
Made with Scribe - https://scribehow.com 1

Guide To Creating An Assistant Professor
Renewal Case

1 Part 1: Creating the Assistant Professor renewal case

2 Log into Interfolio with your UW netID and password. On the left side menu, click
on "cases"
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3 Click "CREATE CASE" in the upper right corner

4 Click "SELECT CANDIDATES"
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5 Click the "Search" field and enter the name of the candidate being reappointed

6 Click the box next to the correct name then clikc on "ADD CANDIDATES"
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7 Click "CONTINUE"

8 Use the drop down menu to choose your department/unit for the case
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9 In the type field, choose "Reappointment"

10 Choose "Assistant Professor and Tenure-Track renewals" then click "CONTINUE"
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11 Click the "Yes, the candidate will be involved during the case." field.

12 Click "CREATE 1 CASE"
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13 Go to "Case options" and click "Edit Case"

14 Click "Case Review Steps"
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15 Click "Edit" to add your department level committee member.

16 Click "Add Members"
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17 Search for the name of the individual who will upload the department documents.
This could be the department administrator, assistant to the chair, or the Chair
themselves (you can add more than one member).

18 Return to the case review steps and repeat this process to add the appropriate
Divisional Dean as the committee member for Step 3: Divisional Dean review
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19 Click "Return to Case Review Steps"

20 Click "Continue"
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21 Review the case to ensure accuracy. Once complete, click "Return to Case" in the
top right corner

22 Go to "Send case" and click "Candidate-Notify Candidate"
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23 Click the box to include a personal message with the email and fill in the message
you would like to send to your candidate. Then click "Send"

24 You can then send the case on to your department committee member to enter
departmental documents by clicking "Send case" and "Forward to Department
Case Completion"
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25 If you are the individual entering the department's documents, then you can
choose to not send a message. However, if someone else is uploading the
documents, please be sure to send a message- you can edit the content as
desired. Once done, click "continue"

26 Part 2: Uploading the departmental documents
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27 Open the case for your candidate. You can search for the particular case by name
from the case list. In the "case materials" section, you can scroll down to the
"internal sections" and start uploading documents by clicking "add file" next to
each section.

28 Click "Browse To Upload"
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29 Choose your document to upload and click "Save"

30 Repeat for each requirement. Once all documents are uploaded, click "Case
Details"- note the number next to it implies the number of required documents
that need to be linked.
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31 Scroll down to the "required items" and click "add" for one of the requirements.

32 Click "Select file from case" and choose the document that matches the
requirement. Click "add" at the bottom
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33 Repeat for each requirement until you see a green check and "complete" next to
each one

34 Once complete, send the case forward to the College by clicking "Forward to
College review"
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35 Click "Continue"


