Lecturer Reappointment using Interfolio
(Simplified Process)

Instructions for the Department Chair & Dean

There are two ways to log on to Interfolio
1. Faculty180: https://www.scu.edul/interfolio

Click the Partner Institution button.

Search for “Santa Clara University” Sign in through your institution
and click the Sign In button.

\ search for

Log in with your single sign-on
credentials.

Check Your SCU Interfolio Dashboard

After you login, “Santa Clara University” should appear in the
upper bar, and your screen should look like this. If it doesn'’t, you
may be logged in to another Interfolio account. Contact Katie
Williams (kfwilliams@scu.edu) to help you troubleshoot.
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PART 1 - Reviewing the Candidate Letter

You can review the candidate’s letter when their case is shared with you. A trigger with the
candidate’s name will appear on your dashboard:

Title

1. Click on the candidate’s
Bucky Bronco name to bring you to the
Santa Clara University | Reappointment | Lecturer Reappointment - Simplified Process Candidate’s Ietter.

e S 2. Click the Read Case button
on the right to review the

Unit Template Status

Santa Clara University Lecturer Reappointment - Simplified Process: Select Status Candldate’s Ietter Wlth thelr
intent to continue for a new
o] term.

© Expand Al © Collapse All & Download [ Share o Settings Z= Move

Case Materials ~ Case Details ()

Search case materials by title

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

v Candidate Letter o

The candidate will submit a letter to the department chair and dean in Interfolio confirming their intent to continue.

Candidate Letter 1 required
Tite Details Actons
Bucky's LRA Letter to Dept Chalr & Dean Submited by Bucky Bronco Edit
War 29,2023

PART 2 - Submitting the Dean Letter & Sharing It with the Candidate (Dean)

When the department chair and dean have finished reviewing the candidate’s letter, the dean
will submit the letter confirming reappointment and the length of the new term.

Bucky Bronco
/ o Click the Case Details tab at the upper

s:::::::an::ersc:ysebe'a"s’ Lecturer Reappointment - Simplified Process Select Status |eft_ This Section Wi" revea| the dean,s
A required item, the Dean Letter.

Dean Letter

Wy Click on the Add button to upload the

The dean submits aletter to in and the length of the new term. After submitting the letter, the dean shares the letter with

the candidate through Interfolio Ietter_ A pop—up Window Wi” a”OW yOU tO

For Interfolio steps, please consult the LRA Simplified Process - Department & Dean guide (hyperlink guide), which walks you through the steps to upload, submit, and share

browse your computer for the letter.

Reach out to me if you have any questions, pdelcarmen@scu.edu.

Thank you,

Pandora

v Required ltems 1 missing
Al equird tems must be complted befors the case an advance o the nextstep. Filescan be ade by any Commitee Manager or Adminstator with acoess o this case

Dean Letter

Dean Letter Confirming Reappointment and the Length of the New Term
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Add Dean Letter

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 *

After uploading the letter from your
computer, this screen will pop-up. Then
click the blue Add button (bottom right)
to submit.

Dean Recommendation Letter |

Department Chair and Dean Review

)

Bucky

Bronc:
Santa Clara Univgility

Unit
Case Detalls

Search case materials by title

Template
Lecturer Reappointment - Simplified Process

BEE O\,

O © ExpandAll @ Collapse All L & Share

Status
Select Status

Candidate Packet

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

files in an unlocked section before they submit.

v Candidate Letter @

The candidate will submit a letter to the department chair and dean in Interfolio confirming their intent to continue.
Candidate Letter 1 required
The Details

Bucky’s LRA Letter to Dept Chair & Dean ‘Submited by Bucky Bronco

Mar20,2023

0 =23

£ Share

With Candidate

With Committee Members

iilable for them t

Message to Candidate

:m Broneo (ucky@scuett) Details
Sujacts Dirct emal el

Lecturer Reappoiniment Lerter

Message

Case Options v

To Share the Letter with the
Candidate

Click the Case Materials tab at the
upper left. Click Share on the blue

B banner.

Actions

Edit

Select With Candidate.

be able to ref

This screen will pop up. Complete the
Subject, Message, and select the
shared file. Click Send.

=3
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PART 3 - Select Status

When you have finished sharing the letter with the candidate, select the appropriate case status

to complete the process.

Bucky Bronco

Unit Template Status

Santa Clara University Lecturer Reappointment - Simplified Process select Status

Case Materials  Case Details Lecturer Reappointment: Granted

Lecturer Reappointment: Not Granted

Search case materials by title Mid-Probationary Review:

(o o [

O © ExpandAll © Collapse All B Recommen d
Promotion to Senior Lecturer: Granted
Candidate Packet Promotion to Senior Lecturer: Not

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

Bucky Bronco

Unit Template Status
Santa Clara University Lecturer Reappointment - Simplified Process @ Lecturer Reappointment: Granted change

Case Materials ~ Case Details

Go to Santa Clara University home

o =3

Search case materials by title

Click on Select Status, and choose
“Lecturer Reappointment: Granted” from
the pop-up menu.

The status field will change from the
blue “Select Status” text to the status
you have selected.

You have completed the process.
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