


Why Interfolio
• Interfolio collects faculty data in the Faculty180 Profile and Activity 

sections and integrates with the Faculty Review, Promotion & Tenure 
module.

• Interfolio will be used not only for Annual Reviews, but for scheduled 
quarterly OKR check-ins, Promotion, Tenure and Post Tenure Reviews.

• Using one system for all Faculty data and reviews is optimal.
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Annual Review opens July 6
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Faculty will receive an email notification that the review period is open:



Your Review will be available July 6
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Log into Interfolio to see your Action Items:

Click on your name to view your review



You will receive an email 
as notification as faculty 
members complete their 
cases and submit for 
your review.



Reviews Submitted to you

7

Log into Interfolio to see your Action Items:

Click on the review you wish to work on
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Comments 
submitted by 
Secondary 
Reviewers are in 
Committee 
Documents

Faculty 
submitted 
documents

Increase magnification of documents

After reviewing the documents, select Return to Case
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After returning to the case, scroll to the bottom to Internal Section.

Click View
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This is where you 
complete your 

review
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Definitions of 
Evaluation 
Criteria

Hyperlinks 
to Collegiate 
Guidelines
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For faculty without an administrative appointment, you must enter Critical and Positive comments in Part 
Four. For faculty with an Administrative Appointment, Part four is a review of the Administrative role.
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After completing your review, you need to share your review and any Secondary Reviewer comments 
with the faculty member. You can initiate the email from Case Options or Share. Select With Candidate 
from the pop up box.
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Click Add to see the files you can share with the Faculty Member. Remember you need to 
share your review and the Secondary Review comments.



16

Next Step

• Meet with the faculty member.

• The faculty member will go back into Interfolio and complete the 
EOY – Faculty Sign off.

• Review is complete after the Sign Off.



Timeline
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• Monday, July 6 – EOY Performance Review is opened in Interfolio.

• Monday, July 20 - Deadline for faculty to complete their self-appraisal 
portion of the EOY Performance Report. 

• Friday, July 31 - Deadline for Department Chairs to complete the EOY 
Performance Reports for their faculty.
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