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Login and Navigation 

Interfolio works best with Google Chrome, Mozilla Firefox, or Safari. The latest version of Internet Explorer is also 
supported, but may have more glitches. For best functionality, keep your browser up to date. 

Logging on through the myHumboldt portal 
1) Login to the myHumboldt portal using your HSU username and password. 
2) Select the Faculty/Staff Resources Tab. 
3) Scroll down to locate the Interfolio pagelet: 

 
4) Click the Interfolio logo to log in, or select any of the support/resource links for more information. 
5) Once logged in, you will see your Interfolio Dashboard menus. 

 

Logging on Using an Email Link 
1) If you receive an email notification from Interfolio, click the link to go to the Interfolio Sign In page.  

 
 

2) Leave the email and password fields blank, and choose the blue link to sign in through a partner institution.

 
 

https://cas.humboldt.edu/cas/login?method=POST&service=https://portal-prd.humboldt.edu/psp/PAHUMPRD/?cmd=login%26languageCd=ENG%26userid=PS%26pwd=z
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3) Select Humboldt State University from the dropdown list, then click Sign In.

 
 

4) Sign in using your HSU username and password. 

 

5) Once logged in, you will see your Interfolio Dashboard menus. 
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Logging on through Interfolio.com 
1) Go to http://www.interfolio.com and click the link to go to the Sign In page.   

 
 

2) Follow steps 2-5 in Logging on Using an Email Link above. 

 
Returning to the Dashboard 
You may return to the main dashboard in Interfolio by clicking your name in the upper right corner, then selecting 
Dashboard. 

 

 

  

http://www.interfolio.com/
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Dossier & Portfolio 
Dossier provides you with a place to organize materials such as your cv, evaluations, and letters of recommendation. 
Documents stored in Dossier can be pulled directly into your RTP file in ByCommittee Promotion & Tenure, or can be used 
to create an online Portfolio to share your work with others. You may also share stored documents and request letters of 
recommendation from colleagues. Please note that use of Dossier is optional, but may make it easier for you to build 
your RTP file. Documents stored in Dossier will remain available to pull into your RTP files during future review cycles. 

Using Dossier 
If you do not see Dossier on your dashboard, follow the steps in the One-time Dossier setup guide to make available. 

1) Click Manage Dossier on the Dossier & Portfolio menu on your Dashboard. 

 
 

2) Click ADD to upload documents to your Dossier.

 
 

3) Give the document a name, select a document type (e.g., cv, evaluation, etc.), and browse to select the file. Click 
Save to complete the upload. 

 

http://www2.humboldt.edu/aps/docs/RTP/Interfolio/One-time_Dossier_Setup.pdf
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4) Once uploaded, click the plus sign to add or select existing labels to help with sorting and filtering your 
documents in the future.

 
5) To see only the documents with a particular label, select the View option, then choose the label you would like 

to use as a filter.  You may also click the Sort By field to sort by Date, Title, or Type.

 
6) Select Active Documents from the View option to return to the full list of uploaded materials. 

 
7) Rename, download or delete a document by clicking on Details.
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Portfolio 
1) Select My Portfolio on the Dossier & Portfolio menu on your Dashboard. 

 
 

2) Enter a URL you would like to use for your online Profile, for example you may want to use your name, or your 
name and institution. 

 
 

3) Follow the instructions to set up your online Profile.
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4) You may choose whether or not to make your Profile searchable. 

 
 

5) Click on any area to add details, then save.  After you save an item, click on the pencil to edit if you would like to 
make changes, or add a link to a document from your Dossier to your Portfolio.

 
 
 
 
 

6) Once you have completed your portfolio, you can copy your URL to share with colleagues, reviewers, letter 
writers, or others.  
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Requesting Letters of Recommendation 
1) Select Manage Dossier on the Dossier & Portfolio menu on your Dashboard. 

 
 

2) Click Request Recommendation. 

 

3) Enter the required information about the reviewer, the title of the requested document, and the due date. 
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4) UNCHECK THE CONFIDENTIAL LETTER BOX as indicated in the screenshot below (system will automatically 
default to confidential letter). Be sure to request that your letters have either an electronic signature or that 
they are scanned with the signature.  If you forget this step, you will not be able to see the contents of any 
confidential letters received.   

 

 
 

5) Choose a request method, add a cv or supporting document (can be pulled from your Dossier), and add a 
message to the reviewer.  You may also include a link to your online Portfolio, if you have created one, or 
relevant website.  Personalize the message as needed and click the Send Request button.
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6) You will see a confirmation page after you send the request.  The reviewer will receive instructions on how to 
submit the completed recommendation.  

 
 

7) You will also receive a confirmation email after you have sent your request. 
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8) The letter writer will receive a notification with instructions on how to submit a recommendation through 
Interfolio. 
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9) After clicking View Details, the letter writer will have the opportunity view your materials, and to Accept or 
Decline your invitation. 

 
 

10) After accepting, the reviewer will upload the letter and submit. Links to information about how to add a 
signature (scanned or digital) will be provided if a signature was requested (as recommended above).

 
 

11) When a letter is submitted, an email confirmation will be sent to the letter writer, and the letter will appear in 
your Dossier. 
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By Committee Promotion & Tenure 
By Committee Promotion & Tenure is the Interfolio module used for creation and review of Retention, Tenure & 
Promotion files. A file (called a “case” in ByCommittee P&T) will be set up for each RTP candidate. Candidates and 
reviewers will receive email notifications of available cases. They may access cases through these links, or may log in to 
Interfolio directly via the myHumboldt portal to see any active cases listed on their Dashboard.  

Candidate Instructions 
1) In the Humboldt State University block, under My Packets section, select View.  

 
 

2) Requirements for your RTP packet will be listed.  Select Work on Packet to begin building your RTP file. 
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3) Click Add under each section to upload required materials, or pull from your Dossier (recommended).  To 
increase flexibility for candidates, document uploads for each section are marked as optional; however, 
candidates are responsible for ensuring accuracy and completeness of files. Note that because of this added 
flexibility, sections will be marked as complete automatically in ByCommittee.

 
 

4) On the New File tab, click to upload a document directly or drag and drop a file from your computer.  ON the 
Existing tab, select a document from your Dossier. 

              
 

5) After selecting or uploading the document, click Add. 
6) Use the X next to a document if you need to delete it. 

 

  

7) Documents can be moved within a section by the candidate after upload.  To do so: 
a. Hover your mouse to the left of the file you want to move.  The cursor will change to a moving cursor 

shape. 
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b. Click and Drag the icon to the desired location and drop the row in the dotted area. 

 
 

8) Changes to your file are automatically saved. You may return at any time to continue to work on your file.  

Special Instructions for Sections 8, 9 and Supplemental Materials 
1) As indicated in the instructions on your file template, candidates should add sections to their files to organize 

documents into subcategories in Sections 8, 9 and Supplemental Materials.  To add a subcategory section, click 
Add Section at the top of the template. 

 
 

2) Give the subcategory section a name that includes the section number, a letter indicating order, and a title for 
the materials that will go into that subcategory, as described in the template instructions.  Sections 6 and 7 have 
already been set up in this way for you. Add subcategory sections appropriate for your discipline and 
documentation. Some subcategory names in Section 8 might be as follows: 

a. 8A: Peer Reviewed Journal Articles 
b. 8B: Presentations 
c. 8C: Grant Applications 
d. 8D: Juried Exhibitions 

 
 

3) Click Save to create your subcategory section. 
4) Scroll down the page to view and add documents to your new subcategory section, which will appear at the end 

of your file. 
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5) At this time, you will not be able to move the subcategory section to the correct location in your file, however, 
you will have a time period after submission and prior to the first level of review during which you may 
rearrange sections (see Making Changes to Submitted Files or Sections). 

6) Prior to submitting your file, you can make changes to subcategory section names by clicking on the pencil. You 
will not be able to make changes to section names after the file is submitted.  

 

Submitting Your File 
1) When you have completed uploading your documents, click Review and Submit to review and select sections for 

submission.  All checked sections will be submitted.  Click off of a check box if you do not wish to include that 
section in your submission. 

 

 

2) If you selected Review and Submit in error, you may return to your file to Continue Editing. 
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3) Click Submit Packet to submit selected sections. 

 
4) All sections must be complete and submitted no later than the file due date (see Personnel Action Dates for due 

date).   
5) If you need to re-order documents or sections within your file, you should plan to submit early (see Making 

Changes to Submitted Files or Sections).    

 

Accessing Your File after Submission 
1) To access your file after it has been submitted, select View Cases on your Dashboard. 

 
 

2) Click on your file name to view the file.  You will be able to view your file, including any reviewer letters 
submitted during the review process, and will also be able to track your file’s progress through the review cycle.

 
 

3) For further information on reading submitted files, see Reviewer Instructions. 

Making Changes to Submitted Files or Sections 
If you need to make changes to your file, it is recommended that you “submit” your file through Interfolio prior to the 
posted due date so that you have time to make changes before it becomes viewable to your department personnel 
committee. You will be fully locked out of making changes to your file effective with the file close date (see Personnel 
Action Dates for close date). To make changes, first access your file as in Accessing Your File after Submission. 

 

http://www2.humboldt.edu/aps/calendars.html
http://www2.humboldt.edu/aps/calendars.html
http://www2.humboldt.edu/aps/calendars.html
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Re-ordering Documents within a Section 
1) Hover to the left of a document name until you see three horizontal bars.

 
 

2) Click on the bars to drag the document to a different position within the section. 
 
 

Moving documents to a different section 
1) Click on the pencil next to the document name.

 
 

2) Use the dropdown (1) menu to select the section to which you would like to move the document, then click 
Update (2). 

 
 

3) Scroll to the section where you moved the document, and re-order as needed (see Re-ordering Documents 
within a Section). 

1 

2 
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Re-ordering Sections within a file 
1) Hover to the left of a section name until you see three horizontal bars. 

 
 

2) Click on the bars to drag the section to a different position within the file. 

Adding Documents  
1) Click Add File to upload any additional documents.  

 
 

 

2) You will be able to upload saved documents.  Note that you will not be able to access files in your Dossier if you 
are making changes after your file or sections have been submitted. 

 

 

Reopening Sections for Editing as a Candidate 
Only candidates can delete documents they have uploaded, or change names of subsections. Additionally, Dossier is 
only linked to your file when you are accessing your file as a candidate. Because of this, you may need to re-open a 
section to yourself as a candidate, after you have submitted. 

1) On the Dashboard, click View Cases and select your file. 
2) Scroll to the section you would like to reopen for editing as a candidate, and click on the pencil icon to the right 

of the Add File button (not by any individual documents). 
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3) Change Candidate Editing to ON, and Save.   

 
 
4) The section is now open for candidate editing.  To access, go back to your dashboard and view your Packet. 

Make the needed changes, then resubmit the section or sections.  Updates will not be viewable to reviewers 
until you resubmit. 
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Reviewer Instructions 
1) To access the cases you are reviewing, select View Cases on your Dashboard. 

 
 

2) Click on the name associated with the case you are reviewing.

 
 

3) The file and all uploaded documents will be displayed on the screen.  To view in the user-friendly reader pane, 
click Read.
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4) Click on any section in the list to the left to view documents, or use the navigation tools.

 

 

 
 

5) Click Return to Case to go back to the prior screen. 

 

   

  

Scroll through multi-
page documents 

Click on a 
document 

Collapse the 
document list 

Page through multi-
page documents 

Use tools 
to zoom 

View in full 
page mode 

Move to the Next 
Document 
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IUPC Chairs: Reopening Sections for Candidate Editing 
Only candidates can delete documents they have uploaded, or change names of subsections. Because of this, IUPC 
Chairs may need to re-open a section for a candidate to make recommended changes during the period between the file 
due date and the file close date.  Please note that the candidate also has the ability to reopen sections for editing during 
this time period. 

1) On the Dashboard, click View Cases and select the candidate’s file. 
2) Scroll to the section you would like to reopen for candidate editing, and click on the pencil icon to the right of 

the Add File button (not by any individual documents). 

 
 

3) Change Candidate Editing to ON, and Save.   

 
 
4) The section is now open for candidate editing.  To access and make updates, the candidate will need to View 

their packet via their dashboard.  Changes made by the candidate will not be viewable to reviewers until the 
candidate resubmits the sections. 
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Instructions for Committee Chairs  
It is the responsibility of committee chairs and academic administrators reviewing files (or their designees) to upload 
recommendation letters or responses in accordance with the timelines posted in the Personnel Action Dates, notify 
candidates when documents have been uploaded into their files, and inform the college designee when this process is 
complete.  Because reviewers at the same level of review (e.g., IUPC and Department Chair) conduct independent 
reviews, letters should be uploaded on the due date (not prior), or in coordination with other reviewers at the same 
level.  Contact your college/unit designee if you have any problems with uploading on the recommendation/letter due 
date. 

1) To upload the recommendation letters, scroll down to Section 5 and click Add File. 

 

  

2) Provide a name for the document following the guidance in Document Naming Conventions, and browse to 
upload.  Click Save.  

 
 

3) Recommendation letter will appear in Section 5 of the file. 

 
 

4) Send an email to your College Designee with the letter attached.  The College Designee will email the letter to 
the candidate and any prior levels of review.   

http://www2.humboldt.edu/aps/calendars.html
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Instructions for College Designees 
Committee chairs and administrators reviewing files will have access to upload recommendations directly into electronic 
files through Interfolio.  It is the responsibility of the College Designee to email the recommendation letters to the 
candidates and prior levels of review, upload and email any responses to recommendations, and to move the file 
forward to the next level of review.   

1) Recommendation letters will be emailed to you by the reviewers.  Email the letter to the candidate and any prior 
levels of review, along with a notice regarding the 10-day response period. 

2) If the candidate provides a response to the letter, upload it to Section 5 and email a copy of the letter to prior 
levels of review. 

3) At the end of the 10-day response period, after a candidate provides a written response, or if you have written 
confirmation from the candidate indicating that s/he does not intend to provide a response, move the file to the 
next review level by clicking Send Forward. 

 

4) Add a subject line, modify the message as desired, and click Send to forward the file to the next review level. 
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Downloading Documents and Files 
Interfolio offers a couple of options for downloading documents and files. 

Downloading from the Reading Pane 
1) To download from the reading pane, click Download at the top of the screen. 

 
 

2) You can choose whether to download a document, or the packet.

 
 

3) If you choose to download the packet, you may select all documents, or you may select a subset to download. 

 
 

4) Scroll to the bottom of the download screen and select Download, then choose to download as a ZIP folder with 
individual documents, or as a single PDF. 
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5) You will receive an email notification when the documents are available.

 

Downloading from the Document List 
1) To download from the document list, after selecting a case, click Download. 

 

 

2) Use the checkbox at the top to Select All, or choose specific documents or sections. 

 

 

3) Scroll to the bottom of the download screen and select Download, then choose to download as a ZIP folder with 
individual documents, or as a single PDF. 
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4) You will receive an email notification when the documents are available.

 

 

Document Naming Conventions 
Appointment, Promotion & Leave Documentation 
Date, Candidate Last Name, Document Description 

Ex) 4-1-2008 Jones Appointment Letter 

Ex) 12-4-2015 Smith Sabbatical Leave Approval Letter 

Ex) 6-1-2010 Wilson Tenure & Promotion Letter 

Evaluative Letters 
Date, Last Name of Letter Writer, Document Description, Area(s) of Performance Addressed 

Ex) 12-1-2015 Jones Letter – Teaching 

Ex) 10-4-2014 Smith Letter – Teaching & Scholarship 

Course Evaluations 
Semester, Year, Course, Course Name 

 Ex) Fall 2015 SOC 104 Introduction to Sociology 

RTP Reviewer Letters (Committees & Administrators)  
Date, Evaluator, Description, Candidate Last Name 

Ex) 3-24-2016 Dean’s Periodic Evaluation Letter – Smith 

Ex) 9-14-2015 IUPC Recommendation Letter – Jones 

Candidate Response Letters (Designees)  
Date, Response to Evaluator, Description, Candidate Last Name 

Ex) 3-26-2016 Response to Dean’s Periodic Evaluation Letter – Smith 

Ex) 9-18-2015 Response to IUPC Recommendation Letter – Jones  
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Additional Resources 
Guides 

• Getting Started in ByCommittee 
• Help for Dossier 
• Help for ByCommittee P&T 
• Requesting Letters of Recommendation 

o Help for Letter Writers 

Who to Contact for Help 
• Online support: help@interfolio.com 
• Interfolio help line: 877-997-8807 (9am-6pm Eastern, M-F) 
• On-campus support: 

o Academic Personnel Services 
o College/Library Designees: 

 CAHSS – Shannon Collart 
 CNRS – Julie Tucker 
 CPS – Kevin Cheli-Colando 
 Library – Jessica Welch 

 

https://help.interfolio.com/hc/en-us/categories/200355747
https://help.interfolio.com/hc/en-us/categories/200202436-Help-for-Dossier-Portfolio
https://help.interfolio.com/hc/en-us/categories/200340068
https://help.interfolio.com/hc/en-us/articles/203701076-How-do-I-request-Letters-of-Recommendation-through-Interfolio-
https://help.interfolio.com/hc/en-us/categories/200215923-Help-for-Letter-Writers
mailto:help@interfolio.com
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