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Autumn Reappointment Cases In
Interfolio
How to create and manage the Autumn reappointment cases in Interfolio.

1 Go to Interfolio : https://account.interfolio.com/loginClick "Sign in with Partner
Institution"
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2 Search for University of Washington and click to sign in. This will redirect to your
UW NetID log in.

3 Go to the menu on the left side and click on "cases" in the RPT menu.



Made with Scribe - https://scribehow.com 3

4 Click "CREATE CASE"

5 Click "SELECT CANDIDATES" and enter the faculty member's name.
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6 Search for your faculty member's name and click to add them to the case.

7 Click "ADD CANDIDATES"
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8 Click "CONTINUE"

9 Use the drop down menus to choose your unit and 'reappointment' case type.
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10 Choose the Autumn quarter reappointments case for the current year and
continue.

11 Click "Yes, the candidate will be involved during the case." You do not need to
notify the candidate yet.
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12 Click "CREATE 1 CASE"

13 You'll need to edit the case review steps to add department member(s) and
divisional dean. Click "Case Options" then click "Edit Case"
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14 In the menu, click "Case Review Steps"

15 To add your department contact(s), click "Edit" in the Department Case
Completion section.
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16 You'll want to add the chair and/or unit admin that will need access to the case to
upload documents.

Click "Add Members" and search for the department contacts to add to the case.

17 Search by name or NetID and click "add" next to the name.
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18 Click "Return to Case Review Steps"

19 You'll also need to add the Divisional dean for your unit. Click "Add Members" to
search and add them to the case and then return to the case review steps.
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20 Click "Return to Case Summary"

21 Click "Return to Case"
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22 Once your review steps are updated with your department contacts and divisional
dean, you'll want to send the case forward to the candidate so they can add their
documents. Click "send case" and "Notify Candidate"

23 When sending the case forward to the candidate, you should include a personal
message so they receive an email notification that the case is ready.
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24 You can add your own message and then click 'send' when finished.

25 You will then need to send the case forward to the department case completion
step, so your department chair or admin can add documents to the case.
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26 If you're sending it forward to the chair or a different department member to
upload docs, include a message. If you're sending the case forward to yourself to
add docs, you don't need to include a message.

27 In order to add documents for the department/unit, you will open the case in
Interfolio. If you are in the RPT section, you can search for the candidate's name
and click on the case.
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28 When you open the case, you can see that 2 documents are needed for the case
details. You can click here to add those.

29 You'll need to click 'add' on the right side of the page to add a document to each
required section. It will allow you to drag and drop a file or search for one to add
to the case. You'll do this for both the chair's letter and collegial evals.
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30 Click "Browse To Upload"

31 Depending on which section you're working on, choose the appropriate section to
upload.
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32 Click "Add"

33 If you have a teaching-track faculty member that requires a teaching matrix, you
can enter it in the case materials section.
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34 You can add the file here. There is also a section to add a report for secondary
department, if applicable. These are not required for all faculty, so they do not
appear in the required case details list (only chair's letter and collegial evals are
required for all.)

35 After you've uploaded all the necessary department documents, you can move the
case forward for College review.
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36 You can send the case forward with or without a message. Click continue and
you're done.




