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How to Create a Case and Notify Reviewers
and Candidates

1 Navigate to rpt.interfolio.com/28343/cases/create

2 Click + SELECT CANDIDATES

https://scribehow.com
https://rpt.interfolio.com/28343/cases/create
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3 Click the "Search" field.

4 Type the first name, last name, or net ID of the individual for whom you are
creating the case - ENTER
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5 Select the appropriate individual.

6 Click CONTINUE
*Note - multiple cases can be created at once by selecting multiple individuals.
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7 Click the "Unit for Case(s)" field.

8 Choose the appropriate home department.
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9 Click the "Type" field.

10 Click "Other"
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11 Choose the correct template based on the employee type and the hybrid
arrangement.

12 Click CONTINUE



Made with Scribe - https://scribehow.com 7

13 Click CREATE 1 CASE

14 Click CASE OPTIONS



Made with Scribe - https://scribehow.com 8

15 Click EDIT CASE

16 Click CASE REVIEW STEPS from the list on the far right of the screen.
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17 Click EDIT

18 Click ADD MEMBERS under the Supervisor step.
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19 Type the first name, last name, or net ID of the supervisor in the "search users"
field - ENTER

20 Click +ADD next to the appropriate individual.
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21 Click CLOSE

22 Click RETURN TO CASE REVIEW STEPS
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23 Click EDIT on the Unit Leadership step.

24 Click ADD MEMBERS
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25 Type the first name, last name, or net ID of the unit leadership in the "search
users" field - ENTER

26 Click +ADD next to the appropriate individual.
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27 Click CLOSE

28 Click RETURN TO CASE REVIEW STEPS
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29 Click the name of the individual at the top of the page.

30 Click SEND CASE
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31 Click NOTIFY CANDIDATE

32 You can choose to include a personal message to the candidate or not.
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33 Click SEND

34 Click SEND CASE
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35 Click FORWARD TO SUPERVISOR

36 You can choose to send a personal message the supervisor or not.
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37 Click "Continue"

38 Now the case is complete.


