View and Respond to Files Shared with

You by a Committee

The committee reviewing your case may share files for you to review. The committee may

also allow you to respond to the shared files in writing, and may set a date when the

response is due.

The most common scenario is when the committee has made a decision about a candidate

and gives the candidate the opportunity to respond. However, there may be other

circumstances when the committee or administrative personnel require the candidate to

view materials from the case packet.

When files are shared with you, you will receive an email
message prompting you to log into your account and view

the files

Bevery Brown has shared files with you.

VIEW FILES

You will be required to sign in to your account to view the
shared files.

Dear Dr. Pnt,

Please find attached the reason...

Prwered by Interfalio’s BuiCormmitios e i .

£
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Log in to Interfolio and select your institutional account

i firslis
€ interfolio

Hi Rita,

Where do you want to go?

Demo University

You will see an action item indicating that a file has been
shared and an indication if a shared file is open for a
response. You can click your name to view the packet.

Your Action Iltems

BELS- R Open for Respones

Due: Nov 26, 2017 0
Music Promotion Cases | Ethnomusicology | Promotion

-or- click "Your Packets" in the left hand navigation and
select the case

Home Yﬂ'ur PE
| Your Puckats Active
Review, Promolion and i Tesnure
Cases Packet

Damao University
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Open the "Shared Committee Files" tab of the case packet

Dermo Liniversity » our Packets »

Music Promotion Cases

Uniit

Eﬂ'l"ll:lﬂ'll.lkiﬂl:lll:l:lj' Fromaotion

Overview Packet Shared Committes Files

Below you will find an averview of the packet requirements outlined by your institution.

1oward your packel To leam mare, read the Candidate's Packet Guide

Candidate Documents
Submitted

Type # R
) & 1 requi

Files shared with you will appear listed

You can download the file, or copy it to your Dossier where it will appear in your Dossier
materials.

Do Unieersitg 3 Your Packenis

Music Promotion Cases e acket
Uit Type Candidate Instructions
iRl Prosrstion ierw Instructions

Chiwrview  Pachel  Shaoed Committes Ples

Belcaw you wil sen files that heve been st o e By temmitfes members. m

w Sent by Beverly Brown on Jan 21, 2019

Shased Filss Acinag
Departmant Chalrs Repart Copy to Dossber | Download
Open for Responss
Teen bt v, raiad aboin v oo Vi @i Fasprond 0 Filisi Shered with You by @ Commities
Diisia

Due: Jan 26 2019

Send Reapanse

If you click "Copy to Dossier," you will have the option to add the file directly to a collection of
materials (if you have any collections available).
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Copy 1 File To My Dossier Account x

Copying To
My Dossier Account Cogrrrrrm@mdemo.edu)

Add to this collection {opticnal)
Collections let you group together documents in your Daossier for easy

submission to review cases, or searches,

[
~* .
Utah Job

Shared Files

B Department Chairs Report

You can also click the "Actions" button to the right of the page to copy or download all shared
files.

Copy all shared files

Download all shared files

Actions

Copy to Dossier | Download

Click "Send Response" to respond to the file

If you are allowed to respond to the content of the file, you will see a link labeled "Send
Response," and a due date for when your response is due.

@© Please Note: This is a hard deadline, and you cannot respond to shared files after the
due date.
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w  Sent by Beverly Brown on Jan 21, 2019

Shared Files:
Department Chairs Report
Open for Response
Ta learn mone, read about how 1o Viegend Bespond to Files Shaned with You b

Due
D Jan 25, 2019

Send Response

Give your response a title and upload the document file

Response x

You can respond with a docurment Tor the commiltes b revies;

Tithe *

Xt Y

Drag & Drop your files anywhere or
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Your response will appear in the list of shared files

 Sent by Beverly Brown on Jan 21, 2079

Shared Files Actions
Department Chairs Report Copy to Dossier | Download
Response

Tix bearn rmeane, resad about how e and Respond to Files Shared with You by a Commitiee
Shared Details

Rebuttal to Chair's Report Sent: Jan 20,2019
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