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Approving Positions in Interfolio 
1. Click “Review Position” in the email notification that you receive. If you lose track of the email, follow the steps 

below in 1a.  

 

a. If you lose track of the email, you can login to Interfolio at https://home.interfolio.com/31697 or by 
selecting “Interfolio” under Faculty Administration in my.med.  
 

 

i. The position requiring approval may be listed in the “Your Action Items” section. If so, click the 
name of the position.  

1. Alternatively, click “Positions” on the left.  
2. Click the name of the position you need to reviews 
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2. Review Position Details 

 

a. Note – You are able to edit the position details if you do not want to send the position back for 
something minor. 

i. Click “Edit”  
ii. Update the necessary information. 

iii. Click “Save and Continue” at the bottom of the page to save any updates.  
iv. Navigate back to Step 1 above to access the review and approval portal.  

  

Step 2 of 2: Diversity Search 
 



3 

3. Review Required Documents and Committee Members 

 

a. Note – You are able to add additional required documents or edit the committee membership if you do 
not want to send the position back for updating by the faculty coordinator. 

i. Click “Edit”  
ii. Update the necessary information. 

iii. Click “Save and Continue” at the bottom of the page to save any updates.  
iv. Navigate back to Step 1 above to access the review and approval portal.  
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4. Approve or Send back the Position 

 

a. If you approve the position, select “Approve.” A personalized message is not required, and click “Send.” 

 

b. If you send the position back, please be sure to send it back to the “Position Creator”, and include a note 
about what needs to be updated.  
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