How to submit materials on behalf of a candidate

in Interfolio

1 Navigate to https://account.interfolio.com/login and log in.

2 Click "Cases"
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3  Find and select the case.
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4  Scroll all the way down and click "Candidate Documents".
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Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. Tk

will be able to replace or delete any files in an unlocked section before they submit.
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5  Click "Add File" to upload a document.

CASE WESTERN RESERVE

Mary Elizabeth Spohn s

UNIVERSITY
. © Expand Al © Collapse Al | & share
andidate Documents @ 2}
Curriculum Vitae (REQUIRED for all candidates) optional

No files have been submitted.

. Reprints (up to 5 max) up to 5 optional
No files have been submitted.
Professional Self-Description (REQUIRED for all candidates) optional
No files have been submitted.
> = = e —_— - e M

6  Click "Browse To Upload"
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Upload Video Webpage
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Drag & Drop your files anywhere or
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7  Click "Save". Continue uploading all documents.

Add File

Add New File Previous Reviews

Upload Video Webpage

Name

Test CV

8 Once finished uploading all of the documents, click "Send Case".

CASE WESTERN RESERVE Mary Elizabeth Spohn

UNIVERSITY

Case Western Reserve University > Cases >
Spartle Spartan

Unit Template Status
Pathology Full Time Senior Level Appointment Select Status

Case Materials Case Details

Search case materials by title

ind Tenure E Read Case

O © ExpandAll @ Collapse All & Download 4 Share £ Settings = Move

Internal Sections

These sections are available to committee members reviewing the case and cannot be viewed by the candidate. Please note that some

materials added to internal sections can be shared with the candidate by an administrator or committee manager.
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9 Click "Department Review". This will send the case forward to the Department
Review step where you will upload the department's required documents.

ERVE Mary Elizabeth Spohn w
y > Cases >
rtan
Candidate
Template Notify Candidate
Full Time Senior Level Forward to
Department Review
stails
title

D =3

Collapse All = D )i 4 Share

10 Uncheck "Send a message to the reviewers gaining access." Department
Administrators and Department Chairs will have access.

Great job! You're sending the case forward to the next step, Department Review. The follo

access to the case:

Case is Being Created | 0 members

The following reviewers will gain access to the case:

Department Chair and Admin | 0 members

Send a message to the reviewers gaining access.

If recipients respond to this message, their response will come directly to your email il

Subject *
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11 Click "Continue".

1e case forward to the next step, Department Review. The following reviewers will lose

embers

I gain access to the case:

in | 0 members

: reviewers gaining access.

this message, their response will come directly to your email inbox.
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