Evaluator's Guide to ByCommittee Faculty
Search

If you are serving on a hiring committee that is using ByCommittee Faculty Search, you can
easily review candidate materials and communicate with your colleagues via your Interfolio
account. When you are assinged to a committee, an Administrator at your institution will
invite you to ByCommittee via email.

¢ You can generate and download a PDF version of this article from the left sidebar of
this page.

Activate your free account and log in to ByCommittee
Faculty Search

€ Once you activate your free account and log in, you will be able to access searches
where you have been added as a committee member.

Interfolio University has invited you to join
ByCommittee Faculty Search.

This link will exple in 30 days. After 30 days, vou can resctivabe

the acsount by requesting a new password,

We're starting our search for & new Assistant Professor of Physics,
Flease bet me know if vou have any questions. Sincercly,

Department Administrator
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Click "View Positions" on your Faculty Search account
dashboard

Welcome, Maxwell!

Demo University o @

B ~ocutysearn Merage +

Positions are listed in a table that displays the position
name, status, type, and open and close dates

The positions to which you have access will display in a table that lists:

+ The name of the position is generally the title of the position you are trying to fill such as
"Associate Professor..."

+ The position status describes the current state of the search, such as; Accepting
Applications, Under Review, etc.

+ The type of of the position indicates if this is a search for faculty, staff, or fellowship
recipients

+ The open and close dates indicate when a position is open or closed to new applications

* The number of applications

All Evaluator Positions

MAME STATLS IYPE DOFENS CLEISES APPLICATIONS
Azyas t tic 1t

Cdeg:f!ﬂ:ii:u‘mhww i Derttistry INTERWVEWING FINALISTS Faculty  Jan 3L 2014 dag & TOIG o

Ansecite Prafeiior of Periodontics
Collepe of Dentigtry

ACCERTING APPLICATIONE Focultly  May it 2016 Man 17, 207 o

o
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If you don't see the position you are looking for, check to make sure you are viewing

positions for the correct role using the "Change Role" button shown below.

Positions

Do Linieissity  Change Aol >

o Administrabor

| W .[Jemn Lindversity

HAEE

Ampociate Profes # College of Dentistry
College of Dentis 5 School of -
Aszociabe Profess:

Wlm-: Dertist » School of Arts and Sciences
Agsocate Profess ?» Schioiol of Music

Jazz Studies

Assigrane Proleiss b Evaluites

Despartrmant of Cri

jazz Performance . 'L Evaluator Posttions

Jaxs Sy

ATLIS

Click the position title to access the applications for a

position

Positions

Demo University Change Role 3

MAME

Assecinte Professor of Orthedontic Dentistry
Cidlege of Dentisbry

Azzociate Profestor of Periodontics
College of Dentistry

STATLIS

FHTERVIESAMG FRALIETS

ACCERTING APPLICATIONS
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The Applicant List:

€ You will see the list of applicants for your position listed in a table. The position title
and open and close dates appear at the top left of the page, the position status to the
right.

Associate Professor of Orthodontic Dentistry [ #] ]

Caollege of Demistry
Opens Jan 31 2006 | Closes: Mar 14, 2014 \ Accepting Applications

/

APpLCANTS 1

APPLICANT MAME & DATE UPDATED 3 LASELS OVERBLL RATING =
joshua Snow
M, - Master of Music , Hatt Unisersity Mar 15, 206 at 1200 AM AESFONEE DLUE Br1 a o & & W

Viewing Application Materials from the Applicant List:

Select one or more applicants in the list for review

€ Selecting a name or names from the list opens a new set of buttons on the page.

APPLICANTS qof1) Filter = [ Saved Views w I Column

EEaE - . (oo |

APPLICANT MAME = DATE UPDATED = TAGS MY OVERALL RATING
James Grimm

Ph.D. - Dasctor of Philosophy . Dermo Ane 38 I0M4 EVALUATED | o | RESPONSE DUE | ® || EAMDAA | ® J

s bl

Evaluator's Guide to ByCommittee Faculty Search Page 4



Click "Read" in the upper right corner of the page to view selected
applications in your browser

Click "Read" in the upper right corner of the page to view selected applications using
ByCommittee's Materials Viewer.

APPLICANTS (141 Filter =

Sawved Views Codurmins
e - [ coerees e
APPLICANT NAME = DATE UPDATED # TAGS MY OVERALL RATING 2
James Grirmim
Moo i BHLLiE || [ — EidiEs
o PhD. - Doctor of Philesophy . Demo Ao 2. 2016 EVALLATED | & | RESPONSE DUE | ] || SANDRA | = J g
Lniversity

Click the "More Options" icon and select "Download" to save PDF
copies of all selected applications

Saved Views w Columns w

Read Tag -

cwriload
MY OVERALL RATING =

* H RESPONSE DUE | - [ SANDRA | » ] o
I, no rating
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The Applicant Profile:

Click the name of an applicant to view that applicant's profile
page

Associate Professor of Orthodontic Dentistry =B
Codlege ol Derlistny
Opens: jan 3, 2016 | Closes Mar 14, 2016 Accepting Applications W

H APDLKCAN ‘-\.A‘-!/ WIE LPDATED = LABELS OWVERALL RATING

Jeshiua Sruow
M. = Masser of Music , Hott Unisersitg Miar 15, 206 at 12:00 AM RESPONSE DUF &1 W % & W W

OFFER PEMDING

From the profile page you can view and add tags to the
application (if enabled), and access application materials

Bing Boland n

Application for Associate Professor of Orthodontic Dentistry

€ Return te Application List /

Shaortlist

o

W Documents m & Read §
Cower Letier P
Corwer Letter e et
Y P

N Oeias amd A
Lt sl B | Ecbwards] T T .&.
Cordiderial Lether of Aecommendation or Baluston il i
Aequestsd Recommendations

Recormrendation from: B Alko - S
Confidential Letter of Reoormimandation of Ewal liation & Accepredjan 9. 207 )

Aecorsrrmndation from Rebecca Stone

w  Corfdenisl Letier of Recommenciicon or EBealustion & Recehved jon 8. 2007 <
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If enabled, you may be able to rate the applicant, and leave
comments and notes on the application

e lan ¥, r H
o & ok Jun W, 3 =
bd Ratings
Avarag o o A O
eachin Wi o W7 i
hclarsh L B
sanch W W U Ur

w  Comments & Add Comment

Showing  All Comments w

Stephanie Bigsiey | Jan &, 2007
This ks 2 5irong applicatio

w  Molos 3 Add Hobe

You can click "Read" to open the application in our materials
viewer, or "Download" to save the application materials

v ocumanis Locoveucre R
Jorenload

Covewer Listier F

Coraer | etder / L

LY F

V. +

Ltter of Rec (Edwarnds)

Cortidential Letter of Recommendation or Evaluation -‘!'
Requested Recommeandations

:_:ic:?l-.:r:-.e:ﬁa:l_':?:'l I::‘I:'; I'III:":"I:I wdatior of Evaluation C Accegited Jan 3, 2017
e T . & resdins 207 &

Organizing the Applicant List:
Tagging Applications

If your institution allows it, you can add and create tags to attach to an application. Tags are bits
of text you can use to help identify, sort, and mark applications.
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1. With one or more applicants selected in the list, click the "Tag" button and select an
existing tag or create a new one

2. By default, tags will appear listed in the applicant table (See below for instructions on
configuring the columns displayed in the list)

APPLICANTS noi1) | Saved Views °|| Columns » ‘

(e ) D B - [
Response due
APPLICANT NAME = DATE UPDATED = TAGS MY OVE
Sandra
James Grimm Wrong Degree
Ph.D. - Doctor of Philosophy , Demo Apr 28, 2016 I EVALUATED | x ” RESPONSE DUE | x” SANDRA | x ] \ Drat
University
Evaluated
Add new tag

Filtering the list of applicants

Click the "Filter" button at the top of the list to open a set of options for filtering the list. You can
filter the list of applications by data points including highest degree earned, application status,
tags, ratings, or completion status.

APPLICANTS (30f3) Filter = Saved Views w Columns
HIGHEST DEGREE EARNED: TION STATUS: TAGS: COMPLETE
Ph.D. - Doctar of Philoscaly Sharlist Response due Pl ve: Mo Archived
Sandra
Wiang Degres MY RATING:
L e rating
Ewalisated

D) - | oo

€ The list will be filtered according to your settings and the filters will appear above the
list.
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Note that you can easily remove the filters you add either one at a time, or by hitting
the button taged "Clear Filters."

APPLICANTS (303

HIGHEST DEGREE EARMNED: APPLICATION STATUS: TAGS:
"] PhD. - Dector of Philasophy [ Shaortlist Fesponse due

Sandra

[ Wreng Degree
[) Draft

[} Evaluated

| responsEDUE | x || sanora | x ]mm

APPLICANT NAME & DATE UPDATED 2 TAGS
0 Bing Boland jun 30,2016 | oaarr | = || mEsponsEDUE | x |
Lo [monaorae [+
Jarmes Grimm
O Ph.D. - Dector of Philesephy . Demo Apr 28,7016 [ EvawuateD [ = || AEsPoNsEDUE | ® ]E
. University

. [ SHORTLIST )
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Saving views of the Applicant list

Click "Save"

APPLICANTS (10f1)

HIGHEST DEGREE EARNED: APPLICATION STATUS:
M.M. - Master of Music L] Interview

Offer Pending

] Shortlist

rd

[ MM, - MASTER OF MUSIC ] x ][ OFFER PENDING ] * ]

APPLICANT NAME = DATE OF INITIAL SUBMISSION

Joshua Snow
M.M. - Master of Music , Hott

University

Mar 15, 2016 at 12:00 AM

OFFER PENDIMNG

Enter a name and click the check mark

APPLICANTS (1of1

HIGHEST DEGREE EARNED: APPLICATION STATUS:
M.M. - Master of Music | Interview
| Offer Pending
Shortlist

[ MM, - MASTER OF MUSIC |" ]m- /

q Masters Degree
L APPLICANT NAME ] — D

Joshua Snow
M M. - Master of Music , Hott

Liniversity

Mar 15, 2016 at 12:00 AM

OFFER PENDING
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Click "Saved Views" (to the right of the page) to recall the view of the list
using the filters you have set

APPLICANTS Gef3) = Ee

g

HIGHEST DEGREE EARMED: APPLICATION STATUS: TAGS: ;
PhUD, - Doctor of Philosopiy Shortls Response due o g
@ sea Evaluated by Sancy o

Whong Degree MY RATING:
Craft

Evaluated

no rating

APPLICANT NAME = DATE UPDATED = TAGS MY OVERALL RATING

P_.I""Eijﬂlal‘!d i A0 201K

Customizing the columns of information that display on your view
of the applicant list:

Click the "Columns" button to the right of the page and select the columns
of information you want to display

The default columns that will display are applicant name, date updated, tags, and overall
average rating (if enabled). You can add columns for complete status, date submitted, highes

degree earned and highest degree date, and your overall ratings. Note that you can restore the
default columns at any time.

¢ You can also add answers to custom form questions as column headers in the display.
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TAGS: Colurnns Restore Default
Response due
Sandra

Wrang Degree

Draft -~
Evaluated Date Updated

My Owverall Rating
| 3 Tags
~

TAGS Complete

Date of Initial Submission

Highest Degree Date

[ DRAFT H RESPONSE DUE H WRONG DB m

Searching the Applicant list and saving searches:

Enter a keyword in the box to search the list.

Associate Professor of Orthodontic Dentistry 2] 1]

College of Demigtry

Dypens: Jan 31, 2016 | Closes: un 24, 2008 Accepting Applications ~ w

APPLICANTS (3of3) Add Filter = Saved Views s Columns
APFLICANT NAME = DATE OF INITIAL SLUBMISSION § DATE LFODATED £ MkaHES T LDELHEE DalE LABELS
Jeshua Snow
M.M. - Master of Music . Hott Mar 15, 2016 at 1:00 AM A et May 2015 —
. = 1200 AM T RESPOKSE DUE 6/
LUiniversity —_—
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The results display and the search term appears above the list

APPLICANTS ot

LD so | ciowFes

Add @

APPLICANT HAME =

Joshua Snow
M.M. - Master of Music , Host

University

CFFER PENDING

W03 -

DATE OF INITIAL SUBMISSION =

Mar 15, 2076 at T1:00 AM

-
Filter 2=

DATE UPDATED & HIEHEST DEGRE

Mar 15, 2006 at

{21400 AM May 205

Click "Save" to save and name the view of the list filtered

according to your search results

o o

APPLICANTS e
CEEY] So | GesFiten |

APPLICA =

joshua Srow

MM, = Master oF Music , Holt Mar 15, 2016 a1 12-00 AM

LIrPasrsity

CFFER FEMDING

100 =

AR TIE LIF INIT AL S a M i

e

=£ Hott

2 WTE UPDATED &= HIGHEST IDEL
Mar 15, 2016 at
May 2015
T2:00 AM
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Enter a name for your view and click the check to save it

APPLICANTS o1 m o

AR - INITIAL SLIBMISSION = DATE L'PDETED S HhHEST DELH
Joshua Snicw
- Mot e Mar 15, 2016 at
LML Minrer R < Mott 15, 2016 at 12:00 AM May 2015
Sdversity 1200 AM
100 -

Click "Saved Views" to the right of the page to recall the saved
view of the list

Hott ‘ Saved Views v | ‘ Columns w
Rewviewed by Becky o
ABD il
Masters il
DATE UPDATED = HIGHEST DEGREE
B/16 List il
Hott University m

Mar 15, 2016 at
12:00 AM

May 2015 RESPONSE DUE 6/1 ]

Setting the pagination of the applicant list

€ By default the list displays 25 applications at a time, but you can set the pagination to
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display 50, 100, 200, or all applications. Look to the bottom left of the page to set the
number of applicants displayed at one time.

Franklin Minicz Jul 5, 2016

® 2016 Interfolio, inc. | Support

¢ Remember that changes you make to the filters, columns, searches and pagination will
be remembered during your session. To save the searches and filtered views of the list,
click the "Save" button and give the current view a name.
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