Autumn Reappointment Cases In Scribe™
Interfolio

How to create and manage the Autumn reappointment cases in Interfolio.

Go to Interfolio : https://account.interfolio.com/loginClick "Sign in with Partner
Institution"

1 inpe:‘erLio

Sign In
Sign in with email Other Sign In Options
Email * — ol
[ iy s v |
G Sign in with Google
Password *

Forgot your password?
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https://scribehow.com
https://account.interfolio.com/login

Search for University of Washington and click to sign in. This will redirect to your

2 UW NetID log in.

Sign in through your institution

If your institution has partnered with Interfolio to Don't have an account?
provide Single Sign-On, search for your institution Sign up now
name in the box below. Use Interfolio’s suite of services

to simplify your academic life.

University of Washington v

)
-

Sign in with an Interfolio account »

3 Go to the menu on the left side and click on "cases" in the RPT menu.

I Home

Your Packets ‘ m
Faculty Search

Positions ; 2

Administration P Read Tasks

Reports

Users & Groups
Due Date

Review, Promotion and Tenure

Cases
ssition Details
Templates
Administration
tion Details
Reports
Users & Groups =P Promotion Template
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4  Click "CREATE CASE"

X W UNIVERSITY of WASHINGTON Susan Miller v

A

Home TE CASE \

Your Packets S—

Faculty Search
o ‘ = FILTER ‘ ‘ COLUMNS ~
Positions

Administration

Reports
Users & Groups LOSE CASES B9 NOTIFY CANDIDATE 1< SENDBACK >| SEND FORWARD
Review, Promotion and Tenure
Case Case Template Case Step
I Cases type step name status deadline

Templates
Administration

Reports

Users & Groups 4 ‘

5 Click "SELECT CANDIDATES" and enter the faculty member's name.

Create Cases
@ @ ®
Select Candid... Select Tem... Review & Set...

Candidate Information

Selected Candidates

A candidate has not been selected. Once you select one or more candidates, the candidate information will display.

SELECT CANDIDATES ]
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6  Search for your faculty member's name and click to add them to the case.

Select Candidates for Case Creation

harry husky X I

1-2 of 2 Results

Name 1T

Husk
Q:I)‘a"}’ e College of Arts and Sciences
arry.husky@uw.edu

D Harry Husky
hhusky@uw.edu

ADD CANDIDATES CANCEL

7 Click "ADD CANDIDATES"

Select Candidates for Case Creation

harry husky X m

1-2 of 2 Results

Name T

Harry Husky

College of Arts and Sciences
harry.husky@uw.edu

Harry Husky
hhusky@uw.edu

AlD CANDIDATES CANCEL
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8  Click "CONTINUE"

Candidate Information

Selected Candidates

1-1 of 1 Results Show 10 -

Candidate Unit

Harry Husky :
College of Arts and Sciences
harry.husky@uw.edu

‘ + SELECT CANDIDATES ‘

1 candidates selected for case creation.

”~

9 Use the drop down menus to choose your unit and 'reappointment' case type.

= YA UNIVERSITY of WASHINGTON Susan Miler v

Unit for Case(s) *
Cases can only be created in one unit.

Geography f’ v“'*gs
Type S’

Appointment
S! promotion

Te 1 case type chosen in the case settings.
Reappointment

Review

Sabbatical
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10 Choose the Autumn quarter reappointments case for the current year and

continue.

Template Information Unit Type
Custom Case
O Create a unique case by customizing forms and workflow steps
rather than using a template.
Autumn quarter reappointments 2026-2027
; ; : : College of
O For a list of titles and instructions, see P ,/m\
https://admin.artsci.washington.edu/reappointment- g il il g
Sciences
procedures#autumn.
Autumn quarter NON-REAPPOINTMENTS
: ; i : College of
For a list of titles and instructions, see ey
O p ; : 2 Arts and ( Reappointment )
https://admin.artsci.washington.edu/reappointment- ; T ————
Sciences
procedures#autumn.
Assistant Professor and Tenure-Track renewals
i ; College of
For more specifics on this process, see (rmrm
O : ; : . Arts and Reappointment
https://admin.artsci.washington.edu/reappointment- 5 O —
: Sciences
procedures#assistant.
: Autumn quarter reappointments 2027-2028
\ ; : ; : College of
1 For a list of titles and instructions, see AET e,
\ O J : : : : Arts and &Reappomtment)
\ https://admin.artsci.washington.edu/reappointment- . _
Sciences
procedures#autumn.

11 Click "Yes, the candidate will be involved during the case." You do not need to

notify the candidate yet.

W UNIVERSITY of WASHINGTON

Susan Miller v

Settings

Will the candidate be involved in this evaluation? *

Yes the candidate will be involved during the case.

NOAo

Would you like to notify the candidates now? *

This seiting cannot be changed after this step. Learn more about candidate involvement.

An automatic notification will be sent to the candidate after the case is created with instructions for uploading and

submitting materials online.

O Yes
@ No
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12  Click "CREATE 1 CASE"

Will the candidate be involved in this evaluation? *
This setting cannot be changed after this step. Learn more about candidate involvement.

@ Yes, the candidate will be involved during the case.

ONO

Would you like to notify the candidates now? *
An automatic notification will be sent to the candidate after the case is created with instructions for uploading and

submitting materials online.

O Yes
@ No

|m‘\ PREVIOUS CANCEL

13 You'll need to edit the case review steps to add department member(s) and
divisional dean. Click "Case Options" then click "Edit Case"

= W UNIVERSITY of WASHINGTON Susan Miler v

University of Washington » Cases >

Harry Husky 53 Options v

Edit Case
Unit Email Candidate
EenilEp Add Internal Section
Template View Activity Log

Autumn quarter reappointments 2027-2028 Blascfine

Status

Select Status

Case Materials Case Details

Search case materials by title
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14  Inthe menu, click "Case Review Steps"

Creating a Case

—1

2
3

4

©

Case Information
Candidate Requirements
t Matrix

Internal Case Sections

Case F-éview Steps

Case Summary

Instructions to the Candidate

Please upload the following documents as individual PDF files:

1. Current curriculum vitae, including bibliography

2. Yearly activity reports (dating back to last reappointment or hire date, whichever is more recent)

Edit

3. *Student evaluations (at least one per year dating back to last reappointment or hire date, whichever is more
recent)

15 To add your department contact(s), click "Edit" in the Department Case

Completion section.

WW VNIVEDRDLLIT 0] VWADSIIINJIWUVIN

MU YT

-

University of Washington > Cases > Harry Husky »

Cas

Add Step Additional Options

1

e Review Steps

Department Case Completion

Academic Level:

[ Edit II" Delete

o i . . . B B & . TR B,
@ University of Washington ) L\Academlc PEFSDHnE|/} l\SchooI/CoHege/Campus ) \ Department/Division ) [ Unit/Program )

&

Department Level Committee (0)

@ Includes Instructions 2 Required Documents @ No Required Forms
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16 You'll want to add the chair and/or unit admin that will need access to the case to
upload documents.

Click "Add Members" and search for the department contacts to add to the case.

nREViIEWEI1 > [ e )

° .
Department Level Committee

Ad Hoc Committee (0)

Manage Members Instructions Required Documents Required Forms Settings

& No Members

Return to Case Review Steps

17  Search by name or NetID and click "add" next to the name.

Add Members

Sort By Name
v

First Name Last Name Email

I + Add
[ ‘
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18  Click "Return to Case Review Steps"

Add Members

i
!

Return to Case Review(fsm'ps

19 You'll also need to add the Divisional dean for your unit. Click "Add Members" to
search and add them to the case and then return to the case review steps.

I Wl UMW UL I

NREVICEWECI D

-

Divisional Dean

Ad Hoc Committee (0)

Manage Members Instructions Required Documents Required Forms Settings

& No Members

—

Return to Case Review Steps

Made with Scribe - https://scribehow.com
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20  Click "Return to Case Summary"

Creating a Case
1  Case Information Jsired Documents @ No Required Forms

2 Candidate Requirements

3 Internal Case Sections

o Case Review Steps

Edit |

Delete

B B 4 =T, Y
onnel | [ School/College/Campus | ( Department/Division | [ Unit/Program |
8 N Y g .

5 Case Summary

Susan H. Miller (susanh82@uw.edu)

= @NoInstructions @ No Required Documents @ No Required Forms

s
e "y
¥ 4 N
{ 3

Previous [ Return to Case Sum_giiary ]

21 Click "Return to Case"

= W UNIVERSITY of WASHINGTON

Susan

Miller ~

University of Washington > Cases > Harry Husky >

Case Summary

Case Information

Type
Reappointment
Name

Harry Husky
Unit
Geography
Email

harry.husky@uw.edu
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22 Once your review steps are updated with your department contacts and divisional
dean, you'll want to send the case forward to the candidate so they can add their
documents. Click "send case" and "Notify Candidate"

= YA UNIVERSITY of WASHINGTON Susan Miler v

University of Washington > Cases >

Harry Husky

Candidate
Unit Notify Candidate
Geography Forward to

Department Case Completion
Template

Autumn quarter reappointments 2027-2028

Status

Select Status

Case Materials Case Details

Search case materials by title

23 When sending the case forward to the candidate, you should include a personal
message so they receive an email notification that the case is ready.

Notify Candidate x

The candidate will receive an email with instructions for uploading and

submitting materials online through Interfolio.

Include a personal message with this email

Subject *

Autumn reappointment- Documents needed\

Message *

12pt v B I XE = e

Made with Scribe - https://scribehow.com
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24  You can add your own message and then click 'send' when finished.

Message *

12pt

Hello Harry,

Please log into Interfolio to add the necessary documents for your
reappointment case.

Thank you,

Susan|

POWERED BY TINY

You will then need to send the case forward to the department case completion
25 ) .
step, so your department chair or admin can add documents to the case.

W UNIVERSITY of WASH]NGTON Susan Miller s

University of Washington > Cases >

Harry Husky

Forward to
Unit Department CaselCompletidn
Geography
Template

Autumn quarter reappointments 2027-2028

Status

Select Status

Case Materials Case Details

Search case materials by title
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26

27

If you're sending it forward to the chair or a different department member to

upload docs, include a message. If you're sending the case forward to yourself to
add docs, you don't need to include a message.

Department Case Completion. The following reviewers will lose access
to the case:

Case is With Candidate | 0 members

The following reviewers will gain access to the case:

Department Level Committee | T members

Send a message to the reviewers gaining access.

If recipients respond to this message, their response will come
directly to your email inbox.

EZ1

In order to add documents for the department/unit, you will open the case in

Interfolio. If you are in the RPT section, you can search for the candidate's name
and click on the case.

_ CREATE CASE
Cases

‘ harry husky x a ’ = FILTER ‘ ‘ COLUMNS ~

(\Active Cases ®
MODIFY STATUS ~ CLOSE CASES B2 NOTIFY CANDIDATE 1< SENDBACK »1 SEND FORWARD
D Name Unit Case type Case step Temulate i

name status

Step 1 of 4: Department

Halrry Husk i
ngrry Husky. Geography Reappointment Case Completion

hargy.husky@yw.edu

Autumn quarter

reappointments
(Mfssing committee materials) 2027-2028

Made with Scribe - https://scribehow.com
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28 When you open the case, you can see that 2 documents are needed for the case
details. You can click here to add those.

= W UNIVERSITY of WASHINGTON Susan Millr v

Ll ICRR quarter reappointments 2027-2028
Menu

Status

Select Status

Case Materials |Case Detajls e

e

Search case materials by title

© Expand Al @ Collapse All - - 4 Share

Internal Sections
These sections are available to committee members reviewing the case and cannot be viewed by the candidate.

Please note that some materials added to internal sections can be shared with the candidate by an administrator or

You'll need to click 'add' on the right side of the page to add a document to each
required section. It will allow you to drag and drop a file or search for one to add
to the case. You'll do this for both the chair's letter and collegial evals.

29

— “ Ul‘lvnnbll I 0] VVADnll‘UlUI“ ousatl IS w

Letter from the Chair @ Complete

Reporting: departmental recommendation and term of reappointment complete faculty vote reasons for faculty decision chair's

independent recommendation assessment of research, teaching, and service

Name

Chair's letter- Harry Husky
&

Collegial Evaluations

h"’«.»<.4 g
(dating back to the last reappointment/hire date - whichever is more recent) Multiple evaluations need to be combined into @™

single PDF.

No files have been added to this section.

Email Edit

>  Committee Membhers (1)
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30 Click "Browse To Upload"

Upload a new file  Select file from case

Y + Y

Drag & Drop your files anywhere or

=

31 Depending on which section you're working on, choose the appropriate section to
upload.

AQQ vollegial cvaiuauons o

Upload a new file  Select file from case

Please select the section of the packet where this file will appear.

Select the appropriate section from the dropdown menu below.

Name * Section *

Collegial evaluations- Harry Collegial Eveluations v

Made with Scribe - https://scribehow.com
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32 Click "Add"

Upload a new file  Select file from case

Please select the section of the packet where this file will appear.

Select the appropriate section from the dropdown menu below.

Name * Section *

Collegial evaluations- Harry Collegial Evaluations v

@3

33 If you have a teaching-track faculty member that requires a teaching matrix, you
can enter it in the case materials section.

Harry Husky

Unit
Geography

Template

Autumn quarter reappointments 2027-2028

Status

Select Status

Case MateriaEl Case Details

Reviewing as

Department Level Committee

¥ Instructions

Made with Scribe - https://scribehow.com
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34 You can add the file here. There is also a section to add a report for secondary
department, if applicable. These are not required for all faculty, so they do not
appear in the required case details list (only chair's letter and collegial evals are

required for all.)

» Collegial Evaluations Edit Add File

> Report from Secondary Department Edit Add File

> Teaching Track Faculty Reappointment Matrix Edit (@B
Candidate Packet
Any materials added to the candidate packet will be visible to the candidate and available for them to use in their h

35 After you've uploaded all the necessary department documents, you can move the

case forward for College review.

= W UNIVERSITY of WASHINGTON

Susan Miller s

University of Washington > Cases >

Harry Husky

Unit College review

Geography

Template

Autumn quarter reappointments 2027-2028

Status

Select Status

Case Materials Case Details

Search case materials by title

Made with Scribe - https://scribehow.com

18



36 You can send the case forward with or without a message. Click continue and
you're done.

Great job! You're sending the case forward to the next step, College
review. The following reviewers will lose access to the case:

Department Level Committee | T members

The following reviewers will gain access to the case:

Susan H. Miller | 1 members

Send a message to the reviewers gaining access.

If recipients respond to this message, their response will come

directly to your email inbox.

ED
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