Sonoma State University RTP
Candidates Step-by- Step Guide to Interfolio

As an RTP Candidate, you will receive an email when your case has been created.

SONOMA STATE

UNIVERSITY

Sonoma State University has initiated a case on
your behalf.

Thin case link will be vaid for 30 days. Afiermands, pes can access
FOUT Case by sgning in wilh your parines nsitulion ceedeniias

ons, and submit your pocket online.

This case link wil be valid for 30 days. Afterwards, you can access your case by signing in with your
partner institution credentials.

Logging into the Product

Sign In

Smart Peqamm

€ interfolio
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After you log in, click on your name to move forward. Note, this also lists the WPAF due date and your
RTP cycle. This is listed throughout the case. If this looks incorrect, please stop and reach out to
Faculty Affairs at RTP@sonoma.edu.

My Tasks @

Scott Graves

2 PY Perforrmance Review | Sonoma State University | Reappaimment

The Packet Overview page will display, showing each section requirement and the progress in
fulfilling each of the requirements.

View Instruction and Fulfill Requirements

Before taking any action, click View Instructions in the upper right-hand corner to see important
details on requirements, policies, and processes.

These will appear in the ‘Candidate Instructions’ window.
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Candidate Instructions x

Due:
Sep 10, 2025

This is your Working Personel Action File (WPAF). Please provide up-to-date documentation showing evidence of
your achieverments and professional development.

Please include:

1. Current curriculum vitae.

2. Self-assessment of teaching and professional activity (no more than seven pages), and shall include:;

3. Two peer observations of teaching since the last Performance Review.

4. Reflections on Student Experience (ROSE).

5. Index of appropriate evidence to support a record of growth and contribution in the area of scholarship, and
quality of service to the University, to the profession, and to the community.

Files can be uploaded from Interfolio's Dossier program or from any files saved to your desktop or thumb drive.
Once you see the gray “Locked® button on a section, that means the section has been fully submitied. For more
Iinformation on how to submit your case, please see Interfolio’s Candidate Guide to Populating and Submitting a
Packet Using Interfalio RPT

Navigate Packet

You will navigate to the applicable section within the Packet tab where you can view the requirement
details, number of required files, and number of uploaded (added) files.

To add your first set of materials, which will be the CV, click Edit.

B Staie Unbastsly » Your Padais »
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Click the Add button.
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To continue fulfilling requirements, click Edit within each section.

In this case, 1 of 1 has now been added. You can remove or edit at any time PRIOR to submitting.

2 PY Performance Review Vew btrctions |
Unit Type Packet Deadine Type Packet Due Date
Sarnima Srate Unbessly Rirappainliveen] i Dingatiorias D Sep 10, 3035

Overview  Packed

Belorer poe will g @ overwiew OF (N9 PACKeT ISQUINSMEncs Cutined Dy your INEIRUTIoN

the Candidaie's Packet Culde
Curriculum Vitae
Ml V2T Sl e [N ke

Ty

[ - =TT P

Y —— ¥t

1 Al

This page will be Updated &5 Yo Makie Progress Moward your packet, To larn mone, read

Preview Packet and Make Changes

It is recommended to Preview Packet in the upper right-hand corner before submitting sections.
The preview shows exactly how the packet will appear to the committee in the document reader.

Only show submitted sections.
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Edit Files: Click the ‘Edit’ hyperlink under the ‘Actions’ column on the ‘Packet’ tab to change the
title.

Edit Document x

Document Title *

Cowver Letter L ‘

c REF IECE m

Rearrange Files: If you add a file to the wrong section, you can move it by dragging and dropping it
into the correct section.

» Rearrange Files: If you add a file to the wrong section, you can move it by dragging and dropping it into
the correct section.
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Submit your Packet

Be sure all sections are submitted by the due date. Sections can only be submitted when the
requirements have been met.

Because there is a hard deadline, all materials will be automatically submitted and locked at the due
date, even if some requirements remain incomplete. You’ll receive reminder emails 7 days and 1 day
before the deadline.

Candidates can submit all sections at once by clicking the checkbox at the top of the screen to check
all sections and then clicking the white Submit Sections button that appears. Each section can also
be submitted individually by clicking the blue Submit button within its section.

Overview Packet Shared Committee Files
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FAQs

What happens once I submit a section?

You should not submit a section until it is complete. When a section is submitted, that section will
lock. The review committee at the first step of the review will be notified that there are materials
available for them to review (even if only one of the sections has been submitted.) Be sure to submit
all sections by the due date.

How do I make updates to a section or unlock it after I have submitted?

Reach out to an administrator at the institution to unlock that section. Neither candidates nor
Interfolio can unlock a locked section.

Will I receive a confirmation email after submitting my packet?

No, candidates do not receive an email confirmation after submitting all sections of their packet.
However, once submitted, the packet’s status will update to “Submitted” in your account, which
serves as confirmation that your materials have been successfully submitted for review.

How do I download or print my packet?

Candidates cannot download or print packets.

Is there a size limit for RPT packets?

Yes, there is a 5GB limit.
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