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This will then bring you to your homepage where you will see any cases you have opened and are

active.

You will then want to navigate to your “Cases” Tab on the left-hand side of the screen to begin
the process of “Creating a Case” and submitting the offer letter for review.
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Administration
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Your Files Are Ready to Download
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1. Click “Cases” 2. Click greate
Case

Add New Case

Selected Candidate = 3. Search &

Offer Letter User .
Choose Candidate
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from List

Change selected candidate

Will the candidate be involved in this evaluation? *

This setting cannot be changed after this step. Learn more about candidate involvement.

@(es, the candidate will be involved during the case.
No .
O 4. Click “Yes”

Unit for Case *

Please select an organizational unit for this case.

Department of Anesthesiology

5. Choose your department
6. Click “Confirm” Cancel



CHOOSING THE TEMPLATE

Home B *Professor - Investigator Track (COMMITTEE) Preview
Review, Promotion and Tenure Investigator Track Promotion to Professor
Cases B *Associate Professor - Educator Track (COMMITTEE) Preview
Templates Educator Track Promotion to Associate Professor
e Scroll through
Administration B *Professor - Educator Track (COMMITTEE) Preview
the templates Reports Educator Track Promotion to Professor
Users & Groups B *Associate Professor of Clinical - Clinical Practice Track (COMMITTEE) Preview
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ones that begin
With ¢ Offer B Offer Letter - Persons under Professional Service Agreement (OLA / Raiford / Moore) Preview

Use this template for review of Professional Service Agreement (PSA)

b2
Letter B Offer Letter - Appointment of Faculty Physicians (Penn/ Moore) Preview

Use this template for offer letter reviews that include requests for physicians to be appointed to the faculty, regardless of track.

. . Offer Letter - Research Track vs. Staff Scientist Appointment (Penn / Pietenpol / Moore) Preview
e Click on the one B

Use this template for offer letter appointments on the research track

that IS rlght for B Offer Letter - Non-Physician VMG members [e.g., Prof Staff w/ Privileges] - (Raiford / Moore) Preview

Use this template for offer letter reviews for all VMG members who are not physicians.

Offer Letter - Exclusively NON-Campus Clinical Practice (Raiford / Moore) Preview

your use case.

Use this template for offer letter reviews for non-faculty, VMG Physicians
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CLICK THROUGH PRE-MADE TEMPLATE
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Creating a Case
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Step Name
Department Administrator Review & Send to OFA

Due Date

Edit Step Details

Reviewers
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Ad Hoc Committee (0)

Manage Members Instructions Required Documents Required Forms  Settings

48 No Members

Add Members

Add Members

Return to Case Review Steps

2 @ No Instructions @ Mo Required Documents @ No Required Forms

m Return to Case Summary

1 Case Information
1 Department Administrator Review & Send to OFA . Delete 2 candidate Requirements
Academic Level: | vumc Departments
3 Internal Case Sections
E Department Admin (0)
@ Includes Instructions @ No Required Documents 1 Required Form o Case Review Steps
5 Case Summary
T dot TITOTTTITatorT
2 Candidate Requirements
3 Internal Case Sections
3 Department Receives Final Letter @ Delete
Academic Level: | vumc Departments o Case Review Steps
Department Administrator (0) 5 Case Summary

First Name

Joey

Reviewers
~ Department Administrator
Ad Hoc Committee (1)
Manage Members  Instructlons  Required Documents  Required Forms  Settings

& 1 Member

n Joey Ingram o

Add Members

Retumn to Case Review Steps

Academic Level

Academic levels manage which administrators and case managers have access at this step.
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Add Committee

Sort By Name w m

Last Name Email

Ingram jo.e.ingram@vumc.org
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Options «




FINISHING UP SETTING UP THE CASE & NEXT STEPS

Click Return to Case
to Upload the Offer
Letter and other
documents for
review

Click Add File to
add the URL to
your word
Document for the
offer letter

Click Add file for
the CV and other
documents to
upload them in
whatever format you

prefer (doesn’t need
to be a URL)

Homa

Cazes
Templates
Administration
Reports

Users & Groups

Case Summary

Case Information

Candidate Requirements

Inst

ns to the Candidate

> Candidate Documen ts

internal Case Sections

........

Creating a Case

1 Case Information

2 Candidate Require

3 Internal Case Sectl

ments

iong

Offer Leﬁer Userﬂ

saytd  Unit

Add File

Upload

clude lini

na new tab. For m

ks 1o

ore information see the article Link to Webpages

sier materials. When a reviewer clicks the link, the webpage will open
in Your Dossler

Title *

Test Offer Letter v ‘
URL*

ity =365-n t i :/g/pe I ] mé_org/ElnsBl-wlERGoaMyEGGhuQBBqDIpa ‘
Description @

Please see the at

tached offer letter. This is where any information

Department of Dermatology
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Search case materials by title
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w Candidate Documents @

Offer Letter 1 required
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Template Status
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& Download £ Share ©f Settings B Move
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GETTING URL TO UPLOAD

e Go to OneDrive
either online or on
your hard drive.

* Find your document
& Right Click

e (Click Share

* Change “People you
specify can edit”

* To “People in VUMC
with the link”

* Click to Copy the
URL

e Paste the URL into
the URL box on the
previous slide.

Link to 'davisk Off...etter.docx' copied
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SEND THE CASE FORWARD (TO YOURSELF)

Vanderbilt University School of Medicine > Cases >

Offer Letter User

Unit Template
Department of Health Palicy

Case Options v

‘ Send Case v '

Candidate
Notify Cag

Offer Letter - Appointment of Faculty Physj Forward to

Moore} Department Administrator Review & Send
o OFA
Case Materials Case Details
Search case materials by title
o
O © ExpandAll @ Collapse All & Download [ Share % Settings = Move

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.

~ Candidate Documents @ (2]
Offer Letter 1 reguired

Title Details Actions

Fill in Subject Line (You will receive a
notification in your inbox because you
are sending it to yourself.)

Send Case Forward

Great job! You're sending the case forward to the next step, Department Administrator Review & Send to OFA. 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 Admin | 1 members

Send a message to the reviewers gaining access.

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

Test Offer Letter )

Message *

@ @B T

Dear committee members

This cases 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,
Joey Ingram




FILLOUT THE OFFER LETTER FORM REGARDING THE CANDIDATE

Go to the Case
you just created

Click Case
Details

Click “Fill Out
Form”

Enter all required
information &

Click “Submit
Form”

Offer Letter User

« Instructions

Offer Letter Candidate

FFFFFFFF
Middle Initial or Name
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Farms
Foem Mama

Ofter Letter Candidate

eeeeeeee

Status




SEND THE CASE FORWARD TO THE REVIEWER

Vanderbilt University School of Medicine » Cases >
Offer Letter User

Unit
Department of Health Policy

Case Materials Case Details

Reviewing as

Department Admin

v Instructions

Forward to

Template Offer Letter Committee Review

Offer Letter - Appointment of Faculty Physicians (Penn

Moore)

Send Case v

Fill in Subject Line and edit any
information you would like to in the
body of the email and then click
“Continue”.

Send Case Forward

Great job! You're sending the case forward to the next step, Department Administrator Review & Send to OFA. 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 Admin | 1 members

Send a message to the reviewers gaining access.

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

Subje

Test Offer Letter

Message *

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,
Joey Ingram




ONCE YOU
HAVE SENT
THE CASE
FORWARD YOU
ARE FINISHED,
THEN THE
CASE WILL BE
SENT BACK TO
YOU WITH
NOTES.

Feel free to reach out
with any questions!

Joey Ingram
jo.e.ilngram@vumc.org
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