Reviewers RTP Guide:
How to Access Candidate ePIF and ePAF

Accessing Professional Information File (ePIF)

This section provides information about how users and committee members access the ePIF.

Step 1: Go to www.Interfolio.com, click on Log In
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1 interfolio Products~ Services~ About Us~ Resources~ News & Eventsw GetaDemo ) Login Q Search

from Elsevier

Step 2: Select Sign in with Partner Institution and search CSUN from drop-down menu.

Sign In

Sign in with email Other Sign In Optionsl

Email * Sign in with Partner Institution |
G Sign in with Google

Password *

Forgot your password?

¥ interfolio

Sign in through your institution

If your institution has partnered with Interfolio to provide Single Sign-On, search for

your institution name in the box below.

q California State University-Northridge Q
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Sign in with an Interfolio account »




Step 3: Sign in with CSUN user ID and Password.

SkipNav | Accessibility | Calendar | Directory | AtoZ | Webmail

CSUN e

IT Help Center ‘ IT Services Training IT Policies | Information Security ‘ About IT
Navigation Login Need Help?
Forgot My Password Enter your user ID and password. New applicants should enter the email CSUN Users
Forgot My User ID address and temporary password that you received from the University. IT Help Center
For increased security, your connection will expire after 27 minutes of Chancellor's Office Users
inactivity. CSU IT Support
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Step 4: Select your Institutional Account (CSUN).

o interfolio

Hi Candidate,

Where do you want to go?

Step 5: Select Cases under Review, Promotion & Tenure on the left-hand navigation bar.
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Step 6: You will see a list of cases that are available to you. Click the name of the Candidate to view case
materials (Candidate’s Packet will includes the ePIF).
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Step 7: The Candidate’s Case automatically defaults to the Case Materials tab. You may read ePIF
materials submitted by the candidate under “Candidate Packet” clicking Read Case.
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ePAF REVIEWER CERTIFICATION

All Reviewing agencies (Chairs of Personnel Committees, Department Chairs, and Deans) are required to
complete the PAF Reviewer Certification Form via Interfolio to certify that you have accessed the
Personnel Action File.

Step 1: Select the ‘Case Details’ tab in the candidate’s packet.

California State University-Northridge > Cases >

Jane Doe (Test 3)

Unit Template Status

Communication Studies Test - Retention, Tenure and Promotion @ 4th Year - Early Promotion and Early Tenure change

Case Materials  Case Details o

Reviewing as
Test Department Chair change

wv Instructions
By January 22, 2021 or earlier, the Department Chair will make available to the candidates their recommendations on prometion, and on retenticn, tenure, or notice of a
terminal year. Please upload the personnel decision letter to the "Case Details" section after the 10 days from when the candidate was emailed the decision letter. After

uploading the letter, the Department Chair is required to complete the Filled Out Form (in the forms section), and enter a recommendation. Do not enter a vote in the Voting
Results section below. The PAF Reviewer Certification form must also be completed and submitted. This must be completed by February 1, or earlier. Forward the case by

clicking "Send Case" to next reviewing agency. For step by step instructions please click here.

Step 2: Under the Required Items section, click on Fill Out Form to complete.

s Required Items

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. Forms must be

completed by the assigned user, however a Committee Manager or Administrator can select to omit the form as a requirement for a user.

Add

Department Chair Review Letter

No files have been added to this section.

Forms
Form Name Assignee Actions
Recommendation for 3 to 6 Year and Promotion candidate 1 (You) Edit Submission
1 required questions

candidate 1 (You) Fill Out Form

PAF Reviewer Certification
3 required questions , 1 missing responses

7



Step 3: Click the check box, enter initials, enter date, and submit form.

PAF Reviewer Certification

PAF - Reviewer Certification/Acknowledgement
As a reviewer of the RTP Candidate Personnel Action Action File (PAF) and to remain in compliance with Section 600, Administrative Manual, please certify that you have reviewed the PAF by
checking the box below and entering your initials.

- Please check the box to complete requirement

Please enter your initials in the field below. *

Please select today's date.
Date

/

Save Responses Cancel




Accessing Personnel Action File (ePAF)

This section provides information about how users and committee members access the ePAF they have
been granted access to.

Step 1: When you are granted access to an ePAF, you will receive an email like the following which
contains a Box link to the ePAF. The email will also indicate when the access will expire.

EiReply E2Reply All £} Forward GEIM
Wed 9/8/2021 3:22 PM I
ON  no-reply-onbase@csun.edu
DEVELOPMENT: Access to ePAF for Mickey Mouse Granted
T €
Cc ¢

Dear Candace X
Access to Mickey Mouse’s ePAF has been granted.
Please use the following URL to access the ePAF via CSUN Box. You will be prompted to login to CSUN Box when you select the link. The link will be valid fof 28 days gnd will expire automatically at that time.

https://mycsun.box.com/s/znagb

Thank you.
Office of Faculty Affairs

Figure 1: ePAF Access Email

Step 2: You will select the URL. This will open a browser and prompt you to login to Box using your CSUN
credentials.

Part of myCSUNbox?

myCSUNbox uses your network credentials to If you are not a part of myCSUNbox, continue to

lagin to Box. Continue to login to Box through your log in with your Box.com account

network.

Continue Not a part of myCSUNbox

Welcome to myCSUNbox

Use myCSUNbox to store, share, and access coursework, instructional material, and other university files from
anywhere, on any device, at any time

Remember: Do not store confidential data (e.g. Social Security Numbers, Credit Card Numbers, and medical

information) in myC SUNbox. For more on what please visit
https:ffuww.csun.edulit/protected-data
Figure 2: myCSUNbox Screen
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Navigation
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Training

Login

Forgot My Password
Forgot My User ID

Enter your user ID and password. New applicants should enter the email
address and temporary password that you received from the University.

For increased security, your connection will expire after 27 minutes of
Inactivity.

Figure 3: CSUN Login Screen



Step 3: Once you have logged into Box, the ePAF will be displayed. You will only have access to view the
ePAF from within Box. You cannot download it or share it with others.
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Figure 4: Example ePAF Displayed in Box

Other Notes

You will also be able to see the ePAF folders and files when you directly login to Box, as shown in

the screen shot below. You have exactly the same level of access when viewing the files this way.

B All Files | Powered by Box x|+ &
&« © QO A httpsy/mycsun.app.box.com/folder/
mx Q_ Search Files and Folders =
& AllFiles All Files -
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_— .
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M7 BoxintegrationTesting Jul 16, 2019 by Someone 4 Files
VPAT Oct 25, 2018 by Onbase Team 0 Files

Figure 5: ePAF Folders in Box All Files List

If you are setup for Box Drive, the ePAF folders will also appear in that location. However, you will

not be able to access the folders and files this way due to the restrictive permissions granted to
them. If you attempt to open the ePAF file from Box Drive, you will see the following error

message in Adobe Reader. You should use the URL provided in the email or login to Box online to
access the ePAF files instead.




Adobe Acrobat

. Adobe Acrobat could not open 'ePAF for Sep 24 2021 -
9754782.pdf' because it is either not a supported file type or because the file has
been damaged (for example, it was sent as an email attachment and wasn’t
correctly decoded).

To create an Adobe PDF document, go to the source application, Then print the
document to Adebe PDF.

Figure 6: Adobe Error Message in Box Drive

e Once your access expires, the URL to the ePAF will no longer work and will show the following
message. Additionally, the folders and files will no longer appear in your list in Box or in Box Drive
once OnBase has deleted them.

This shared file or folder link has been removed or is
unavailable to you.

Think it's a mistake? No worries: Just email the owner or get in touch

with Box support. We're here to help.

Get Help

Figure 7: Box Link Unavailable Message

o **Reviewers will still complete ePAF certification in Interfolio. (Please refer to ePIF section page 4
for instructions on how to complete the form.)

PAF Reviewer Certification

PAF - Reviewer Certification/Acknowledgement
As a reviewer of the RTP Candidate Personnel Action Action File (PAF) and to remain in compliance with Section 600, Adminisirative Manual, please certify that you have reviewed the PAF by
checking the box below and entering your initials.

Please check the box to complete requirement

Please enter your initials in the field below. ~

Please select today's date. *
Date”



