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How to: Approve a Position

Objective: Applicant has accepted the job and signed an offer letter. It’s time to close and
archive the position.

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: Review the Position Details, Applicant Review Details, and Internal Info.
Note: If the position is a search waiver, also review the Advertising Settings.
How to find the Advertising Settings:

1. Click “Position Actions” and select “Edit Position”

2. Scroll down to see “Advertising Settings” above “Required Documents”

Step 5: Click “Approve.”
Note: If corrections are needed prior to approval, click “Send Back,” and choose the appropriate
step. Once revisions are completed, and the position has been returned to you, click “Approve.”

Finished
For an illustrated version of these instructions, please continue through the following pages.



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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All-Campus Town Hall: Climate Survey Results + Discussion

. An All-Campus Town Hall was held on Jan. 31 to present the results of the Campus Climate. You can watch the archived video here,
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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: Review the Position Details, Applicant Review Details, and Internal Info.

Position Details:
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Your Packets

Faculty 180 Current Step

Announcements & Help Step 2 of 5: Provost

Account Access Currently assigned to

Administration v Robin Forman (rfforman@tulane.edu)

Faculty Search Position Details  Applicant Review Details

Positions

Templates ~  Position Information

Administration
Reports Unit
P School of Professional Advancement

Users & Groups

Position Type
Review, Promotion and Tenure Facul(y
Cases URL

Templates http://apply.interfolio.com/103061

Administration

Reports Open Date

Users & Groups Feb 27,2022

Description

Professor of Practice in Public Administration

Internal Information

Location
New Orleans, LA

Use the URL to announce your opening online. The position can be published once it is approved.

Close Date
Apr 17,2022
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Applicant Review Details:
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Administration 12 months

Reports Anticipated Start Date

Users & Groups Jul 1,2022

Salary Range/Pay Grade
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Note: If the position is a search waiver, also review the Advertising Settings.
How to find the Advertising Settings:
3. Click “Position Actions” and select “Edit Position”
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4. Scroll down to see “Advertising Settings” above “Required Documents”
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Please Note: Tulane University has officially adopted a mandatory COVID-19 vaccination policy.
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Step 5: Click “Approve.”
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Tulane University > Positions >

Professor of Practice in Public Administration
Current Step

Step 2 of 5: Provost

Currently assigned to
Robin Forman (rforman@tulane.edu)

Position Details  Applicant Review Details Internal Information

v Position Information

Unit
School of Professional Advancement

Position Type Location
Faculty New Orleans, LA
URL

http://apply.interfolio.com/103061
Use the URL to announce your opening online. The position can be published once it is approved.

Open Date Close Date
Feb 27,2022 Apr 17,2022
Description

Note: If corrections are needed prior to approval, click “Send Back,” choose the
appropriate step, and write a message explaining what needs to be fixed prior to
approval. Once revisions are completed, and the position has been returned to
you, click “Approve.”

Pleases see screenshot on the following page.
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Tulane University > Professor of Practice in Public Administration >
o
Send Position Back

Send the position back for additional information from the creator or a previous step. Please include a note about the changes needed to get the
position approved.

Position
Professor of Practice in Public Administration

Send To *

Position Creator: Edna Hoff (ehoff@tulane.edu) v

Personalize Message

Include a personal message to the members receiving access.

From Name Reply to email address
Joey Couvillon acouvil@tulane.edu
Subject *

Message *
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Finished




