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Creating cases 
1. Before beginning in Interfolio, you will need to gather the names of your faculty who are interested in applying 

for sabbatical in the upcoming year.  A separate case will need to be created for each of those individuals.  
2. Log in to Interfolio with your NetID and password. 
3. On the far left, choose “Cases” 
4. Choose “Create Case” in the upper right corner

 
5. Search for your candidate by name or email address and choose them from the drop down, mark that they will 

be involved in the case, select your unit, and click “confirm”: 

 
6. Choose the Autumn quarter reappointment template (or, if the recommendation is to not reappointment, then 

choose ‘Autumn quarter NON-REAPPOINTMENTS’).

 

https://account.interfolio.com/sso


Create Your Case – Part 1: Case Information 
7.  Verify the information entered is correct and click “Save & Continue: 

 

Create Your Case – Part 2: Candidate Requirements 
8. At this point, you can set a due date for the candidate or amend the candidate instruction (neither are required). 

Please do not change the packet requirements.  

 
9. Click ‘continue’ at the very bottom of the page to move forward. 

Create Your Case – Part 3: Internal Case Sections 
10. Please do not change the internal case sections. Simply click ‘continue’ at the bottom of the page to progress 

forward. 

Create Your Case – Part 4: Case Review Steps 
11. Click ‘edit’ next to step 1: Department Case Completion 

 



12. Choose “Add Members” 

  
 

13. Search for the name of the individual who will upload the department documents and then click add – this may 
be the Chair or the administrator.  Also note that, again, you should search by first name, last name, or email 
and not full names 

 
 

14. Close out the committee editing window 

 
15. Click ‘Return to Case Review Steps’ at the bottom of the page 
16. Repeat steps 11-15 for Step 3: Divisional Dean Review 
17. Choose ‘Continue’ at the bottom of the case review steps 

 
 
 
 
 



Create Your Case – Part 5: Case Summary 
18. Review the case to ensure accuracy.  Once done, click ‘Return to Case’ in the upper right corner 

 
19. Notify your candidate by clicking ‘Send Case’ in the upper right corner and then choose ‘Candidate’ from the 

drop down  

 
a. Select the option to ‘include a personal message with this email’ and fill in the message you would like 

to send to your candidate.  Then click ‘send.’

 
20. Send the case forward to enter departmental documents by clicking ‘Send Case’ in the upper right corner and 

then choosing ‘Forward to department case completion’ from the drop down 

 
a. If you are the individual entering the deparment’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 meassage – 



you can edit the content as desired. Once done, click ‘continue’ at the bottom 

 

Uploading the departmental documents 
21. Choose ‘Home’ from the far left menu 

 

22. Choose your case from the list  

 
 



23. To upload the documents 
a. Click ‘Case Details’ 

 

b. Click ‘Add File’ next to the requirement 

  

c. Upload the file and click ‘Add’ 

 

d. Specify the name of the document (if changing from the file name) and assign to a section.  Click “Add.”  
Once the document(s) have been uploaded and designated, close out of the window 

 



e. Once the file(s) are uploaded, you will see next to the requirement. 

Downloading the case 
24. Once all documents (including the candidate documents) are uploaded, you can access all documents as a single 

file by clicking to ‘Case Materials’ and then choosing ‘Read Case’ 

 

a. Once the case is open in the reading view, click ‘Download’ and then ‘Download Packet’ from the drop 
down 

 

b. Close out of the reading view by clicking ‘Return to Case’ in the upper right corner 

 

Submitting the case for Dean’s office review 
25. Click ‘Send Case’ in the upper right corner and then choose ‘Forward to College Review’ from the drop down 

 

a. Opt to NOT send the message to the reviewers with a message and click “Continue.” 

 



Congratulations! You’re done! 
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