
Publishing and Storing your External Ad Publications 
Once your position has been approved by your DSA, and the link is live and the position status has been set to 
“Accepting Applications”, you will need to publish the position according to the appropriate search guidelines, and then 
attach copies of the ad posting to the position in Interfolio.  

All positions in Interfolio will automatically be posted to Inside Higher Ed, the Higher Education Recruitment Consortium 
(HERC), and Diverse Issues in Education (Diverse Jobs). You will not be required to post to any of these locations, and 
you will not be required to obtain copies of these postings.  

As a reminder, beginning in academic year 2019-20, position posting guidelines are as follows: 

• Tenure, CE, and Research positions – required to post in at least one national journal specific to the discipline 
• AC and Academic Support Staff– no additional national journal publications required 

 
1. To get the ad language and application link 

a. Find the position in your list of positions 

 

b. Click “Position Actions” and then click “View position details.” 

 

c. Here, you will find the position URL and description. All of the text in the “Position Description” section 
must be utilized for any external publication. Please note the location of the position title.  

https://careers.insidehighered.com/
https://www.hercjobs.org/
https://www.hercjobs.org/
https://jobs.diversejobs.net/


 

2. Once you have posted your position to journal(s), follow the steps below to attach copies to the positions. 
a. Click the position in your list of positions 

 



b.  Click “Position Actions” and then click “Edit Position.” 

 

c. Click “Internal Notes”  

 

d. Scroll to the bottom and click “Add File.” Here, you will attach a copy of each of your external 
publications (to national journals, diversity journals, job boards, etc.).  

 

e. Title the “Attachment Name” the name of the publication, and attach a copy of the posting. Click “Save.” 



 

f. Repeat the above steps for all external ad publications.  
g. When finished, click “Update.”  

 

 


