External Review Request Guide
Requesting an External Review
Login to Interfolio.

STEP 1 Select “Cases” from the left menu.

STEP 2 Select the name of the case you want to review.

University of Central Florida >
Cases

Review, Promotion and Tenure Search cases

] 4o B =)

Home
Your Packets

O
3 of 3 cases
Name « Type % Template Name % Status &
- []  Courtney Nitrous Tenure ADMIN FE: Promo: 2024-25 CTA2P COM | @ TEsT case
0 University of Central Florida Promotion Assoc Professor

® 2024 Interfolio, Inc.

Step 1 of 30: Faculty Excellence Hold/PUSH

STEP 3 Scroll to the bottom of the page to “External Evaluations” and select “Request Evaluation.”

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 committee manager.

> External Evaluations # | Request Evaluation ” Add File I



https://iam-api.interfolio.com/users/sso_redirect?tenant_id=15985

External Review Request Guide
STEP 4 Enter the four reviewers to request an evaluation of the candidates. Enter the information for first evaluator. If
contacting more than one evaluator, select “Add Another Evaluator.”

Note: You can enter one evaluation request a time and bypass the code example below.

Request External Evaluation

External Evaluator Information

First Name * Last Name * Email Address *

CommittedReviewer@BLU.com x

=

Committed l l Reviewer l

‘l Add Another Evaluator |

TIP: If sending request to more than one evaluator, you can use the codes below in the salutation:

e For first name enter: %EV_First%
e For first and last name enter: %EV_First% %EV_Last%
e Forlast name insert: %EV_Last%
See example below for message prepared for more than one evaluator using “Dear Professor [last name].”

Individual messages will generate for each evaluator name listed (e.g., Dear Professor Evaluator).

Subject

UCF External Review Request = [Faculty Name] \

Message

@ @B I L|E= = u 0

University of Cantral Florida

Department of Faculty Excellence

Daar Professor WEV Lastd _

e
| am contacting you to request your service 33 20 external reviewsr o provide an
avalustion of Faculty Applioant, who is 8 tenure-saming. candidate for promotion 1o BSSOCiate Professsr,

External reviewers must not be related: have an outside financial interest in or with the candidate: have a subsiantial publication record with the candidate such tat the unique contributions of the -
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Help with Messaging

If you are requesting evaluations from more than one person, use the variables below to autornatically fill in the first and last name of each evaluator receiving the
message. (e.g. Dear Professor %EV_Last%)

Evaluator First Name = %ev_rirstx

Evaluator Last Name = -
=
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STEP 5 Please apply the following to each request (see corresponding picture below):

A | All external review materials provided by the faculty member will need to be made available and

downloadable for evaluators. Therefore, files NEED TO BE SELECTED AND ADDED and provided to

the evaluator. Once files are selected, click on “Save.”

B | Recommend no deadlines entered. If deadlines are entered and the date passes, the

chair/director will need to go back into the case and provide a new deadline, if the date passes

and the review is not received.

C | Select “Yes,” to enable the ability for evaluators to upload additional files, such as a CV, along

with the requested file.

D | DO NOT ADJUST ACCESS. Retain default “Administrators & Entire Committee.”

Add Files to Evaluation Request

| a | SECTIONS ~

Section

INITIAL MATERIALS FOR EXTERNAL REVIEWS
Research Activities INITIAL MATERIALS FOR EXTERNAL REVIEWS
College Criteria INITIAL MATERIALS FOR EXTERNAL REVIEWS

Department Criteria INITIAL MATERIALS FOR EXTERNAL REVIEWS

SAVE CANCEL

Response Settings
Deadline
The recipient will not be able to submit an evaluation after the deadline date. B
°

Can the evaluator submit additional files? *

Indicate whether or not you want 1o allow the evaluator to submit additional supporting materials, such as a CV, along with the requested file.

@ VYes, allow the evaluator to submit additional files. | C

O No

Access

Choose who has access to this document. D

Administrators & Entire Committee v

STEP 6 Select “Send Request” after all fields are entered/answered.

& Send Request
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Managing External Review Requests

Login to Interfolio.
STEP 1 Follow STEPS 1-3 above.

STEP 2 Expand the External Review section by selecting the carrot and the requests for reviews will display.

- External Evaluations [ Request Evaluation H Add File l .

A | Evaluation submitted by reviewer Feb 20, 2024. To view the letter, select the blue link. In this

example, “Evaluation from Victoria Hopkins” is displayed.

B | Evaluation submitted by reviewer Feb 20, 2024. To view the letter, select the blue link. In this

example, “Evaluation from Julie Nguyen” is displayed, along with “1 attachment.” The attachment

was uploaded by the external reviewer and will likely be a copy of their CV.

C | Evaluation was requested from Lucretia Cooney on Feb 20, 0224. This reviewer has not submitted

a response yet. The request can be resent to each reviewer by selecting “Edit and Send.” When
you select this option, a new screen will appear to “Re-Send External Evaluation.” See Step 4

above for more information.

w External Evaluations Request Evaluation ] [ Add File ]
Materials
Title Details Actions

Evaluation from Victoria Hopkins Submitted by Victoria Hopkins Edit
A Feb 20, 2024

Evaluation from Julie Nguyen Submitted by Julie Nguyen Edit
1 attachment Feb 20, 2024
Evaluation from Lucretia Cooney C Requested -

Feb 20, 2024

Edit Settings

Evaluation from Frances Ragsdale Requested

Feb 20,2024 Edit & Resend Request -

Cancel Request
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