INTERFOLIO
REVIEWER INSTRUCTIONS

(Department Committees, Department Chairs, Deans, UPTC)

If you are a member of a department committee, a department chair, a dean or a UPTC member, you will
receive an email when a new case arrives at your level for review:

A new case has been submitted

) ) Repl & Reply All F d
@ noreply@interfolio.com 3 Reply © Reply 7 Forwar

To @ Mancy Korycinski Mon 10/19/2020 1:53 PM

2 AU

@ If there are problems with how this message is displayed, click here to view it in a web browser,
Click here to download pictures, To help protect your privacy, Outlook prevented automatic download of some pictures in this message,

CAUTION: This email originated from outside of Millersville. Do not click links or open attachments unless you recognize
the sender and know the content is safe.

I

Vilas Prabhu's case is available for review.

SIGN IN

The candidate has submitted their case and it is now available for
your committee to review.

When you log in to Interfolio (top link right side of Provost’s webpage), just use your normal user id (first
initial plus last name) and password.

Interfolio will open to your home screen, where any “cases” that you have been assigned
(reappointment, promotion, tenure) will appear under My Tasks.

Click on the name of the case and it will open.
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IMPORTANT! There are three different ways that you can choose to review the case materials.

(1) When you first click on the case, it will open to the Case Materials view. This allows you to see
what documents have been uploaded to the various sections and their subcategories. Click on a
document to read it. In the example below, you can see that the Peer Evaluations category

includes a chair classroom observation.

Promotion Application 1 required

Title Details Actions
Promotion_Application_05-13-11 Submitted by Vilas Prabhu Edit
Oct 19, 2020

Curriculum Vitae 1 required

Title Details Actions
Curriculum Vitae Submitted by Vilas Prabhu Edit
Oct 19, 2020

Peer Evaluations 1+ required Add File

Title Details Actions
Chair Classroom Observation Submitted by Vilas Prabhu Edit
Oct 19, 2020
Peer Classroom Observation 2 Submitted by Vilas Prabhu Edit
Oct 19, 2020
Peer Classroom Observation 1 Submitted by Vilas Prabhu Edit
Oct 19, 2020

(2) To read through the case using the Interfolio reader, click Read Case.
Millersville University of Pennsylvania » Cases »

Vilas Prabh

Unit Template Status
Millersville University of Pennsylvania Promotion Application Select Status

Case Materials  Case Details o

Search case materials by title

o =3

© Expand Al @ Collapse All B4 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.
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Notice below that the Interfolio reader automatically creates a Table of Contents on the left side of the
viewer for the convenience of reviewers. Click on a heading in the Table of Contents to go to that
document.

= Sections selected for submission

¢ CANDIDATE DOCUMENTS

Promotion_Application_05-13-11

Applicaicn. Frint on white papsr

i APPLICATION FOR PROMOTION
Curriculum Vitae T e—
PROFILE
Date Submitted
CONTACT 'rne app\nm snould review the Slabemenl an onlneunwersnty =and Pobcies websile
h sville edwaboutiadm ration/policies/pdfifac Promotion6205taler i and fhe procedures.
gaming Agr {CBA).
HOBBIES regardmg I.enure lnd pmmoboﬂ m Ihe OollecweBu i eemenl CEA
This form is to be comple@ed I:'yme applicant and submitted to his/her department chairperson by November 1, as
» EDUCATION stipulated in the CBA  Addi supportive malerial may be altached. This form is avalable in Microsoit Word a\d

applicants are emwmged m useims medium to expandicontract response areas in the application as needed.

This lication, the tion of the: promation and lenure commitlee, the department

fion, and the ion of the University-wide Promofion and Tenure Commities,
together with the final action taken on the application, will be placed in the applicant's official personnel file in the
Dffice of the Provost and Vice President for Academic Affairs

» WORK EXPERIENCE

SKILLS
Persons applying for both prometion and tenure should submit apglications for each on the appropnate form.

Chair Classroom Observation In accordance with Article 13.B.5 of the CBA, Departmental and University-wide Promotion and Tenure Commitees
(check ane).
Peer Classroom Observation 2

have my approval to review my official personnel file

Peer Classroom Observation 1 do not have my approval lo renew my offical personnel file.

Q @ Previous Material € 1 /8 ) NextMaterial

In the Interfolio reader, reviewers can enter a search term to locate information in a lengthy document
such as the promotion application:

exhibits
Search Results E]

~
p.4 : ate, national international); *
juried artistic [exhibits], invited
concerts, off-campus theater
act...

p.8 : blic performance in the
performing arts or public
[exhibits] in the creative (visual)
arts, on and off...

Q Q Previous Material € 5/ 8 » Next Material
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The reviewer can eliminate the Table of Contents to view only the document, and enlarge or decrease
the size of the document in the viewing window — see below. Finally, to return to the Case Materials
view, click on the X in the lower left corner of the screen.

¥ aa

dpplicaion. Printor whie pper

* Faculty Feedback to Students Who Have Unsuccessfully Prepared Assignment(s)

Other tems Agrsed Upon in Depanments — speacfy

Peer Evalustions

Stugent Evaluations

I CONTINUING SCHOLARLY GROWTH

College/University

Dates
Attended | Awarded Degree | Field of Study

Narrative Statement

= Contimued development of one’s knawledge, skills, and pedagogy within chosen discipine
+  Continued contioutons to developing the body of Knowleoge
= Shares and applies new knowledge, skills, and insights

Previous Material € 3 /8 » NextMaterial

witnin chosen distipline

0 e

(3) Inthe Interfolio reader, reviewers can click on Download to review the entire packet as a .pdf, or
just the section of the packet that you are currently viewing. Interfolio will send you an email
with a link to access the .pdf from within Interfolio.

Vilas Prabhu

Packet Annotations

v CANDIDATE DOCUMENTS
Promotion_Application_05-13-11
Curriculum Vitae

PROFILE

CONTACT

HOBBIES

» EDUCATION

» WORK EXPERIENCE

SKILLS
Chair Classroom Observation
Peer Classroom Observation 2
Peer Classroom Observation 1

Student

X Qe

& Return to Case
Search PDF

& Download

& Download Packet

B Download Document

pplicaton. Frin o white paper

APPLICATION FOR PROMOTION,
TENURE

Date Submitted

The apph:am snoulﬂ review the Slabementm Pmmmm I.Inwersﬁy and
hitp cdwaboutia afioni piifacultyPromofion®205tatement pdf and the procedures

es/pgifacylty Promolion
Tegaraing tenute and promaton i the Coliectwe Baraining Agreément (CBA

Thisform 0 b complsted by th appicantand subindt s r depanmert chafperson by Nove
stipuialed in the CBA. Additional Supportive material may be atiached. This form is i i pierasoh v and
applicants are musemﬁ medium areas in the application as neaded

This application, the ot and

together with the final acton ok on e appicaion. A placed ‘o he appicants oficial pevsarmei fileinthe
Office of the Prowost and Vice President for Academic Affairs

Per ipplying for both tion and for each on form.

In accordance wath Article 13.8.5 of the CBA, Departmental and University-wide Promotion and Tenure Committees
(check ane):

have my approval to review my afficial personnel file
do not have my approval o rewew my official persornel file.

Previous Material < 1 /8 » Next Material

Coe
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