
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. 

 

 OR  

 

Navigate to the materials for the candidate by clicking on the “cases” tab on the left.  

 

Then click on the name of the candidate you would like to review. 

 



 

 

 

 

 

 

 

 

 

 

 



Here is an example of a Candidate’s packet (WPAF) for SSU. 

 

 

 

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. 

 



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. 

 

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

 

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

 



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. 

 

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

 

 



 

 

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. 

 

 

 



 

 

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. 

 

Questions? Please email RTP@sonoma.edu. 

mailto:RTP@sonoma.edu

