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No Longer Accepting Applications:
Changing Position Status to “Closed”

Objective: You no longer want to accept new applicants, you should change your position
status to “closed”. This “closes” the position on all of our job boards.

Step 1: Sign-in to Interfolio through Gibson Online
Note: You can also log-in directly through Interfolio - account.interfolio.com/sso.

Step 2: Navigate to “Positions” under “Faculty Search” in the left-hand menu.

Step 3: Find your desired position among those listed and click the position title
(highlighted in blue).

Step 4: In the top menu under “Status” click on “Change” and choose “Position
Closed”.

Step 5: Click on “Confirm” in the pop-up confirmation box.

Step 6: The position “Status” should now say “Position Closed”.

Finished

For an illustrated version of these instructions, please continue through the rest of the
document.


https://gibson.tulane.edu/
https://account.interfolio.com/sso

1-Pager

Ofﬁce of Academic Affairs & Provost | ﬂterfOl.l O

Step 1: Sign-in to Interfolio through Gibson Online
Note: You can also log-in directly through Interfolio - account.interfolio.com/sso.
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Administrative Al-Campus Town Hal: Climats Survey Resuts + Discussion

All-Campus Town Hall: Climate Survey Results + Discussion

- An All-Campus Town Hall was held on Jan. 31 to present the resuits of the Campus Climate. You can watch the archived video here,
rvices

Resources

Step 2: Navigate to “Positions” under “Faculty Search” in the left-hand menu.
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Step 3: Find your desired position among those listed and click the position title
(highlighted in blue).
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Step 4: In the top menu under “Status” click on “Change” and choose “Position
Closed”.
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Step 5: Click on “Confirm” in the pop-up confirmation box.

Change Status

Please confirm you wish to change the status of this position to Position Closed.
WITH THIS STATUS ACTIVE:

= Applicants cannot view this status.

= Applicants cannot update their application materials.

= Evaluators cannot review applications to this position.

Send a message to all applicants with this change

Step 6: The position “Status” should now say “Position Closed”.
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