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User's Guide to Interfolio Faculty Search for Search Committees

Adapted from Interfolio's Evaluator's Guide to Faculty Search (https://media.screensteps.com/exported/
interfolio/3569/117293/Evaluator_s_Guide_to_Faculty_Search.pdf) and the Interfolio @Penn Faculty Recruiting Guide
(https://upenn.box.com/s/feeuul cowy2ocmpjwvxo7huknt6xdakq)

Please note: Interfolio refers to search committee members as evaluators.

The evaluator's role

Members of a search committee need to maintain a strict level of confidentiality to protect the privacy of

the applicants and to preserve the integrity of the search process. It is each committee member’s responsibility
not to discuss any details of the search with non-committee members. For more information

on policies and best practices for search committees in SAS, please see: Guide to Best Practices for Standing
Faculty Searches in the School of Arts and Sciences (https://tinyurl.com/y21h8bvb)

1. Accessing the search

Navigate to Interfolio@Penn from the Business tab on the U@Penn web page:

(https://portal.apps.upenn.edu/penn_portal/u@penn.php?tabid=732)

Research

General Business Libraries Global Resources Log in to U@Penn

Password Help | Using U@Penn | Log in

—— susn i

Administrative Systems = Office of the VP for Finance and Treasurer

s Additional Pay Pre-Work Request & = Senior Business Officers

= ATLAS = University Annual Reports

= BEN Deposits & = Budget Process Overview

= BEN Financials

= Budget Planning Application

= BusinessObjects BI Launchpad (BI4)

= Interfolio@Penn

= Mission Continuity

= Penn+Box

= Penn People Administration &

» PennWorks &

m Research Reports &

= Salary Increase Modelng &

» Secure Share-Application for secure fie
exchange available to Penn faculty and
staff &

= Space@Penn Web Updater

= finks to other academic, business/financial
and research systems...

Administrative Applications

= Athletics Eligibiity Enrolment Review &
= Infodesk @

= Penn Loan System &

= Pennant Accounts &

= Pennant Accounts Feeder App &

= Pennant Graduate Funding &

= Pennant Plus &

= Pennant Student Account Summary &

Office of the Comptroller

= Accounts Payable

= Accounting Operations

= Financial Reporting

= Payrol

= Tax and International Operations Advising and Teaching
= Course Search &

w Advisor InTouch &

= Courses InTouch &

Purchasing

= Purchasing Services

® Forms and Documents

= Buying Information

= Authorized Buying Methods
= Supplier Diversity Program

Homepages
= Student Financial Services
= University Registrar

Policies and Procedures

Resources

= Access Administrators

= Budget Process Overview

= Captal Process Overview

= Commodity Matrix

= Data Warehouse

= eForms

= Penn Employee Solution Center
® Penn Marketplace

Trainina and Sunnnrk

Provost Administrative Resources

= Office of the Provest
= Faculty Handbook
» b, co

guilaplmierTalon System =
= Facutty Jobs
= PeopleAdmin for Faculty &

Policies and Compliance

= University Policies

= Financial Policy Manual

= Principles of Responsible Conduct

= Compliance Reporting (215-P-COMPLY)

Safety and Preparedness
» Emergency Information (PennReady)
= Environmental Health and Radiation Safety
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Positions are listed in a table that displays the position name, status, type, and open date.

The College of Interfalia >

Positions

Search by position name, unit, type, status or date

B &
e,

Type Status MActive or Closed?
All Types w | ‘ All Statuses w ‘ Active W ]
Note that positions in SAS
do not specify end dates.

Position = Batus 2 Application infarmation 2 /
Azsistant Professor of Graphic Arts 7 applcations

Accepling Applications
. Department of Art | Faculy | 1003879 el Ape & Open fram: Feb 2, 2017 - May 1, 2019 D

Click the position title to access the applications for a position.

The College of Interfolio >

Positions

Search by position name, unit, type, status or date

0 3

-
Type Statu
All Types w ‘ Al

Paosition =

Adjunct Professor of English
Department of English | Faculty | 1D:40E2

Assistant Professor of Graphic Arts
Department of Art | Faculty | 10:3519
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2. Viewing the applicant list

Once you are in the page for the position, you will see applications displayed in a table that lists:

« Applicant name: click the applicant's name to view their application materials, or check the boxes next to
the names to select more than one applicant.

+ Application status, which is managed by the search chair and department administrator, indicates the
place of the applicant in the search process. This status regularly lags behind search committee's process in
order to ensure that all applicants are given consideration.

* Tags are labels that committees can develop and use to sort and mark applications for a variety of
purposes. For example:

o Search chairs can use tags to

= identify applications to be discussed at a committee meeting or indicate a proposed short
list of applicants for the dean and DSA to review and approve

* indicate to the search administrator which applicants to identify as short-listed (i.e.
applicants whose application status should be changed to "Short List.").
o Search chairs and committee members can develop and use tags to
= assign applications to certain committee members
* indicate completion of a review
= sort applications for further consideration.

Please note:

» Committees should agree on how tags will be used, if at all, prior to reviewing applications.
* Tags are specific to searches, and do not carry over to any other search.
» Tags can be seen by anyone with access to applications.

The list of applicants can be viewed and filtered based on the evaluator’s preferences. Applications are listed
in a table that includes the applicant name, the date the application was last updated, applicant status and, if
permissions allow, tags and a rating summary. If desired, users can add highest degree earned, application
progress (complete or incomplete) as well as elect to show archived applications and save their preferred
view(s). To customize your view of the applicant list, display the applicant page:

The "Filter" button allows the user select to display any or all of the filterable fields. To retain a custom
view, click “Save” and assign a name to the view. Saved Views displays the user’s list of custom views.
Columns allows the user to customize the columns that are displayed, showing column headings already
selected and available to select.

Applicants

Search by name, education, or status

Please note:
n I Filter v l | Saved Views v | | Columns v | Interfolio's rating
feature is not
incomplete | x m currently in use in
SAS. If your
2 of 2 Applicants Shown. / committee would
Applicant Name “ Date Updated % Applicant Status Tags My Overall Rating % like to use 1
please contact the
Just Tes‘ting Dean's Office.
AA. - Associate in Arts, Interfolio University Apr1,2019 Interview Round 1 Shortlist approved by JG | % f{ ﬂ? {‘3 1’} ﬁ
Just2 Testing Apr 17,2019 Not Selected 7 97 17 97 T
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3. Reviewing application materials online

Check the name of one or more applicants in the list to review their submitted materials, then click
"Read" to open applications in Interfolio's online reader. This will allow you to scroll through
applications and search for terms in .pdf documents that are part of the application. You can also
add comments accessible only to you.

7 of 7 Applicants Shown Read Tag = f

Doie Updated = Applicant Status Tags % Dveradl Rating -

WLF.A - Master of Fing &rts, Imerolio Universicy Mov 8, 2014 okl Bronppotfolln WL Wieng L & & & &
David Taylor

8.4, - Bachetar ol Arts, Uniersity of Interfolic Mow 9, 2014 Shoribsl Previous sppiicant | & Bmmong porfolio o % W A T

You can leave notes/annotations on the material from the lower right of the viewer.

sit amet quis lorem.,

Mlorbd dolor nune, pharetra vel egedtas sed, malesuada in libero. Phasellus id erat commodo, awdctor oncd sit amet,
cursus enim. Vestibulum ligula dui, dignissim et massa aliquam, interdum pellentesque est. Cras eget sapien diam.
Mlorbd ut urna dignissim, fringilla nisi in, dapdbus angue. Donec in pulvinar dui. Aliquam vel sem neque. Class
aptent taciti sociosqu ad litora torguent per conubia nostra, per inceptios himenasos. Mascenas eu sem aliquet,
fringilla eros in, hendrerit sem. Maecenas eu viverra dui. Duic & erat urna. Donec sit amet diam in sunc accumsan
gravida. Mauris tristique neque et eleifend bibendum.

Proxin sagittis arcu elit, vel egestas enim parttitor ut. Muolla non wltrices lorem. Mascenas accumsan 1 in manris
tempar auctor. Mauris lacinia pellentesgue aliquet. Maoris vehicula, enim en kobortis scelenisgue, nisl

malesuada odio, non suscipi libero nune §id mawris. Mauris pora aliquam magna aon epesas.

“mPoint Ui Area e Text

Sincerely,

X Q Q 1/1 Next Material 4 @

. "Point notes" are virtual stickies that point to something in the document
. "Area notes" allow you to select a section of text in a document
. "Text notes" highlight passages of selected text

€ Onlyyou can view the notes you leave on an application.
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To download .pdf copies of all selected applications, click the "More Options" icon and select "Download."
Please be sure to download to a secure location and, if needed, share securely.

Saved Views w Columns /

Read Tag ~ -

Dowrload
MY OVERALL RATING =

» ]l RESPOMSE DUE | o [ SANDRA | KJ i
4 no rating

4. Managing and filtering a list of applications

The list of applications for a position is often very long. Interfolio offers features to search, sort,
organize, and customize the list of applicants and to save your views of the list so you can recall
your work when going through applications.

Click the "Filter" button at the top of the list to open a set of options for filtering the list. You can
filter the list of applications by data points including highest degree earned, application status,
completion status, or, if approved, tags or ratings.

APPLICANTS (343 Filter = Saved Views w Columns w
HIGHEST DEGREE EARNED: TION STATUS: TAGS: COMPLETE
Ph.D. - Dactar af Philesephy Shartlist Response due

UM Yes Mo Aschived
Sandra

Wiong Degree MY RATING:

i
e i rating
Ewalisated

EEa ) s~ | cevres

€ The list will be filtered according to your settings and the filters will appear above the
list.
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¢ Note that you can easily remove the filters you add either one at a time, or by hitting
the button taged "Clear Filters."

APPLICANTS (30f3)

HIGHEST DEGREE EARNED: APPLICATION STATUS: TAGS:
Ph.D. - Desctor of Philasaphy Shortlist Response due

Sandra
| Wrong Degres
| Draft
| Evaluated

RESPONSEDUE | x || sanDRa | x ]m

5. Tagging applications

As noted above (p. 3), committees should agree on how tags will be used, if at all, prior to reviewing
applications.
1. With one or more applicants selected in the list, click the "Tag" button and select an existing tag or create
anew one
2. By default, tags will appear listed in the applicant table (See below for instructions on configuring the

columns displayed in the list)

Read Email Status~ Tag~ -

O Applicant Name Date Updated % Applicant Status Tags My OverMing H]
L3
Sasha Brown Jan 25,2018 Hired A ATy

CIDD

—~  JaneDoe Nov 11,2015 Shortlist 7 Y7 TY vr TY
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6. Saving views of applicant lists

Click "Save"
HIGHEST DEGREE EARNED: APPLICATION STATUS:
M.M. - Master of Music U Interview
Offer Pending
[ ] Shortlist

M.M. - MASTER OF MUSIC ] * ][ DFFER PENDING J ® ]m

Enter a name for that view and click the check mark.

HIGHEST DEGREE EARNED: APPLICATION STATUS:
M.M. - Master of Music [ Interview

) Offer Pending
[ Shortlist

R k3] Save | Clear Filters | /

Masters Degree

[l APPLICANT NAME

Click "Saved Views" to recall the view of the list using the filters you have set.

APPLICANTS (3of3 Filter == Saved Views v Columns w
PHD
HIGHEST DEGREE EARMED: APPLICATION STATUS: TAGS:

Ph.D, - Docter of Priloscpin [ shortiist B Fesponse due =
ok Evaluated by Sandy [ ]
(] wreng Degree MY RATIMG:
L)/ Ot no rating
Evaluated
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7. Customizing columns

Click the "Columns" button and select the columns of information you want to display.
The default columns that will display are applicant name, date updated, tags, and overall
average rating (if enabled). You can add columns for complete status, date submitted, highest

degree earned and highest degree date, and your overall ratings. Note that you can restore the
default columns at any time.

¢ You can also add answers to custom form questions as column headers in the display.

Saved Views v |

TAGS: Colurnns Restare Default
Response due
Sandra

Wrang Degree

Draft -~
Evaluated Date Updated

My Owerall Rating
| B Taps
~

TAGS Complete

Date of Initial Subrmission

Highest Degree Date

[ DRAFT ][ RESPONSE DUE ][ WRONG D m
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8. Searching the applicant list and saving searches

Enter a keyword in the box to search the list.

APPLICANTS (5o ‘ Saved Views ‘ Columns
W W
Applicant Nama Date Updated 5 Applicart Status Tags My Overall Rating =
O  Fng Baiend Bpr 24,2017 Iterview (‘oo | oo e o ¥ 7 7 7

James Grimm
Ph.DL - Dactar of Philascphy, D : |:

ctar al ikasophy, Demo Apr 27, 2014 kitardiw El’A.I.I.IAT.[ll RESPONEE DUE o ';T.L(‘ ?r 71
Unhwarsity ERC

The results display and the search term appears above the list.

APPUCAHV o saeaviews | [ colums

[ 1)

O Applicant Hame = Date Updated & Applicant Status ~ Tags Mty Overall Rating +
Janas Janes 3 [ ERSEOKSE CUE ][ SAKDR ]
O ul 24, 2016 Iriterview o7 T T T7 YT
@ WHING DEGRIE ]
0 M Ao 24,2017 Inerviaw [Fesponsscue ur | whomocemeet fror fr 11 £
L -
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Click "Save" to save and name the view of the list filtered according to your search results.

APPLICANTS 20iz) m Wrang ‘ Saved Views ‘ ‘ Columns

e 1) D D
Applicamt M = Date Updated 3 Applicant Status Tags My Overall Rating =
Jonas Jones Jul 24, 2016 Intervinw [Lresponse oue | [ sonch | 7 7 77 77 7
=D =
% Apr 24, 57 Irterviaw RESPEONEE BUE 81 | WRONG DECREE ore{rioroo

L "

Enter a name for your view and click the check to save it.

APPLICANTS (20f2)

TR &

v %
0O Ar Wrong Degree - pdated + Applicant St
O Jonas Jones Jul 24, 2016 Interview

Click "Saved views" to recall the saved view of the list.

Hott Saved Views w ‘ | Columns s

Reviewsd by Becky
ABD
Masters

DATE UPDATED # HIGHEST DEGREE
6./16 List

e s 8 g 8

Hett University

Mar 15, 2016 at
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9. Setting the pagination of the applicant list

€ By default the list displays 25 applications at a time, but you can set the pagination to

display 50, 100, 200, or all applications. Look to the bottom left of the page to set the
number of applicants displayed at one time.

Franklin Minicz Jul 5, 2016

- W

© 1016 Interfollo, inc. | Support | G

¢ Remember that changes you make to the filters, columns, searches and pagination will

be remembered during your session. To save the searches and filtered views of the list,
click the "Save" button and give the current view a name.
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