
Feinberg Faculty Portal: Faculty Performance Review 
Guide for Department Chairs/Division Chiefs to Record Performance Feedback 

Last updated: 2/13/2025 

1. Open your web browser and log in at this link using your netID and password: https://iam-api.interfolio.com/
users/sso_redirect?tenant_id=29056&redirect_url=https://home.interfolio.com/29056

2. Click on Administration > Administration > Approve Faculty Input

3. The next screen lists workflow processes you can see based on the units and faculty you have access to. If you
have access to more than one workflow process, read the titles carefully to select the correct process to take
action on.

a. In the actions column, click on the eye icon to drill into that process and advance to the screen where
you review individual faculty submissions, record your feedback, and ultimately approve the review.

b. In the actions column, click on the envelope icon to send a bulk email to faculty. You can send a
message to all faculty who have not submitted reviews (useful for reminding faculty of the due date), or
to all faculty who were selected for inclusion in the review process.

https://iam-api.interfolio.com/users/sso_redirect?tenant_id=29056&redirect_url=https://home.interfolio.com/29056
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c. In the table, you can click on a column header to sort by that column. 
d. By default, the screen shows active review cycles. The general filters at the top of the screen can be 

used to locate prior review cycles (e.g., by selecting an earlier start date). 
 

4. After clicking to view a process (SECTION 3a above), the next screen shows a list of units participating in the 
process. If you only have access to faculty in one unit, this screen won’t provide much more information than 
the prior screen. You might see units listed that you don’t oversee—this would result if you share a faculty 
member with another unit that is also included in the selected workflow process.  In that case, you would not 
have access to all faculty in the external unit but would see only the individuals in that unit whom you share. 
 

a. In the Approve column, press the eye icon to open a list of the faculty from that unit who are included 
in this workflow process. 
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5. Now you see the list of individual faculty who have been included in the performance review cycle you are 
viewing. 
 

 
 

a. If you want to send an email to an individual faculty member, click the envelope icon in the email faculty 
column. (To send a bulk email—e.g., a reminder to everyone who has not yet submitted—see SECTION 
3b above). 
 

b. To generate the CV (or the Performance Review Summary Form), click on the print or pdf icons in the 
CV Version column. 
 

c. To review and record your feedback, locate the View and Approve column and press the eye icon. 
Generally, you will want to wait to do this until after you see that the faculty member has submitted 
their review (which is logged in the Submitted Date column). 
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6. After pressing the eye icon to view and approve a specific faculty member (SECTION 5c above), you enter 
emulation mode, and a red bar at the top of the screen confirms whom you are emulating. 

 
 

a. Click on a section title to expand or collapse the section; alternatively, use the Show All and Hide All 
links to expand or collapse all sections on the page.   
 
The faculty member’s self-evaluation will be recorded in the section called Performance Review: 
Feinberg Faculty Self-Evaluation. If your department asks additional supplemental questions, then an 
additional Performance Review: [Department] Supplemental Questions section will also contain faculty 
responses. 
 

b. To review the self-evaluation submitted, press the Preview button at the top of the screen. This will 
generate the Performance Review Summary Form, which includes the faculty member’s responses to 
narrative self-evaluation questions as well as the list of activities for the review period. Notice that the 
Preview pop-up window defaults to the dates of the performance review period so that activities are 
filtered based on those dates. 
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7. Department Chairs/Division Chiefs should record feedback after having a performance review meeting with the 
faculty member.  

a. Expand the section called Performance Review: Feedback from Chair/Chief. 
b. Press the Add button. 

 

 
 
 

8. Enter responses in the form that opens. Your responses will be visible to the faculty member and available for 
them to refer to over time. 

a. In the Month field, enter the end month of the performance review period. This causes your responses 
to be included on the Performance Review Summary Form for this period. 

b. Required fields are designated with an asterisk; you won’t be able to save the form until you have 
responded to all required fields. 

c. When you are finished, press Save and Go Back to return to the prior screen.  You should fill this form 
out only once (you can return to edit if needed), so don’t press Save and Add Another. 
 

9. Upon returning to this screen, you may wish to press Preview again so that you can see your responses recorded 
on the Performance Review Summary Form as they would appear to the faculty member.   



Feinberg Faculty Portal – Guide for Department Chairs/Division Chiefs to Record Performance Feedback 

6 
 

 
 
If you wish to make edits, expand the Performance Review: Feedback from Chair/Chief section and press the 
pencil icon to make edits. 

 
 

10. When you are satisfied with the review, press Approve. If you need to ask the faculty member to edit their 
responses, you can press Reject to return the form for them to edit and re-submit. 
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11. Press Exit Emulation at the top of the screen to leave this faculty member’s case and return to the list of faculty. 
You will see that your decision is recorded in the Chair/Chief Approval Date column. 
 

 
 
 
 
  
 

 

 

 

 

 

 

 


