RTP Reviewer Step-by-Step Interfolio Guide

As a Reviewer you will receive an email notifying you that a case is available for your review.

Click on the “Sign In” button in the email to view the case, or go to Interfolio.com to sign in through the
Partner Institution button where you will have access to all your assigned cases.

Sign In
SONOMA STATE Sign in with email Other Sign In Options
Email * . -
UNIVERSITY Sign in with Partner Institution
G Sign in with Google
Password *

Sally Sonoma's case is avaiable for review.

Forgot your password?
The candidate has submitted their case and it is now

available for your committee to review. .
Don't have an account?

Use Interfolio's suites of services to simplify your academic life.

O R Create an account

Navigate to the materials for the candidate by clicking on the “cases” tab on the left.
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Then click on the name of the candidate you would like to review.

View Case Materials

Navigate to the Cases page and click the Name of the applicable case to navigate to that case's page.
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Case Materials

The Case Materials tab is divided into two main parts that can each contaln one or more sections; the
Candidate Packet and the Internal Sections.
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Candidate Packet
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* Read Case to load all accessible case materials, or click the Title of a document to open it in the document
reader for online viewing.

Candidate Packet ®

Includes sections where the candidate or others can add materials, along with required forms. Candidates can
replace or delete files in unlocked sections before submitting for review. These materials are visible to the
candidate and usable in their current case.
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Here is an example of a Candidate’s packet (WPAF) for SSU.

Scott Graves
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Sonoma State University 2PY Performance Review @ 2FY Rotention change
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Candidate Packet

Any materials added to the candidate packet will be visible to the candidate and available for them to use in their crrent case. The candidate will be sble 1o replace or delete any
files in an unlocked section before they submit
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Below the candidate’s WPAF is the internal section.

Note: this is where Committee Chairs will upload their Recommendation letter when the process is
complete by clicking on “Add File.” RTP Committee Chairs can also upload the department chair
recommendations here, if any.

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.

I A You are asked to submit required items a5 part of this case. View

» Previous RTP Decisions @
» Previous Student Evaluations Add File

» Department RTP Letter of Recommendation [W] W]
» Optional Department Chair Recommendation @
> College RTP Letter of Recommendation [ addFile |
» Dean Letter of Recommendation @ [ addFile

> University RTP Letter of Recommendation @




Before you review the case, please complete the required Confidentiality Agreement. That is found under
the “Case Details” tab. Please note that the case will not be able to be moved forward until all committee
members have completed the Confidentiality Agreement.

Scott Graves

Unit Template Status
Sonoma State University 2Py Performance Review @ 2PY Retention change

Case Materials || Case Details ()
Reviewing as
RTP Dept. Test Committee

¥ Instructions

The Department RTP Committee Chair may upload the committee’s RTP recommendation letter in this section. In addition, the Committee Chair must fill out the
Recommendation form here. Once these two actions have been completed, the Chair will be able to press the “Send” icon so that the RTP file (Case) moves forward to the
next step.

~ Required Items

Allre e with access 1o this case. Forms must be
Department RTP Letter of Recommendation © Complete
Noms
Departmant RTP Latter of Recommendation Z
Forms
Assignee Actions
" n Commitiee Members Manage Responges
rm Retention Evan MacKay (You) Fill Out Form
RIF Committes Member Confidentialty Agreement Commities Membera Manage Responder
rsauired ausstions
RIP Committes Member Confidentislty Agreement Evan MacKay (You) Fill Out Form
required questions

To complete the Confidentiality Agreement, click on the radio button and then “submit.”

f all faculty reviewers (Department RTP, College RTF, University RTP), ensuring understanding of confidentiality and security of meterials accessed through

Interfolio. mended by FSAC &s a response to URTPs request for reviewers to be able to download meterials.

e of confidentiality and security of RTP candidate's WPAF documents included in this case *

| understand that all materials viewed in this WPAF are confidential and not 10 be shared with others. If | opt 10 download any element of the WPAF, | agree 1o delete it
23 soon as possible.

Save Responses Retum to Case

In the same Case Details tab, Committee Chairs will also complete the Recommendation form after the
Committee completes its work.

Recommendation Form Retention

This form is used by RTP 1o record their for candidates up for Retention
R dation for RTP Candid
Please select the approgriate recommendation for: Retention of Termination
(® Retention
Termination

Last saved on Sep 4, 2025 at 3:53 PM EDT

Submit Form Return to Case




To view the full file, click Read Case on the Case Materials tab. This will open up the document reader
where you will see the entire file with an index on the left.

Sanoma State Univarsity » Cases >

Scott Graves

Unit Template Status
Sonoma State University 2 PY Performance Review @ 2PY Retention change
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Search case materials by title
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Candidate Packet

Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. The candidate will be able to replace or delete any.
files in an unlocked section before they submit.

v Curriculum Vitae (CEED)

Curriculum Vitae 1 required

Tile Datails Actions

Graves, Seott_CV_2025 Added by Nicale Hilger Edit
Sep3,2025

> Department RTP Criteria ((EEE) °

As a Reviewer, you may add notes per the instructions below -

Add Annotations Using the Document Reader in FS and
RPT

Users in Faculty Search (FS) and Review, Promotion & Tenure (RPT) can read and annotate candidate
application materials directly within the built-in document reader which can be accessed from an

applicant’s profile in FS or when viewing case materials in RPT. The reader simplifies the review process by
allowing users 1o highlight important parts of a packet and easily revisit their notes when evaluating materials.
It also enables viewing and assessing multiple applicants’ materials without the need to download files.
Within the document reader, evaluators can highlight text, add annotations, and download materials. FS users

have the added ability for to leave comments, apply tags to documents, and assign ratings directly from within
the docurnent reader.

Annotations are private notes and are only visible to the reviewer who adds them. However, much like paper
notes, annotations may be discoverable as evidence in certain legal proceedings.

-

Add & Export Annotations

. Annotations are added from the lower right-hand corner of the reader.
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Click the Note (pencil with square) icon to add an annotation on the selected document.
You have the following annotation options:
« Make no selection to add a simple sticky note to the document.
« Click Point to add a note with an arrow pointing to a particular point in the document.
« Click Area to add a note on a selected area.
= Click Text to add a note about the highlighted text.

» To edit an existing note, simply click into the text field.




Text in the document reader cannot be highlighted or copied. To copy specific text from a
document, users must download the file first.

3. Notes can be left on materials during the review process. The annotations made will appear on their own
tab and can be exported.

Instructions for downloading materials —

Note: Please download only when necessary and be sure to delete downloaded materials as soon as
possible. These are confidential documents.

Download Materials
1. Navigate to the Case's page and select the desired materials to download using the checkboxes. Then
click the Download button that appears on the toolbar.
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« You can also click Read Case to download materials in the document reader. From the document
reader, you can download individual documents or the entire packet.
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2. If you choose to download the entire packet, a window will appear for you to select which materials to

include in the download.

Download Packet

-

Faculty Activity Reporting Vita

Promation Oy Vita 2024

Candidate Documents
Review Promation Tesmure VPAT 2023-07
raiaing test
‘Saction unlocked current

Candidate Form Test
Extemal Evalustos Form

‘Schaol Materials
Upsated GOrumEt

Department Materials.

Faforence Letier 1

For security reasons, downloads are not direct. Instead, users can access downloaded case
materials anytime from their Tasks. The ability to download materials can be restricted at the

institutional level or disabled entirely for all users.

3. Navigate back to the home page and click Your Files Are Ready to Download under ‘My Tasks.

My Tasks €@
29 7

Unread Tasks Read Tasks

ur Files Are Ready to Download|

4. The Requested Downloads page will display. Click Download under the ‘Action’ column to view the
downloaded materials.
Requested Downloads

Below is 8 1 of matenials you've requested to download. Please note that if you've requested 1o download  set of docurments, materials might have been sdded 1o

the set since you last requested the download. Please chick back 1o make sure you have all of the relevant documents

When all committee members have completed confidentiality agreements and when the chair has
completed the recommendation form and uploaded the committee recommendation letter, click on
“send case” in the upper right-hand corner to complete your review and move the case to the next step in

the process.

Forward to

Faculty Affairs Checkpoint after

Department RTP Review

Questions? Please email RTP@sonoma.edu.
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