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Create the Case 
1. Log in to Interfolio with NetID and password. 
2. On the far left, choose ‘Cases’ 

  
3. Click “Create Case” in the top right corner of the page. 

 
4. Search for the candidate (be sure to use the “Final Terms” candidate name) and choose their name 

from the drop down, check “no,” the candidate will not be involved during the case and enter your 
unit name.  Click “Confirm.” 

 

https://account.interfolio.com/sso


 
 
5. Choose the “Final Terms of New Employment Offer” template.  **Please do not create new 

templates** 

Create the case – Part 1: Case Information 
6. Do not make changes to this portion.  Hit “Save & Continue” at the bottom of the page 

  

Create the case – Part 2: Internal Case Sections 
7. Do not make changes to this portion.  Hit “Continue” at the bottom of the page 

 
 



Create your case – Part 3: Case Review Steps 
8. Choose “Edit” on Step 1: Department data entry  

 
9. Click “Add Members”

 
10. Search for the name of the individual in your unit who will complete the Final Terms form (this 

could be the Chair/Director, Administrator, etc.).  Search by first name, last name, or email 
address and click “Add” when they appear in the list then close the window.

 
11. Once added, click the star next to the Individual’s name to ensure they have Committee 

Manager access to fill out the form 

 
12. Click “Return to Case Review Steps” at the bottom of the page 
13. Repeat steps 8-12 to add your Divisional Dean in Approver Step 3: Divisional Dean Review. 
14. Scroll to the bottom of the page and click ‘Continue’  

  



Create your case – Part 4: Case Summary 
15. Choose “Return to Case”

 
16. Click “Send Case” and then “Forward to Department Information”

 
17. Send Case Forward 

a. You can choose to send the case forward with a message, or not, as you see fit. When 
complete, click “Continue” at the bottom 

 

 

Stage 2: Department Information Entry 
1. Once the case has been sent forward to the individual who will enter the search request form, 

there are two ways to access the case.  If an email was sent when the case was moved forward, 
there will be a link in the email.  If it was not, then the individual can log in to Interfolio and 
access the case from their home screen in Interfolio.  



2. Once the case is opened, navigate to the “Case Details” tab 

  
3. Click “Add” to upload the Offer & Acceptance 

 
4. Drag & Drop or upload necessary files. 

  
5. Specify the section as “Offer and Acceptance” and click “Add” 

 



6. Choose “Fill out Form” for the Final Terms of Offer form 

 
7. Fill out all required fields in the form and click “Submit Form” at the bottom. 
8. Click ‘Yes’ on the confirmation window that pops up 

  
9. Send case forward to Deans Office Review 

 
10. Please send the case with a message to ensure that the Dean’s office knows that the case is with 

them. When complete, click “Continue” at the bottom of the screen. 
11. Congratulations! The case is now with the Dean’s office.  
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