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Please refer to the CALL https://academicpersonnel.ucr.edu/the-call for the most current guidelines on 
Extramural Letters. 
 
This feature allows the department to solicit extramural letters electronically and for referees to provide 
their letters directly to the eFile Plus system. In the eFilePlus system, Extramural Letters are collected from 
within a Snapshot. 
 

 
 
Once the File Preparer (Department) clicks on the "Save & Send Request" button, an email notification is sent 
to the referee. 
 
Below is a sample message that the referee will receive.  Easy login link and footer highlighted. Note the link 
expiration date. 
 

 
  

Create a 
snapshot 

Start a letter 
solicitation  

Verify 
responses

Add letters to 
the snapshot

https://academicpersonnel.ucr.edu/the-call
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1. To access the candidate's documents, the referee must clock on the "Easy Login Link" included on the 
message.  

2. The “Easy Login Link will open in a new browser window or tab. 
3. Before the referee can proceed they have to confirm that they have read and understand the UC 

Confidentiality Statement. 
4. The solicitation packet that was uploaded by the Department may be viewed through the Documents 

for Review section.  
 

 
 
Referee Options 
The referee may choose how to respond to the request:  

1. Submit a letter using the "Letter Writer form" option 
2. Submit a letter using the "Upload the Letter" option 
3. Use the "Decline to provide Letter" option. 

  

https://academicpersonnel.ucr.edu/sites/g/files/rcwecm1261/files/2020-08/Attachment%20E-8%20-%20UC%20Confidentiality%20Policy_0.pdf
https://academicpersonnel.ucr.edu/sites/g/files/rcwecm1261/files/2020-08/Attachment%20E-8%20-%20UC%20Confidentiality%20Policy_0.pdf
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Letter Writer Form option 
1. Follow the screen instructions on how to enter text into both fields. The top field is the portion of the 

letter that will NOT be redacted. The bottom field is the portion of the letter that will be redacted.  
This option requires the letter writer to assume responsibility for the redacted and unredacted 
information in their letter. 

2. Click the Submit button to send the letter. 
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Upload the Letter option 
1. The referee may drag-and-drop a PDF file into the dotted-line box to upload the letter as a PDF. 

Alternatively, the referee may click inside the dotted-line box to use their computer to locate a PDF 
file to upload. 

2. Click the Submit button to send the letter. 
3. All uploaded PDF letters are considered unredacted by the system. The File Preparer can redact the 

file and then upload the redacted version. 
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Decline to Provide Letter option 
1. The referee may choose this option and enter text under the Reason for Declination label. 
2. Click the Submit button to send the response. 

 

 
 
 
These are general system guidelines and is not meant to replace policy.  Please refer to the CALL for the most 
current policy information: https://academicpersonnel.ucr.edu/the-call. 
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