Rank, Tenure and Promotion using Interfolio

Instructions for the Dean Partner

Overview

Step

Page

During the spring and summer

All tools x
52 Edita PDF

%l Organize pages

1. Prepare Documents for Upload

Change file names, remove bookmarks,
consolidate each external referee letter and CV
into one file. Merge works sent to external
referees into one file and add bookmarks to that
file for each component document.

When the petition is submitted to you

INTERFOLIO

Faculty Information System

Case Details

Case Materials

2. Login to Interfolio

Use the tile at the MySCU single sign-on portal.

3. Check the Case

Check that the candidate has supplied the
necessary materials for their petition.

4. Upload Standards to Case Details

You will upload the approved discipline-specific
scholarship standards that the candidate has se-
lected as the single required document at the
Case Details tab.

5. Upload Other Documents to Case Materials

You will upload the professional CV, the materials
sent to external referees, the list(s) of external
referees and non-referees, and the referee letters
at the Case Materials tab (DSS & External Ref-
erees section). You will upload collaborator letters
materials (list, candidate objection, letter(s)), at the
Case Materials tab (Collaborator Letters section).

6. Send Case Forward

Send the case forward to the department for the
first stage of review.
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STEP 1 - PREPARE DOCUMENTS FOR UPLOAD

DSS & External Referee Materials section

In spring and through the summer before the petition deadline, you will be collecting materials
supplied by the candidate for external referees, as well as referee letters and CVs. These
should be converted to PDF if not already in that format. Since the file name and bookmarks in
a PDF will all appear in the sidebar of the case for subsequent reviewers, we recommend (but
do not require) that you take the following steps to prepare the files for upload.

1.

v DSS AND EXTERNAL REFEREE MATERIALS

ENVS Scholarship Standards (11.14)

Bronco Professional CV

Bucky Bronco Works to be Evaluated 2.

Cover Letter
Environmental Logic AABS 2023
Everglades Insects FENT 2022
Fruitfly Populations AESA 2021
Impact of Water ASWR 2024
Insect Habitat FR 2025
List of Referees and Non-Referees
Brown Letter and CV (school cmte)
Collins Letter and CV (school cmte)
Rogers Letter and CV (dept)
Smith Letter and CV (candidate)
Grande Letter and CV (dept)

Marshall Letter and CV (candidate)

Discipline-specific scholarship standards.
GDrive f E. No changes need to be made; all
files from the Provost’'s website already have a
consistent naming convention:

ENVS Scholarship Standards (11.16)

MOU." For faculty who have an MOU from the
time of hire, use the naming convention:
Lastname MOU

Professional Curriculum Vitae (GDrive f C).
Remove bookmarks from the PDF (if there are
any) and use the naming convention:

Lastname Professional CV

Works to be Evaluated (GDrive f D). Remove
bookmarks from each file and rename each
using the following naming convention:

Journal: Short Title JOURNALABBR year
Bk Chptr: Short Title (chptr) year
Book: Short Title (book) year

Combine files into a single PDF in either
alphabetical or date order. Add a bookmark at
the start of each original file using the file name
convention above. Save this combined file as:
FirstName LastName Works to be Evaluated

5. List of Referees and Non-Referees (GDrive f B). Combine candidate, department and
school committee documents into one PDF file (no bookmarks needed). Naming convention:
List of Referees and Non-Referees

6. External referee letters (GDrive f B).

Create a combined file for each referee, with the

letter first and the CV after. For the source of the list, use “candidate” or “department” or
“school cmte” in parentheses. The full naming convention is:

LastName Letter and CV (department)

' A small number of tenure-track hires appointed in 2023 and 2024 have a signed memorandum of
understanding from the time of hire indicating that they could petition for tenure early and use some
period of pre-appointment scholarship in their tenure petition. As of Fall 2025, this allowance became

standard, making future MOUs unnecessary.
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Collaborator Letters section

Beginning with the Fall 2026 tenure and promotion cycle, departments have the option to request
collaborator letters to better understand the character and quality of the candidate’s contributions
to co-created works (Faculty Handbook 3.4.4.2). If the department identifies collaborators, there
will be two or three types of documents you will add to the case from GDrive f F:

1. Collaborator List (department). Naming
convention:

List of Collaborators (department)

2. Candidate Objection. There may not be
one. If there is, the naming convention is:

Candidate Objection

3. Collaborator Letters. The naming con-
vention:

LastName Letter

1. Remove all bookmarks from the files
that will be merged. In each docu-
ment,

a. click the bookmark tool to reveal
the bookmarks in the file.

b. use the trash can next to each
bookmark or group of bookmarks
to delete them.

2. Open the first file in the group. For

the works sent out to external re-
ferees, this will either be the dean’s
cover letter template to the referees
or the first scholarship/creative activi-
ty sample. Save this file as:

FirstName LastName Works to be
Evaluated

3. Use the Organize pages tool to

Insert > From file. Browse for the
second document in the series, and
select After and Last, and click OK.

4. Continue this for each of the files in

Acrobat Tips
Removing Bookmarks & Creating a Single PDF File from Multiple Files
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B3 Combine files v 3Collaborative Memory Network
4 Fll&sign 31 User Embedding
B Request e-signatures EETN 3.2 Neighborhood Attention
Send for comments 3.3 Output Module
Q4 ProtectaPDF 34 Multiple Hops
E‘) Exporta PDF 3.5 Parameter Estimation
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turn until all the works sent out for
external referee review are in this
single document, then save the file.


https://www.scu.edu/provost/faculty-affairs/faculty-handbook/ch3/#3.4.4.2
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Bronco, Bucky. “Everglades Insects.” Florida Entomologist 34:3 (20:

Z

x  Bookmarks

Cover Letter

Environmental Logic AABS 2023
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Insert Pages
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5. Add bookmarks for each component
document, following these steps:

a.

click the bookmark tool to reveal
the bookmark pane,

b. put your cursor at the top the first

component document,
click the add bookmark icon,

. type the file name in the window

and click the enter key,

. move to the next component

document, and repeat until each
document has a bookmark.



STEP 2 - LOGIN TO INTERFOLIO

You can login to Interfolio one of two ways (A or B):

Sign into MySCU

Welcome, Bucky -

Filter apps by keyword

#™  GOOGLE WORKSPACE l. CAMINO WORKDAY @ SCU
4

Leaming Management System HR, Student & Financials (Working
remotely? VPN is REQUIRED to
access most features.)

Gmail, Calendar, & Drive

Content Management System B  Personalweb site publishing Faculty Information System

TERMINALFOUR WEBPAGES@SCU 0 INTERFOLIO CIiCk on the InterfOIio tile

Sign I
fonin Sign in through your institution

Sign in with email Other Sign In Options

Email * [ ———— Login to Interfolio, Inc.

If your institution has partnered with Interfolio to provide Single Sign-On, search for

G saninwinGoogie your institution name in the box below.
Password * interfolio

l Santa Clara University better prepared to

‘ Interfolio is designed to serve rve higher ed.

frering gi
make the decisions that drive higher ed.

Forgot your password? SCU Username

Password
Sign in with an Interfolio account >
Donit have an account? o

Create an account

Go to https://www.scu.edu/interfolio ~ Type in Santa Clara University Log in to MySCU Portal

However you login, double-check that you’re in the right account:

After you login, “Santa Clara University” should

o appear in the upper bar, and your screen should
ey o look like this. If it doesn’t, you may be logged in to

Profile

another Interfolio account. Contact Katie Williams
p— ) o (kfwilliams@scu.edu) to help you troubleshoot.

Forms & Reports

Vitas & Biosketches
Find Colleagues
Account Access
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STEP 3 - CHECK THE CASE

You can review the candidate’s petition when the case is shared with you, in order to check that
the required materials have been included. A trigger with the candidate’s name will appear on

your dashboard:

Bucky Bronco Promotion Tenure & Promotion 1

Santa Clara University

Step 1 of 7: Dean Partner Upload - September 6

Sarta Glra riversty > Gases >
tore Bucky Bronco
Your Packets
Faculty180 Unit Template Status
Announcements & Help _ Santa Clara University, Tenure & Promotion Select Status 3
Profile 3 .
‘Search case materials by title /
o
© Expand Al @ Collapse All & Download [ Share & Settings = Move
Candidate Packet
Any materials added to will be visible to the 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
Cases
P « Faculty180 Vita View History
Tite Detais Actons
Bucky Bronco .
= & Download
Packet  Annotations
v FACULTY180 VITAE
Tenure & Promotion
> Attachments from Tenure & Promotion
> PROVOST OFFICE SET ANALYSIS
> DSS AND EXTERNAL REFEREE MATERIALS
> DEPARTMENT REVIEW Protesiona Lconsres 8.
> SCHOOL COMMITTEE REVIEW
> DEAN REVIEW
> UNIVERSITY COMMITTEE REVIEW
> PROVOST REVIEW & PRESIDENT DECISION
> DECISION LETTER .

& Download
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Click on the candidate’s name in
blue to bring you to the candidate’s
packet.

Select the Case Materials tab (upper
left) of the candidate packet.

Click the Read Case button on the
right to review the candidate’s
packet and to check that they
submitted the necessary documents.
Candidates for promotion to full who
used the modified process (submit-
ting scholarship and teaching
documents on Google Drive) will
have fewer files in Interfolio.

The left sidebar lists the sections of
the candidate packet. Click on the »
(caret) symbol next to any category
to expand the section and to view its
contents. There will be a caret and
section for every activity category for
which the candidate has uploaded
files. Note that for those candidates
going through the modified process
(who elected to put their supporting
materials in Google drive) the
system-generated CV will be light.

To exit the case materials, click the
blue Return to Case button in the
top right.



STEP 4 - UPLOAD STANDARDS TO CASE DETAILS

In this step, you'll upload the approved discipline-specific scholarship standards that the candi-
date has chosen at the Case Details tab.? This should be the first document you upload so that
it appears at the top of the list of documents for subsequent reviewers.

‘Santa Clara Unieraity > Cases

Bucky Bronco e _
/ 1. Go to the Case Details tab.

Select Status

Forms & Reports

Vitas &Biosketches v

v Instructions

Find Colleagues
Atthe case materials tab add the following documents:

Account Access

rive folder B). You can uploa
lected by the candidate, depart

folder H)

rather than order to move the case forward to the

2. Click the Add button to upload
this document. Browse your
computer for the standards.

van in case materials in order to move the case forward to the

v Required ltems 1 missing
tothe next step. Files can be or se.

Discipline-specific Scholarship Standards © Add
iistEicsiarches R Add Discipline-specific Scholarship Standards x

Forms & Reports

Find Colleagues No files have been added to this section.
Upload anew file ~ Select fle from case

oy + 3

Drag & Drop your files anywhere or

Account Access.

=
==
Add Discipline-specific Scholarship Standards x 3. After Uploadmg the standards

from your computer, this screen
will pop-up. In the Section field,

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 select “DSS & External Referee
1. Materials.” Then click the blue
e S : Add button (bottom right) to

Discipline-specific Scholarship Standards

DSS and External
Dep ERTTEY

submit.

School Committee Review
Dean Review

University Committee Review
Provost Review & President Decision
Decision Letter

2 The Provost’s Office maintains a list of the current approved standards for each department online, as
well as an archive of prior approved standards. Candidates may request the use of prior standards in
limited circumstances that require Provost approval. Candidates indicate their choice on their external
referee list. You uploaded the chosen standards to the Google Drive folder in advance of sending
materials to external referees.
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STEP 5 - UPLOAD OTHER DOCUMENTS TO CASE MATERIALS

Before you can add files to Interfolio, you should download them from Google Drive so that they’re
available from your laptop or desktop. The documents listed below are the documents that you will
move. You will upload most of the documents at the Case Materials tab of the candidate’s case. You
should have already uploaded one document—the discipline-specific scholarship standards—at the

Case Details tab (see Step 4).

NOTE: Do not download all the supporting evidence for those candidates for full professor
who chose to store their supporting evidence for scholarship and teaching on Google
Drive; that supporting evidence will remain on Google Drive throughout their review.

o Bucky Bronco sendase v )| Gase Optons v |

= Move

% n before they submit
cases
v Faculty18o vita () View History Unlock
nnnnnnnnnnnn
© Expand Al © Collapse All & Download £4 Share & Settings = Move
Home
Your Packets \
Faculty180
Announcements & Help SS and External Referee Materials Add File
Profile
After the Candidate submits their case in September, the Dean Partner uploads several documents.
Activities
At this case materials tab add the following documents:
Evaluations
= the Professional Curriculum Vitae (from Google Drive folder D)
Forms & Reports

= the works that were sent to external referees (from Google Dive folder C); and
Vitas & Biosketches v * the extemal referee etters and the st of (from Google Drive folder B). You can upload the exteral eferee ettrs as on file,one
consolidated fle, or separate files. You may wish to indicate which referees were selected by the candidate, department and school comitte.

Find Colleagues
Do ot upload discipline-specifc scholarship standards (from Google drive folder H) here but do upload this document a the case details tab as the required
Account Access document,

Review, Promtion & Tenure Materials

Tille Details Actons
Cases

Professional Curiculum Vitae Added by Katherine Wiliams Edit
122,024

v DSS AND EXTERNAL REFEREE MATERIALS

ENVS Scholarship Standards (11.14)

Bronco Professional CV

Bucky Bronco Works to be Evaluated
Cover Letter
Environmental Logic AABS 2023
Everglades Insects FENT 2022
Fruitfly Populations AESA 2021
Impact of Water ASWR 2024
Insect Habitat FR 2025

List of Referees and Non-Referees

Brown Letter and CV (school cmte)

Collins Letter and CV (school cmte)

Rogers Letter and CV (dept)

Smith Letter and CV (candidate)

Grande Letter and CV (dept)

Marshall Letter and CV (candidate)
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1.

Click the Case Materials tab and
scroll down.

Open the internal section titled DSS
and External Referee Materials by
clicking the caret to the left. When
you open it, you will see an Add
button that you can use to add files.
You will use this button repeatedly to
upload materials originally stored in
GDrive, that you might have renam-
ed and reformatted (Step 1). The
order you upload the documents is
the order they will appear in the
sidebar for subsequent reviewers, so
we recommend the following order:

MOU only if there is one. This will
be rare (not shown on left image)

Professional CV (GDrive f D)

Works to be Evaluated (GDrive f
C), ideally as a single file with each
piece bookmarked (see pp. 2-3).

List of Referees and Non-Referees
(GDrive f B); and

External referee letters and CVs
(GDrive f B), one document per
person.
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3.

If there are collaborator letters collected in GDrive f
F, open the internal section titled Collaborator
Letters by clicking the caret to the left. When you
open it, you will see an Add button that you can
use to add files. You will use this button repeatedly
to upload materials originally stored in GDrive, that
you might have renamed and reformatted (Step 1).
The order you upload the documents is the order
they will appear in the sidebar for subsequent
reviewers, so we recommend the following order:

Collaborator List (department)
Candidate Objection (if any)

Collaborator Letters



STEP 6 - SEND CASE FORWARD

After uploading the various documents to the case, you will send the case forward to the

department for review:

Your Packets

Bucky Bronco -

Unit Template
Santa Clara University Tenure & Promotion

Case Mate

Case Details

Search case materials by title

Evaluations

Read Case
g

Vitas & Biosketches v

© ExpandAll  © Collapse All

Find Colleagues

Send Case Forward X

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

Dean Partner | 1 members
The following reviewers will gain access to the case:
Department Review | 5 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 L 6=

i

8
B
o)

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,
Dean #1

1.

To forward the case to the Department
Committee click on the Send Case
button.

The blue Continue button will be
inactive (faded) until you fill in the email
Subiject field. After filling in the Subject,
edit your message if you wish and click
the now active/blue Continue button.

You have completed the submission.
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