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Step-by-Step Guide for Departmental and College Case Facilitators  
AY23-24 Promotion and Tenure 

 
To Begin  
 
Accessing the Case through Interfolio’s Email Notification   
You will receive an email similar to the following, letting you know that you have received 
access to a case to review:   

 

  
The case can be accessed by clicking “Review” in the email above.  
If you are not already logged into Interfolio, you will be asked to log in. After clicking the 
“Review” link on the email, you will be brought to the following sign-in page:  
  

  
 
On this page, enter your NetID and password, click “Log on” and complete the Two Factor 
Authentication prompt to log in.  
Accessing the case directly through the email will bring you directly into the case. The page will 
look like this:  
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Accessing a Case through UTK’s Interfolio URL: tiny.utk.edu/interfolio  
Interfolio can also be accessed through the following link: tiny.utk.edu/interfolio.   
If you are not already logged into Interfolio, you will need to follow the log-in steps above. After 
logging in, you will be brought to the Home page. On this page, you will see “My Tasks” which is 
a list of cases that require your attention.   
 

  
 
The case you wish to review can be accessed by clicking on the candidate’s name. For example, 
if you wanted to review Jennifer Western’s case, you would click on “Jennifer Western” boxed 
in orange:  
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Accessing a Case Directly through Interfolio without using UTK’s Direct Link (if you time out of 
a case, it will default to this sign in page).  
When logging into Interfolio without using UTK’s direct link, you will need to select “Sign in with 
Partner Institution” highlighted below:   
 

 
 
In the search box, begin typing “University of Tennessee – Knoxville” and select it once it 
appears. It should look like this:   

  
 
Click on “Sign In” and complete the sign-in steps above if prompted to do so. You will be 
brought to the Home page with “My Tasks” shown above, where you will see the tasks that 
need your attention.   
 
Click on the candidate’s name of whom you would like to review to be brought to the 
candidate’s case home page.   
 
Note on logging in: You may not be asked to log in or complete a Two Factor Authentication 
every time. If you have already logged into Interfolio on a previous occasion and you did not 
select “Sign Out,” you may not have to complete the sign in steps. Additionally, depending on 
your Two Factor Authentication settings, you may or may not receive a Two Factor 
Authentication prompt for every time you access Interfolio.  
 
Log in to Interfolio 
You will receive an email when the case has been moved to your step. 
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To access, follow the link in the email. You can also  
 
Access at Departmental Materials & External Reviewer Upload Step  
Both the Departmental and College Case Facilitators will receive access at the first step of the 
review process along with the Department Head or Dean in the case of Colleges without 
departments. At this first step, the candidate will be uploading all relevant materials for 
consideration in their Promotion and/or Tenure case.   
 
Simultaneously, you as case facilitators as well as the Department Head/Dean will be providing 
any required documentation to the sections indicated as “Provided by Administrator.”  
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Uploading a file  
Scroll down to the section into which you would like to upload a document and click on the “>” 
button next to the section title to expand the section.  
 

  
 
The section will expand so that you can see all the subsections within it.   
 
Next to the section into which you would like to add a file, click the “Add File” button, boxed in 
orange.  
 

  
 
Within the resulting pop-up, select “Browse To Upload,” boxed in orange below, to view files 
saved on your device or from another storage location to which you have access.  
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Choose the document that you would like to upload and select “open” to continue upload. As 
an example, a successful upload will look like this:    

  

 
  
Select “Save” to save your upload. The saved and uploaded document will now appear under 
the section to which it was uploaded. For example, in the picture below, Megan Gast 
successfully uploaded “Interfolio Test” to the “Statement of Responsibilities” section.  
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Sections of the Candidate Packet that are Provided by Administrator   
The following sections are to be provided by the administrator:  
 
Early Consideration, Suspension, Extension and Other Memos (IF APPLICABLE)  
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Statement of Responsibilities, Criteria Statements, and Other Documentation 
 

 
 
 
Teaching Ability & Effectiveness  
A template for what this should look like is provided at the following link: Teaching Evaluation 
Summary (fall 2016 update)  
 

 
 
  

https://provost.utk.edu/wp-content/uploads/sites/10/2023/01/TTF-Course-Evaluation-Summary-TNVoice-2016-Current.xlsx
https://provost.utk.edu/wp-content/uploads/sites/10/2023/01/TTF-Course-Evaluation-Summary-TNVoice-2016-Current.xlsx
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Retention Reviews and Annual Performance and Planning Reviews (for Promotion and Tenure 
cases only)  
 

 
 
Annual Performance and Planning Review Reports (for Promotion Only cases only)  
 

  
  
  



UTK FACULTY AFFAIRS | CASE FACILITATOR GUIDE 07/05/2023 

  
 

  
10 

 

Locking and Unlocking Sections  
Once all required and necessary documents in a “Provided by Administrator” section have been 
added, the section should be locked. Locking a section disables the ability for a candidate to 
add, edit, or delete documents for that section.   
 
To do this, yourself as a Case Facilitator or the Department Head/Dean will click on the “Lock” 
option located to the right of the section headings. The lock button for the “Statement of 
Responsibility, Criteria Statements and Other Documentation (Provided by Administrator)” 
section is boxed in orange below.  
 
Once a section is locked, it can be unlocked again by yourself or the Department Head/Dean 
but not by the candidate.     
 

 

  
For Departmental and College Case Facilitators: Accessing the Case Facilitator Checklist  
Once all materials have been uploaded to the candidate’s dossier, you will be asked to verify 
that all required, necessary, and applicable documents have been included in the appropriate 
format and areas of the dossier.   
 
To facilitate this, you will be asked to fill out a checklist which serves as the verification that the 
dossier was checked for correctness. To fill out this form, you will select “Case Details” within 
the selected candidate’s case, boxed in orange below.   
 
Note that if you have an outstanding required form, there will be a number 1 located next to 
the “Case Details” button, as in the example picture below.   
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For Departmental Case Facilitators: Filling out the Departmental Case Facilitator Checklist  
Once under “Case Details, scroll down the page to the “Required Items” section and click on 
“Fill out Form,” boxed in orange below, to the right of “Departmental Case Facilitator 
Checklist”  
 

  
 
The form looks as follows:   
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Once all required fields of the form have been completed, click the “Submit Form” button, 
boxed in orange.   
 
This will bring up a confirmation box, on which you will click “Yes” to fully submit the form.    
Note – you can continue to edit the form until the case is advanced to the next step. 
    

  
 
For College Case Facilitators: Filling out the College Case Facilitator Checklist  
Once under “Case Details, scroll down the page to the “Required Items” section and click on 
“Fill out Form,” boxed in orange below, to the right of “College Case Facilitator Checklist”  
 

  
The form looks as follows:  
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Once all required fields of the form have been completed, click the “Submit Form” button, 
boxed in orange.   
 



UTK FACULTY AFFAIRS | CASE FACILITATOR GUIDE 07/05/2023 

  
 

  
19 

 

This will bring up a confirmation box, on which you will click “Yes” to fully submit the form.    
Note – you can continue to edit the form until the case is advanced to the next step.    
 

 
 
Sending the Case Forward  
For Colleges with Departments, Departmental Case Facilitators and College Case Facilitators are 
responsible for working together to determine who moves the case forward to the next step in 
the review process once both required checklists have been completed and it has been certified 
that the dossier is complete.  
 
For Colleges without Departments, College Case Facilitators are responsible for moving the case 
forward to the next step in the review process once the required checklist has been completed 
and it has been certified that the dossier is complete.  
 
To move the case forward, select “Send Case” located at the top of the candidate’s case home 
page. From the drop-down that appears, select “Forward to Faculty Affairs.”   

  

 
  
After clicking “Forward to Faculty Affairs,” an email template will pop up that will look like this:  
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You can leave the default message but change the default subject to “P&T Case” before 
selecting “Continue,” boxed in orange above, to send the message and send the case forward.   
 
Once the case has been moved forward to Faculty Affairs, it will be forwarded on to the next 
step in accordance with the time periods allocated within the Faculty Handbook.     
 
Access at Later Steps  
For Departmental Case Facilitators, you will be given access at Step 3: Departmental Review 
Committee and Step 5: Department Head Review. While you will not have any responsibilities, 
as it is the responsibility of the Committee Chair at Step 3 and the Department Head at Step 5 
to complete all required forms and documentation, you will have viewing access to support the 
Committee or Department Head where necessary. For example, you may need to assist the 
Committee Members or Department Head with how to read a candidate’s case. The steps for 
this are shown below.   
 
For College Case Facilitators, you will be given access at the College Review Committee step and 
the Dean’s Review step. While you will not have any responsibilities, as it is the responsibility of 
the Committee Chair of the College Review Committee and the Dean at the Dean’s Review step 
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to complete all required forms and documentation, you will have viewing access to support the 
Committee or Dean where necessary. For example, you may need to assist the Committee 
Members or Dean with how to read a candidate’s case. The steps for this are shown below.   
 
Reading the Candidate’s Case  
To review the materials in the candidate’s dossier, listed under the Candidate Packet section, 
you select the “Read Case” button, boxed in orange below:   
 
 

  
You will be brought to a page that looks like this:   
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From here, you can click on the Candidate Packet section titles located on the left to review the 
candidate’s materials.   
 
You can also access the Candidate Packet information by scrolling through and expanding each 
tab. To expand a tab, click on the “>” button located on the left of the section title you would 
like to review.   
 

  
 To view the documents within the section, click on the blue title of the document. This will 
bring you to the packet view above.   
 

  
 


