Interfolio File Status Report

1. Access AP Data by clicking the AP Data tab in APOL Review or directly at the following link:
https://academicaffairs.ucsd.edu/Modules/APS/Admin/Input.aspx
2. Click on the “Reporting Tool” button located to the left of the employee lookup search bar.
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Some information on this page is synchronized with the system of record (PPS). Those fields are not editable on
Unit 18 this page for existing employee records, and any comections should be made in PPS.

3. Select “Interfolio File Status” from the Presets menu.
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You may use this report for general information on academic employees in your unit(s).

Records displayed with a gold ind exist in PPS, but corresponding records do not exist in the APOL database. You may click the "Add" link to add an employee
to the APOL database. Click "View” to see the data currently stored in the APOL database for that employee. An initial check will be done to see if any changes have
been made to that person's PPS record, and any updates will be automatically made in the APOL database. You may experience a slight delay while this validation
oceurs.
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4. The default report will contain a list of all files currently in progress within the units that you have an assigned
role in. You may refine the report by filtering the results based on template type, workflow step, and status.
Results can also be exported into an excel worksheet for further manipulation.
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Case D |FirstName |LastName | Unit Template Workflow Step |§nlu| 1 Last Updated
Filter report by Template 21275 |Kamiss  |Everdeen |TestDepartment | EVC Authorty | Dean Review | Dvisionst Review | 117302017 10:11 P
template type,
workflow step, P——— ) 2185 |Remy LeBeau | TesiDepanment |EVC Authorty | Notiy Dean of Final Outcome | As Froposed | 11/302017 10:11 PM
and status 21291 | Jenna Lucius TesiDepanment | Dean's Authority As Proposed 1173002017 10-11 PM
22492 |Pests Melark | TestDepartment | Dean's Authority
Workflow Step 2495 |Hany |Poter TesiDepertment | Dean's Aunorty | Dean Review + Declsion | Diisiansl Review | 11302017 10.41 P
21816 | Candidate | Test TestDapariment | EVC Authoriy | Department Review (Secondary)
Al workflow steps . 21487 |Charles | Xavier | TestDepartment | EVC Authorfty | Dean Review
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