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Creating and Submitting an Emeritus/Emerita Case
Initiator: Department Administrator or Department Chair

Step 1: Sign-in to Interfolio: account.interfolio.com/sso
Note: You can also log-in through Gibson Online by selecting “Interfolio” in the left-hand menu.

Step 2: Click “Cases” in the left-hand menu
Step 3: Click “Create a Case” in the top right corner
Step 4: Find your specific School (not department) and click “Confirm”

Step 5: Click “Appointment to Emeritus/Emerita Status”

Step 6: Make sure “Type” populates with “Appointment”

Step 7: Scroll down to find under Case Data Forms the “Emeritus/Emerita Status Candidate

Information” and click “Answer” highlighted in blue.
Note: This step should be completed before you “Search for a Candidate”. If you “Search for a Candidate” first,
you will need to repopulate after you fill out the Emeritus/Emerita Status Candidate Information form.

Step 8: Fill out the Emeritus/Emerita Status Candidate Information form on behalf of the

faculty member you are submitting an emeritus case for.
Step 8a: Click “Save” to bring you back to the Case Information page.

Step 9: In the “Search for a Candidate” box type the faculty member’s email. This will
populate the Candidate’s First, Last, and Email.

Step 10: Select “No” for the question “Will the candidate be involved in this evaluation?”
Note: This way you are able to upload all the documents without inconveniencing the candidate. If you select
“Yes” you will not be able to change this in the future. You would then need to restart the case.
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Step 11: Click “Save & Continue” to bring you to the next page.
Step 12: Once on the Internal Case Sections page, click “Continue” to move forward.

Step 13: On the Case Review Steps page we will now edit the Department section. Click
”Edit"

Step 13a: Click “Add Members” and search for your department chair, department administrator (this could
be yourself), and any other additional members. Select “+Add”.

Step 13b: Once you have added everyone, click “Close” and then click “Return to Case Review Steps”

Step 14: Click “Continue” to move onto the Case Summary page.
Step 15: Click “Return to Case” in the right-hand corner.

Step 16: Select “Send Case” and then “Forward to Department”
Step 16a: You can write an email letting your department chair and other members of the committee the
case is on the way. Click “Continue” when finished.

Step 17: The case will move on to the next step which is the Department. This step includes

the department administrator (which could be you) and the department chair.
Note: Anyone on the department’s committee (department administrator, chair, and other designated
members) can access this case by going to your home page and looking under “My Tasks”

Step 18: On the Home page under “My Tasks”, open the Emeritus/Emerita Appointment

case by clicking on the Candidate’s Name.

Step 18a: Select “Case Details”

Note: This will have a number “2” next to it representing the three documents you will be required to upload.
Step 18b: Upload the candidate’s most current CV and Resignation Letter. Click “Send Case” and click
“Forward to the Dean’s Office”.

Note: The case will then route to Dean’s Office for the dean’s letter of approval and then to the Provost’s
Office, for review, who will then notify the Board Office.

Finished
For an illustrated version of these instructions, please continue through the rest of the document.
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Step 1: Sign-in to Interfolio: account.interfolio.com/sso
Note: You can also log-in through Gibson Online by selecting “Interfolio” in the left-hand menu.

Administrative Al-Campus Town Hall: Cimate Survey Results + Discussion

All-Campus Town Hall: Climate Survey Results + Discussion

An All-Campus Town Hall was heid on Jan. 31 to present the results of the Campus Cimate, You can watch the archived video here
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Step 2: Click “Cases” in the left-hand menu
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Step 3: Click “Create a Case” in the top right corner
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Step 4: Find your specific School (not department) and click “Confirm”
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Step 5: Click “Appointment to Emeritus/Emerita Status”
Note: The wording in the screenshot below looks a little different. For this screenshot we are using our
academic affairs testing environment.
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Faculty 180 Blank Case Select a Template
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Faculty Search
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Step 6: Make sure “Type” populates with “Appointment”
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Step 7: Scroll down to find under Case Data Forms the “Emeritus/Emerita Status Candidate

Information” and click “Answer” highlighted in blue.
Note: This step should be completed before you “Search for a Candidate”. If you “Search for a Candidate” first,
you will need to repopulate after you fill out the Emeritus/Emerita Status Candidate Information form.
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Step 8: Fill out the Emeritus/Emerita Status Candidate Information form on behalf of the

faculty member you are submitting an emeritus case for.
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Step 8a: Click “Save” to bring you back to the Case Information page.
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Step 9: In the “Search for a Candidate” box type the faculty member’s email. This will
populate the Candidate’s First, Last, and Email.
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Step 10: Select “No” for the question “Will the candidate be involved in this evaluation?”
Note: This way you are able to upload all the documents without inconveniencing the candidate. If you select
“Yes” you will not be able to change this in the future. You would then need to restart the case.
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Step 11: Click “Save & Continue” to bring you to the next page.
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Step 12: Once on the Internal Case Sections page, click “Continue” to move forward.
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Step 13: On the Case Review Steps page we will now edit the Department section. Click

a“ Y/
Edit”.
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Administration
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Tulane University > Cases > Joey Couvillon >

Internal Case Sections

Create sections to help committee members or individual users organize the materials

& Help

they add as part of the review. The sections you create here will not be visible to the

candidate. You can set up specific requirements for the reviewers of the case in the Case

Review Steps. For Examples or more guidance, see Required Documents for Review

Steps.

Settings
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(® Below the candidate packet
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Department Document
Dean's Office Documents
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m Previous Return to Case Summary
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D"‘Ne
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o

2 Interal Case Sections

Department Chair (0)
© Includes Instructions 2 Required Documents
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4 Case Summary

2 Dean's Office Edit | Delete
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Step 13a: Click “Add Members” and search for your department chair, department administrator (this could
be yourself), and any other additional members. Select “+Add”.

U i <
Faculty Search - this ¢

Positions Edit Step Details Han

Templates
Administration

Reports Reviewers

Users & Groups

v Department Chair

Review, Promotion and Tenure .
Ad Hoc Committee (0)

Cases

Templates Manage Members Instructions Required Documents Required Forms Settings
Administration 38 No Members

Reports

Users & Groups Add Members

Add Members X
ccollis Sort By Name w m

First Name Last Name Email

Cortny Collins ceolli5@tulane.edu + Add

Step 13b: Once you have added everyone, click “Close” and then click “Return to Case Review Steps”

Reviewers | Add Committee |

v Department Chair

Ad Hoc Committee (2)

Manage Members Instructions Required Documents Required Forms Settings

8 2 Members
Cortny Collins e Kathleen Moises A
cc it St X et X
ccolliS@tulane.edu kwhite13@tulane.edu

Add Members
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Step 14: Click “Continue” to move onto the Case Summary page.
e

Tulane University > Cases > Joey Couvillon »

Case Review Steps

Add Step Additional Options v
ts & Help

35

o Department (Current Step) Edit | Delete
v
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i
2 Dean's Office Edit | Delete
s
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= @ Includes Instructions 1 Required Document
and Tenure

i 3 Provost Office Edit | Delete
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Step 15: Click “Return to Case” in the right-hand corner.
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Step 16: Select “Send Case” and then “Forward to Department”

Tulane
University
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Tulane University > Cases >

Home . 5
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Your Packets
Forward to
Faculty 180 Unit Template Department
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Account Access Department
Administration V¥ CaseMaterials Case Details
Faculty Search Search case materials by title {
Positions n
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Step 16a: You can write an email letting your department chair and other members of the committee the
case is on the way. Click “Continue” when finished.

Send Case Forward 2 3

Great job! You're sending the case forward to the next step, Department. The following reviewers will lose access to

the case:

Case is Being Created | 0 members

The following reviewers will gain access to the case:

Department Chair | 1T members

Send a message to the reviewers gaining access.

If recipients respond to this message, their response will come directly to your email inbox.

Subject *

Joey Couvillon - Emeritus Appointment

Message *

@ @ B I I |= := & ]

Dear committee members,

This case is coming your way for review. You'll be able to see the documents and deadlines in Review, Promotion & Tenure when you
sign in.

Best,
Kathleen Moises

body p 4

oo Lo
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Step 17: The case will move on to the next step which is the Department. This step includes

the department administrator (which could be you) and the department chair.
Note: Anyone on the department’s committee (department administrator, chair, and other designated
members) can access this case by going to your home page and looking under “My Tasks”

x Tulane Kathleen Moises v
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Administration
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Step 18: On the Home page under “My Tasks”, open the Emeritus/Emerita Appointment
case by clicking on the Candidate’s Name.
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Step 18a: Select “Case Details”
Note: This will have a number “2” next to it representing the two documents you will be required to upload.

Tulane Kathleen Moises +

University
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Joey Couvillon

Your Packets

Faculty 180 Unit Template Status
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Faculty Search Search case materials by title
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Candidate Packet

Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. The

Users & Groups

) ) candidate will be able to replace or delete any files in an unlocked section before they submit.
Review, Promotion and Tenure

Cases

Step 18b: Upload the candidate’s most current CV and Resignation Letter.

v Instructions

Faculty Search 5
Positions Please add the Candidate's CV and the Candidate's Resignation Letter. |
Templates

Administration

Reports . ¢
v Required Items 2 missing

Users & Groups
All required items must be completed before the case can advance to the next step. Files can be added by any Committee Manager or Administrator

with access to this case.
Review, Promotion and Tenure

Cases Candidate's CV |

Templates

- . No files have been added to this section.
Administration

Reports
Candidate's Resignation Letter
Users & Groups 1

Mo files have been added to this section.
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Step 18c: Click “Send Case” and click “Forward to the Dean’s Office”.
Note: The case will then route to Dean’s Office for the dean’s letter of approval and then to the Provost’s
Office, for review, who will then notify the Board Office.

Tulane University > Cases >

Joey Couvillon [ sena case v | ase options

Forward to
Unit Template Dean's Office
s & Help Academic Affairs Test Environment Appointment tp Emeritus/Emerita Status - Select Status
Department

¥  Case Materials Case Details o

Reviewing as

Department Chair

Finished
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