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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:
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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:
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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.

% E j‘\l N;R,\‘I a Megan Gast

Home.

My Tasks @

Facuity Search

Positions 1 0

Templates R

Urveax Read Task

Agministration

Reports

Users 2 Groups

Jenifer Westem

Revien, Promation ind Tenuse

Provost Office | Tenure | 1- TEST AY 2324 PAT Template (Colleges wi Departments)
Cases

Progrm Puicies

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:

Sign i harough youer institution

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.

tatement of Responsibilities, Criteria Statements, and Other Documentation (Provided by Administrator) 7

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.

w Swatement of Responsibilites, Criteria Statements, and Other Documentation (Provided by Adminkstrator) m © | Lock |

Statement of Resgonsibillises | requecd

N fies have heen submatied
Departrnent and College Statements of Criterss and Expectations 1 reguired i Fille
N Bes have Dedn submililad

Cerbifecation of Compeience to Communicate in Dnglish 1 reguircd

o e s have been subrmetied

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.

Add File x

o+ ¥

Drag & Drop your files anywhere or

I Browse To Upload

Upload Video Webpage
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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:

Add File X

Add New File Previous Reviews

Upload Video Webpage

Name

Interfolio Test ‘ x

s L owea

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.

atement of Responsibilities, Criteria Statements, and Other Documentation (Provided by Administrator) @ 2]
Statement of Responsibilities 1 required
Title Details Actions
Interfolio Test Added by Megan Gast Edit
Mar 3,2023
Department and College Statements of Criteria and Expectations 1 required Add File
Title Details Actions
Interfolio Test Added by Megan Gast Edit
Mar 3,2023
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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)

w Early Consideration, Suspension, Extension and Other Memos (Provided by Faculty and/or Administrator - Opticnal) w

Lock |
= If your case & Beng considered early, please upload the approval memo
= I o fetehed ane of More suspensions 1o your Tenure chock, plesde upload [he appeoval mermols)]
o If you necshved one of more sxbensions Lo your tenuee clock and khave teken al least ane year of extension, phease upload The approwal memais)
& I ypous were granted an extension, bul are nol uging it, then you do mot reed 1o upload the mema
= I thehe afe othed sdmirstialive Memos of documents related 1o youe case, they San alss be uploaded heie.
Early Consideration Memo optional Aad Rl
Ho fhies have been submithed
Suspendion Memads) apbaanal Add File

W files have been submkted

Extension Memois) cational

f

W files e b subimaltbed

Suspension Memo(s) ocptional

Mo fes have been submitbed

Extenglon Memols) optional

o filies have besen submitbed

Other Memas oplional

M s have been submitted

Additicnal Documents cptional

Mo flies have been submitted
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Statement of Responsibilities, Criteria Statements, and Other Documentation

tatement of Responsibilities, Criteria Statements, and Other Documentation (Provided by Administrator) %)

Statement of Responsibilities 1 required Add File

No files have been submitted.

Department and College Statements of Criteria and Expectations 1-3 required

No files have been submitted.

Certification of C toC

p

icate in English 1 required

No files have been submitted.

Teaching Ability & Effectiveness

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

eaching Ability & Effectiveness (Provided by Administrator)

Narrative end-of-course surveys up to 1 opticnal

© | Lock

Add File

No files have been submitted.



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)

~ Retention Reviews and Annual Performance and Planning Reviews (Pravided by Administrator) @ | Lock

PROVIDED BY ADMINISTRATOR
Instructions

= The material in this section can be obtained from the Online Faculty Review System.

= Only include materials that were part of the original review and are in the Online Faculty Review System.

» Please create a unique PDF for each retention review year, with the items listed below combined together into one file. The number of PDFs you upload in this section will
be equivalent to the number of retention reviews the candidate has had.

= Include the four digit year the review took place at the start of each file name.

= Do not include Elements reports, CV's, etc.

For each review year, include:

1. The retention review report, which shows the retention votes and decisions at each level of review (see "Printable Retention Review" butten in the Online Faculty Review
System).

2_The APPR report (see "Printable Annual Review” button in the Online Faculty Review System).

3. The faculty member's narrative describing their progress and goals.

4. Any and all APPR and/or retention review narratives provided by administrators and peers (e.qg., faculty report, department head, dean).

5. Any response from the faculty member to any and all APPR and/or retention review narratives.

6. Any and all dissenting statements from faculty regarding the retention review.

After you've uploaded all the files, please use the drag-and-drop functionality in Interfolio to chronologically order the files. This will facilitate review at all levels and is greatly
appreciated, Thank you!

Retention Reviews and Annual Performance and Planning Reviews 1+ required Add File

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

~ Annual Performance and Planning Review Reports (Provided by Administrator) 7] | Lock

PROVIDED BY ADMINISTRATOR
Instructions

= The material in this section can be obtained from the Online Faculty Review System.

Only include materials that were part of the original review and are in the Online Faculty Review System.

Only include APPRs that have been completed since the last promotion.

Please create a unique PDF for each review year, with the items listed below combined together into one file. The number of PDFs you upload in this section will be
equivalent to the number of reviews the candidate has had in the review period.

Include the four digit year the review took place at the start of each file name.

Do not include Elements reports, CVs, etc.

For each review year, include:

1. The APPR report (see "Printable Annual Review” button in the Online Faculty Review System).
2. The faculty member's narrative describing their progress and goals.

3. Any and all APPR narratives provided by administrators (e.g., department head, dean).

4. Any response from the faculty member to any and all APPR reviews.

After you've uploaded all the files, please use the drag-and-drop functionality in Interfolio to chronologically order the files. This will facilitate review at all levels and is greatly
appreciated. Thank you!

Annual Performance and Planning Review Reports 1+ required

Mo files have been submitted.
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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.

atement of Responsibilities, Criteria Statements, and Other Documentation (Provided by Administrator) @ © [l Lock |

Statement of Responsibilities 1 required
Title Details Actions
Interfolio Test Added by Megan Gast Edit
Mar 3,2023
Department and College Statements of Criteria and Expectations 1 required Add File

Title Details Actions

Interfolio Test Added by Megan Gast Edit
Mar 3,2023

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”

w  Required ltems u

Forme
Pt Wee Aoy BB
Munage Respondents

Cwportmantsl Caas Mecliftyie Chasiing o pe WarageTL
19 PeCpaid o B el

Cahir marlid Cumar | ikt - bobeiaies lhaguats it (bl Fill 0wt Foem
14 recs

Wl T

S —

*  Committes Members (1) [_Fnu_ul l Ednt J

The form looks as follows:

Departmental Case Facilitator Checklist

Deparimenial Cise Fardistor Chechilad har PET

Checklist

® rrgaont el rp Ao urraets @ fchalid o e Py Aomar Ore piu b v 1] B G L I EeR b ron

Required Itermns from the Administrator

Floaas review for the -] - by e afor

Slaterraid of BeRplrvilal Sy
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Corpfogae of Comprienoe 83 Communcaie i Ergien
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Teaching
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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.

Confirm X

Submitting the form "Departmental Case Facilitator Checklist" will make
your responses available to the appropriate members for review. You will
be able to change or edit your responses while the case is at the current

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”

w  Required items -
B reegared T Mt b Soa et et e thee CAN B BNTE 1D TN ST SHD. FOITTI T D CormObenss Dy 55e S BIre wee, Feostavier @ COMUTTTee FASNMEET o ASTAias:sins C8n Bebes 1
Forms
L. R J EE— Rafsora
et Lt F el Bl i’ (P it @] L 1T gl CaaTHTRE A MESDE Manasge Resporanis
I it
s ——— S—
e I 1
*  Committee Members (1) Erresil [ € |

The form looks as follows:
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College Case Facilitator Checklist and Certification

Ciolwg Civief Faclilor CPenmlig] for PET
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Teaching
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First and Laa? Name

I Submit Form | Save Responses Retum 10 Case

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

Confirm X

Submitting the form "College Case Facilitator Checklist and Certification”
will make your responses available to the appropriate members for

review. You will be able to change or edit your responses while the case

e e

is at the current 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.”

— b I L NRESSEE Mhegan Gasl w

¢ of Terrpinrs - drcasile

Megan Gast

(F] Fermgplabe
Proeoel Ofice i« &Y 3334 PAT Tempinte (Colleges wr Depan Baschowaria f0

Case Materiaiy  Case Detads

Search canw materiah by litle

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

1
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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:

= |y iRt Mg Gant: -
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it Template Stann L L
Frownt Ofce 1 - AN 2374 Pramolon Only Temglate [Colegem w kT SLETLIR
Caparirmarin |

i Mateiian Sass Dot i

Saarch cane materishy by toie
rem
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vy it akied v Wer Catdieite paChe] mell e edelie 90 P Catdelate atd drvimielie R T M e B P Ouftend Cade T Catdedit wil Don abdst 10 teplece o Sebele vy
Bt N urikociond seiaa® birlose Shiy aulbimet

w  Start Hos; Click the “Packet” tab sbows and complete Instrusctions and Guidelines Section. (Rees) o [Loa ]
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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.

tatement of Responsibilities, Criteria Statements, and Other Documentation (Provided by Administrator) @ o

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

atement of Responsibilities, Criteria Statements, and Other Documentation (Provided by Administrator) @UEEEE %)

Statement of Responsibilities 1 required

Title Details Actions
Interfolio Test Added by Megan Gast Edit
Mar 3, 2023
Department and College Statements of Criteria and Expectations 1 required Add File
Title Details Actians
Interfolio Test Added by Megan Gast Edit

Mar 3, 2023
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