ST Y WAL 0T A0S B JTTEETTET I TR ST DOWT N T PP Lt aors If P I o T GOeTIor UCouE T wat T Jomoseae
T s 4 Do cengramatily of Bee FOU 1t - e maletam 00 Seered B TR eI e P (anSdete st Pe e S

MG 148 Yt e ED00C U T wTe

> mtermal Rewveew Letters E[E

w  Fowiewer nsertad Matenal o sppdicabie

DOt 37y LITW A" Toe Wil T T3y FILC el ‘eReited Iy P PR AR pr ey Tearg 06 3 Wiy G £ S CA p00md i nlresdle 3f P eDerses

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

v Reviewer inserted Material, if applicable

Uploag sy suppkementary materals (s may inciude materials neguestid by the OPRCTPRC inciuding mussing oo-sumhor fetters andion R/S/CA acospted afte: submibssion of the ellosser) in s section

N fries hawe et added 10 this section

Click “Browse to Upload” a new file.

Add Review Summary x

Upload a naw file Setact e from case

o+ ¥

Drag & Drop your files anywhere or

'7‘:"‘{'\?,"
‘:; Y Ad ;'I
D Add | I
5
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Choose the file you wish to upload and select “Open”.

v H Search Desktop

2| Recent Places 3 Y / Computer
> System Folder

- Libraries | Adobe Acrobat X Pro
|% Documents . Shortcut
&' Music = 158

|/ Pictures @ g:rdScan
s { ortcut
E Videos 206 KB

. Mozilla Firefox
Shortcut
1.05KB

Additional Materials
Adobe Acrobat Document

[ 787k8

v | =1 Adjunct Template

1% Computer
ﬁ windows (C:)
5@ provost (\\lanyar
¥ prvst-contracts (||

€ Network

Organize v New folder B O @®
A 2 - Jr -~
.0 Favorites S [ 2= Libraries Rachel E Thomnton E
B Desktop | System Folder 3 System Folder ‘-“
& Downloads 0

X Network
{ System Folder
; AVG AntiVirus FREE
Shortcut
192KB

DS ControlPoint
Shortcut
2.06 KB

i Old Firefox Data
{ File folder

[—. Additional Reviewer Materials

Microsoft Word Docy —
=| 111k8 Type: Microsoft Word Document
Authors: Rachel E Thornton

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

File name:

Select “Save”.

Add File

Add Mew File

Upload Video

Previous Reviews

Webpage

v

v |AllFiles

[ Open ] [ Cancel J

Additional Reviewer Materials

« Save
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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 share the results of the review with the faculty
candidate and forward the case to the next review step and (see “Share the Review Letter
with the Candidate” on page 44 and “Sending a Case/eDossier Forward “on page 47
and).

24



External Reviewer Evaluations

As a committee manager (PRC Chair or Department Chair) you will receive an email
notification once the faculty candidate has submitted their Preliminary Dossier section in
their eDossier. You can now login to begin sending the preliminary dossier to external
reviewers.

Cleveland State University

Rachel Thornton's case is availabie for review.

SIGN IN

ancdidate has submitied thak case ard it is now available for your cammillea 1o review

25



Once logged into your Faculty180 Account, select **Cases'* under Review, Promotion &
Tenure on the left hand navigation bar.

* a interfolio
Howme Welcome back, Eli
Review, Prom and Tenure
Searoe Your Action lten
\/ Tt
m

You will see a list of cases that are available to you. Click the name of the candidate to

view case materials. /

Rached Thomton R&nen enure A

You will automatically be directed to the “Case Materials" tab for the
candidate’s case you are viewing.

Rachel Thornton

Tumelate Status

L] © Gpand All @ Colagios AN

Internal Sections

v Intermal Review Letters I e | [ Acd Fise

Materialn

26



Scroll down to “External Evaluations” and select “Request Evaluation” to
begin sending preliminary dossier materials to external reviewers.

> External Reviewer CV/Statement of Qualifications | Edit ” Add File |
) Statement of Process used 10 select/recrust external reviewers \
> External Evaluations / | Mequest Evaluation | Add File |

Fill out the Request Evaluation form by entering the Evaluator’s first name,
last name, and email in the appropriate boxes/fields. (If you choose to add
more than one evaluator at a time, see instructions “To send multiple external
reviewers the review invite at once on page 38).

Your email address will automatically populate in the “Reply-to” field so
external reviewers can reply directly to you. You can select a deadline for
external reviewers to submit their evaluation letter in the box/field titled
“Deadline” and give access to who internally you wish to see these letters as
they are submitted (choose “Administrators and Committee Managers”).

Request Evaluation x

Evobaser st Name Erabastor Las! Nave Ersbastoe Ersal

O Add Anoher Evalzator

Weanage

EWRMILzE - Lo |
o I

= =3 e

27



Fill out the “Subject of the email” to the external evaluator. In the “Message”
box/field, you will need to type in your message or paste your letter you saved
(from the eDossier Information document — Sample Letters to External
Reviewers) as you cannot add any attachments other than the faculty
materials to review.

Be sure to notify external reviewers in the message field that they will need to
send you their CV and information for honorarium payout OUTSIDE of the
system in a separate email.

Request Evaluation
Evebanter Mvst Name Erabastor Last Name Eosbaatee Ersal
O Aed Amoter Evalastor
Frocs Narw Peptr 20
[ Detain

Cesmpr! S2ym L 18 thormordC § oot piy

Dandies O

Setpect

28



Once you have filled out all fields/boxes and included your message to the
external evaluators, you can now select “Add” to begin adding materials to

send for review.

Request Evaluation x
Fvwnans Pt hane Vrsswen b
[

l“q‘.‘ ] | ™ e *
B3 M Mty Farbinmt
Fram Maves
li ] Oetals

Owvwazs Sws Uvmrwry

Bestee @
Am | atuy 'Y
Il--'i-l - 1 F L ] —_—
A ©

Wevage e »

NS 8T = = ASTE N e s & Do tne Vo wne s -

- -

W mew sem k

[

L T VY e g

wr 0 o - . v g S m—t g ot b s o gten 17 pte ¢

R [T—— aott hatt om on 0 o e e o o o o ereiis oy ¥ Wohe st

o KRN

To select files individually select the blue plus button located to the left of each
file (All faculty have been notified that they should label their materials they
wish to have sent as “Preliminary Dossier”).

mo

\ ==
Potionad Slanewet . Maavion
Avrnd detu §

Mot Mixve |
(MNT MWW WOTIFCAT 00

ANev! Targlin

TOTENEN ACIALTY RN - Cwrnertnds
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Once you have selected all of the files you wish to share with the external
reviewers, select “Send”.

e G
»
-
e -
O seved Wiew
0 eed k|
€ GRANT AWLS HUTIFICAT G
SN FAATY VRS - Domwraus
O Adent Yerglae
[~ e | =1 3

The screen will go back to the dossier of the faculty you are reviewing and you
will see a confirmation message that you sent the external reviewer email
successfully in the bottom left corner of the screen.

R Rachel Thornton [ e tgioen v |
- () Tangat Marn

Avwaaerwrli b bey Lipnwrond bus (b orewy Tdane & Provemny 1T

bt Came Mutmins  Cune Dnteh

Aszae r—

ronetens Wetler servwd sarvost b e sarew a5t sarsiabaws el x

Forvee & Repurty

Whas b Bametitus Sawrct) cune rdorum by Hw

A% Cotmipms

Adreaniowy A
| come Intermal Sections

Torssatm [ T T Y " - ® - - e S iy 1o .

Aprariretes 1

ety

Users § Gsaps v nbmmal Beview Leftees m m]

Sed Muterial, if spphcatin il i Fie
EVALUATION REQUESTED x
Your request for an evaluation has been successfully sent. Rp,%%'ilﬁg:
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Below is a screenshot of what external reviewers will receive in their email.

Cleveland State Univexsity

Ryt

Cleveland State University s conduchng o
review ol Rachei Thomiton and has
requested g Confidentniol Evaluation.

| ACCEFT

| DECUNE

y QR At yous 3Ll your Corficenfios

hove queshorm obout e

0% FaD O

Dear Professor Artisues

I ESPONSe 10 NISTwE reguest Tor lenEe and/on promobion 10 he
rank of Assocate Professor (Professor) the Paer Review
Commitice of the ColsgeDepatmoentol _ hat imbalod
an extemal revew of D s credentials Havwng denmifiod
you 85 a laadse m the jinsen canddsts s fisid] the Commities s
gratalul for your willingness 10 provide 8 candid evaluation of Dr

% professionsl accomglishments Dasad on 8o anatysiy of
histher curncuium vitae and a2 regeesentative sampling of hesher
work

Frmewd Ov Arptoec st et ¢ FPICASTAD

If they choose to accept, they will select “I accept” and it will take them to the
evaluation. If they decline, you will be notified via email of their decline.
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If the external reviewer accepts, they will be redirected to this page and can
select “View” or “Download” to the right of each file to view the documents.

UAIEAE Chan e Pl be

| e Rachel Thornton

Dottt

Y- Request Details

Materialy

Cocom e Contdectisl Evavintian
wih Me Newpaosind In Cowwnband Blate Undomanty

Maasage bormn Clesslarsd Sina Ulevnratty
Crwwer Prutensans ArViansne

e mmagaarowe (Do) ba (il Aar Seeien ALl i pranrestinn 10 D ek Of Agsocuts Prodeess (Frotesssr), e Pesr Beciew Cammation of Ihe

Cathope/ Degtaraners of _______ hes indtiien il rewaen of D sowrdentials. Herarn et fiec pus s A besier i the frieert sanissaees edl] the
Comm WTIRE 05 QR tens b poup wilingeens (o (rowkle & caretsd sabaanien ot Dy S [POTPARRANM A1 THIMSANRITIEI L TSR] L0 A% 21U of Nia e
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Once the external reviewer has viewed the documents/files shared with them,
they can submit their evaluation (please note the system only allows one
upload or attachment which should be the external evaluator letter, and since
we require their CV to be sent to us as well and their information for the
honorarium payout, this is why you have requested them to send this
information in a separate email to you in the system.
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Once the external reviewer has uploaded their external review letter, it will
automatically upload in the eDossier system in the appropriate section labeled
“External Evaluations”. You will receive an email letting you know it has been
uploaded to the system. You can choose “I accept” which will take you to the

eDossier/Faculty180 login page or login to the system the way you normally
do.

Cleveland State University
enpoed v

The evaluation you reguesied on behalf of Rochel Thomton has been uploaded

As the PRC chair or department chair, you will still be responsible for
uploading the external reviewers CV/Statement of Qualifications and the
Statement of Process used to select/recruit external reviewers after the faculty
submission deadline in September. See the next section in the instruction
guide titled “Uploading External Reviewers CV/Statement of Qualifications
and the Statement of Process used to select/recruit external reviewers” on
page 40.
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Sending multiple external reviewers the review invite at once

If you wish to send the review invite to more than one external reviewer at a
time, you will fill out the fields/boxes as suggested in the steps above, but you
will select the blue plus sign to the left of “Add Another Evaluator”. Repeat

this step until you have added all external reviewers.
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In the “Message” section or body of email, you will add the variables below to
the greeting (e.g. Dear Professor %6EV_Last% -if you want the last name such
as Dear Professor Thornton to appear as the greeting for each separate
reviewer).
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Once you have filled out all boxes/fields and have uploaded all files you wish
to share with the external reviewers (see steps 3-6 above), select “Send”.
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The screen will go back to the dossier of the faculty you are reviewing and you
will see a confirmation message that you sent the external reviewer email
successfully in the bottom left corner of the screen.
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Your request for an evaluation has been successfully sent. iﬁ%‘tﬁg:
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Uploading External Reviewers CV/Statement of Qualification and
the Statement of Process used to select/recruit external reviewers

As the PRC Chairperson you will still be responsible for uploading the external reviewer
materials (CV/Statement of Qualifications and Statement of Process used to select/recruit
reviewers) before all other reviewers gain access to the eDaossier and after the September 1
deadline. 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 Create Case

18 of 1B cases
| Name . Type & Template Name 2

7 Rita A, Bookman

Demao Univessity

Custorm Workflow

Step 2 of 2: Provost Review | Jan 2, 2017 A& Required Documents

Open the "Case Materials' tab.

Home
Your Fackets
Template Statas

e K Prormotion - TT Faoulty (Wthout DPRC)
Asnouncements & Halp

Profde

Activitim

Sescch cane materists by title

Read Case

Evahations
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Choose the appropriate section in which you wish to upload the External
Review Materials (in this case “External Reviewer CV/Statement of
Qualifications™). Select “Add File”.
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Click “Browse to Upload” a new file.

Add Review Summary x

Upload a naw fik Seiact e from case

¥+ Y

Drag & Drop your files anywhere or

Browse To Upload

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

|
:, Extamul Raniosser 21 OV
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€ Open *
“ « 4~ B » ThisPC » Desktop » v O Search Desktop =]
Organize = New folder Bz~ [H o
Bracken, Cheryl * Mame Date modified Type Size ~
College Spreadsl Dossier Review Organizational List fall 2. 7/12/2019 2:52 PM Microsoft Excel W... 28 KB
Hersch. Charles eDossier Section wordings 4/2/2020 1:45 PM Microsoft Word D.. 18KB
. eDossier TESTING 7/30/2079 3:30 PM Microsoft Word D... 3,374 KB
Promaotion & Te )
=| edossier 3/10/2020 1:11 PM PNG File 162 KB
& This PC efaar information-teaching courses taught ~ 6/17/2019 10:42 AM  Adobe Acrobat D 109 KB
[ Desktop eFAAR Instructions 6,/29/2019 3:56 PM Microsoft Word D... 5,996 KB
Docurments External Evaluation for Rachel Thornton 3/24/2020 3:13 PM Microsoft Word D... 12KB
; Downloads External Recommendations Screenshots 1/28/2020 4:07 PM Microsoft Word D... 664 KB
J’ Musi External Review Letter 1 711772019 846 AM  Microsoft Word D... 12KB
usic
External Review Letter 2 7/17/2019 8:46 AM Microsoft Word D... 12KB
& Pictures External Reviewer #1 CV 4/13/2020 12:39PM  Microsoft Word D... 12KB
B videos External Reviewer CV 1 7/17/2019 849 AM  Microsoft Word D... 12KB
i Windows (C:) External Reviewer CV 2 TATF2079 249 AM Microsoft Word D... 12KB
= provost (\\lanya External Reviewer CVs 6/7/2019 10:25 AM Microsoft Word D... 12 KB
= prvst-contracts { External Reviewer Letters 6/7/2019 10:24 AM Microsoft Word D... 12KB
external reviewer pictures 3/24/2020 3:33 PM Microsoft Word D... 2,038 KB
File name: | External Reviewer 1 CV v| | Al Files
| Open
Select “Save”.
Add File %
Ade New Hie  Pravicus Roverws
phous Vil Watsas
MName




Now the document has been added to the selected section.
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You can continue adding as many files as you wish by repeating the steps (1-
5).

Once you have completed uploading the CV/Statement of Qualifications for each
external reviewer and the Statement of Process used to Select/Recruit External
Reviewers, 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 47).
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Sharing 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 47).

Navigate to the case you want to edit.
Case List

210f 21 cases
Name . Type ¢ Ted

Rita A. Bookman

Demo University

Prometion Cu

Step 2 of 2: Provost Review | Jan 21, 2017 A Requeed Documents

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

Candidate™.
Se~d Case v Case Options v

Edit Case

Reviewing as
Email Candidate

Provost's Review Committee ch
Add Case Section
View Activity Log
View Candidate Info

Close Case
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Enter subject and message and click **Send"".
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 x
To
Bob Pnt {miserybrothers@gmail.com) Details
Subject * Direct email reply:
blothar.browneinterfolio.com
File Response:
Message * (2}

B E = BEEQIB I @ Kl|li5 -

Share Files ©

v
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To share files with the candidate:

Click ""Add" at the bottom of the form.

Share Files @

Select files to share.

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

Message to Candidate
ot whaw the
HR 8 LEL En - =0
rociplent
Dty p 4
Shace Files
Files sharid weth IR (raessage con bu viewed bry Do condedain afte logging miu eterfide.
Merpsia OV x
2 o
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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.

» Send Forward [ Close Cases

6 of 6 cases

| INm - Type ¢ Template Name Status =

Erin Combaccia
Department of Landscape Architecture

Review School or Architecture Annual Review

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

John Jacobson
Department 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.

J

» SendForward & Close Cases
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https://product-help.interfolio.com/m/33238/l/344653/show_image?image_id=2347139

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 10 send the following cases forward to the next step in the review process. [
Erin Combaccla is moving forward to ‘Canddate Review”
Brandon Gortman s moving forward {0 Archiecture Department Review”

John Jacobson is moving forward to ‘Candidate Review”

| O senda message 10 the reviewers gaining access.

If recipients respond 10 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.

Send Case Forward
Subject *

Sending Case 10 You
Message *

BN 35 B A
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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.

CASES SENT FORWARD %

Cases successfully sent forward.

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.

= a) interfolio
Home / Welcome back, El
Review, Prom and Tenure

Cases

Your Action lten

Tt

v

You will see a list of cases that are available to you. Click the name of the candidate to

view case materials.
o A‘f’//'

ita A BOOKMA
Rita A. Bookman Pearnetiun Cutom Werkllow

Step 2 of 2; Provost Review | [an 212077 A Rogquieed Dooumenss
Edward Angerer

Step 1of 3 Music Hatory Procnetion Committee
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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 Detalls
Search case materials by title
B

O © Collapse All

Candidate Packet

Any materials added 10 the candiiate packet will be visible to the candidate and available for them to use in thelr currentt case. The cang
an unlocked section befoce they submit.
h 7

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.
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Need Help? - Important Contact Information

College of Arts and Sciences

Jennifer Visocky O’Grady - 216/687-5580 or j.visocky@csuohio.edu

Conor McLennan - 216/875-9832 or c.mclennan@csuohio.edu

College of Business

Tim Arndt - 216/687-4779 or t.amdt@csuohio.edu

College of Engineering

George Chatzimavroudis - 216/687-6899 or g.chatzimavroudis@csuohio.edu

College of Health

Sheila Patterson -

College of Law

Brian Ray —

Office of the Provost

Danielle Ruiz - 216/687-9390 or
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