
Page 1 of 14 
 

Accessing your file  
1. Access your file from the welcome email by clicking VIEW CASE, or by going to https://account.interfolio.com/login  
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2. If you are signing in through the website https://account.interfolio.com/login, click LOG IN at the top right.  
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3. From the log in page, click on PARTNER INSTITUTION and then search for San Francisco State University from the drop down menu 
and select SIGN IN. Sign in with your SFSU credentials on the next page.  
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About your account  
1. Under Your Action Items, select your name above the review for which you are applying. Alternatively, you can view your reviews under 

“Your Packets”.  
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2. Under “Your Packets”, select which review you, are applying for. You can view the status under “Status”.  
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Adding documents to your file  
1. To begin adding materials into your packet, select the Edit button to the right of each section. For instructions on how to format a 

CV, view sample summary table of student evaluations, how to complete sections of the eWPAF, and give titles to uploaded 
documents, select View Instructions.  
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2. To add a new file from your computer, click on the ADD tab under each section —CV, Narrative, Teaching Effectiveness, etc. 
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3. Drag and drop a document directly from your computer, or click on BROWSE TO UPLOAD to search for files on your computer. Click 
the ADD button at the bottom once complete.  
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Submitting your file for review  
1. It is highly recommended that you preview your packet before submitting. To preview your packet, select Preview Packet at the 

top right corner. Confirm that your document was uploaded successfully by checking if the title of your file appears under “Title” 
next to the date stamp.  
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2. The preview page will show you exactly what reviewers will see when you submit your packet. Make sure all your documents are in 
there before submitting.  
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3. To submit, you must select each “Submit” button next to each section in order for reviewers to see the information.  Note that 
Interfolio will not allow you to submit the section if “Required File” is missing.  Refer to your departmental RTP Criteria and consult 
with your department RTP Committee regarding further documentation for your file.  

 

 

 

 

  



Page 12 of 14 
 

Adding files to dossier  
Each document added to your file (presently or previously) is automatically stored in your Dossier, similar to a Cloud account. You may also 
upload files directly into the Dossier to be retrieved in this or future review cycles.  

1. To access the Dossier, select your name on the top right corner and then select INTERFOLIO DOSSIER from the drop menu. 
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2. To view and add files, go to MATERIALS. To add a file, click the ADD FILES tab.  
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3. You can drag and drop a document directly from your computer or click on BROWSE TO UPLOAD button to search for files on your 
computer. Click the ADD button at the bottom once complete.  

NOTE: Items uploaded into your dossier are not uploaded into your packet. The dossier is for your reference and download of documents only.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


