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Interfolio Workflow

N
eAdministrator: Creates case and notifies candidate via Interfolio and chair/director via email.
Y,
eCandidate: Case is with candidate. Candidate and Chair/Director will work on a timeline to get
materials sent to the external reviewers. The candidate will upload necessary documents for
the external reviewers; CV, Publications, Self-Evaluation and Department/College Criteria.
eChair/Director: Ready for Review. Once the candidate notifies the Chair/Director that all the
necessary documents for the external reviewers have been uploaded and submitted, then the
Chair/Director will send the formal request to the external reviewers via Interfolio.
Y,
N

eCandidate. In the meantime, the candidate will continue to work on completing their Interfolio
packet by the Chair/Director required deadline.

Y,
N
eChair/Director: Ready for Review. The Chair/Director will review the packet for any revisions,
additions and completeness; completeness certification will be required.
Y,
N
eDepartment Level Review, Written Recommendation & Certification; certification of review of
waiver selection and use of evaluator information will be required.
Y,

€€€ €&
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eChair/Director Level Review, Written Recommendation & Certification; certification of review
of waiver selection and use of evaluator information will be required.

J
eCollege Level Review, Written Recommendation & Certifications; certification of review of
waiver selection and use of evaluator information and certification of completeness will be
required.
J
N

eDean Level Review, Written Recommendation & Certifications; certification of review of waiver
selection and use of evaluator information and certification of completeness will be required.
J

eUniversity P&T Committee Review Level

*Provost's Review Level

ePresident's Letter & Close Case

€€ €L
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Create a Case — For Administrator

Note: Because Interfolio messages have a tendency of filtering into spam/junk mail. | send
the following email individually to all candidates and cc their chair after creating the case:

Good afternoon XXX,

You should have received an Interfolio notification that | have initiated your case. If not, it may
have ended up in your junk/clutter mail. You can also access your case here:
https://account.interfolio.com/login

Please note that | have also notified your Chair/Director that your case has been initiated.

If you have any questions or concerns:
Technical Issues: Taina Teran-Campbell, Coordinator, Administrative Services, tteran@fau.edu
Policy questions: Aimee Arias, Associate Dean, akanner2 @fau.edu

You can also visit the college Interfolio Support website here:
https://www.fau.edu/artsandletters/interfolio-support/
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Interfolio

1. Click on Create Case.

Florida Atlantic University >
Create Case w
Cases -_ [ Crestecase v

Search cases
B

The following window will pop up:

1

Add New Case

Search for a Candidate *

Selected Candidate *

The candidate information will display here once they are selected.

Will the candidate be involved in this evaluation? *

This setting cannot be changed after this step. Learn more about candidate involvement.

(O Yes, the candidate will be involved during the case<:|

O No

Unit for Case *

Please select an organizational unit for this case.

Cancel

2. Enter the name of the candidate in Search for a Candidate field.
3. Then click Yes on Will the candidate be involved in this evaluation?
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4. Then select the candidate’s department in the Unit Case field.

Add New Case
Selected Candidate *
. Clifford Brown
CB
ctbrown@fau.edu
Change selected candidate

Will the candidate be involved in this evaluation? *
This setting cannot be changed after this step. Learn more about candidate involvement.

@ Yes, the candidate will be involved during the case.

O No

Unit for Case *
Please select an organizational unit for this case

Anthropology -

Confirm Cancel

5. Then click Confirm.

The following page will appear:
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for College of Arts and Letters use

B Arts and Letters - Promotion & Tenure Review (Music)
for College of Arts and Letters use

Arts and Letters Promotion Review (Music)

for College of Arts and Letters use

B 2019-2020 College of Arts and Letters Promotion and/or Tenure Re<:|

College template for 2019-2020

Arts and Letters Sustained Performance Evaluation

For College of Arts and Letters

Arts and Letters Non-Tenure Track Promotion Review 2019-2020

Template for Non-Tenure Track Promotion Review 2019-2020

2020 - 2021 College of Arts and Letters Promotion and/or Tenure Review

College template for 2020 - 2021

Arts and Letters Non-Tenure Track Promotion Review 2020-2021

Template for Non-Tenure Track Promotion Review 2020-2021

Previ

Previ

Previ

Previ

Previ

Previ

Previ

6. You will select xxxx-xxxx (appropriate year) College of Arts and Letters Promotion and/or

Tenure Review template by click on the blue titles.
7. The following page will appear, Case Information:

erfolio

Florida Atlantic University > Cases » William Trapani >

Case Information

Type *

Lo Prometion -

Candidate Information
Candidate

Will the candidate be involved in this evaluation?

Yes, the candidate will be involved during their case.

Case Data Forms

Creating a Case
o Case Information
2 Candidate Requirements
3 Internal Case Sections
William Trapani 4  CaseReview Steps

wirapan@fau.edu

5 Case Summary

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

can be created on the Administration page.
Add Case Data Form

Save & Continue Return to Case Summary
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8. The page will confirm the candidate, type of application/case and other. Click on Save &
Continue.

The following page will appear, Candidate Requirements:
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ip

ure

Florida Atlantic University > Cases > William Trapani >

Candidate Requirements o

Candidate's Packet Due B
Creating a Case

# O
1 Case Information

Instructions To Candidate o Candidate Requirements
Customize instructions to the candidate about assembling their packet and any other procedures, policies, or deadlines at your institution. You can also
include links to required forms and online resources such as instructions or handbooks outlining your policies. 3 Internal Case Sections

@ @ B I L|?

k| o)

4 Case Review Steps
Once again it is time to consider prometion and tenure of faculty members. This is one of the most important deliberations that a faculty undertakes. The decisions that are made
have a very lang-term impact on both the University and the individual. Thus, careful preparation is nesded for ePortfalios and letters of recommendation, as are diligent evaluative 5 Case Summary
efforts on the part of all individuals involved in the decision process. To facilitate decisions at all levels, the chairperson's/director’s and dean’s letters of recommendation should be
in adequate detail to ensure a presentation of the relationship between the academic assignment and accomplishments. Evaluations should be conducted in accordance with

appropriate criteria

ePortfolios for tenure, tenure and promotion, and promation follow the same timelines and are reviewed by the appropriate committees during the same time frame. If a candidate is
applying for both tenure and promotion, the applications may be considered at the same time but they require separate votes, one for tenure and one for promotion. f a candidate
is applying for both tenure and promotion to Associate Professor, the review and vole on the promotion must precede the vote on tenure, since no candidate who does not meetthe ~ +

Faculty180 Vita
Automatically pull in a vita from Faculty180 for inclusion in the packet. When you add a vita, you'll be asked to indicate the number of terms that the vita

will cover.

Packet Requirements

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

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

9. Here you will be able to enter a due date, Candidate’s Packet Due, for the packet and
review the template. Note: No changes to template should be made here but the
original template so all candidates have the same information.

Do not check the box allowing candidates to add their own sections to the packet.

10. Click on Continue at the bottom of the page.

The following page will appear, Internal Case Sections:
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Florida Atlantic University > Cases » William Trapani >
Internal Case Sections

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

see Required Documents for Review Steps. 1 Case Information

Settings

Internal case sections will appear:

2 Candidate Requirements
Above the candidate packet o Internal Case Sections
(® Below the candidate packet

4 Case Review Steps

Sections 5  Case Summary

External Evaluations

Individual Cover Sheets for External Letters Requested

Remove

Please attach the cover sheets for individual external letters requested that certify there are/are not existing relationships between the candidate and the extemal reviewer(s)

Report of the Department/School

A memorandum reporting the numerical results of the poll of the facutty eligible o vote on tenure and promotion ePortfolios in the department/school shall be sent to the Chair/Director, with a copy to

the faculty member. Committee member names, voting and non-voting, must be listed in the memo. The written report, however, shall preserve the anonymity of the voting but shall also convey, as
best as can be discerned, the reasons for the vote. Faculty members can only abstain from voting when there is a conflict of interest. A written explanation of the conflict of interest must be included
with the written report and uploaded to Interfolio.

The candidate may aftach a brief response within 5 days of the receipt of the added material. The ePortfolio cannet move forward for 5 days after the candidate has received the report, unless, before
the 5 day period has expired, the candidate indicates there will be no response. The response should be filed in the same section as the lefter being responded to.

PLEASE BE CAREFUL TO NOT USE NAMES OF EXTERNAL REVIEWERS IF CANDIDATE HAS WAIVED RIGHT TO REVIEW.

Here you will able to review the internal sections. Note: No changes to template should be made
here but the original template so all candidates have the same information.

1. Click on Continue at the bottom of the page.
2. The following page will appear, Case Review Steps:

10
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Florida Atlantic University > Cases > William Trapani >

Case Review Steps

Add Step Additional Options

1 Ready for Review

Chairperson/Director (0)

£

@ Includes Instructions 1 Required Document @ No Required Forms

2 Department Review & Written Recommendation

2 Department P&T Committee (0)

@ Includes Instructions 2 Required Documents @ No Required Forms

Chairperson's/Director's Review, Written Recommendation &
Certification

E Chairperson/Director (0)
@ Includes Instructions 2 Required Documents @ No Required Forms

4 College Level Review & Written Recommendation

Edit

Edit

Edit

Edit

Delete

Delete

Delete

Delete

o

Creating a Case
1  Case Information
2 Candidate Requirements
3 Internal Case Sections
o Case Review Steps

5 Case Summary

Here you will able to review the case review steps and add the Chair/Director and Department
SPE committee members. Note: No changes to template should be made here but the original

template so all candidates have the same information.

3. To add the Chair/Director, in the Department Chairperson/School Director Review &
Comments section, click on Edit. *You will repeat the same steps to add the Department

SPE Committee members.

11
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Florida Atlantic University > Cases > William Trapani >

Case Review Steps

dd Step Additional Options v

1 Ready for Review

g Chairperson/Director (0)
©ncludes Instructions 1 Required Document @ No Required Forms

2 Department Review & Written Recommendation

Department P&T Committee (0)
®ncludes Instructions 2 Required Documents @ No Required Forms

X

The following page will appear:

Edit Details
Step Details (Step 1 of 6)

Step Name
Department Chairperson/School Director Review & Comments

Due Date

Edit Step

Reviewers

“~ Department Chairperson/School Director
Ad Hoc Committee (0)

Manage Members  Instructions Required Documents Required Forms  Settings

& No Members

‘Add Members

4. Click on Add Members.
5. The following window will appear:

Edit | Delete

Edit | Delete

Creating a Case

1

2

3

o Case Review Steps

5

Case Information

Candidate Requirements

Internal Case Sections

Case Summary

8
0

peaple can administer the case at this step

administrators are recused at this step.

Manage

Add Committee

12
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Add Members x

) - | ) s (X
First Name Last Name Email
Valentine Aalo aalo@fau.edu + Add <:

Anthony Abbate aabbate@fau.edu + Add
Yonas Abraha yabraha@fau.edu + Add
Christine Abreu cabreu7@fau.edu + Add
Homayoon Abtahi abtahi@fau.edu + Add
Eileen Acello eacello@fau.edu + Add
Melanie Acosta acostam@fau.edu + Add
Aaron Adams adamsa@fau.edu + Add
Robert Adams radams@fau.edu + Add
Elizabeth Adenmosun eakinbode2014@health.fau.edu + Add

us - 23 4,5 6 7 8 9 10 Next Last

[ co.. R—

6. Inthe search box, start entering the name of the Chair/Director, the search box will pull all
similar names. Once you identify the Chair/Director from the list, click Add. The name will
populate in the section. Then click Close.

Edit Details
Step Details (Step 1 of 6)

Step Name 8 people can administer the case at this step.

Department Chairperson/School Director Review & Comments

Due Date 0 administrators are recused at this step.
Manage

Edit Step Details

Reviewers
Vv Department Chairperson/School Director

Ad Hoc Committee (1)
Manage Members  Instructions  Required Documents  Required Forms ~ Settings

& 1 Member

Francis Lyn
(=5 fiyn1@fau.edu :> *. x

Add Members

13
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7. Then make sure to click on the star next to the individual’s name — will turn green. This will
allow the Chair/Director to have administrative access to the case at only their level;
including adding their letter or unlocking sections for candidate.

8. Click on Continue at the bottom of the page.

9. The following page will appear, Case Summary:

Note: No changes to template should be made here but the original template so all candidates have
the same information.

folio

Florida Atlantic University > Cases > William Trapani >

Case Summary

Case Information Edit Creating a Case
Type Name

1 Case Information
Promotion William Trapani
Unit Email 2 Candidate Requirements
AgL Communications wirapan1 @fau.edu

3 Internal Case Sections
Candidate Requirements Edit

4 Case Review Steps
Instructions to the Candidate
Once again it s time to consider promotion and tenure of faculty members. This is one of the most important deliberations that a faculty undertakes e Case Summary
The decisions that are made have a very long-term impact on both the University and the individual. Thus, careful preparation is needed for
ePortfolios and letters of recommendation, as are diligent evaluative efforts on the part of all individuals involved in the decision process. To facilitate
decisions at all levels, the chairperson's/director's and dean's letters of recommendation should be in adequate detail to ensure a presentation of the
relationship between the academic assignment and accomplishments. Evaluations should be conducted in accordance with appropriate criteria
ePortfolios for tenure, tenure and promotion, and promotion follow the same timelines and are reviewed by the appropriate committees during the
same time frame. If a candidate is applying for both tenure and promotion, the applications may be considered at the same time but they require
separate votes, one for tenure and one for promotion. If a candidate is applying for both tenure and promotion to Associate Professor, the review and
Vote on the promotion must precede the vote on tenure, since no candidate who does not meet the relevant criteria for promotion to Associate
Professor is eligible for tenure
To view the complete Provost's memo on Tenure and Promotion and additional documents, please visit the links below.
= Tenure and Promotion Guidelines Memo for 2021-2022
= Comprehensive Curriculum Vitae Template for P&T
= Criteria for the Appointment, Promotion, and Tenure of Facuity
= Principles for Creating Criteria and Standards for Promotion & Tenure
= College P&T Criteria (and Annual Evaluations) Website
For help with Interfolio, please contact Support.

10. If everything looks good, then click on Return to Case at the top of the page:

Florida Atlantic University > Cases » TainaTeran >
€ Retum to Case
Case Summary _

) Case Information Edit Creating a Case
Type Name

- N 1 Caselnformation
Review Taina Teran

. Unit Email 2 Candidate Requirements
Anthropology tteran@fau.edu

3 Internal Case Sections

Candidate Requirements Edit

4 Case Review Steps
Instructions to the Candidate
An excellent faculty is essential to the core teaching, scholarship, and service missions of Florida Atlantic University. The Sustained Performance e Case Summary
Evaluation (SPE) is a periodic review of tenured faculty that is designed to foster sustained excellence and professional development, and to
recognize and reward outstanding achievement.
Portfolio materials for the Sustained Performance Evaluation are described in the SPE Policy of the Provost's Office, the Department's SPE

14
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The following page will appear, the case ready to be shared with the candidate:

Florida Atlantic University > Cases >

Taina Teran

Unit Template Status
Anthropology Arts and Letters Sustained Performance Evaluation Select Status

Case Materials  Case Details

Search case materials by title

© Expand Al @ Collapse All & Share

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.

~ Curriculum Vita @ [}

A current curriculum vita that clearly highlights ments in teaching, scholarship, and service during the period under review.

Curriculum Vita 1 required

No files have been submitted.

> Annual Assignments @ =]

11. On this page, first change the status of the case to Sustained Performance Evaluation. Click
on Select Status.

12. The following drop down will appear; if available add a status or Add Custom Status —
example, Application for Sabbatical.

Florida Atlantic University > Cases »

Clifford Brown

Unit Template Status
Anthropology 2022-2023 DFS College of Arts and Letters Sabbatical Select Status'
Application Inird Year ReWiew .

Sustained Performance Evaluation
Case Materials Case Details
- Sabbatical Granted/Accepted

Search case materials by title Sabbatical Not Selected/Denied

B 4
l Application for Sabbat\'cal\
_ v Save Cancel % .
Candidate Parket

15
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13. Then click on Save, the Status has been changed. Note: Once the Promotion or Promotion
and Tenure case has been completed you will be able to change the status to
granted/denied.

Florida Atlantic University > Cases >

Taina Teran

Unit Template Status
Anthropology Arts and Letters Sustained Performance Evaluation @ Sustained Performance Evaluation change

Case Materials Case Details

Search case materials by title

14. The next step is to notify the candidate that their case/application is ready — moving the
case/application to their level.
15. Click on Send Case and select Notify Candidate.

Florida Atlantic University > Cases »

Taina Teran | Send Case v |{E
Unit Template Sjgg‘g::;iida(e —

Anthropology Arts and Letters Sustained Performance Evalu  Forward to luation change
Ready for Review
Case Materials Case Details

Search case materials by title

The following window will appear:

Notify Candidate

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

Include a personal message with this email
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Notify Candidate

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

Include a personal message with this email

Subject *

Message *

@ E|B I L|:&

16. You have two options:
Click on Send or Include a personal message and then click on Send.

17
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Promotion & Promotion and Tenure Case — for Candidate

e At this point, the candidate and Chair/Director will have internal deadlines.

e The candidate will first upload all the necessary documents for the external reviewers
and submit.

e The candidate will then have to notify the Chair/Director via email that the external
reviewer section has been submitted.

e The candidate will then continue to work on their packet.

e The Chair/Director will access the case and work on sending the external reviewer
requests with materials via Interfolio.

e Once the candidate completes the rest of the packet and submits, they will notify the
Chair/Director.

e The Chair/Director will then review the case to make sure all sections are completed
and forward to the next level - no letter or forms are required at this point.

18
2-3-2022



EaU

FLORIDA ATLANTIC

UNIVERSITY
Dorothy F. Schmidt
College of Arts and Letters

Getting Started in Interfolio

1. Once you log in to Interfolio, go to Your Packets.

@ Home - Interfolio x 4+ v = a

€ > C # homeinterfolio.com/11610 =4

2 Ig:g interfolio William Trap

I Home
Your Packets
Faculty180 0 0

Unread Tasks Read Tasks

Announcements & Help
Profile

Activities

Forms & Reports

Vitas & Biosketches
Find Colleagues

Account Access

Review, Promotion and Tenure

Looks like you're all caught up. Nice.
Cases / o

Add Activity Import Activities

Import your scholarly contributions and creative productions from academic sources

Select from the dropdown list to create a record of your professional activities

o

©2022 Interfolio, Inc.

Program Policies

The following window will appear:

19
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Q) Your Packets - Apply - Interfclic X =+

v - =&
<« C @ applyinterfolio.com/11610/packets & & |
B Apps 5 epn Z metopero 8 my faccbook B hotmsil % bork @ fontosy [ tbog 'Y odds W keepid | AudiionsPis @ deangelosi @ TheCoachingDives... [ opubse [EJ OrigamiBoxwithC.. R CCPA Auditions- Re. » B R

x interfolio ‘ William Trapd

Home Your Packets

| Your Packets .
Faculty130 Active

Annauncements & Help

Packet Type Status Due Date
Profile . ) o -
School of Communication & Multimedia Review Last Submitted on Feb 7, 2022 - View
Activities Arts and Letters - Third Year Review
Forms & Reports School of Communication & Multimedia Not Submitted - View
. . 2020 - 2021 College of Arts and Letters Promatid and/or Tenure Review
Vitas & Biosketches o
Find Colleagues
Account Access
Completed
Review, Promotion and Tenure
Packet Type Responded Completed
Cases
School of Communication & Multimedia Sabbatical - Oct 20, 2021 View
20222023 DFS College of Arts and Letters Sabbatical Application
School of Communication & Multimedia Sabbatical - oct 20, 2021 View

2022-2023 DFS College of Arts and Letters Sabbatical Application

2. Under Your Packets you will see the Active section, your packet will be housed there.
Click on the blue title to open your packet.

The following page will appear:

20
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© Apply - Interfolio x 4+
&« C @ apply.interfolic.com/11610/packets/257195%averview
# Apps BB espn G metopera @ myfau G Google ) facsbook MY hotmail v bank @F fantasy [ ttblog ), odds 'S keepvid | AuditionsPus @ deangelosi @) TheCoachingDivas... [Jl| opulse [ CrigamiBoxwithC.. | CCPA Auditions- Re..

Florida Atlantic University > Your Packets >

eme 2020 - 2021 College of Arts and Letters Promotion and/or

‘ Your Packets

Facuty180 Tenure Review

Announcements & Help
Unit Type Candidate Instructions

Profile
School of Communication & Multimedia Promotion View Instructions

Activities
Forms & Reports Overview  Packet _

Vitas & Biosketches ; . . . .
Below you will find an overview of the packet requirements outlined by your institution. This page will be updated as you make progress toward your packet. To learn more, read

Find Colleagues the Candidate's Packet Guide.
Account Access
Materials For External Reviewers
Review, Promotion and Tenure Not Yet Submitted Unlocked
Cases Type # Required # Added
Updated CV 1 required 0
SelfEvaluation 1 required 0
Department and/or College PT Criteria 1 required 0
&  Supplemental Material for External Reviewers 0 required 0
@  Additional Documents 0 required 0
Waiver of Right of Review Letters from External Evaluators

Not Yet Submitted Unlocked

(i ] Type # Required # Added
@ 2022 Interfolio, Inc. ‘Waiver of Right to Review Evaluation Letters from External Reviewers 1 required 0
Program Policies

On this page you can see an overview of the packet sections. You will start on the Materials for
External Reviewers and complete the Waiver of Right of Review Letters from External
Evaluators sections.

3. To start entering your documents click on the Packet tab. The following screen will
appear:

21
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© Apply - Interfolio x  +
&« C @ applyinterfolio.com/11610/packets/257195#requirements
$ Apps B2 espn L metopera @B myfau & Google @) facebook R¥ hotmail % bank @F fantasy [ wblog @ odds ' keepvid | AuditionsPlus @ deangelosi @ TheCoachingDivas... [l opulse Origami Box with C.. R CCPA Auditions- Re.

Florida Atlantic University > Your Packets >

e 2020 - 2021 College of Arts and Letters Promotion and/or

Your Packets

Facuty180 Tenure Review

Announcements & Help

P Unit Type Candidate Instructions
rofile

School of Communication & Multimedia Promotion View Instructions
Activities

Forms & Reports Overview

Vitas & Biosketches O © Expand All © Collapse All

Find Colleagues

Accolticress V' Materials For External Reviewers 0of3
Not Yet Submitted w m

Materials for external reviewers vary by college, however, typically include a brief Curriculum Vitae, self-evaluation, department criteria for promotion

Review, Promotion and Tenure Required Files

Cases
and/or tenure, and examples of scholarly activity. Please check the department/college criteria for additional items not listed in this document.
Updated CV 1 required, 0 Added [ add S
Please attach your most recent CV with sequentially numbered pages.
See link below to suggested Comprehensive Curriculum Vitae for Promotion and Tenure template.
http://www.fau.edu/provost/faculty/files/cv_template_2017.pdf
No files have been added yet.
Self-Evaluation 1 required, 0 Added
0 A SELF-EVALUATION of no more than eight double-spaced pages. This self-evaluation should be explicit about the condition of the application and use the
© 2022 Interfolio, Inc. candidate's accomplishments to explain how he or she has met the appropriate criteria for promotion and/or tenure. It should be written in terms easily
Program Policies understood by out-of-discipline colleagues. Reference should be made to the following areas:

= Instruction

4. On this page, you will start uploading your required documents. To add a document,
click on the Add button. The following pop up will appear:

Add Up-to-date Vita

1 Required
Choose Existing ~ Add New File

Al Materials  Packets.

Q [Fre]

Ale
[ Example of External AD template. updated 9 2021
[ Example of External AD template. updated 9 2021
[ Example of External AD template. updated 9 2021
[ Example of External AD template. updated 9 2021

3 Sabbatical S0P
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5. Choose or upload the appropriate document. Then click on Add. Your document will be
uploaded and you will be taken back to the packet page. You will repeat these steps (4-
5) in each section of the packet to upload your documents expect for the Waiver of
Right of Review Letters from External Evaluators.

6. In the Waiver of Right of Review Letters from External Evaluators section, click on Fill

Out Form.
v Waiver of Right of Review Letters from External Evaluators Dof 0
Not Yet Submitted m Required Files

The waiver form is built into the ePortfolio packet in Interfolio RPT. Please be sure to submit the form below indicating the decision to (or not to) waive the
right to view external letters. If a candidate has chosen to waive their right to view the external letters, he/she will not have access to names or contents
of the external letters.

Waiver of Right to Review Evaluation Letters from External Reviewers 1 required questions,

This form has not been complete.

The following page will appear:

Florida Atlantic University > Your Packets > 2020 - 2021 College of Arts and Letters Promotion and/or Tenure Review >
Waiver of Right to Review Evaluation Letters from External Reviewers

William Trapani

Florida law permits the University to exempt faculty academic evaluative documents from disclosure as a public record. FAU Regulations 5.003 (Limited Access to Employee Records) specifically includes tenure and promotion files as
exempt from public disclosure. The faculty member, however, does have the right to view his/her own record unless waived in writing. By signing this waiver below, letters of evaluation submitted in the tenure and promotion process will
only be viewed by the reviewing committee members and administrators in the tenure and/or promotion process. Regardless, all requests for letters of evaluation must state whether or not the faculty member has waived this right.

Waiver of Right to Review External Evaluation Letters *
The nominee agrees waive his/her right to view external letters of evaluation.

The nominee refuses to waive his/her right to view external letters of evaluation.

Last Saved onFeb 16, 2! 5 AM

Save Responses Return to Packet

Read the statement and make your selection.

7. Click on Save Responses and then click on Return to Packet.

8. Once you have uploaded the necessary documents, you can preview your packet before
submission. Click on the boxes on the left-hand side.
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@ 2020- 2021 College of Artsane. X +

< C & applyinterfolio.com/11610/packets/257195#requirements
I Apps IS eson g metopera @ myfau G Google @) facebook MY hotmal % bank @ fantasy [B] tiblog R odds 5F keepvid | AuditionsPlus @ deangelosi @ TheCoachingDivas..
% - interfolio
Florida Atlantic University > Your Packets >
Home .
2020 - 2021 College of Arts and Letters Promotion and/or
Your Packets
Faculty180 Tenure

Announcements & Help
Type
bn & Multimedia Promotion

Profile
Activities
Forms & Reports

Vitas & Biosketches Breview Sections Submit Sections [+ R SCEUT YR WG IEL Y]

Find Colleagues

Account Access > Materials For External Reviewers

Not vet supmitted  (TETEEED)

Review, Promotion and Tenure

Cases

> Waiver of Right of Review Letters from External Evaluators

Not Yet Submitted w

> status Letter(s)

Not Yet Submitted w

> Up-to-Date Vita

Not Yet Submitted @
o

® 2022 Interfolio, Inc.

Program Policies

> Copy of Annual Assignments

9. Once boxes are checked marked, click on Preview Sections.

For example, the following window will appear:

Y CCPA Auditions- Rew

30of3

Required Files

0of 0

Required Files

1of1

Required Files

1of1

Required Files

Tof1
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@ Aoy - meroic x + =)

€ 3 C @@ 1

= i lected for

Search PDF Search

~ CANDIDATE DOCUMENTS

I Example of External AD template. updated 9 2021

Example of External AD template. updated 9 2021

> ANNUAL ASSIGNMENTS Re. Florida Adantic Universit.
> INSTRUCTION
'SCHOLARSHIP, RESEARCH AND/OR OTHER ACTIVITY

v

e Degartment of Antogeiogy
> (o . crasocg or e 2021022 e s
CCOMMUNITY AND PUBLIC SCHOOLS) change 30 ety il b e specal teracn, n a8, spleanons refacing e e nues rd
e

e sepaemencof

v

SELF-EVALUATION

> DEPARTMENT AND/OR UNIT PROMOTION AND/OR

TENURE CRITERIA

Mirmom Qualfcstions: G-
o o the Fall 621 et The sl a5t st 0 Gk oo e scarned o an
ecronc frmat Degrss rom s th UntedStes st b vldacad by an rgancation eongg e Natonsl

> ANNUAL EMPLOYEE PERFORMANCE EVALUATIONS sociaton o Cradertal Evaluation Serice(ACES, vt 7 icaton o e ecmers e rahaton nas presres rom
(o arscrs, o aseration
famecy

> TENURE AAPPRAISALS (OPTIONAL) e ard spp, viit i ek and g
A 3ppleats st el sectonicly o e cuenty st pston Tt of postion) anth Ofce o Humn saurces ob
et g h100) Yo e el ptcain s st s et

> REPLIES TO MATERIAL IN PORTFOLIO (OPTIONAL) rarscrts scanned ko 3 serone fomat.

> SUPPLEMENTAL MATERIAL irecsie

Fondaa s o s it sl
condeaton wibout ragad 1 ace. el eigon, s senl orentaon. gender ety Tatclcrig, iaby s,

rtacas taans S o s e S NahAGUS5 W S3bALSS 1a g EGGSELEN, s C 1257
Ssm

= creged s
prachce o these s nles e eruraged 5.

Q Q@ Previous Material € 1/71 » Next Material

On this page, you will be able to review the packet.

10. Once you are done with preview, click on the X on the upper right-hand side of the page
and you will be taken back to the packet page.
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@ 2020-2021 Collegeof Atsand X+

<& C @ apply.interfolio.com/11610/packets/257195#requirements
i Apps BB espn Z metopera @ myfau G Google € facsbook  B¥ hotmail e bank @ fantasy [P ttolog W odds E keepvid | AuditionsPlus @ deangelosi @ TheCoachingDivas... [l opulce [ OrigamiBoxwithC.. [ CCPA Auditions- Re.
x QA8 interfolio

Florida Atlantic University > Your Packets >

Home .
2020 - 2021 College of Arts and Letters Promotion and/or
Your Packets Preview Packet
racuty190 Tenure Review
Announcements & Help
e Unit Type Candidate Instructions
School of C & Multimed P i iew Instructions
Acties chool of Communication & Multimedia romotion
Forms & Reports Overview Packet

Vitas & Biosketches

Preview Sections Submit Sections © Expand All @ Collapse All

Find Colleagues

Account Access > Materials For irnal Reviewers

Preview 30of3
Not Yet Submitte LT o]
2eview, Promotion and Tenure

Required Files
Cases

> Waiver of Right of Review Letters from External Evaluators 0of0

Not Yet Submitted w m

Required Files

> status Letter(s)

- 1of1

Required Files

1. Back at the packet page, if you are ready to submit your Materials for External
Reviewers and the Waiver of Right of Review Letters from External Evaluators
sections, click on Submit. As you continue to work on your packet, you will repeat this
step in each section, or you can wait and click on Submit Sections to submit all at once.

The following up will appear:

Confirm x

You cannot edit the documents and forms within a section once it has
been submitted. An administrator will need to unlock the section in order
for you to make any changes. Are you sure you want to submit the

™ o

selected sections at this time?

2. Click Yes to confirm that you want your submission to continue.

Once the packet has been submitted the sections will lock and you will only be able to unlock
with the permission of, depending on what level the packet is in, the Chair/Director,
Department Committee Chair or P&T Committee Chair.
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2021 College of Arisand . X | +

C & applyinterfolio.com/1 5#reguirements

i BB een 3 metopes momn G 87 homal ek @f ey @ Y ocdss F keepus | Avdmonsius @ sencelosi @ TheCoschingD W oceose [ oroem

Florida Atlantic University > Your Packets >

e 2020 - 2021 College of Arts and Letters Promotion and/or

| Your Packets

Facuity150 Tenure Review

Announcements & Help

- Unit Type Candidate Instructions
rofile
School of Communication & Multimedia Promotion

Activities

Forms & Reports Overview Packet

Vitas & Biosketches © Expand All @ Collapse All

Find Colleagues

Account ACCess 2 Materials For Exte 30f3
Submitted
Required Files
Review, Promotion and Tenure
Cases
> waiver of Right of Review Letters from External Evaluators Dof0

submitted (EERE) Required Files

10of1

Required Files

> status Letter(s)

Submitted

> Up-to-Date Vita 10of 1
Submitied Required Files
© 2022 Interfolia, Inc.
Program Policies > copy of Annual Assignments - 1 of1
Submitted PR Preview . B

27
2-3-2022



FLORIDA ATLANTIC

UNIVERSITY
Dorothy F. Schmidt
College of Arts and Letters

Options in Packet

A. Edit Document Title

In the packet the page, once you upload your document you are able to Edit the Document

Title.

1. To edit the Document Title, click on Edit.

@ Aoy - Intertolo

< c a

William Trapani v

Home
I Your Packets

Faculty180
Announcements & Help
Profile
Activities
Forms & Reports
Vitas & Biosketches
Find Colleagues

Account Access

Review, Promotion and Tenure

Cases

(]

© 2022 Interfolio, Inc.

Program Policies

0 pe 2 erie
School of Communication & Multimedia Review View Instructions

Overview Packet

O © ExpandAll @ Collapse All

Vv Candidate Documents 20f2

Required Files

Status Letter(s) 1+ required, 1 Added

The candidate's appointment letter must be included. If there are letters or memoranda that document promotion and tenure, years awarded toward tenure
and promotion, and delay of the tenure clock, etc., these need to be included here.

Title Details Actions

Added

Example of External AD template. updated 9 2021 Feb7, 2022 Edit

Up-to-date Vita 1 required, 1 Added

Please attach your most recent CV with sequentially numbered pages.
See link below to suggested Comprehensive Curriculum Vitae for Promotion and Tenure template.
= http://www.fau.edu/provost/faculty/files/cv_template_2017.pdf
Title Details. Actions

Added

Example of External AD template. updated 9 2021 Feb7, 2022 Edit | Remove

Vv Annual Assignments - 10of1
- [E=9]
Not Yet Submitted @ - Required Files

These should be included for the period under consideration. -

The following pop up will appear:

Edit Document

Document Title *

Example of Exteral AD template. updated 9 2021

< Replace

2. Once you edit the Document Title, click on Save and you will be taken back to the

packet page.
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B. Remove Document

In the packet the page, if you upload the wrong document, you are able to remove it.

1. Toremove a document, click on Remove.

@ Apply - Interfolio X+ v x

¢ e o /11610 packets/255036#requirements 2 & &

William Trapani v

Home School of Communication & Multimedia Review View Instructions

I Your Packets Overview  Packet

Faculty180
O © ExpandAll @ Collapse All

Announcements & Help
Profile

Activities v Candidate Documents - m 20f2
Forms & Reports Not vet Submited (ETRRED) Required Files
Vitas & Biosketches

Find Colleagues Status Letter(s) 1+ required, 1 Added

Account Access The candidate’s appointment letter must be included. If there are letters or memoranda that document promotion and tenure, years awarded toward tenure
and promotion, and delay of the tenure clock, etc., these need to be included here.

Review, Promotion and Tenure

Cases Title Details Actions
Added .
Example of External AD template. updated 9 2021 Feb7, 2022 Edit

Up-to-date Vita 1 required, 1 Added

Please attach your most recent CV with sequentially numbered pages.
See link below to suggested Comprehensive Curriculum Vitae for Promotion and Tenure template
= http://www.fau.edu/provost/faculty/files/cv_template_2017.pdf

Title Details Actions
Added "
Example of External AD template. updated 9 2021 Feb7 2022 Edit | Remove

Vv Annual Assignments

© 2022 Interfolio Inc. Not Yet submitted (ETEEE))

Program Policies

m 1of1

Required Files

These should be included for the period under consideration. -

The following pop up will appear:

Confirm

Are you sure you wish to remove this requirement?

o R ]

2. You will need to confirm removal of requirement (aka document), click on Yes and you
will be taken back to the packet page.
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C. Option to Preview each Section

1. Inthe packet the page, you have the option to preview each section. Click on the

Preview button.

@ Apply - Interfolio X+

< c a /11610/pa

x IE::! interfolio

Home

School of Communication & Multimedia Review

I Your Packets Overview Packet

Faculty180

O © ExpandAll @ Collapse All

Announcements & Help
Profile
Vv Candidate Documents

Not vet submitted  (EIEEED)

Activities

Forms & Reports

Vitas & Biosketches

Find Colleagues Status Letter(s) 1+ required, 1 Added

Account Access
and promotion, and delay of the tenure clock, etc., these need to be included here.

Review, Promotion and Tenure

Cases Title Detalls
Example of External AD template. updated 9 2021 ?:bdjdzgzz

Up-to-date Vita 1 required, 1 Added
Please attach your most recent CV with sequentially numbered pages.
See link below to suggested Comprehensive Curriculum Vitae for Promotion and Tenure template.
= http://www.fau.edu/provost/faculty/files/cv_template_2017.pdf
Title Details.

Added

Example of External AD template. updated 9 2021 Feb7,2022

0 Vv Annual Assignments
©2022 Interfolio, Inc. Not Yet submitted (EERED)

These should be included for the period under consideration.

Program Policies

20f2

Required Files

Actions

The candidate's appointment letter must be included. If there are letters or memoranda that document promotion and tenure, years awarded toward tenure

Actions

Edit | Remove

1of1

Required Files

William Trapani v

For example, once you click on Preview the following page will appear:
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@ Apply - Interfolio x o+

€« >cC 4 1

earch PDF Search

~ CANDIDATE DOCUMENTS

I Example of External AD template. updated 9 2021

Example of External AD template. updated 9 2021

o

o s o s e N i e o3
e e
sociaton o Cradertal Evaluation Serice(ACES, vt 7 icaton o e ecmers e rahaton nas presres rom
(o arscrs, o aseration

Formor frmaton ando sl Vit 8ot nd g0t gl Now ek
u Mmmwm-m S
wwunwmmn Somiting e e orers
poad the ol = cot car. cureu Ve, and opes f ol

et s el s ot el e
conideaton wibout ragad 1 ace, el eigon, s senal rentaon, gender ety Tatclcrig, iaby s
B

o ORI A
pracice o these s e enur g

Q Previous Material < 1/ 7 » NextMaterial

Once you are done with preview, click on the X on the upper right-hand side of the page and
you will be taken back to the packet page.
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Requesting Letters from External Reviewers — for Chair/Director

Note: Commitments from external reviewers will happen before the official timeline begins.
For example, in January 2022 the tenured faculty, chair, and candidate work on putting
together a list of potential external reviewers. By February 2022, the chair obtains
commitments from the external reviewers.

You can send an email request now to get the commitments and upload the formal request to
Interfolio once the case is created and the external reviewer documents are uploaded.

1. To request the external reviewers letters from he reviewers, you will scroll down to
the Internal Sections of the case.

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 Evaluations -( Request Evaluation ” Add File I

> Individual Cover Sheets for External Letters Requested Add File

2. Go tot External Evaluations and will click on Request Evaluation. The following
page will appear. Note: Below External Evaluations is the Individual Cover Sheets
for External Letters Requested; here you will add the cover sheets —template can
be found here: https://www.fau.edu/provost/faculty/files/PT External-Evaluation-
Templates 2019-2020 form.pdf
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@ Review, Promotion & Tenure-In X+
<« C @ rptinterfolio.com/11610/cases/302592
B eson 5 metopera @ myfeu & Goo % bank @ fantasy [ tblog @ odds 5 keepvid | AuditionsPlus @ deangelosi @ TheCoachingDives... [l opulse Origami Box with C.. R CCPA Auditions- Re.

x B

Florida Atlantic University > Gases > William Trapani »

Home .
Request External Evaluation
Your Packets
Faculty180 External Evaluator Information
Announcements & Help First Name * Last Name * Email Address *
Profile
Activities
Forms & Reports Add Another Evaluator

Vitas & Biosketches

Find Colleagues

Message to Evaluator

Use this message to request an evaluation of the candidate. Your request can include a personal message to the evaluator and documents to aid the evaluator in their review.

Account Access

. . Once completed, evaluators submit their reviews through Interfolio's secure delivery system.
Review, Promotion and Tenure

Cases
From Name Reply-to
Florida Atlantic University ’ ‘MrapaM@fauedu
Subject
Message
@ @®|IB I K| = e & Q

o

© 2022 Interfolio, Inc.

Program Folicies

3. On this page you may request evaluations from more than one person by clicking on
Add Another Evaluator. Then enter all the necessary information in the fields; letter
template can be found here: Promotion and Tenure : Florida Atlantic University (fau.edu)
;called Individual Cover Sheet for External Evaluators & Sample Letter
Note that your name and email have already been populated.

5. Asyou scroll down the page, you will see a Files section, here you will select the files
that the reviewer will need for the evaluation.

6. Inthe next section, Response Settings, enter a deadline for the reviewer. Note: Do
not change the Additional Files section or Access field that is already populated.

7. To send the request click on the Send Request button. Note: The external reviewer
will be able to upload their evaluation and CV via a link provided by Interfolio.
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w, Promotion & Tenure - |

<« c

x  +

& rptinterfolio.com/11610/cases/302592/evaluations

Apps = espn & metopera

@® myfau G Google € facebook &Y hotmail

“ bank @I fontasy [P tiblog R odds % keepvid | AuditionsPlus @ deangelosi @ TheCoachingDivas.

W ooulse

[ Origami Box with C.

R CCPA Auditions-

Home Files

Your Packets

Files you add here can be downloaded by the recipient when they accept the invitation to provide an evaluation.
Faculty180
Announcements & Help There are no files included in this request.

Profile
_+ Add Fi

Activities -
Forms & Reports

Vitas & Biosketches Response Settings
Find Colleagues

Deadline

Account Access

The recipient will not be able to submit an evaluation after the deadline date.
Review, Promotion a

. o
Cases

Can the evaluator submit additional files? *
Indicate whether or not you want to allow the evaluator ta submit additional supporting materials, such as a CV, along with the requested file?

Yes, allow the evaluator to submit additional files.

® No

Access *

Choose whao has access to this document

Administraters & Entire Committee

o

© 2022 Interfolio, Inc.
Program Policies

Cancel
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Reviewing Case and Uploading the Completeness Certification — for

Chair/Director

Also, please make sure to have emailed the College Administrator the names of your
department committee. If not, you will not be able to forward the case.

@ Condidate Profile: Willam Trapar X

&«

EoApps I espr &

] |

Home

Your Packets
Faculty180

Announcements & Help

Profile

Activities

Forms & Reports
Vitas & Biosketches
Find Colleagues

Account Access

I Review, Promotion and Tenure

2. Click on the faculty members name (in blue) to open the case. The following screen will

ases

8 Promotion and Tenure : Florida - X

@ rptinterfolio.com/11610/cases

G Google ) facebook MY hotmail <% bank @ fantasy [P ttblog @ odds W keepvid | AuditionsPlus @ deangelosi @ TheCoachingDivas... [l opulse [ Origami Boxwith C.. R CCPA Auditic

1. Once you log in to Interfolio, under Cases you will find any active cases that need your

4

Florida Atlantic University >
Cases

Search cases

B [

10f1cases

Name ~ Type & Template Name & Status &
William Trapani Promotion 2020 - 2021 College of Arts and Letters Promotion @ Promotion - TEST
School of GCommunication & MuNpedia and/or Tenure Review

Step 2 of 8: Department Review & Written Recommendation £ Required Documents
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e @ ey Blumes B o W oems | Ao @ sengeen @ Tecsmenngoier. B s [ R Com aunans Re.

# apo - henss s

Home
‘Your Packets

Fecuity1a0
Announcements & Help
Profile
Activities
Forms & Reports
Vitas & Biosketches
Find Colleagues

Account Access

Review, Promotion and Tenure

Cases

William Trapani

Unit Template Status
Schoal of Communication & Multimedia 2020 - 2021 College of Arts and Letters Promotion @ Promotion - TEST change
and/or Tenure Review

Case Materials ~ Case Details ()

Search case materials by ttle

]
:

O © ExpandAll @ Collapse All
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 Materials For External Reviewers @ -]

Materials for external reviewrers vary by college, however, typically Include a brief Curriculum Vitae, self-evaluation, department criteria for promotion and/or tenure, and

examples of scholarly aclivity. Please check the department/college eriteria for additional items ol listed in this document
Updated CV 1 required
Tiia Actions

apani Edt

Example of External ADemplate. updated 3 7021

Self-Evaluation 1 required A File

* On this page, you will review the packet for any revisions, additions and completeness.

* If there are any revisions or additions that need to be made you will work with the
candidate to make the necessary changes before forwarding to the departmenal level;
you want to move a clean and complete packet for review.

To upload the report, click on the Case Details tab.
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© ConsicdteProfic Willom Tape: X | 1 Fromoion oo Tonie 1 Fre A 3 |

Audtions Pl @ desnsii @ Tradaas

Flarida Atlanti University »

o William Trapani

Your Packets
Facuity1an Unit Template Status
Announcements & Help School of Communication & Multimedia 20202021 College of Arts and Letters Promotion @ Promation - TEST change
h and/or Tenure Review
Activities Case Materials ~ Case Details ()
Forms & Reports
Search case materials by ttle
Vitas & Biosketches
o
Find Colleagues
Account Access
B2 Share

O © ExpandAll @ Collapse All
Reiew, Promotion and Tenure

Candidate Packet

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

files In an unlocked section before they submit.

w Materials For External Reviewers m o

nclude a brief Gurriculum Vitae, self-evaluation, department criteria for promotion andor tenure, and
cllege criteria for additional items not listed in this document,

Materials for external reviewers vary by college, however, 1y
examples of scholarly activity. Plesse check the departmen

Updated GV 1 required

Tida Aciions

Wiliam Trapan! Edit

Exampla of Extamal AD tamplate, uptated 9 2021

TR Self-Evaluation 1 required Add Flle

The following page will appear:

Corifleation ol Raviire of Wik ©

Ansaencements & Help To ensurs i rrlormasion of extemal evaliators Wi &

s rvdonation Porm and aitach i slong with thiss recommendation bether in interfolio

Acinities
Fama & Reparti
Witas & Bsosk w  Required Hems

Find Collesgo i 1 " " N " " i ik . ol B b
Aot ACoess

Cortication of Compistensss of Pramation sndior Tesurs Portiolis Docamantation

% hrr R aeldis

3. Under Required Items, you will need to the Certification of Completeness of Promotion
and/or Tenure Portfolio Document. Click on the Add button.

The following window will appear:
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Add Chairperson's/Director’s Letter of Recommendation x

Y+ ¥

Drag & Drop your files anywhere or

Browse To Upload

Upload a new file  Select file from case

4. Once you select your document, click on the Add button. Make sure to place the
document in the correct section of the application, Chairperson’s/Director’s
Certification of Completeness.

Add Chairperson's/Director's Letter of Recommendation

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 *

COM 4603 syllabus Fall 2021 ’ ‘ Chairperson's/Director's Letter

5. Once you click on Add, the document will be uploaded and you will see Complete in
green; no voting results are required.
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Florida Atlantic University > Cases »

Taina Teran

Unit Template Status
Philosophy Arts and Letters - Third Year Review @ Third Year Review - Test change

Case Materials ~Case Details

Reviewing as
Chairperson/Director

~ Instructions

After the department/school has voted, the departmental chairperson/school director shall send a letter of recommendation to the Dean which shall include a detailed
analysis and evaluation of the work of the faculty member and a clear statement of support or non-support. That letter shall include the use of the appropriate
department/school or college criteria to evaluate the record of the faculty member. A copy will be sent to the candidate who may attach a brief response within 5 days of
receipt of the material. The department/school recommendation vote and chair/director letter are only recommendations to be considered in the process, and are not

definitive.

s~ Required ltems

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

Chairperson's/Director's Letter of Recommendation @ Complete

Name

COM 4603 syllabus Fall 2021

> Committee Members (1)

6. To forward the case to the next level, Department Review, go to the top of the page
and click on Send Case.
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% IE:E! interfolio

Home

Your Packets
Faculty180

Announcements & Help

Profile

Activities

Forms & Reports

Vitas & Biosketches

Find Colleagues

Account Access

Review, Promotion and Tenure

Cases

o

© 2022 Interfolio, Inc.
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Florida Atlantic University > Cases >

Taina Teran Send Case v

Forward to
Unit Template Chairperson’s/Director's Letter
Philosophy Arts and Letters - Third Year Review Backwards to

Ready for Review
Case Materials Case Details

Reviewing as
Department P&T Committee

v Instructions

Departmental/school evaluations of individuals for promotion and/or tenure should be made after a departmental/school meeting that includes discussion of the case and
consideration of the appropriate criteria and a secret ballot polling of all faculty eligible to vote on the case. Large departments and departments with faculty on multiple
campuses may want to consider video or telephone conferencing to allow full participaticn by eligible faculty. In tenure considerations, those eligible to vote are the tenured
members of the appropriate department/school; in promotion cases, all tenured and tenure-track members of the faculty are eligible to vote, unless otherwise specified by
the bylaws of the department/school or college. Faculty on sabbatical or other research leaves are eligible to vote if they are in the area and available to participate. Faculty
in DROP are still employed by the university and eligible to vote: faculty in the Phased Retirement Program have retired from the University and are not eligible to vote.

The materials that are reviewed at the departmental/school level should include all of the materials that will be submitted to the university level as stipulated in the Provost's
Memorandum on portfolio preparation. Minimally, these include: an appointment letter, up-to-date vita, the outcome of evaluation of instructional activity by students, peers,
and self; the distribution of the evaluative scores earned by other faculty, broken down by course, course level, or by department/school, as appropriate; documentation and
examples of relevant research, scholarly or creative work, as well as instructional materials; a minimum of five current letters from referees outside this University who are
acceptable to the chairperson/director and the candidate and Third Year Review Report. If the candidate chooses, the materials shall include the record of the faculty
member’s tenure and promotion appraisal(s) including any response by the faculty member. The department/schoel will issue a memorandum to the chair/director,
reporting the numerical results of the poll of the faculty eligible to vote and, as best as can be discerned, the reasons for the vote, preserving the anonymity of the faculty
members. A copy will be sent to the faculty member, who may attach a brief response within 5 days of receipt of the material. Departmental/school reguirements or
subordinate criteria may not conflict with college or university criteria.

After the department/school has voted, the departmental chairperson/school director shall send a letter of recommendation to the Dean which shall include a detailed
analysis and evaluation of the work of the faculty member and a clear statement of support or non-support. That letter shall include the use of the appropriate
department/school or college criteria to evaluate the record of the faculty member. A copy will be sent to the candidate who may attach a brief response within 5 days of
receipt of the material. The department/school recommendation vote and chair/director letter are only recommendations to be considered in the process, and are not
definitive.

7. Once you click on the forward button, the following window will appear:
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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:

Chairperson/Director | 1 members

The following reviewers will gain access to the case:

Department P&T Committee | 1 members

Send a message 1o the reviewers gaining access.

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

Subject *

Message *

@ & B I
Dear committee members

This case is coming your way for r You'l be able to see the documents and deadiines in Review, Promotion & Tenure when you
signin.

Best,
William Trapani

8. You will not need to include a message, please unselect Send a message to the
reviewers gaining access. The window will change to the following:

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:

Chairperson/Director | 1 members

The following reviewers will gain access to the case:

Department P&T Committee | 1 members

Send a message to the reviewers gaining access.

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

9. Click Continue to send case forward, Department Review.
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Reviewing a Case and Uploading the Report — for Department

Committee

@ cCandidate Profile: William Trapar X

1. Once you log in to Interfolio, under Cases you will find any active cases that need your

attention.

ta Promotion and Tenure : Florida . X |+

&« [&] @ rptinterfolio.com/11610/cases

H Apps B en @ metopen

® -EﬁU interfolio

Home

Your Packets

Faculty180

)

Announcements & Help
Profile

Activities

Forms & Reports

Vitas & Biosketches
Find Colleagues

Account Access

eview, Promotion and Tenure

Cases

G Google ) facebook & hotmal % bank @ fantasy [H tblog @ odds 5§ keepvid | AuditionsPlus @ deangelosi @ TheCoachingDivas.. [l opulse [ Origami Boxwith C.. [ CCPA Auditic

Florida Atlantic University >
Cases

Search cases

B [

10f 1cases

Name - Type # Template Name % Status %

William Trapani Promotion 2020 - 2021 College of Arts and Letters Promotion @ Promotion - TEST
School of Communication & and/or Tenure Review

Step 2 of 8: Department Review & Written Recommendation £ Required Documents

2. Click on the faculty members name (in blue) to open the case. The following screen will

appear:
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ate P Villam Trepar X

€ 5 C & rplntedolozm/ 11610/

seo B ewn & e

Home
Your Packets

Facuty1a0
Announcements & Help
Profile
Activities
Forms & Reports
Vitas & Biosketches
Find Colleagues

Account Access

Reiew, Promotion and Tenure

Cases

Program Folices

T

Flarica Atiante Uni

William Trapani

Unit
‘Schoal of Communication & Multimedia

Case Materials ~ Case Details ()

Search case materials by ttle

O © ExpandAll @ Collapse All

Candidate Packet

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

files In an unlocked section before they submit.

Template
2020 - 2021 College of Arts and Letters Promation
and/or Tenure Review

o e

w Materials For External Reviewers m

[ o R e

Status

@ Promation - TEST change

B2 Share

Materials for external reviewrers vary by college, however, typically include a brief Curriculum Vitae, self-evaluation, department criteria for promotion and/or tenure, and
examples of scholarly activity. Please check the department/college criteria for additional items not listed in this document

Updated €V 1 required

Tida

Exampla of Extamal AD tamplate, uptated 9 2021

Self-Evaluation 1 required

Detalls

On this page, you will review the candidate’s case.

3. To upload the report, click on the Case Details tab.

Aciions

Edit
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@ Candicate Profile: William Trapar X B Promotion and Tenure: Florida £ X

<« C @& rptinterfolio.com/11610/cases/302592

HE Apps i esen G

metopera @ myfau G Google @ facebook K¥ hotmall % bank

fantasy [P tiblog @ odds G keepvid | AuditionsPlus @ deangelosi @ TheCoachingDivas.... [} opulse [ Origami Box with C.. [ CCPA Auditions- Re...

Florida Atlantic University > Cases >

William Trapani

Your Packets
Faculty180 Unit Template Status
Announcements & Help School of Communication & Multimedia 2020 - 2021 College of Arts and Letters Promotion @ Promotion - TEST change
Profile and/or Tenure Review
Activities Case Materials ~ Case Details o

Forms & Reports
Search case materials by title

Vitas & Biosketches

o
Find Colleagues
Account Access

O © ExpandAll @ Collapse All 2 Share

Review, Promotion and Tenure

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

Cases

files in an unlocked section before they submit.

v N ials For External Revi =

Materials for external reviewers vary by college, however, typically include a brief Curriculum Vitae, self-evaluation, department criteria for promotion and/or tenure, and
examples of scholarly activity. Please check the department/college criteria for additional items not listed in this document.

Updated CV 1 required

Title Details Actions

Example of External AD template. updated 9 2021 Submitted by William Trapani Edit

o Feb 18,2022

© 2022 Interfolio, Inc.

Goomnibolices Self-Evaluation 1 required

The following page will appear:

x Ig::g interfolio

The materials that are reviewed at the departmental/school level should include all of the materials that will be submitted to the university level as stipulated in the Provost's

Home Memorandum on portfolio preparation. Minimally, these include: an appointment letter, up-to-date vita, the outcome of evaluation of instructional activity by students, peers,
Your Packets and self; the distribution of the evaluative scores earned by other faculty, broken down by course, course level, or by depar ,as and
examples of relevant research, scholarly o creative work, as well as instructional materials;  minimum of five current etters from referees outside this University who are
(EAED acceptable to the chairperson/director and the candidate and Third Year Review Report. If the candidate chooses, the materials shall include the record of the faculty
Announcements & Help member's tenure and promotion appraisal(s) including any response by the faculty member. The depar willissue a tothe
teporting the numerical results of the pollof the facuity eligible to vote and, as best as can be discerned, the reasons for the vote, preserving the anomymity of the faculty
Profile members. A copy will be sent to the faculty member, who may attach a brief response within 5 days of receipt of the material. Departmental/school requirements or
Activities subordinate criteria may not conflict with college or university criteria.
Forms & Reports After the department/school has voted, the departmental chairperson/school director shall send a letter of recommendation to the Dean which shall include a detailed

analysis and evaluation of the work of the faculty member and a clear statement of support or non-support. That letter shall include the use of the appropriate
department/school or college criteria to evaluate the record of the faculty member. A copy will be sent to the candidate who may attach a brief response within 5 days of
receipt of the material. The department/school recommendation vote and chair/director letter are only recommendations to be considered in the process, and are not
definitive.

Vitas & Biosketches
Find Colleagues

Account Access

Review, Promotion and Tenure

| e

v Required Items

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

Report of Department Vote

The department/school willissue a memorandum to the chair/director, reporting the numerical resuits of the poll of the faculty eligible to vote and, as best as can be discened, the reasons for the
vote, preserving the anonymity of the faculty members. A copy wil be sent to the faculty member, who may attach a brief response within 5 days of receipt of the material. Departmental/school
requirements or subordinate criteria may not conflict with college or university criteria.

No files have been added to this section.

Certification of Review of Waiver Selection and Use of Evaluator Information

(]

©2022 Interfolio, Inc.

No files have been added to this section.

Program Policies

44
2-3-2022



EaU

FLORIDA ATLANTIC

UNIVERSITY
Dorothy F. Schmidt
College of Arts and Letters

4. Under Required Items, you will need to upload 2 items: 1) the report and 2)
Certification of Review of Waiver Selection and Use of Evaluator Information. Click on

the Add button.
The following window will appear:

Add Report of Department Vote

Y+ ¥

Drag & Drop your files anywhere or

Upload a new file  Select file from case

Browse To Upload

5. Once you select your document, click on the Add button. Make sure to place the
document in the correct section of the application, Report of the Department/School.
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Add Report of the College P&T Committee

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 *

COM 4603 syllabus Fall 2021 ‘ l Chairperson's/Director's Letter v

Chairperson's/Director's Letter

Report of the Department/School
Report of the College Promaotion and Tenure Committee
Dean's Letter of Evaluation

6. Once you click on Add, the document will be uploaded and you will see Complete in
green.

After the department/school has voted, the departmental chairperson/school director shall send a letter of recommendation to the Dean which shall include a detailed
analysis and evaluation of the work of the faculty member and a clear statement of support or non-support. That letter shall include the use of the appropriate
department/school or college criteria to evaluate the record of the faculty member. A copy will be sent to the candidate who may attach a brief response within 5 days of
receipt of the material. The department/school recommendation vote and chair/director |etter are only recommendations to be considered in the process, and are not
definitive.

v Required ltems

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

Report of Department Vote & Complete

The department/school will issue a memorandum to the chair/director, reporting the numerical results of the poll of the faculty eligible to vote and, as best as can be discerned, the reasons for the
vote, preserving the anonymity of the faculty members. A copy will be sent to the faculty member, who may attach a brief response within 5 days of receipt of the material. Departmental/school
requirements or subordinate criteria may not conflict with college or university criteria.

Name

COM 4503 syllabus Fall 2021 .

> Committee Members (1)

Voting Results

Date

- ©

Decision Votes

form:

ults of a committee vote here. Voting on

it nn mnmahars fnr shin ntan i A
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7. Then on the same page, scroll down to the Voting Results section and enter the voting
date and results. Click Save.

asen
interfolio
Home > Committee Members (1)

Your Packets
Faculty180 Voting Results Add New Vote
Announcements & Help
Profile Date
Activities Feb 18 2022 & 0
Forms & Reports
Vitas & Biosketches Decision

Find Colleagues

Support
Account Access
Review, Promotion and Tenure Fopese
Cases
Abstain
Absent
Notes

_
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Sharing Report with Candidate

1. To send the candidate the report, click on the Case Options button.
2. Then click on Email Candidate.

O Cancicate Profile: Mazhew Sob- X | 2

<« C & mptinterfolio.com/11610/cases/3180 #*

pn 0 myu G Googie [ facebook M notmail < bank I metopera @ fantasy [P tblog W odds W keepvid | AuditionsPlus @) deangelosi @ TheCoachingDvas.. [l opuse [ O

Taina Teran.Campbel

Florida Atlantic University > Cases > |
Home i
Matthew Sobnosky C2ke Options
Review, Promotion and Tenure 7 Edit Case
Unit Template Staty
Cases Email Candidate
School of Communication & Multimedia Arts and Letters Non-Tenure Track Promotion Review 2019-2020 Sele]
IebiNed Add Internal Section
Case Materials Case Details
Administration Ches Mistwints View Activity Log
Reports Close Case

Couldn' find ApplicantMedia with 'id'=1125565
Users & Groups

Search case materials by title

D £

O © ExpandAll @ Collapse All

Taina Teran-Campbell

Florida Atlantic University > Cases >
== Matthew Sobnosky

fiew, Promation and Tenure

[ Unit Template Status
School of Communication & Multimedia Arts and Letters Non-Tenure Track Promotion Review 2019-2020 Select Status
“emplates
\dministration Case Materials Case Detalls
teports
Couldn't find ApplicantMedia with 'id'=1125565 x

Jsers & Groups

Search case materials by title

o =3

O © ExpandAll @ Coliapse All E3 Share

Candidate Packet With Candidate

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 abldo

w Materials For External/Internal Reviewers ]

With Committee Members lon before they subrmit

4. The following will appear, Message to Candidate:
5. You will enter your message here.
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6. Then you will click on Add to include the department report.

@ rptinterfolio.com/1161C

@ TheCoacnngives... [l cpuize [ OngamiBoxwitnC.. R CCPAA

B focetook B homal = bank X metopen @ fanmsy [ nblog R odds '®

Message to Candidate

Couldn't find ApplicantMedia with id'=1125565 x

To
Matthew Sobnosky (msobnosky@fau.edu) Details
Direct email reply:

tteran@fau.edu

Subject *

Share Files

I Files shared with this message can be viewed by the candidate afler logging inta Interfolio

7. When you click Add, the following will appear and you will select the department report
— see example:

B Apps BB epn B mybu G Google [J fcebook B hotmal % bank I metopers @ fontasy [ ttblog W odds W keepwd | AuditionsPlus @) deangelosi @ TheCoschingDwas., [l opulse [ OrigamiBoxwithC.. R CCPA Auditions-Re.. @ Wrigleyville Apartm.

Message to Candidate X

Department Report

Message *
® & B IL|[E:= = =0

Please review your Depariment's report and feel free to respand in & days, if needed,

body b 4

Share Files
Files shared with this message can be viewed by the candidate after logging into interfolio

-

Sobnosky COM 2053 Fall 2019
Sobnosky SPC 4517 Fall 2018
Sobnosky SPC 3233 Fall 19
Sobnosky, SPC 4513 Fall 19

Sample assignments-Classical thetoric

CcoDooee

Student testimonial (unsolicited)

o

CMS NTT Committee Letter for Matthew Sobnosky

' ‘

49
2-3-2022



EaU

FLORIDA ATLANTIC

UNIVERSITY
Dorothy F. Schmidt
College of Arts and Letters

8. Once selected, you will then go to File Response and click on Enable which will open
more fields to be completed:

Message to Candidate ®

Couldn't find ApplicantMedia with 'id'=1125565 X

To
Details

Matthew Sobnosky (msobnosky@fau.edu)

Subject * Direct email reply:

tteran@fau.edu
Department Report
File
Message * Enable
. . k When you share a e oy check this box to allow them to
@@ B I K== = o] SE TN i ¢ 3
‘submit a file in response. Check this option to allow the recipient of this message 1o submit a

file in response.

Please review your Department’s report and feel free to respond in 5 days, If neaded
Message Reason
Response to Department Report

Deadline @

voay p P
Share Files Section for Response *
Files shared with this message can be viewed by the candidate after logging into Interfolio.
Report of the Department/School

MS NT nmittee Letter for Matthew Sobnosk x

9. For Message Reason you can enter Response to Department Report.

10. Then you would enter the Deadline, 5 days to respond. *Usually in the email, | would
write if you don’t have a rebuttal, please email me so | can move your case forward or
you could wait the 5-day period and then move the case forward.

11. Section for Response would be Report of the Department/School.

12. Then you will click SEND. The candidate may attach a brief response within 5 days of
the receipt of the added material. The ePortfolio cannot move forward for 5 days after
the candidate has received the report, unless, before the 5-day period has expired, the
candidate indicates there will be no response. The response should be filed in the same
section as the letter being responded to.
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Forwarding Case

1. To forward the case to the next level, Chairperson’s/Director’s Letter, go to the top of
the page and click on Send Case.

N e s g sy 11

® IE:E! interfolio

Home

Your Packets
Faculty180

Announcements & Help

Profile

Activities

Forms & Reports

Vitas & Biosketches

Find Colleagues

Account Access

Review, Promotion and Tenure

Cases

o

© 2022 Interfolio, Inc.

Program Policies

Florida Atlantic University > Cases »

Taina Teran

Forward to
Unit Template Chairperson's/Director's Letter
Philosophy Arts and Letters - Third Year Review Backwards to

Ready for Review
Case Materials  Case Details

Reviewing as
Department P&T Committee

v Instructions

Departmental/school evaluations of individuals for promotion and/or tenure should be made after a departmental/school meeting that includes discussion of the case and
consideration of the appropriate criteria and a secret ballot polling of all faculty eligible to vote on the case. Large departments and departments with faculty on multiple
campuses may want to consider video or telephone conferencing to allow full participation by eligible faculty. In tenure considerations, those eligible to vote are the tenured
members of the appropriate department/school; in promotion cases, all tenured and tenure-track members of the faculty are eligible to vote, unless otherwise specified by
the bylaws of the department/school or college. Faculty on sabbatical or other research leaves are eligible to vote if they are in the area and available to participate. Faculty
in DROP are still employed by the university and eligible to vote: faculty in the Phased Retirement Program have retired from the University and are not eligible to vote.

The materials that are reviewed at the departmental/school level should include all of the materials that will be submitted to the university level as stipulated in the Provost's
Memorandum on portfolio preparation. Minimally, these include: an appointment letter, up-to-date vita, the outcome of evaluation of instructional activity by students, peers,
and self; the distribution of the evaluative scores earned by other faculty, broken down by course, course level, or by department/school, as appropriate; documentation and
examples of relevant research, scholarly or creative work, as well as instructional materials; a minimum of five current letters from referees outside this University who are
acceptable to the chairperson/director and the candidate and Third Year Review Report. If the candidate chooses, the materials shall include the record of the faculty
member's tenure and promotion appraisal(s) including any response by the faculty member. The department/school will issue a memorandum to the chair/director,
reporting the numerical results of the poll of the faculty eligible to vote and, as best as can be discerned, the reasons for the vote, preserving the anonymity of the faculty
members. A copy will be sent to the faculty member, who may attach a brief response within 5 days of receipt of the material. Departmental/school requirements or
subordinate criteria may not conflict with college or university criteria.

After the department/school has voted, the departmental chairperson/school director shall send a letter of recommendation to the Dean which shall include a detailed
analysis and evaluation of the work of the faculty member and a clear statement of support or non-support. That letter shall include the use of the appropriate
department/school or college criteria to evaluate the record of the faculty member. A copy will be sent to the candidate who may attach a brief response within 5 days of
receipt of the material. The department/school recommendation vote and chair/director letter are only recommendations to be considered in the process, and are not
definitive.

2. Once you click on the forward button, the following window will appear:
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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:

Chairperson/Director | 1 members

The following reviewers will gain access to the case:

Department P&T Committee | 1 members

Send a message 1o the reviewers gaining access.

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

Subject *

Message *
@ & B I
Dear committee members

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

Best,

William Trapani

3. You will not need to include a message, please unselect Send a message to the
reviewers gaining access. The window will change to the following:

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:

Chairperson/Director | 1 members

The following reviewers will gain access to the case:

Department P&T Committee | 1 members

Send a message to the reviewers gaining access.

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

4. Click Continue to send case forward, Chairperson’s/Director’s Letter.
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Reviewing a Case and Uploading the Report — for Chair/Director

1. Once you login to Interfolio, under Cases you will find any active cases that need your
attention.

@ Candicate Profile: Willam Traper X ™8 Promotion and Tenure : Florida & X |+

&« C @ rmptinterfolio.com/11610/cases
H Apps BB espn G metopera @ myfau G Google () facebook MY hotmail  « bank @) fantasy [P tblog @ odds ' keepvid | AuditionsPlus @ dcangelosi @ TheCoachingDivas... [l opulse Origami Boxwith C... 3 CCPA Auditic
x IE::! interfolio

Florida Atlantic University >

Cases

Home

Your Packets

Faculty180 Search cases
Announcements & Help B
Profile
Activities
Forms & Reports 1of 1 cases

Vitas & Biosketches

Find Colleagues Name - Type & Template Name & Status &
Account Access
William Trapani Promotion 2020 - 2021 College of Arts and Letters Promotion @ Promotion - TEST
School of Communication & MuMpedia and/or Tenure Review
Review, Promotion and Tenure
ases Step 2 of 8: Department Review & Written Recommendation £ Required Documents

2. Click on the faculty members name (in blue) to open the case. The following screen will
appear:
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Home
Your Packels
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Announcements & Help
Prafile
Activities
Forms & Reports
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Find Colleagues

Account Access

Rexiew, Promotion and Tenure

Cases

Program Polices

liozom/ 116

= Fremaion s Tevre Frde - x| 4

B bt

Florica Allantic University » B

William Trapani
Unit

School of Communication & Multimedia
Case Materials ~ Case Details ()

‘Search case materials by title

0 © Expand&ll © C:

Candidate Packet

Template Status
2020 - 2021 College of Arts and Letters Promation
and/or Tenure Review

o X3

@ Promation - TEST change

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 unlockad section before they submit.

~ Materials For External Reviewers @

Materials for external reviewers vary by college, however, typically include a brief Curriculum Vitae, self-evaluation, department criteria for promotion andfor tenure, and

examples of scholarly acti

Updated €V 1 required

Tite

Example of External ADemplate, updated 3 2021

Self-Evaluation 1 recuired

y. Please check the department/college eriteria for additional items not listed in this document,

Details

e by Willam Trapan

On this page, you will review the candidate’s case.

3. To upload the report, click on the Case Details tab.

Your Packets
Facutty1a0
Announcements & Help
Proflle
Activities
Forms & Reports
Vitas & Biosketchas
Find Colleagues

Account Access

Reiew, Promotion and Tenure

Cases

Program Polices

= premonan s Tevre Pare - x | 4

Florica Atlantic Univarsity > Cas

William Trapani

Unit
School of Communication & Multimedia

Case Materials ~ Case Details ()

‘Search case materlals by title

O © ExpandAll @ C

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.

Aution: Pz

Template Status
2020 - 2021 College of Arts and Letters Promation
and/or Tenure Review

o =X

v Materials For External Reviewers ()

Materials for external reviewers vary by college, hawever, typically include a brief Curriculum Vitae, self-eval
examples of scholarly activity. Please check the department/college eriteria for ao

Updated €V 1 required

Tite

Example of Extarmal ADtemplate, updated 9 2021

Self-Evaluation 1 recuired

ional items not listed in this document

Dealls

mitted by willam Trapani

& 20:

tion, department criteria for promotion ands

Actions

Ean

@ Promation - TEST chenge

Share

rtenure, and

Actions

Edit
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The following page will appear:

P Candidate Hrofile: William Irapar X | 68U Promotion and lenure  Flornda & X |+

&« C @& rptinterfolio.com/11610/cases/302592
- “% bank @ fantasy [ tiblog @ odds ¥ keepvid | AuditionsPlus @ deangelosi @ TheCoachingDivas.. [l opulse [ CrigamiBoxwith C.. R CCPA Auditior

2 Apps E= eson Gy metopera @ myfau G Google ) facebook &Y hotmail

® -M_I interfolio
include the remaining documents and re-submit. The sections will automatically lock upon resubmission. The Chairperson/Director, after confirming all missing documents
Home have been received and all sections are locked, will fill out and sign the Certification of Completeness of Promotion and Tenure Portfolio Documentation form and attach it in

Your Packets Interfolio before sending the case forward to the next stage of review.

Faculty180 Certification of Review of Waiver ion and Use of
Announcements & Help To ensure identifying information of external evaluators was appropriately used or withheld, the Chair will fill out and sign the Certification of Review of Waiver Selection and
Profile Use of Evaluator Information form and attach it along with their recommendation letter in Interfolio.
Activities

Forms & Reports

Vitas & Biosketc v Required Items
Find Colleagues All required items must be completed before the case can advance to the next step. Files can be added by any Committee Manager or Administrator with access to this case
Account Access
Chairperson's/Director's Letter of Recommendation Add

Review, Promotion and Tenure
Ne files have been added to this section.

Cases

Certi ion of C of ion and/or Tenure Portfolio Documentation Add

Certify that all of the required materials are included on the date signed

No files have been added to this section.

Add

Certification of Review of Waiver ion and Use of

No files have been added to this section.

4. Under Required Items, you will need to upload 3 items: 1) your letter, 2) Certification of
Completeness of Promotion and/or Tenure Portfolio Documentation, and 3)
Certification of Review of Waiver Selection and Use of Evaluator Information. Click on

the Add button.

The following window will appear:
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-l
Add Chairperson's/Director’s Letter of Recommendation x
Upload a new file  Select file from case
Drag & Drop your files anywhere or
[ o |

5. Once you select your document, click on the Add button. Make sure to place the
document in the correct section of the application, Chairperson’s/Director’s Letter
level.

Add Chairperson's/Director's Letter of Recommendation

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 *

COM 4603 syllabus Fall 2021 ’ ‘ Chairperson's/Director's Letter

6. Once you click on Add, the document will be uploaded and you will see Complete in
green; no voting results are required.
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Florida Atlantic University > Cases »

Taina Teran

Unit Template Status
Philosophy Arts and Letters - Third Year Review @ Third Year Review - Test change

Case Materials ~Case Details

Reviewing as
Chairperson/Director

~ Instructions

After the department/school has voted, the departmental chairperson/school director shall send a letter of recommendation to the Dean which shall include a detailed
analysis and evaluation of the work of the faculty member and a clear statement of support or non-support. That letter shall include the use of the appropriate
department/school or college criteria to evaluate the record of the faculty member. A copy will be sent to the candidate who may attach a brief response within 5 days of
receipt of the material. The department/school recommendation vote and chair/director letter are only recommendations to be considered in the process, and are not

definitive.

s~ Required ltems

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

Chairperson's/Director's Letter of Recommendation @ Complete

Name

COM 4603 syllabus Fall 2021

> Committee Members (1)
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Sharing Report with Candidate

1. To send the candidate the report, click on the Case Options button.
2. Then click on Email Candidate.

O Cancicate Profile: Mazhew Sob- X | 2

<« C & mptinterfolio.com/11610/cases/3180 #*

pn 0 myu G Googie [ facebook M notmail < bank I metopera @ fantasy [P tblog W odds W keepvid | AuditionsPlus @) deangelosi @ TheCoachingDvas.. [l opuse [ O

Taina Teran.Campbel

Florida Atlantic University > Cases > |
Home i
Matthew Sobnosky C2ke Options
Review, Promotion and Tenure 7 Edit Case
Unit Template Staty
Cases Email Candidate
School of Communication & Multimedia Arts and Letters Non-Tenure Track Promotion Review 2019-2020 Sele]
IebiNed Add Internal Section
Case Materials Case Details
Administration Ches Mistwints View Activity Log
Reports Close Case

Couldn' find ApplicantMedia with 'id'=1125565
Users & Groups

Search case materials by title

D £

O © ExpandAll @ Collapse All

Taina Teran-Campbell

Florida Atlantic University > Cases >
== Matthew Sobnosky

fiew, Promation and Tenure

[ Unit Template Status
School of Communication & Multimedia Arts and Letters Non-Tenure Track Promotion Review 2019-2020 Select Status
“emplates
\dministration Case Materials Case Detalls
teports
Couldn't find ApplicantMedia with 'id'=1125565 x

Jsers & Groups

Search case materials by title

o =3

O © ExpandAll @ Coliapse All E3 Share

Candidate Packet With Candidate

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 abldo

w Materials For External/Internal Reviewers ]

With Committee Members lon before they subrmit

4. The following will appear, Message to Candidate:
5. You will enter your message here.
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6. Then you will click on Add to include the department report.

@ rptinterfolio.com/1161C

@ TheCoacnngives... [l cpuize [ OngamiBoxwitnC.. R CCPAA

B focetook B homal = bank X metopen @ fanmsy [ nblog R odds '®

Message to Candidate x
Couldn't find ApplicantMedia with id'=1125565 x
To i
Matthew Sobnosky (msobnosky@fau edu) Details
Subject Direct email reply:
tteran@fau.edu
Message *
@B IL v E|lma @O
‘Share Files
I Files shared with this message can be viewed by the candidate after logging into interfolio.
7. When you click Add, the following will appear, and you will select the department
report — see example:
I Apps B opn B mybe G Google [ foccbook BX hotmal % bonk  Z metopers @ fontesy [ ttblog @ odds W keepwd | AudiionsPlus @) doongelosi @ TheCoschingDwas.. [l opuse [ OrigamiBoxwithC.. R CCPA Auditons-Re.. @ Wrigleyville Aportm

Message to Candidate

Department Report

Message *
® & B IL|[E:= = =0

Please review your Depariment's report and feel free to respand in & days, if needed,

body b 4

Share Files
Files shared with this message can be viewed by the candidate after logging into interfolio

-

Sobnosky COM 2053 Fall 2019
Sobnosky SPC 4517 Fall 2018
Sobnosky SPC 3233 Fall 19
Sobnosky, SPC 4513 Fall 19

Sample assignments-Classical thetoric

CcoDooee

Student testimonial (unsolicited)

' ‘

o

CMS NTT Committee Letter for Matthew Sobnosky
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8. Once selected, you will then go to File Response and click on Enable which will open
more fields to be completed:

Message to Candidate x

Couldn't find ApplicantMedia with 'id'=1125565 X

To
Matthew Sobnosky (msobnosky@fau.edu) Details
Direct email reply:

Tteran@fau.edu

Subject *

Department Report
File

Message * Enable
P o _ When you share a o o check this box to allow them to
@@ B I K== = o] SE TN 5 B B
‘submit a file in response. Check this option to allow the recipient of this message 1o submit a
file in response.

Please review your Department’s report and feel free to respond in 5 days, If neaded
Message Reason
Response to Department Report

Deadline @

Share Files Section for Response *
Files shared with this message can be viewed by the candidate after logging into Interfolio.
Report of the Department/School

MS NT nmittee Letter for Matthew Sobnosk x

boay p

9. For Message Reason you can enter Response to Chair Letter.

10. Then you would enter the Deadline, 5 days to respond. *Usually in the email, | would
write if you don’t have a rebuttal, please email me so | can move your case forward or
you could wait the 5-day period and then move the case forward.

11. Section for Response would be Chairperson's/Director's Letter.

12. Then you will click SEND. The candidate may attach a brief response within 5 days of the
receipt of the added material. The ePortfolio cannot move forward for 5 days after the
candidate has received the report, unless, before the 5-day period has expired, the
candidate indicates there will be no response. The response should be filed in the same
section as the letter being responded to.

60
2-3-2022



EaU

FLORIDA ATLANTIC

UNIVERSITY
Dorothy F. Schmidt
College of Arts and Letters

Forwarding Case

1. Toforward the case to the next level, College Level Review, go to the top of the
page and click on Send Case.

Florida Atlantic University > Cases »

Ta i na Te ran Send Case w Case Options w
Forward to

Unit Template College Level Review

Philosophy Arts and Letters - Third Year Review Backwards to inge

Department Review

Case Materials Case Details

Search case materials by title

D X3

© Expand Al @ Collapse All 4 Share
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.

w Candidate Documents @ 2]
Status Letter(s) 1+ required

No files have been submitted.

2. Once you click on the forward button, the following window will appear:
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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:

Chairperson/Director | 1 members

The following reviewers will gain access to the case:

Department P&T Committee | 1 members

Send a message 1o the reviewers gaining access.

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

Subject *

Message *

@ & B I
Dear committee members

This case is coming your way for r You'l be able to see the documents and deadiines in Review, Promotion & Tenure when you
signin.

Best,
William Trapani

3. You will not need to include a message, please unselect Send a message to the
reviewers gaining access. The window will change to the following:

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:

Chairperson/Director | 1 members

The following reviewers will gain access to the case:

Department P&T Committee | 1 members

Send a message to the reviewers gaining access.

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

4. Click Continue to send case forward, College Level Review.
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Reviewing a Case and Uploading the Report — for P&T Committee

1. Once you login to Interfolio, under Cases you will find any active cases that need your attention.

@ Candicate Profile: Willam Traper Xt Promotion and Tenure : Florida # X |+
&« [¢] @ rptinterfolio.com/11610/cases
H Apps g espn G metopera @ myfau G Google € facebook MY hotmall % bank @ fantasy [B tblog @ odds ' keepvid | AuditionsPlus @ deangelosi

® -Eﬁlj interfolio

TheCoachingDivas...
gl

W opuise [ OrigemiBoxwith €. f CCPA Auditic

Florida Atlantic University >

Cases

Home
Your Packets
Faculty180 Search cases

Announcements & Help

Profile
Activities
Forms & Reports 10f 1 cases
Vitas & Biosketches
Find Colleagues Name ~ Type & Template Name & Status #
Account Access
William Trapani Promotion 2020 - 2021 College of Arts and Letters Promotion @ promotion - TEST

School of Communication &
Review, Promotion and Tenure

Cases Step 2 of 8: Department Review & Written Recommendation 4 Required Documents

and/or Tenure Review

2. Click on the faculty members name (in blue) to open the case. The following screen will appear:

oble Vit Tsgs: % | P Pea

€ 5 € & pumetiocom 15

Florida Atfaic University » Cazes

William Trapani

Your Packots
Facuity180 Unit Template Status
Anncuncements & Help School of Communication & Multimedia 2070- 7021 College of Arts and L etters Promatian @ Promotion - TEST change.
Profile and/or Tenure Review
Activities Case Materials ~ Case Details ()

Forms & Reports.
Search case materials by title.
Vitas & Bioskstches

(o
Find Colleagues.

Account Access

0) © ExpandAl @ Collapse Al 2 Share

Review, Promotion and Tenure

Cases Candidate Packet

] dted to the ¢ will be visible lo and available for therm to use in their current case. The candidate will be able lo replacs of delste any

iles in &n unlucked section before they subimil.

v Materials For External Reviewers

Materizls for extemal reviewers
‘examples of scholarly activity. Please check the department/college criteria for additional ttems nat lsted In this document,

Updated CV 1 required

Exomple o External A lemplste. wpdaled 202 Subinitled by Wiliaen Trapani
[i] Fen 18,2022

Frogam Prlices Selt-Evaluation 1 required

On this page, you will review the candidate’s case.

¥ by college, however, typically Include a brief Curriculum Vitae, self-evaluatien, department criteria for prometion and/or tenure, and

Ean
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3. To upload the report, click on the Case Details tab.

llam Traps Xt Promotion and Tenure s Flarda © X | 4

@ @ mtintarfolio.com/11610/cases/30

S appr B cen 5 mctopes @ oy G Google

& benk ©F fortayy [ ooy @ oo 'F kespwd | AudtonsPlur @ deangolon @

Florida Atlantic University > Cases »>

William Trapani

Home

Your Packets

Faculty180 Unit Template Staws
Announcements & Help School of Communication & Multimedia 2020 - 2021 College of Arts and Letters Promotion @ Promotion - TEST change
Profile and/or Tenure Review
Activities Case Materials ~ Case Details
Forms & Reports
Search case materials by title
Vitas & Biosketches

o
Find Colleagues

Account Access
O © ExpandAll & Collapse All B4 Share

Review, Promotion and Tenure .
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

Cases

~ Materials For External

...

Materials for external reviewers vary by college, however, typlcally include a brief Curriculum Vitae, self-evaluation, department criteria for promotion and/or tenure, and
examples of scholarly activity. Please check the department/college criteria for additional items not listed in this document

Updated CV 1 required

Title Datails Actions

Example of External AD template. updated 5 2021 Submitted by William Trapani Edit

6 Feb 18,2022

® 2022 Intertoso, e

Frogram Folicies Self-Evaluation 1 required

The following page will appear:

@ Candidate Profile: Wilam Iraper X |- Promotionand lenure': Horda & X |+

<« c @ rptinterfolio.com/11610/cases/302592
Hodpps B e G metopers @ myfsu G Google @) facebook  KY hotmal < bank ©f fancssy [ tolog % odds ¥ keevid | AudtonsPlus @ desngelosi @ TheCoschingDives... [l opulse [ Origami BorwithC. R CCPA Auditior

include the remaining documents and re-submit. The sections will automatically lock upon resubmission. The Chairperson/Director, after confirming all missing documents

Home have been received and all sections are locked, will fill out and sign the Certification of Completeness of Promotion and Tenure Portfolio Documentation form and attach it in
Your Packets Interfolio before sending the case forward to the next stage of review.
Faculty180 Certification of Review of Waiver Selection and Use of Evaluator Information
Announcements & Help To ensure identifying information of external evaluators was appropriately used or withheld, the Chair will ill out and sign the Certification of Review of Waiver Selection and
Profile Use of Evaluator Information form and attach it along with their recommendation letter in Interfolio.
Activities
Forms & Re]
Vitas & Bio: v Required ltems

Find Colleagues

Account Access College Promotion and Tenure Committee Letter of Recommendation

to this case.

Review, Promotion and Tenure
No files have been added to this section.
Cases

Certification of Completeness of Promotion and/or Tenure Portfolio Documentation

Certify that all of the required materials are included on the date signed

No files have been added to this section.

Certification of Review of Waiver Selection and Use of Evaluator Information

No files have been added to this section.
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4. Under Required Items, you will need to upload 3 items: 1) the report, 2) Certification of
Completeness of Promotion and/or Tenure Portfolio Documentation, and 3)
Certification of Review of Waiver Selection and Use of Evaluator Information. Click on
the Add button.

The following window will appear:

Add Chairperson's/Director’s Letter of Recommendation x

oY+ Y2

Drag & Drop your files anywhere or

Browse To Upload

Upload a new file  Select file from case

5. Once you select your document, click on the Add button. Make sure to place the
document in the correct section of the application, Report of the College Promotion
and Tenure Committee.

Add Chairperson's/Director's Letter of Recommendation

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 *

COM 4603 syllabus Fall 2021 ’ ‘ Chairperson's/Director’s Letter
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6. Once you click on Add, the document will be uploaded and you will see Complete in
green; no voting results are required.

Florida Atlantic University > Cases >

Taina Teran

Unit Template Status
Philosophy Arts and Letters - Third Year Review @ Third Year Review - Test change

Case Materials ~Case Details

Reviewing as
Chairperson/Director

~ Instructions

After the department/school has voted, the departmental chairperson/school director shall send a letter of recommendation to the Dean which shall include a detailed
analysis and evaluation of the work of the faculty member and a clear statement of support or non-support. That letter shall include the use of the appropriate
department/school or college criteria to evaluate the record of the faculty member. A copy will be sent to the candidate who may attach a brief response within 5 days of
receipt of the material. The department/school recommendation vote and chair/director letter are only recommendations to be considered in the process, and are not

definitive.

~ Required ltems

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

Chairperson's/Director's Letter of Recommendation @ Complete

Name

COM 4603 syllabus Fall 2021

> Committee Members (1)
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Sharing Report with Candidate

1. To send the candidate the report, click on the Case Options button.
2. Then click on Email Candidate.

O G FoTe e S X T F =

&« C @ rptinterfolio.com/1

Ao B een W min G Googe [ fecebo

% bank 3 mctopea @ fantasy [ tibog W odds W keepvid | AudtionsPlus @ deangelosi @ TheCoochingDivas.. [l opuise [ OrigomiBoxwithC. R CCPA Auditions Re.. @ Wingleyville Apartm.,

‘Taina Teran-Campbel

Florida Atlantic University > C t3

Hi l—
o Matthew Sobnosk Case Options

Review, Promotion and Tenure 7 Edit Case
Unit Template Staty
Cases Email Candidate
School of Communication & Multimedia Arts and Letters Non-Tenure Track Promotion Review 2019-2020 Selel
Templates

Add Internal Section

i i Case Materials Case Details
Administration View Activity Log
Reports
i e Couldn't find ApplicantMedia with 'id'=1125565 Clogs Case

sers & Groups

Search case materials by title

o £

O © ExpandAll @ Collapse All

Taina Teran-Campbell

Florida Atlantic University > Cases >

Matthew Sobnosky

{ome

iiew, Promotion and Tenure

o Unit Template Status
School of Communication & Multimedia Arts and Letters Non-Tenure Track Promation Review 2019-2020 Select Status
‘emplates
\dministration Case Materlals Case Details
teports
Couldn't find ApplicantMedia with 'id'=1125565 x

Jsers & Groups

Search case materials by title

D ==

O © ExpandAll @ Collapse All

B2 share < Set —
Candidate Packet With Candidate

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 ableo r

~ Materials For External/Internal Reviewers ]

With Committee Members lon before they submit.

4. The following will appear, Message to Candidate:
5. You will enter your message here.
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6. Then you will click on Add to include the department report.

@ rptinterfolio.com/1161C

@ TheCoacnngives... [l cpuize [ OngamiBoxwitnC.. R CCPAA

B focetook B homal = bank X metopen @ fanmsy [ nblog R odds '®

Message to Candidate

Couldn't find ApplicantMedia with id'=1125565 x

To
Matthew Sobnosky (msobnosky@fau.edu) Details
Direct email reply:

tteran@fau.edu

Subject *

Share Files

I Files shared with this message can be viewed by the candidate afler logging inta Interfolio

7. When you click Add, the following will appear and you will select the department report
— see example:

B Apps BB epn B mybu G Google [J fcebook B hotmal % bank I metopers @ fontasy [ ttblog W odds W keepwd | AuditionsPlus @) deangelosi @ TheCoschingDwas., [l opulse [ OrigamiBoxwithC.. R CCPA Auditions-Re.. @ Wrigleyville Apartm.

Message to Candidate X

Department Report

Message *
® & B IL|[E:= = =0

Please review your Depariment's report and feel free to respand in & days, if needed,

body b 4

Share Files
Files shared with this message can be viewed by the candidate after logging into interfolio

-

Sobnosky COM 2053 Fall 2019
Sobnosky SPC 4517 Fall 2018
Sobnosky SPC 3233 Fall 19
Sobnosky, SPC 4513 Fall 19

Sample assignments-Classical thetoric

CcoDooee

Student testimonial (unsolicited)

o

CMS NTT Committee Letter for Matthew Sobnosky

' ‘
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8. Once selected, you will then go to File Response and click on Enable which will open
more fields to be completed:

Message to Candidate x

Couldn't find ApplicantMedia with 'id'=1125565 X

To
Matthew Sobnosky (msobnosky@fau.edu) Details
Direct email reply:

Tteran@fau.edu

Subject *

Department Report
File

Message * Enable

When you share a o o check this box to allow them to
‘submit a file in response. Check this option to allow the recipient of this message 1o submit a
file in response.

Please review your Department’s report and feel free to respond in 5 days, If neaded
Message Reason
Response to Department Report

Deadline @

Share Files Section for Response *
Files shared with this message can be viewed by the candidate after logging into Interfolio.
Report of the Department/School

MS NT nmittee Letter for Matthew Sobnosk x

@@ B I L|E=:= = & Q

boay p

9. For Message Reason you can enter Response to College Report.

10. Then you would enter the Deadline, 5 days to respond. *Usually in the email, | would
write if you don’t have a rebuttal, please email me so | can move your case forward or
you could wait the 5-day period and then move the case forward.

11. Section for Response would be Report of the College Promotion and Tenure
Committee.

12. Then you will click SEND. The candidate may attach a brief response within 5 days of the
receipt of the added material. The ePortfolio cannot move forward for 5 days after the
candidate has received the report, unless, before the 5-day period has expired, the candidate
indicates there will be no response. The response should be filed in the same section as the
letter being responded to.
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Forwarding Case

1. To forward the case to the next level, Dean’s Letter of Evaluation, go to the top of
the page and click on Send Case.

Florida Atlantic University > Cases »

Taina Teran | Send Case v |

v
Forward to
Unit Template Dean's Letter of Evaluation
Philosophy Arts and Letters - Third Year Review Backwards to inge

Chairperson's/Director’s Letter

Case Materials Case Details

Reviewing as
College of Arts & Letters P&T Committee

v Instructions

The College Promotion and Tenure Committee shall review the appropriate criteria, the candidate’s file, and the recommendation made by the department/school and the
chair of the department/director of the school. The committee shall vote on the case and make a written recommendation to the Dean. The written recommendation will
report the numerical results of the poll of the Committee and, as best as can be discemed, the reasons for the vote, preserving the anonymity of the committee members. A
copy will be sent to the faculty member who may attach a brief response within 5 days of receipt of the material.

s~ Required ltems

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

Report of the College P&T Committee & Complete

The committee shall vote on the case and make a written recommendation to the Dean. The written recommendation will report the numerical results of the poll of the Committee and, as best as
can be discerned, the reasons for the vote, preserving the anonymity of the committee members. A copy will be sent to the faculty member who may attach a brief response within 5 days of receipt
of the material

Name

COM 4603 syllabus Fall 2021

2. Once you click on the forward button, the following window will appear:
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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:

Chairperson/Director | 1 members

The following reviewers will gain access to the case:

Department P&T Committee | 1 members

Send a message 1o the reviewers gaining access.

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

Subject *

Message *

@ & B I
Dear committee members

This case is coming your way for r You'l be able to see the documents and deadiines in Review, Promotion & Tenure when you
signin.

Best,
William Trapani

3. You will not need to include a message, please unselect Send a message to the
reviewers gaining access. The window will change to the following:

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:

Chairperson/Director | 1 members

The following reviewers will gain access to the case:

Department P&T Committee | 1 members

Send a message to the reviewers gaining access.

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

4. Click Continue to send case forward, Dean’s Letter of Evaluation.

71
2-3-2022



	Interfolio Workflow
	Create a Case – For Administrator
	Interfolio

	Promotion & Promotion and Tenure Case – for Candidate
	Getting Started in Interfolio
	Options in Packet

	Requesting Letters from External Reviewers – for Chair/Director
	Reviewing Case and Uploading the Completeness Certification – for Chair/Director
	Reviewing a Case and Uploading the Report – for Department Committee
	Sharing Report with Candidate
	Forwarding Case

	Reviewing a Case and Uploading the Report – for Chair/Director
	Sharing Report with Candidate
	Forwarding Case

	Reviewing a Case and Uploading the Report – for P&T Committee
	Sharing Report with Candidate
	Forwarding Case


