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Purpose/Summary

Compliance of EverFi training: “Interviewing Candidates” for Search Committee Members. To ensure
that Search Committees are complying with university policy, documentation of completion of courses is
required.

Procedure

Prior to forwarding a Requisition in PageUp, for faculty positions which require approval from the
Academic Inclusion Office, AlO will require confirmation that all members have completed the
appropriate EverFi course “Interviewing Candidates”.

AlO will not forward requisitions for approval without the required attached checklist completed and
attached to the requisition in the “Documents” section of the requisition. Any requisitions received by
AlO without such documentation will be declined.

Business Managers are able to confirm that search committee members are within the two-year time
frame of acceptance.

The Compliance Report can be found on the Z drive

Home Share WView

v » This PC » Shared Drive (Z:) » Internalfudit » ComplianceTrainingReport

~

Name Date modified Type Size
Archives File folder
Final Everfi Reports File folder
!@ Compliance Reporting Menu (everfi master status spreadsheet 2022-03-28) 3/2 Microsoft Excel W... 1,339 KB
!53 Compliance Reporting Menu 3/28/2022 8:44 AM Microsoft Bxcel M... 12,237 KB

Opening the “Compliance Reporting Menu” (highlighted above) which will take you to the Progress
Reporting Menu.
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The University of Toledo
Compliance Online Training
Progress Reporting - Foundry
Academic Affairs Athletics Chief of Staff
COMLS Diversity DTAS
Enrollment Finance and Administration Legal
MARCOMM Research Student Affairs
UTMC Residents Interviewing Candidates
Affiliates All Active Users Close Excel

When a user clicks the button (circled in yellow), they will see 2 years of course history. If the faculty
member is outside the 2 year window they will need to complete/update their training.

Should a search committee member need to complete the course they will need to log into EverFi.

The link below is the shortcut link that will take users directly to the login page (Learner Dashboard) for
the training system. Once a user is in the system, they can click on completed courses, then locate the
correct course and download the completion certificate or click on “Check for Assignments” to locate
the course.

https://admin.fifoundry.net/saml/sp sso login?issuer=http%3A%2F%2Ffs.utoledo.edu%2Fadfs%2Fservi
ces%2Ftrust&locale=en&organization slug=the-university-of-toledo

The search committee member should forward completion certificate to their Business Manager.

Once all search committee members have completed the training, the Business Manager should
complete the attached form and add to the position requisition prior to forwarding to AlO.



https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fadmin.fifoundry.net%2Fsaml%2Fsp_sso_login%3Fissuer%3Dhttp%253A%252F%252Ffs.utoledo.edu%252Fadfs%252Fservices%252Ftrust%26locale%3Den%26organization_slug%3Dthe-university-of-toledo&data=04%7C01%7CMary.Morrison2%40UToledo.edu%7C5287be0c9cb440f46d6708da007dd3dc%7C1d6b1707baa94a3da8f8deabfb3d467b%7C0%7C0%7C637822837688733209%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=xV6KIWAP%2FKmK8jDj4Si9hM1L0Tz32yfL7NMQLUZ3nmE%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fadmin.fifoundry.net%2Fsaml%2Fsp_sso_login%3Fissuer%3Dhttp%253A%252F%252Ffs.utoledo.edu%252Fadfs%252Fservices%252Ftrust%26locale%3Den%26organization_slug%3Dthe-university-of-toledo&data=04%7C01%7CMary.Morrison2%40UToledo.edu%7C5287be0c9cb440f46d6708da007dd3dc%7C1d6b1707baa94a3da8f8deabfb3d467b%7C0%7C0%7C637822837688733209%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=xV6KIWAP%2FKmK8jDj4Si9hM1L0Tz32yfL7NMQLUZ3nmE%3D&reserved=0
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