Lecturer Reappointment using Interfolio
(Simplified Process)

Instructions for the Candidate

There are two ways to log on to Interfolio
1. Interfolio: https://www.scu.edu/interfolio

. o SignIn
Click the Partner Institution button.

Sign in with email \ Or sign in with:

Email *
Pastner Institution

x

G Google

vl emall address s reguired.

Password *

Fasaword i requbed.

Fongot your password?

Search for “Santa Clara University” Sign in through your institution
and click the Sign In button.

If your institution has partnered with Interfolio 1o provide Single Sign-On, search for
‘your institution name in the box below.

Santa Clara University qQ

EDd —

Sign In with an Interfolio aceount 3

Login to Interfalio, Inc.

Log in with your single sign-on e

credentials. mak the decisions that diive higher e o

SCU Lssmame

Password

Please note - passwnrds.are case sensitive.

2. Click on the Interfolio tile on your SCU SSO page
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WEBPAGES@SCU

Personal web site publishing

SCU BRONCO ALERT
Update your SCU Bronco Alert
contact information

COURSE EVALUATIONS

View faculty and class reviews

SCU PHONEBOOK
EDITOR

Edit positions, people, orgs, etc.

EACCOUNTS - ACCESS
OFFICE

CYBER SECURITY
TRAINING

Security Awareness Training,

INTERFOLIO

Faculty Information System

LIVEWHALE

Event Calendar CMS
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0 GOOGLE WORKSPACE CAMINO PEOPLESOFT
PeopleSoft
c Gmail, Calendar, & Drive Learning Management System EINANC ALS
COURSEAVAIL COWELL CENTER PANOPTO
Class search and schedule planner My Student Health Portal Video platform
» PORTFOLIUM TERMINALFOUR Z00M
Digital portfolio management Content Management System Web Conferencing

MANAGE DUO 2FA

Duo Security

CAMPUS ELECTIONS

ASG, Faculty/Staff Senate

EVENT MANAGEMENT

Manage event registrations

MATHWORKS

Access MATLAB and Simulink

AFEDOC

Lecturer Reappointment using Interfolio (Simplified Process)

Instructions for the Candidate (rev. 3/11/24)




PART 1 - Uploading your letter in Interfolio

You will submit your letter, addressed to your department chair and dean, confirming your intent

to continue with a new term.

x [”sy Santa Clara University

Home

My Tasks ©@
Faculty180
Announcements & Help 3
Profile
Unread Tasks
Activities
Evaluations
Title

Forms & Reports
Vitas & Biosketches v Bucky Bronco
Find Colleagues Lecturer Reappointment - Simplified Process | Santa Clara University | Reappointment

Santa Clara University > Your Packets >

Lecturer Reappointment - Simplified Process

Unit Type Packet Deadline Type Packet Due Date
Santa Clara University Reappointment Soft Deadline
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O © ExpandAll @ Collapse All

v Candidate Letter 0of1
Not Yet submitted - ((ERED m Required Files

The candidate will submit a letter to the department chair and dean in Interfolio confirming their intent to continue.

Candidate Letter 1 required, 0 Added Add

No files have been added yet.

Santa Clara University > Your Packets >

Lecturer Reappointment - Simplified Process I

Unit Type Packet Deadline Type Packet Due Date
Santa Clara University Reappointment Soft Deadline
ovaien
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v Candidate Letter \A

Not et submitted  ([TEERED

The candidate will submit a letter to the department chair and dean in Interfolio confirming their intent to continue.

m 0of 1

Required Files

No files have been added yet.
Confirm @

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 P

section Candidate Documents at this time?

Click on your name in blue to bring
you to your Lecturer Reappointment
case.

Click the Packet tab to view the
screen pictured to the left that
includes the candidate’s required
item, the Candidate Letter.

Submit the Candidate Letter
Click on the Add button to upload
your letter, then Click on the blue
Submit button to submit and lock
your case.

This window will pop up to alert you
that the section will lock. When you
are ready, click the Yes button.

You have successfully completed
your submission!
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Part 2 - Dean Letter Notification

After your department chair and dean review your letter, the dean then submits a letter in
Interfolio, confirming reappointment and the length of the new term. You will receive an email
notification to view the decision letter in Interfolio.

b Log in to Interfolio. The trigger to view the dean

0 letter will be on your dashboard (note the shaded

button where it says “Document Shared” above
your name). Click on your name to view the
shared file.

Oveow Packet_shared Commite Fies A Click on the Shared Committee Files tab to

[ navigate to the file.

« Sent by Pandora del Carmen on Mar 8, 2022

There are three options you can click:
1. Click on the file to open it
2. Copy to Dossier (do not use; Santa Clara

does not subscribe to the dossier service)

3. Download

T pean's Letter for Bucky's LRA 2 Copy to Dossier BDownload

loading your Dean Letter to your Faculty180 Activities
We recommend that you store your letter from the dean with your other evaluation documents in
Faculty180. This is not required, but is helpful for keeping your materials together. When the
dean uploads your letter, it is in Interfolio, but not yet in your Activities section (Faculty180).
Since Faculty180 Activities has a “Reappointment & Promotion Decision Letters” section, we
recommend that you upload your letter to that section.
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