Submitting a dossier through Interfolio

***Do you prefer to see what a well-prepared dossier looks like, rather than reading this document? Email
faculty-personnel@brown.edu and we will give you access to our template dossier***

All Tenure, Promotions, and Appointments Committee (TPAC) dossiers must be submitted through Interfolio
Promotion and Tenure. Below are instructions for submitting material. We anticipate that these instructions will
be updated as Interfolio develops new functionalities.

Preparing the dossier

Review the information on the Dean of the Faculty’s Faculty Review and Promotion webpage
(https://www.brown.edu/about/administration/dean-of-faculty/tenure-and-promotion). Use the TPAC
Dossier Preparation Guide (a pdf link on the webpage) to determine what documents will be required
for each type of faculty action. Make sure to read the very helpful Instructions for creating teaching
reports document!

Ideally, each component of the dossier should include only one document. For example, #10. Letters of
Recommendation should be a single pdf that includes all of the letters, not individual files.

Helpful Tip: If you bookmark* each letter of recommendation in the pdf with the letter writer’s last
name and institution, that helps TPAC when reviewing the case. For example: “Smith, Harvard” “Jones,
UCLA”. It is also helpful to bookmark #14 Publications and #15 Course Evaluations, if you have many
pages in either document.

Helpful tip: While it is possible to upload different types of documents, including Excel, Word, and PDFs,
PDFs are still the quickest to upload and using them ensures that the document is not easily modifiable.

*see last page for instructions on bookmarking documents

Uploading the dossier

Sign in to Interfolio (www.interfolio.com). On the landing page, you will see your candidate(s) names.
Click on the name of the candidate, which will take you to the page where you can add documents.

Click “Add File” in the Committee Documents section (see illustration below) and a pop-up screen will
allow you to upload the document. For the document name, always enter the checklist number first (for
example, “6. CV”). Don’t forget to save the document before closing out of this view.
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e When you have uploaded all the documents, you can re-order them by clicking and dragging them into
place. The new order will save automatically. You can also delete and replace documents.
Helpful tip: Note that you can only delete those things that you have uploaded, you cannot delete
something someone else has uploaded. Contact Anne Windham or Eva Neczypor if you need to delete
something that was added by another person.

e Helpful tip: Once you have uploaded all of the material, be sure to preview it in the Read view (click on
Read Case, see illustration below). This is how TPAC sees the material. Check that all pages are legible
and in order—particularly make sure the tabular summary of teaching (in section #5, Information on
Teaching) is clear and that the columns have not broken up over a number of pages. If that happened,
read the Instructions for creating teaching reports on the Faculty Review and Promotion page and re-
run the report!
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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 candidate will be able to replace or delete any files in an unlocked section before they submit.

Internal Sections

These sections are available to committee members reviewing the case and cannot be viewed by the candidate. Please note that some materials added to internal sections can be shared with the i by an i or

manager.
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e Once the case is complete, click the Send Case button. The Pop-up screen will show what committee is
receiving the case next, and you have the option to send it forward with or without a message (see
illustration, next page).
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Send Case Forward X

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

to the case:

Psychoceramics admin | 4 members

The following reviewers will gain access to the case:

CFED | 9 members

end a message to the reviewers gaining access.

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

Click this button and you can forward the case without
Subject * having to send an email message to the next committee

Message *

@ @ B 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,
Anne Windham

e Sending forward cuts off your access to the case (it will disappear from your home page), and forwards
it to the next stage (usually DoF Office). If you need to add or change something after you have
submitted it, just ask us and we can restore your access!

Questions? Contact: Anne Windham, anne_windham@brown.edu

Eva Neczypor, eva_neczypor@brown.edu
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How to add or remove bookmarks:
You need Adobe Acrobat to create or delete bookmarks. When you open the document in

Acrobat, you will see a navigation pane on the left if the document has active bookmarks.
The ribbon icon is the bookmark button. When you click on that. ..
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JOSIAH S. CARBERRY

Assistant Professor
Department of Psychoceramics
Brown University

Box 1764

Providence, R102912

Education

Ph.D., 2005, Brown University

Dissertation: Early lonian Pottery Fragments from Corinth and the Implications for Trade
Route Disruption in the Later 6" Century B.C.

M.A.. 2002. Yale University

B.A., 1998, Amherst College

Professional And Academic Appointments

July 2007 to present: Assistant Professor, Psychoceramics, Brown University

July 2005 to July 2007: Postdoc, Numismatics Department. University of California, San
Diego

June 1998 1o June 1999: Curatorial Intern, Department of Cracked Pots, British Museum

Publications

a. Books
i. Single Author
Cracked Pots, Broken Dreanis: Evidence from the Corinthian Agora of a 6" Century
Siege, Leading to the Fall of the City. Little Known Press, 2013,
ii. Edited
Psychoceramics. Co-edited with Bruno T. Bahr. Respectable Press, 2010

b. Articles

... you will see the bookmarks. To remove the bookmarks, click on the trash can icon. To add
them, click on the icon to the right of the trashcan (the ribbon with a +)
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