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When to Use the LaserFiche Online Appointments System

e All Clinical MD appointments including foreign-trained physician appointments, and
clinical cross appointments

e Junior Promotions (this refers solely to clinical appointments where the applicant is

moving from the rank of Lecturer to Assistant Professor )

e Status-Only Appointments

e Non-budgetary cross appointments

e Adjunct and Visiting Appointments

e Part-time appointments

Note: Tenure, Tenure-stream, Contractually-Limited Term Appointments (CLTAs), and
Teaching-stream appointments are still processed through the university’s TALEO system.
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Introduction to the Components of the Appointments System

The Appointments Workflow is carried out over 5 different, but inter-related modules. These
will be described in more detail as we go through the Appointments workflow, but the
following is a brief description of the role each application plays in the system.

e Appointment oEdit / Accept * DAC and

Categories eClinical MD Web Applications « Approval Hospital Access
eDocuments ¢ Other Academic eDepartmental Process to Dossiers
Reatiired eSupplementary Data Management

Guide to Academic Documents

Web Forms Read-Only
Appointmens Manager Portal

1. The Guide to Academic Appointments (http://aca.med.utoronto.ca/) will guide you, in a

step-by-step process, to the correct appointment category for your candidate and will show a
list of the documents required in each appointment category’s application package. The Guide
also contains links to online application forms and to other helpful information.

2. An appointment candidate (or their agent) may apply for an academic appointment AND
submit many of the required documents for the appointment by using the Online Application
Forms and the Supplementary Document Submission form. Links to these web forms are listed
below but they can also be found in the Guide to Academic Appointments. Their URLs may be
bookmarked or placed in other information pages for quick access. Submission and subsequent
acceptance of an online application form triggers a sequence of events in LaserFiche that result
in a dossier (folder) being created for the applicant and the insertion of any documents
attached to the application form into that dossier. There are 2 online applications forms, one
for clinical MD appointments and one for non-MD appointments.

The Supplementary Document Submission form is used to submit supplementary documents to
a dossier that has already been created (i.e. through the acceptance of an application form).

Here are the URLs for the forms:

Application Form for Clinical MD Appointments:
http://documents.med.utoronto.ca/forms/clinical
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Application Form for Other Academic (non-MD) Appointments:
http://documents.med.utoronto.ca/forms/nonclinical

Form For Submitting Supplementary Documentation:
http://documents.med.utoronto.ca/forms/appointmentdocs

3. WebForms Manager: Using the Online Forms Manager
(http://documents.med.utoronto.ca/forms), the Departmental Coordinators (DCs) can review

the submitted applications forms, correct them if necessary, add information to the form,
reject, or accept a form. When an application form is accepted several functions begin, not the
least of which is the automatic creation of a dossier for the candidate in LaserFiche document
system. All of the functions that take place when a form is accepted are described in detail in
The Appointments Workflow section of this manual.

4. lLaserFiche: (http://documents.med.utoronto.ca/laserfiche) LaserFiche is the central

document management system for this project. LaserFiche is configured to allow key staff
members (e.g. department coordinators, Human Resources staff and the Dean or the Dean’s
representatives) to route application packages through an approval process. It will accept,
store and display documents for an appointment candidate, create unique ID numbers, allow
changes to the access rights on document sets, record workflow events, create personalized
Letters of Offer (if desired), and send notification e-mails, with attachments, to various
stakeholders throughout the approval process.

5. Read-Only Portal: The Read-only Portal (http://documents.med.utoronto.ca/appointments)

allows persons who are not licensed to use the full version of LaserFiche to view the documents
in a candidate’s dossier. It is used as part of the approval process mentioned above. The
department coordinator can control when documents become visible on the Read-only Portal,
and to whom. This portal will be used by members of Departmental Appointments Committees
(DACs), Hospital Coordinators (HC), and by members of the Faculty Appointments Advisory
Committee (FAAC) to view the contents of a dossier.
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Which Modules Do I Use

Guide to Academic Appointments

Everyone

Online Applications / Document Submission

Applicants (or their Agents)
Department Coordinators (DCs)
Hospital Contacts (HC)

Web Forms Manager

Department Coordinators (DCs)

LaserFiche Appointments System

Department Coordinators (DCs)
Human Resources Reviewer (HR)
Dean / Vice Dean / Chair of FAAC

Read-Only Portal

Departmental Appointments Committee Members (DAC)

FAAC Committee Members
Hospital Coordinators (HC)
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Logging in to the Modules of the Appointments Application

1. The Guide to Academic Appointments (http://aca.med.utoronto.ca/) requires no login; it is

open to the public.

R
% UNIVERSITY OF TORONTO
y FACULTY or MEDICINE

pivs

Start Appointments Guide View Appointment Policy Map View Concurrent Appointments Map Forms Legin

Step-by-Step Guide to Applying for an Academic Policies Governing Faculty
Appomtment Appointments

Clinical Faculty Policy 4{—3}»
This Guide includes a series of questions that, when answered, will assist in determining the University Academic %

appropriate appointment category for an individual interested in applying for an academic Policies and Guidelines

appointment in the Faculty of Medicine.t also provides information on the

submission/approval/renewal policies for each category. Go Directly T
o Directly To...

Academic appointment categories in the Faculty of Medicine are governed by either the Clinical Faculty Clinical Faculty Appointment

Policy or specific University of Toronto demic policies and guidelil

Categories
The approval pathways for appointments and the documents a candidate must submit vary greatly University Faculty
depending on the policy under which the appointment falls, as well as the category and rank of the Appointment Categories

2. Web Submission Forms: The Application Forms do not require a log in. The Supplementary
Data forms do not require a log in, but they do have a required field for the unique ID number
of the appointment candidate. This unique ID is generated when an application form is
accepted by the department coordinator, causing a dossier to be created in LaserFiche.

3. Forms Manager: (http://documents.med.utoronto.ca/forms). Only the Departmental

Coordinator (DC) has access to the WebForms Manager. You will be prompted to log-in. Your
username is dexxx where xxx is your departments Org unit. For example: dc999. Password (to
begin) = password.

Laserfiche Forms”™

Sign In

Username

doxxx

Password

password

@ Remamber me
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If you have questions about your login and password, you may contact Libby Shirriff

(Libby.Shirriff@utoronto.ca), Donna Deak (d.deak@utoronto.ca) or Tery van Taack

(tery.vantaack@utoronto.ca) in Human Resources.

4. LaserFiche: (http://documents.med.utoronto.ca/laserfiche).

The Department Coordinators (DC), the Human Resources Coordinators (HR), the Dean, the
Vice Dean of Clinical Affairs, and the Chair of the FAAC will use a web-based application (web
client) to administer the Academic Appointments process.

For Department Coordinators, your username is dexxx where xxx is your department’s Org unit.
For example: dc999. Your password, initially, is password.

Human Resources staff, the Chair of the FAAC, the Vice Dean of Clinical Affairs and the Dean of
the Temerty Faculty of Medicine will be individually informed of their usernames and
passwords.

You can access the LaserFiche web client by entering the URL above into a web browser from
any computer that has access to the internet. For those of you familiar with our LaserFiche
system for Promotions, this is an oft-used website. However, you will select a different
repository (Appointments) and use a different login name and password. It may be a good
idea to save this URL in your browser’s favorites to save you from entering it in every time
you’d like to access the Academic Appointments system.

Repaository

I Appaintments bl I

User name

5. Read-Only Portal: (http://documents.med.utoronto.ca/appointments).

The Departmental Appointments Committee (DAC) will log in to the read-only portal using the
username = dacxxx where the xxx is your department’s Org unit. For example: dac999. The
password, initially, is password.
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Log in to Appointments

http://documents.med.utoronto.ca/appointments
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The Appointments Process

Step-by-Step:

a. The Guide to Academic Appointments is open to the public; any qualified individual with an
interest in an academic appointment can work through the Guide to find the appointment
category appropriate for them and the documents required in an application package.

038

TEMERTY FACULTY or MEDICINE
2 UNIVERSITY OF TORONTO

@

Home Primary Appointment Map Concurrent Appointment Map Changes to Existing Appointments Links and Templates Contacts

Step-by-Step Guide to Applying for an Academic Appointment FOliclifyS Governing
acu
Appointments
This Guide includes a series of questions that, when answered, will assist in determining the
. o . . . . . h Procedures Manual for <20
appropriate category for an individual interested in applying for an academic appointment in the Clinical Faculty Policy 5
Faculty of Medicine. It also provides information on the submission/approvalrenewal policies for ’ ’ R;;

each category. University Academic
Policies and Guidelines

Academic® appointment categories in the Faculty of Medicine are governed by either the Clinical Faculty Policy or
specific University of Toronto Academic Policies and Guidelines.

Go Directly To...

The approval pathways for appeintments and the documents a candidate must submit vary greatly depending on the

pelicy under which the appointment falls, as well as the categoery and rank of the appointment. The questions below Clinical Faculty Appaintment
are designed as a guide to the correct appointment category and to supply the information required to submit an Categories
application. University Faculty Appointment
Categories
& Will this be an academic appointment? Concurrent Appointment
Categories

m Changes to Existing

Appointments

= The adjective 'Academic’, when used with Appointments, generally Indicates a position where a person is See Also...
engaged in research, teaching (including provision of clinical care that may involve supervision of students,
residents or other trainees), andfor creative professional activity. Not included in this definition are facuity
administrative appointments (eg. Department Chair), hospital appoiniments, university staff appointments,

student appointments, medical residencies, or librarian appointmentis.

Career Opportunities at the
University of Toronto

= M k38 ia

b. If the appointment candidate or their agent is using the Guide, they may access the correct
online application forms by clicking on links under “Go Directly To...” in the right-hand side bar
of the page. Alternately they may access the desired form by selecting the Links and Templates
link on the menu bar. The applicant (or their agent) will fill in the form, attach any documents
that they currently have ready, and click Submit.
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Application Form

INIVERSITY OF TORONTO Clinical Appointments & MD Promotions from Lecturer to

“ TEMERTY FACULTY or MEDICINE
&

Assistant Professor

Department * Select a Temerty Faculty of Medicine department to which you would like to apply.
| d
Department Division If applicable, select a division within the department

| v |

Previous Academic Do you hold, or have you ever held, an academic appointment at the University of Torento?
Appointment * O ves O No
Appointment Type What type of appointment are you applying for now?

Requested * If you are unsure, you may review the Guide to Academic Appointments.

|New primary appointment v

Appointment Category will be added later by Department

Last Name ¥ (Family Name or Surname)

First Name ¥ Given Name (please do not include nicknames, aliases or initials)

c. The Departmental Coordinator (DC) then receives email (sender =
HRappts.medicine@utoronto.ca) informing them of the submitted application form. The DC
logins to the WebForms Manager (http://documents.med.utoronto.ca/forms) and reviews the

form. The DC can edit the text boxes the candidate filled in, if they wish. The DC is required to
fill in additional information at the bottom of the form in boxes that were invisible to the
candidate when filling out the form. The form can be rejected, or it can be accepted. (NOTE:
Unless an Application is SPAM or a DUPLICATE - All applications should be accepted for consideration.)

d. When a form is accepted, several things happen automatically.

i. The web form sends LaserFiche the data from the form. LaserFiche takes the data and
uses it to fill in two features:

a) It creates a dossier for the candidate in the department’s Appointments
repository and fills out an information template with the data. That template is
called the Candidate Information — Other Academic template and it can be
viewed in the right column when the dossier checkbox is marked in the middle
column or is highlighted in the right column.

b) LaserFiche takes the data and fills in a pdf template of the application form and
inserts this new pdf document into the newly created dossier.
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If changes are required to this Application PDF file, they can be made directly
inside Laserfiche where the PDF can be regenerated (see Appendix D for details).

ii.  LaserFiche creates a unique ID for the dossier (Appointment ID).

iii.  Any documents that were attached to the application form are then automatically
inserted into the dossier.

iv.  LaserFiche creates a second template called Appointment Status. This template will
allow various users to trigger events by changing the status of a dossier and it will show
a record of all of the status changes that have taken place for a given dossier.

e. If this application requires further documentation, the candidate or the department
coordinator may submit them using the Document Submission Form
http://documents.med.utoronto.ca/forms/appointmentdocs and attaching the documents to

it. This form requires knowing the Appointment ID created above.

f. If a Document Submission form is submitted, LaserFiche inserts the attached documents into
the candidate’s dossier and e-mails the DC to let them know that additional documents were
submitted.

g. The DC reviews the dossier. If it is customary in the department, the DC advises the DAC
Committee that there are applications pending.

h. Members of the DAC can log on to the public portal and view the dossier. The DAC informs
the DC of their decision about the appointment.

Bl TEMERTY FACULTY of MEDICINE
&

vUNIVERSITY OF TORONTO

Log in to Appointments

User name:

dacsss

Password:

i. The DC uploads the Letter from the Department Chair, and a job description if one is
required. See page 20 for instructions on how to upload documents directly into LaserFiche.
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j. At this point, before changing the dossier status to ‘DAC Approved’ (see page 19), the DC will
merge most of the documents into one PDF file for review by HR. Documents to merge include:
Application Form, Candidate CV, supporting documentation, DAC letters, etc. The DC may
upload a Letter of Offer to the dossier (Note: This letter and any Template files should NOT be
included in the merged file).

k. The DC changes the status of the dossier to Approved. (see the Changing the Status of a
Dossier section below).

Laserfiche - Display Optiens v Repositories » &~
oth mics - » *Alf Arn_99920170006 3 entries (1 selected) c 82 [2a]
= [ Name
v [ Appointments (] *Alf_Arn_99920170006_Appoint... ¥r
H D *Alf_Arn_99920170006_Appointment Status
v [ Training = Fields
B Alf_Arn_gor _Non-Clinical Appointm
> [ *Activity Reporting a I
] @ TestCY p Template

v [ *New Appointments

> [ Clinical MD e

v 4 Other Academic DAC Approval Status ¢
I:>> [ *AIf_Arn_99920170006 Pending

> C] *Boxer_Biminy_9992015(

m

t Doberman_Dotty_99920

HR Comment

This removes the visibility of the dossier from the DAC. It also gives access to the dossier to the
Human Resources staff (HR) and sends an e-mail to HR to inform them that your DAC has
approved the applicant.

|. Human Resources reviews the dossier.

m x Advanced
7 Appointments > *Human Resources 41 entries
m

< | Name A g Department A 4 ‘Academic Appointment Level T Rank T Primary Clinical ... ¥ Citizenship A 4
* starred [m] Ej *Bob_Sideshow_99920210014 Training Primary Lecturer Permanent Resident -
® Recent Documents [m] 5] *Bulldog_Bueler_19220190003 Speech Language Pathology Lecturer Canadian
7 Appointments v [m] 5] *Burns_Montgomery_99920210012  Training Primary in FacMed Lecturer Permanent Resident
|0 ST gL [m] *Corvette_Red_99920200004 Training Primary Lecturer CAMH Canadian
[ Recycle Bin
o *Da Roadster_Lamborghini Avent... Speech Language Pathology Lecturer Canadian
o *EHybrid_Porsche Panamera Spor...  Speech Language Pathology Lecturer Canadian
o E] *GM_jimmy_99920210003 Training Primary Lecturer Hospital for Sick Children Permanent Resident

If the dossier is not satisfactory to HR, they may select the status ‘Incomplete: Return to Dept
Coordinator’ in the Appointment Status template. Before clicking SAVE they can add a
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comment about what changes are necessary to the template. Clicking Save generates an e-
mail to the DC and changes the DAC Approval status back to Pending.

Template

Appointment Status W

DAC Approval Status

Approved w

Department Comment

>
HR Approval Status
Incomplete: Return to Dept Coord v h
HR Comment
The appointment start date should be >

changed to /oo

W

m. If the DC receives an e-mail like this, they will make the necessary changes and/or upload
any further required documentation (see the sections below on ‘Editing the PDF Appointment
Application Document’ and on ‘Uploading Documents Directly into LaserFiche’).

From: FacultyOfMedicine @utoronto.ca

To: Katherine McConnell

Cc

Subject: Incomplete Appointment Submission - Returned by HR‘*

Dear Department Coordinator,

The dossier for appointment candidate Travis Park, ID 99920120011 has been returmed by HR for the following reason:
The appointment start date should be changed to xw/x0t/Xo0 sngar ——)

Please send HR notification that vou've uploaded the required documents via email, ‘d.deak@utoronto.ca

Thank vou.

When ready, they will once again change the DAC Approval Status on the Appointment Status
template back to DAC Approved.
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n. When HR is satisfied with the dossier, using the same Appointment Status template, they

grant access to the dossier to either the Vice Dean, the FAAC, or the Dean.

Template

Appointment Status W
DAC Approval Status

Approved w

Department Comment

>
HR Approval Status
Incomplete: Return to Dept Coord w
Pending
Incomplete: Retum to Dept Coord
Send to Dean

Send to FAAC

Send to Lynn Wilson
Send to Pier Bryden

HFE. Approved
TOEEETe o

0. The Vice Dean, the FAAC, and the Dean ARE NOT notified that this access has now been
granted. This is to limit the amount of e-mail they get. They do have full access to the
LaserFiche system and unlike the DAC, will log in to LaserFiche
(http://documents.med.utoronto.ca/laserfiche). When they log in they will see only the

applicant dossiers that have been approved for their review.

[ Loserficne B Bl soonces Appointments v MEDICIN .

[*] Appointments > *Dean's Office > Dean  1entry chQ ¥t LBE @
¢ OnName Y | Department Y |AcademicAppoi.. ¥ |Rank [ »
A - Py 2 > ™~
* Starred o B9 Medicine Clinical MD FullTime Dean 7t
~
@ Recent Documents Details  Fields  Preview  More v
T8 Records Management Template
] Appointments No template assigned v
> [ *Activity Reporting Fields
v [*] *Dean's Office Add/remove fields
) oo
2=liean No additional fields assigned
>[T] FAAC
> [0 LynnWilson
> [ Pier Bryden
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p. To approve or defer an appointment candidate the Vice Dean, the FAAC Chair or the Dean
will open the Appointment Status document (purple icon), and make a selection from the
dropdown list under the Dean/Vice Dean/FAAC Approval Status.

Template

Appointment Status v

DAC Approval Status

Approved ~

Department Comment

>
HR Approval Status
Send to FAAC v
HR Comment
The appointment start date should be >
changed to x/ouoox
A
Dean / Vice Dean / FAAC Approval Status
Pending v

Pending
Feturn to Human Resources
FAAC Preliminary Approval

Deferred

d. When the value ‘Approved by Dean’ is selected, the Department Coordinator (DC) is alerted
via e-mail that the appointment for this candidate has been approved.

Note: The use of LaserFiche to manage the appointment does not end here even if the
department prefers to handle the issues of notifying the candidate and extending Letters of
Offer, in their own unique fashion. If the department decides to do this, please read paragraph
(u) of this workflow summary to learn about updating the candidate’s metadata template with
a Personnel Number when one is assigned. Adding a Personnel Number to LaserFiche is
mandatory and should happen only after a signed letter of offer is received.

r. If the department wishes, LaserFiche can send an e-mail, with an attached Letter of Offer and
Job Description (if desired), to the candidate congratulating them on the appointment. In order
for this to happen there must be in the dossier, a Letter of Offer that has the file name (in the
format below).

Surname_FirstName_ApplicationID_Letter of Offer
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Similarly, if other files are indicated in the Enclosures field on the Letter of Offer template as
being attached to the e-mail, the file must be included in the dossier and the file name must
begin with the word Enclosure (e.g.: Enclosure_JobDescription.pdf).

s. To send an e-mail with attached Letter of Offer and, if necessary, other Enclosures, the
Department Coordinator will check the box to the left of the Appointment Status template
(purple icon). Scrolling down to the bottom of the template shows a previously invisible field
titled “Email Letter of Offer to Candidate”.

Laserfiche v Display Options v Repositories v v
play Op po: s
Other Academic= » » *Alf_Arn_99920170006 3 entries {1 selected) (¢} ¥ ™ :
* [ Name
v [ Appointments [ *AIf Arn_99920170006_Appoi...
|:> O *Af_Am_o 1006 _App Status
v B Training f Fields
= Alf_Arn_99920170006_Non-Clinical Appointm =SS =
> [ *Activity Reporting ) Ly AUy O U -
v [ *New Appointments e B Test v
> [ Clinical MD .
v [ Other Academic on 24/2017

|:>> [ Al Am_09920170006

» |3 *Boxer_Biminy_9992015(
T ) Fields

W Starrec Add/remove fields

Email Letter of Offer to Candidate

Pe g
Email Letter of Offer

Note that the e-mail will be sent to the e-mail address shown in the Candidate Email field in the
Candidate Information — Other Academic template, in the Fields tab. The email will also be
copied to any email addresses supplied on the Letter of Offer template.

t. Upon receiving the signed Letter of Offer, it should be uploaded directly into the candidate’s
dossier.

u. After you have received your signed Letter of Offer it is the department’s responsibility to
add the new appointee to the HRIS database. When a Personnel Number is available it is
mandatory that you add the Personnel Number to the Candidate Information — Other
Academic template in LaserFiche. You do this by clicking on the candidate’s dossier. This will
open the dossier and the Candidate Information — Other Academic Template Fields column will
display to the right. Enter the Personnel Number into that field.
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Adding the Personnel Number completes the application process and moves the dossier out of

the *New Appointments area and into the Permanent Record area. Once here, it is available
for participation in any future activity report processes.

New in 2021:

When a personnel number is entered into that field for a new appointment, Laserfiche will
automatically search all departments in the Temerty Faculty of Medicine for any existing
appointments in all departments and update their Rank fields with the most recent approved
Rank.

**This Completes the Step-by-Step Outline of the New Appointment Process**
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Changing the Status of a Dossier

The status of a dossier is controlled and recorded on the candidate’s ‘Appointment Status’
template. This is the file with the purple icon in dossier. It is created when the dossier is
created. Putacheck markin the box beside it to view the template on the right.

Laserfiche v Advanced L

Training+ - » *New Appcintments » Other Academic » *Boxer_Biminy 99920150019 2 entries 1 selected

-

> [M *Activity Reporting [ | Name
v [M *New Appointments $ D *Boxer_Biminy_99920150019_Appointment Status
> [ Clinical MD ] a Boxer_Biminy_99920150019_Non-Clinical Appointment Applicati

v [ Other Academic
> [O RAIf_Arn_99920170006

¢> | *Boxer_Biminy_§9920150019

> M *Doherman Dothe 999201A000

W Starred

The status of a dossier defines for whom the contents of the dossier are visible. (i.e. Human
Resources cannot see appointment dossiers from the departments until the DAC Approval
Status is set to approved. Likewise, the FAAC, the Vice Dean or the Dean cannot see the
dossiers until the HR Approval Status is set to ‘Send to ... (someone in the Dean’s Office)’).

Permission to change a dossier status is limited to the user controlling that portion of the
workflow (see Appendix C).

The Appointment Status History also records events as they occur in the workflow. In the
illustrations below we can see the date the application form was submitted and the date the
supplementary data form was submitted. As the workflow progresses, further events will be
recorded.
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m - Advanced Display Cptions Repositories » DC399

Training+ ~ > *New Appeintments » Other Academic > *Boxer_Biminy_99920150019 2 entries (1 selected) C * =
b #Activity Reportin © [0 Name L. )
= LR [ *Boxer_Biminy_99920150019_Appointme... 1]
v [ *Mew Appointments D *Boxer_Biminy_99320150019_Appointment Status
Fields
» [ dlinical MD 1 Y Boxer_Biminy_39920150019_Non-Clinical Appointme

DAC Approval Status
v [ Cther Academic =

1 * pending E|

> [ *Alf_Arn_99920170006

|:>> [ *Boxer_Biminy_9520150013 R EeEAE EEHERS
bl ] “Dnberman,DnttijBZmGDDU_ >
> [ *Falcon_Fulbright_5932016001 HR Approval Status
> [ *Llama_Lassie_99920160001 Pending

> [ *Maize_Maiseee_93320170005 HR Comment

> [ *Malamute_Montford 9992015

> [ *Spiderman_Steven_993201701 )
Dean / Vice Dean / FAAC Approval Status

> [ *Terrill_Lynette_89920150027 .
Pending

» [ *TrueDo_Just-in_93920170009
Dean / Vice Dean / FAAC Comments
> [ *Turtle_Talia_99920150028 <
W Starred

Appointment Status History
® Recently Opened Dacuments

* Application submitted to dossier 10/1/2015 12:46:03
[ Recycle Bin PM

« T v

Change the status of a dossier

Check the box to the left of the Appointment Status template in the dossier (the one with the
purple icon). The fields will be displayed to the right.

You will only be able to change the status of a workflow in areas where you have control.
Change the status from the drop down box and click okay.

Refresh the screen and you will see that the status change event was recorded in the box at the
lower end of the template called Appointment Status History.

Uploading Documents Directly into LaserFiche

Uploading documents directly into the dossier is simple. Make sure you have highlighted the
folder into which you want to upload the documents. Click the Import arrow on the top right
>> Select the document>> Click Start Import >> Click Next on the Message Box that appears
(ignore any information inside the box) >> Refresh the screen.
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m = - SRRty By

[ Appointments > Training > *New Appointments » Other Academic > *Brockman_Kent_$9920210021 3 entries = M@
« [ Name ¥ |Creatondate ¥ |AcademicAppoi.. T |Rank m .
Al — ™ * &
W starred O [ *Brockman Kent 99920210021 Appointment Status 772172021 4:21 PW BrockmaniKentleas2d210021
@ Recent Documents O [ Brockman Kent 93820210021 Letter of Offer Template  7/21/2021 4:21 PM Fields  More ¥
~
] Appointments O | Brockman_Kent_99920210021_Non-Clinical Appointme-  7/21/2021 4:21 PM Template
~ [ Training Candidate Information - Other Academic
> [ *Activity Reporting Start Date
» ] *Continuing Appointment Review 7/1/2021 >
v [ *New Appointments BrE
» ] Clinical MD 6/30/2026 >
v[™] Other Academic
srcademi Applicant ID
3 [] *Bob_Sideshow_99920210014 e
> [ *Bouvier_Selma_99920210017
Personnel Number
I » [ *Brockman_Kent 99920210021 >

Column Headings - Refining your View, Sorting your Lists

When viewing a list of pending or accepted appointees you may want to see some information
about them displayed in the columns. The information people want displayed is quite variable,
and can be individual to each department, hospital, or user. Not every piece of metadata is
available, or desirable, as a column heading, but there are some that may be helpful. Other
metadata may be used as a column header by default but may not be very useful.

The most useful metadata, we think, that can be used in columns comes from the Candidate
Information — Other Academic template. This is the template that holds the data from the
application form.

A. To change what columns are displayed on the web client (for Department Coordinators,

Human Resources Coordinators, the Vice Dean, the FAAC or the Dean):

Right click on any existing column header bar >> Select Column Picker >> In the left column
(Available) >> Drag the Field Name to the right column (Selected). To remove fields from
display, drag the Field Name from the right column to the left column. Repeat these steps for
each field you wish to add/remove.
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Configure Column Display

Available Selected Remaowe All Reset

Mame

Common Columns Crestion date

Checked out by Academic Appointment Category

Classification lewvel Rank

Created by Dean Office Status

Electranic file last modified HR Status

Entry ID Department Status
Extension

Has tags
Indexed

Last modified
Last modified by

Latest version

Location description hd

Save Profile m Cancel

Click Save Profile when done. Then Save as a new column profile (type a name into the blank
field and click Save); or select Replace an existing column profile (if one was previously saved),
then click on the dropdown list, select and click Save.

Save Column Profile

@ Save as a new column profile

) Replace an existing column profile

A

- End Dates and Em

1]
L]

Cancel

B. To change what columns are displayed on the Public Portal (for Hospital Coordinators and

DAC members): http://documents.med.utoronto.ca/appointments

After logging in, click on My WeblLink in the top-right area of the screen.

i.  Inthe leftmost box, make sure Browse Options is highlighted.
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ii.  Inthe middle box, under Choose Displayed Fields, select Templates from the dropdown
list.

iii.  Scroll down to Candidate Information — Other Academic, then directly under Candidate
Information — Other Academic, one by one, check the fields you would like to see as
columns.

iv.  Click the sideways arrow (pointing right) to add it to the rightmost box. Columns
selected will be saved automatically.

Home Browse Help About Sign Out

E® TEMERTY FACULTY of MEDICINE

@ UNIVERSITY OF TORONTO

My webLink Browse Options

Connection Informati Choose displayed fields:
v Fields selected:
Browse Options @ Templates
S ~
Search Options I-- candidate Information - Name

I Department
| §art Date

View Document Options

"I Department Division
| #hd Date

Reset
7] Academic Appointment Categary

| gontinuingContractStatus
(I Academic Job Description

| Applicant ID
(I Primary Clinical Site

| fersonnel Number

| fcademnic Appointme:
'
| @kisting Primary Depal
+

nk

| pst Name

) Appointment Policy

t Name

v.  Toremove from view any columns headings that are not useful check fields in the rightmost
box, check the box to the left of the field name.
vi.  Click the sideways arrow (pointing left). Columns selected will be saved automatically.

Home Browse Help About Sign Out

K3l TEMERTY FACULTY of MEDICINE

@ UNIVERSITY OF TORONTO

MAyINebEnk Browse Options

Connection Information Choose displayed fields:

e Templates ~ Fields selected:
ST "

Search Options [71-- candidate Infermation -- €

pepartment

View Document Options | Start Date -
. I Ppepartment Division
Reset ] End Date
1 fcademic ointment Catego
7] ContinuingContractStatus o App BTy
_ N (I jcademic Job Description
] Applicant ID

rimary Clinical Site

) Persannel Number

] Appointment Policy

] Academnic Appointment Level

(] Existing Primary Department (if ag

>
[ Rank m +

7] Last Name

[ First Name
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To view the dossiers, click on the Browse link on the top center then click through the folders

(Your department (eg. Training) >> *New Appointments >> Other Academic) to arrive at non-
clinical appointments.

E TEMERTY FACULTY or MEDICINE

s?{" UNIVERSITY OF TORONTO

Appointments > Training > *New Appointments > Other Academic 15 Entries

Department Department Division Appointment Policy Academic Appeintment Category Academic Appointment Level .
[ other Academic

Nam
sld_Eagle 89920180017 Tro Famil unity Medicine - Under Otner. Status Only Primary
Metadata  Preview
Baskesball Jersey 99920150023 Trainl Other A ic Status Only Primary _—

Entry Properties

sk
[ *Beagle_Belinda_99920210012 Training Other Academic Adjunct Professor Primary

[ *challenger_Dodge 99920200013 Training Qther Academic Status Only Concurren t () 222020 26 Al

[ *Cooper_Mini 89320200005 Training Other Academic Adjunct Lecturer Primary Created 3/5/2013 4:25:07 PM

And remember that you can sort your list by columns: Simply left-click on the column header
to sort the list of appointees alphabetically, by the metadata in that column.

Letters of Offer

Letters of Offer are standardized for most Clinical appointments (except Clinical MD FullTime
Equivalent and Visiting Clinical Professor) and Non-Clinical appointments (except Part-Time or
Visiting Professor). There are four Non-Clinical academic appointment categories for which
offer letter templates are available. They include: i. Adjunct Lecturer, ii. Adjunct Professor, iii.
Status Only, and iv. Non-Budgetary Cross-Appointment. Unless there are exceptional
circumstances, departments are required to use LaserFiche to generate offer letters. For the
appointment types where offer letter templates are not available in Laserfiche, they must be
created outside of Laserfiche and imported into the dossier.

Departments have the option of having LaserFiche send the Letter of Offer to the applicant
attached to an email, or of sending it to the applicant themselves. Unless there are special
circumstances, using LaserFiche to send the letter is the preferred method because LaserFiche
will record the day it was sent.

Creating letters and sending letters are two different functions in LaserFiche and the choice of
which way to go in each case is independent of the other choice.

Letters of Offer generated by LaserFiche are personalized to the applicant with field values from
both the Candidate Information — Other Academic template and the Letter of Offer template.
The Letter of Offer templates are unique to each appointment category. When the Letter of
Offer Status field in the Letter of Offer template is changed to Create Letter of Offer, the
template runs a workflow which inserts the personalized data into the appropriate letter
template. The completed letter will appear in the Current Folder.

Discovery Commons




GUIDE TO ACADEMIC APPOINTMENTS (DPC) Temerty Faculty of Medicine

Letters of Offer are reviewed in Human Resources before the appointment is approved so it is

necessary to have an initial version of the letter (can be a draft) in the dossier before the
dossier status is changed to ‘DAC Approved’. It may be necessary to make some minor changes
in the letter after the application receives approval from the Dean’s office and before it is sent
to the candidate. This is a very simple procedure, requiring only that the relevant fields in the
templates be updated, the Letter of Offer field be reset to Create Letter of Offer, and the letter
of offer template be saved again. This regenerates the letter and overwrites the earlier one.

Generate Letters of Offer (Using LaserFiche Web Access):

This applies to Adjunct Lecturer, Adjunct Professor, Status Only or Non-Budgetary Cross-
Appointments.

When a non-clinical applicant dossier is created in the *New Appointments/Other Academic
area, a Letter of Offer template is automatically inserted into the current folder for the dossier.

i E

7 Appointments » Training » *New Appointments » Other Academic » *Flanders_Ned_99920210016 3 entries

1 || Name T Department T

> Templates Only
D EEEBEL; *Flanders_Ned_99920210016_Appointment Status

~
oM
» [ *Continuing Appointment Reylaw B
|LI : Flanders_Ned_99920210016_Letter of Offer Template
~ [ *New Appointments
O

) Flanders 2 -Clini pplicati
> [ Clinical MD Flanders_Ned_99920210016_Non-Clinical Appointment Application

v [ Other Academic
> |-_| *Bald_Eagle_99920180017
> D *Basketball_jersey_99920190023
> D *Beagle Belinda_99920210012
» [ *Challenger_Dodge_93920200013
> [ *Cooper_Mini_99920200005

> D *Festiva_Ford_99920200010

» [ *Flanders_Ned_99920210016

Re-create the Letter of Offer Template

If the Letter of Offer template is not there or if you deleted it, you may recreate the Letter
of Offer Template from the Appointment Status template.

Right-click on the Appointment Status template, select Start Business Process from
the drop down list, then Show all business processes.
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m e Advancecj

» D *Basketball_lersey_59920190023
> D *Beagle_Belinda_99920210012
» [ *Challenger Dodge 9992020001
» [ *Cooper_Mini_99920200005

» [] *Festiva_Ford_99920200010

» [ *Flanders_Ned 99520210016

> D #*Gumble_Barney 99920210017

] Appointments » Training » *MNew Appointments » Other Academic > *Gumble_Barney 99920210017 2 entries
4 | Name T ‘Academic Appointment Categ... 7 Department 5t... T
> ‘_ TIEIIR
. 1 ™ *Gumhle Rarnev 9992021001 7_Appointment Status
~ [~ Training
Copy URL
» D *Activity Reporting E New , 0210017_Men-Clinical Appoint..
> D *Continuing Appointment Review Import
v *New Appointments
- i email
» [ dlinical MD Add Star
~ "] Other Academic
i Start Business Process * I Show all business processes I
» [ *Bald_Eagle 59920180017

The list of Business Processes will display. To the right of “Appointments — Generate

Offer Letter Template”, click the Start button.

Start Business Process

[3] Appointments - Generate Offer Letter Template
DO NOT USE if there is already a Letter of Offer template in the dossier.

o
o
¢ [ Appointments - Recreate Application Form - NonClinical
Ao
w
o

Start

The Letter of Offer template will appear as a file with an orange icon and has a file

name with the format ‘Lastname_Firstname_ApplicantID_Letter Of Offer Template’.

You may need to refresh the screen to see it. (The refresh button is located to the

upper right, below the Green band, and looks like an open circle with arrow.)
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Cc ¥t £ ™

: =3

] *Gumble_Barney 99920210017 ¢

Details Fields More w
Template
Candidate Information - Other Academic v
Laserfiche - Q" Advanced

[ Appointments » Training > *New Appointments » Other Academic > *Gumble_Barney_99920210017 3 entries

1 ] | Name T Academic Appointment Categ... T
> |_ ~1EITIR ~
] *
~ [~ Training
> D *Activity Reporting || O D Gumble_Barney_ 99920210017 _Letter of Offer Templ...
—
» [ *Continuing Appointment Review ] Gumble_Barney_99%20210017_Non-Clinical Appoint...

~ ] *New Appointments

» [ dlinical MD

~ ] oOther Academic
> D *Bald_Eagle_99920180017
» [ *Basketball_jersey_9992019002=
> D *Beagle_Belinda_99920210012
» [ *Challenger_Dodge_9992020001
> D *Copoper_Mini_99920200005
> D *Festiva_Ford_99920200010
» [] *Flanders_Ned_99920210016

» [ *Gumble_Barney 99920210017

Generate the Letter of Offer

1. Open the Letter of Offer template in the Current Folder by clicking on it. On the right
pane, click on Fields if it is not already selected. Check that the Template title is for the
correct appointment category.

Discovery Commons



GUIDE TO ACADEMIC APPOINTMENTS (DPC) Temerty Faculty of Medicine

[ Appointments » Training > *New Appointments » Other Academic > *Gumble_Barney_99920210017 3 entries (1 selected) c L B ™
4 [ Name T Academic Appoint I]II »
7L . Y Gumble_ B 99920210017 Letter of... 7r
O [ *Gumble_Barney 99920210017 Appointment Status L] Gumble Barney._ G
v [ Training
Fields More =

» [*) *Activity Reporting 2 Gumble_Barney 99920210017 _Letter of Offer Templ... ‘

» [ *Continuing Appointment Review O Z: Gumble_Barney 99920210017_Non-Clinical Appoint... Template

v ™ *New Appointments I Offer Letter - Non Budgetary Cross v

If it is not for the correct appointment type, first go back to the Candidate Information —
Other Academic template by right-clicking on the dossier (yellow folder in the left-
sidebar) and clicking on Fields. Change the Academic Appointment Category field to the
correct category and Save. Only then, go back to the Letter of Offer template and using
the drop down arrow beside the Template name select the correct Letter of Offer
template and click Save.

W - Advanced Appointments v DC999 »

[ Appointments » Training » *New Appointments > Other Academic > *Gumble_Barney_99920210017 3 entries C LA 4 (]
4[| Name Y | Academic Appointi [ »
> ~1em "
. Irami:g O [Y *Gumble Barney_99920210017_Appointment Status = *Gumble_Barney 92920210017 ¥r
> ‘:/ *Activity Reporting a ‘ Gumble_Barney_99520210017_Letter of Offer Templ... ‘ S LB
> D *Continuing Appointment Review [m] E Gumble_Barney_99920210017_Non-Clinical Appoint... apoicnul
~ ] *New Appointments sesozIoon
» [ Clinical MD Personnel Number
v [T Other Academic ’
> |: *Bald_Eagle_99920180017 Department
> [ *Basketball_Jersey_99920190023 b v
> r_ *Beagle_Belinda_99920210012 Department Division
> r_ *Challenger_Dodge 9992020001z >
» [ *Cooper_Mini 99920200005 Appointment Policy
3 L *Festiva_Ford_99920200010 Other Academic v
> L *Flanders_Ned_99920210016 Academic Appointment Category
> r_] *Gumble_Barney_99920210017 Non-Budgetary Cross-Appointment v

2. The template fields vary depending on the Academic Appointment Category:
(i. Adjunct Lecturer, ii. Adjunct Professor, iii. Status Only, and iv. Non-Budgetary Cross-
Appointment).

a. Name Prefix — To provide an appropriate salutation to names. Options include:
Dr., Mr., Ms., Miss, Mx. (for non-binary persons)

b. Start and End Dates: To ensure that appointment dossiers never get saved in
LaserFiche without an End Date, an End Date has been automatically calculated
from the current system date. This may be changed but all dates must adhere to
accepted policy. If you are unsure of the date, select an estimated Start Date.
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This will likely need to be changed before the final version of the letter of offer is

generated.

The same Start and End Date fields can be seen on the Candidate Information —
Other Academic template. If you create a letter of offer with the Letter of Offer
template, those date values will overwrite the date values in the Candidate
Information — Other Academic template. The reverse process is not true.

c. Letter of Offer Candidate Responsibilities allows you to outline job
responsibilities that are specific to this candidate. This field has a maximum
character count of 1100 characters and can be a single or multiple paragraphs.
(Note: This field is not used for Non-Budgetary Cross-Appointment Offer Letters.)

d. Letter of Offer Department Specific Additions allows you to add additional
information or requirements specific to your department. This field has a
maximum character count of 1100 characters and can be a single or multiple
paragraphs. (Note: This field is not used for Non-Budgetary Cross-Appointment
Offer Letters.)

e. Offer Retraction Date: This is the date after which the offer of appointment to
the applicant becomes invalid. If necessary, update this for the final version of
the letter.

f. Letter of Offer CC: Up to 4 names may be added to this field, each on separate
lines. They will appear in the CC area of the letter.

g. Letter of Offer CC Email Addresses: If there are names in the Letter of Offer CC
field above, it is necessary to add the associated email addresses in this field.
This is a multi-value field, meaning that when one email address is typed in the
box, a second box will appear to house the next one — do not type the email
addresses all into one box as was done in the Letter of Offer CC field above.

If there is a Hospital Administrative Email address in the Candidate Information
— Other Academic template, it is automatically added — there is no need to add it
here.

h. Letter of Offer Enclosures: If you plan on sending additional material to the
applicant along with the actual letter of offer, the titles of those documents can
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be mentioned here. Type them on separate lines in the one box.

Very Important Note: Typing text into this Letter of Offer Enclosures field simply
adds the text to the letter of offer in the Enclosures area. It does not control
whether those documents actually exist in the dossier nor does it tell LaserFiche
to attach them to the Letter of Offer email.

Any documents mentioned in this field need to be uploaded to the dossier

before the final version of the letter is sent AND, if LaserFiche is being used to

send the Letter of Offer, the file names of these additional documents need to

begin with the word Enclosure.

examples: Enclosure_DepartmentProfile
EnclosureAcademicPositionDescription

3. Once the Offer Letter fields have been filled in, change the Letter of Offer Status field at
the top of the template to “Create Letter of Offer” and click Save.

4. You will see a new pdf document has appeared in the dossier having a file name format
of ‘Lastname_Firstname_ApplicantID_Letter of Offer’.

ﬁ = Advanced bty Eeo

] Appointments » Training » *New Appointments » Other Academic » *Gumble_Barney 99920210017 4 entries c 2t £ o

4 O Name T Academic Appointment Cates.. ¥ Departmentst.. ¥ | HRSta.T |Deanofficest. ¥ [ »
) *Gumble_Barney_99920210017 ¢

I Detalls  Felds  More ¥

5. Double click this pdf file to open it and review the letter.

Make Changes to a Letter of Offer:

If you need to make changes to the editable field values in a Letter of Offer (i.e. you want to
change the appointment start date or change the mailing address) you need to change the field
values in the templates in which the data is housed. The letter of offer workflow pulls field
values from either the Candidate Information — Other Academic template, or the Letter of Offer
template. Look there to make your desired changes.

Once the changes have been made, and if it is not already opened, click on the Letter of Offer
template and in the right pane click “Fields”. Change the Letter of Offer status back to “Create
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Letter of Offer” and click Save, then refresh the screen. The revised Letter of Offer will have

immediately overwritten the previous one.

Department Address and Chair’s Name and Email:

The department address that appears in the footer of the first page of each letter of offer and
the Department Chair’s name and email address, which are added to the salutation of the
letter, are stored in a database located on the LaserFiche server. Department Coordinator’s do
not have access to this database.

If this information needs to be edited, please send an email request to
discovery.commons@utoronto.ca .

If Letters of Offer are going to be sent automatically by LaserFiche, the file name for the letter
must be in this format: ‘Lastname_Firstname_ApplicantID_Letter Of Offer’. Additional
attachments can also be included as Enclosures. Simply name each filename with the word
Enclosure (e.g.: Enclosure_DepartmentProfile, EnclosureAcademicPosition).

E-Mail Letters of Offer:

To send an e-mail with an attached Letter of Offer and, if desired, some additional attachments
(enclosures) follow these steps below:

1. Make sure that a Letter of Offer is in the dossier and that it is named in the format
Lastname_Firstname_ApplicantID_Letter of Offer

2. Make sure that any Enclosures you wish to send with the Letter of Offer and/or are
mentioned in the Letter of Offer Enclosures field, exist within the dossier AND that their
file names begin with the word Enclosure.
examples: Enclosure_DepartmentProfile, EnclosureAcademicPositionDescription, etc.

Important Notes on Enclosures:
a. The letter of offer itself does not need to have the word Enclosure at the
beginning of the file name.
b. Any file beginning with the word Enclosure will be picked up and attached to the
Letter of Offer email regardless of whether or not it is mentioned in the
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Enclosures field in the Letter of Offer template.

3. Make sure that the e-mail address for the candidate is correct in the Candidate Email
Address field in the Candidate Information — Other Academic template. You can view
and edit this in the Candidate Information — Other Academic template by checking the
box to the left of the candidate’s name (yellow folder) in the middle column and editing
the Candidate Email Address field in the right column.

4. Once again, open the Appointment Status template (purple icon) by checking the box to
the left to display the Template fields. Scrolling down to the bottom of the template
shows a previously invisible field titled “Email Letter of Offer to Candidate. This field

only becomes visible when the application receives final approval.

Fields
Add/remove fields

ﬁ Email Letter of Offer to Candidate

| Email Letter of Offer v

5. Select Email Letter of Offer, then click Save. An email will be sent to the candidate with

the letter of offer and any files beginning with the word Enclosure attached. The email
will be automatically copied to the department coordinator, to any email addresses in
the Letter of Offer CC Email Addresses field, and, if there is an email address in the
Hospital Administrative Email field in the Candidate Information — Other Academic
template, to the hospital coordinator. The Email Letter of Offer to Candidate field will
then change to “Status — Letter Dispatched” to indicate it was sent and a note will be
written to the Appointment Status History field recording the date, time and the
account used to trigger the action.

6. The Offer Letter can be re-sent to the candidate by selecting "Email Letter of Offer" and
clicking Save. A new note will be added to the "Appointment Status History" field, and
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the "Email Letter of Offer to Candidate" field will revert to "Status - Letter Dispatched".
If the Offer Letter is re-sent outside of Laserfiche, then change the Email Letter of Offer
to Candidate field to “Sent Outside of Laserfiche”. This will create a new note in the
“Appointment Status History” field. The Email Letter of Offer to Candidate field will then
change to “Status — Letter Dispatched”.

E-Mailing Other Documents Directly From LaserFiche

In the preceding section, we talked about how the Appointments approval workflow is set up to
send automated notification e-mails to the Vice Dean, the Dean, the FAAC, and/or back to the
Department Coordinator. The Provost, however, is not included in this list of automated e-
mails.

It is easy to send copies of documents directly from LaserFiche to anyone using your Outlook e-
mail application.

I.  Open the Original Application folder for the candidate so that you can see the list of the
documents. (steps 1 —4 of the last section)

II.  Select the documents you want to send by checking the box to the left of the file names.
You may select more than one. The ‘templates’ will not attach to your e-mail even if
they are selected.

Ill.  Hover your mouse pointer over the selected documents, right click, and select ‘Email’.

Laserfiche’ *  Sesech repositan Display Optians »  Repositaries

Appointments » Training » *Mew Appointments » Cther Academic » *TESTFoghorn_Leghom_S9920190001 7 sntries (2 selectad) et ™

Name Creation date . .
+ [ Appariments e o B Multiple entries selected ¥r

~ [ Training

Fiakds

¥ [3 “Actwity Reporting
p Template
* [ *Mew Appointments

¥ [ Chnical WD

» [ other scademic p Fields

Addiremnove ficlds

* [ Rehak Dzher Academic

¥ [ Archives

» [yl MO

-
o
a
L
a
El

A

* [ mehab Cther academic mport

Checkbox to select documents.

Right click to display Email option.

[ Dacuments in Use [ 1]

Discovery Commons



GUIDE TO ACADEMIC APPOINTMENTS (DPC)

Temerty Faculty of Medicine

V.

The box below will appear with your selected documents listed. Click Send.

Email Basket

General Password

Name

Send as Pages  Pages
D *TESTFoghorn_Leghorn_9992... 0
a Enclosure_Foghorn Leghorn O 1
a TESTFoghorn_Leghorn_99920... [] 1

Send as

Links

Email

Email options

Use Microsoft Outlook to manually send the email message

Page Range  Clear All

[} a

1 a

1 a
page numbers an 3;

If a Security Warning displays, click Continue. Then click OK to send the email through

Microsoft Outlook.

Opening Message generated by Laserfiche web client.msg

You have chosen to open:

2| Message generated by Laserfiche web client.msg

which ist Qutlook Item (772 KB)
frem: https://documents.med.utoronto.ca

What should Firefox do with this file?
@Qp en wlth
() Save File

Microsoft Qutlook (default)

[] Do this automatically for files like this from now on.

OK
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V.  Your Outlook Email application will open and it can be sent like a regular email with
attachments.

i. Enter recipient name in the To (and CC, if desired) field;
ii. Customize the body of the message;
iii. Then click Send.

Laserfiche Documents: Enclosure_Foghorn Leghom, ... - Message (Plain Text) (Read-Only)
Message Q Tel me what you want to do...
c szl e8 S <
Cut z[z] 3’,@ @ ([ *? |* Follow Up l:‘;
Copy ) I High Impertance
Paste B I U a Address Check | Attach Attach Signature View
- Format Painter Baok Mames File~ ltem~ - ¥ Low Importance Templates
Clipboard LM Basic Text Mames Include Tags e My Templates ~
To...
=
Ce...
Send
Subject Laserfiche Documents: Enclosure_Foghorn Legharm, ...
Attached Enclosure_Foghorn Leghorn,pdf .|| [J2) TESTFoghom_Leghom 89920190001 Letter of Offerpdf
o | pdf File v | paf File

DC999 thought you would be interested in these Laserfiche documents.

Sent by DC999 from Laserfiche Web Access 8.3
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Appendix A - Quick Reference to Appointments System Websites

Guide to Academic Appointments

http://aca.med.utoronto.ca

Online Applications / Document Submission

http://documents.med.utoronto.ca/Forms/nonclinical
http://documents.med.utoronto.ca/Forms/clinical
http://documents.med.utoronto.ca/Forms/appointmentdocs

Web Forms Manager

http://documents.med.utoronto.ca/Forms

LaserFiche Appointments System

http://documents.med.utoronto.ca/LaserFiche

Read-Only Portal

http://documents.med.utoronto.ca/appointments

Discovery Commons



Temerty Faculty of Medicine

Q ajeq poday QAnoy! 2a0
Wwauguioddy-ay Jojpue poday pue ajeq pu3 Wdy ssu3 IpZ
Ayanay soj seownoddy s6eis szZ[ €] ‘SiuM uniddy spaoooy vz § ] s o e
4340 J0 Jan jroge] | [2NOISN)
aepipue) 0} 3yoid JOjpue ISAP |
qol JojpuR JO JO IR SPUIS .N_A. _
1 - y|  uoisieg jo sioeuipiood | ‘pues soepes pue|
abexsey | ¥H pue yusunedaq SayNioN 02 J h:o.ogaﬂ_...s!u.—uu
anoddesig
1 3n0sddy 261
Sjunodde ueaq Jo
1$3I0N Lgsofussgsd—
peoidn ‘q64
MmNy e6L -
AsoBajen puad 0} ¥ovq SMEIS DVQ SIS QR
ucﬂhc(ﬂo.o._ﬂmo.““: P =i feale = = = = e e e S e ) Q0 MeqH — — — — — o
) 1 S3ION Yam Jsanbay |rews3 SPUSS g 3
A | panosddy
_‘.IIII $$3208 |eU0d Ajuo-peay 9va o1 smeys sabueyd qel
l—[_ VQ WoJ; 101SSOP IACWRY P}
| 9Bewped smapay wuy | D HH SAYNON Ay} €—— _ 4940 o Jena yeiq
¥H UrInowoYS SaoRld BYL Aue “yueigajyoid ‘2saq qor
‘soue7 sareyd peoydn egy
Jo sope| Aiddns
‘pancudde ji ‘qzi
HUBGIM uo
S20p ARy ez}
EEIEYETEY)
yym :
OH S
‘pasnbas
ne osie KR &g 191550Q SMAIAY By ey oo mpaciames (e 5
% JorssOp S9RAID qE w04 3y spfas o sydasce _ o
i ; PUe UL BY) U SPRY U SIitd T 4
W0 IqOM Wouj jpd- sapeasD BE | sunuo
Iy | ywoas 2wO L | |
pege
uonmysu| (e3eBajap 10) =
Jojeu
2 :nuw_ﬂd\u._._ eaq 10Jeulpio0) ¥H ova 2a13)9y awoy 10}eUIPI00Y) [eNdSOH ayoiqiase E« _EOMM erepmues
/aaa/Jid ’ aunujoddy
1ed1ud vy ddy loddy :molppoM siuaunuioddy pasodos,

Appendix B - Clinical Appointments Workflow

GUIDE TO ACADEMIC APPOINTMENTS (DPC)
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GUIDE TO ACADEMIC APPOINTMENTS (DPC)
Appendix C - Other Academic Appointments Workflow
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Appendix D - Regenerating the Appointment Application Form PDF

The Appointment Application Form PDF is a system generated file triggered initially when a Candidate
application is accepted for consideration by the DC. If editing is required it can be done inside Laserfiche.

i Click on the Candidate dossier to display the Candidate Information — Other Academic
template.

ii. The fields in the far right column will be displayed and can be edited. Click Save after making
changes.

iii. Right click on either the Appointment Application PDF (or the Appointment Status file),
select Start Business Process, then Show all business processes.

Appuntments o Traning » *New Appeiniments » Other Academic o *TESTFoghom_Leghom 59520150001 Tareriea [1 lecoect > 3 B®
7 s -SI":“:E n_SEHA S0 - e Fm—— - ) TESTRogherm.Le t b L
3 [y *Acthizy Razorsng 0f & aremn
* B9 *Hew hzpammen O8 Fozmen ) Temglate
> B3 OwicaiMn OB Fogmorniagronm bat sppoeed meepe ey =
» [} Cthar Azasamiz o8 ) Fisids
# 3 Rehab fuher Academic Of Addirmiove fieks
: rl___ :T::;: Bt /00 9 126 FM
5 3 fther Acasemic
- o—— e Please note the
location of the
Dismbaed
Refresh button.
Fenpme
Mo oy It will be used in
= step (iv).
Sanm Businass Process Shry 0 DUS IS PITESTEr I=
U a
iv. Beside “Appointments — Re-create Application Form — NonClinical” Click Start.

Start Business Process

77 [5] Appointments - Re-create Application Form - Clinical

Re-creates the dinical Application Form PDF with values from the candidate dossis:

¥r [ Appointments - Re-create Application Form - NonClinical I m =

The Application PDF will be regenerated with your edits. To view the revised PDF, click on the refresh
button to the upper right (the Creation date will change), then click on the PDF.
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