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Interfolio: How to submit your report 
This is a quick user guide with steps on how to upload documents to a faculty Case/Packet in 
Interfolio. You can sign into Interfolio through myCoyote with your SSO. If you have trouble 
logging in or are unable to upload the documents, please contact Faculty Affairs for assistance 
(facultyaffairsanddeveloment@csusb.edu).   

Interfolio Sign-in 

 

 

https://account.interfolio.com/sso
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You will then be redirected to Interfolio Portal 
To upload the documentation to your Case in Interfolio, you will first need to be 
in your Packet.  

 

To begin uploading document, click on “Edit”. 
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Select the appropriate section you will be uploading your documents to. Then 
click on “Add”.  
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You have the option to drag & drop OR upload from your desktop the documents, 
then click “Save”. Please note that multiple documents can be add at one time but 
only one document can be deleted at one time. 

 

 

 

 

The title of the document can be changed by clicking “Edit”. 

The document can be deleted by clicking “Remove”.  
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Further information is available in the links below from Interfolio or you can view 
the recorded “How to submit your Range Elevation (RER)/Faculty Activity Report 
(FAR) for review using Interfolio” workshop located on the Faculty Center for 
Excellence website.  
 

FCE – workshop (Scroll to November 2020 Workshops) 

https://www.csusb.edu/faculty-center-for-excellence/workshops 
 

Below are some other resources from Interfolio that you may find helpful. 
  
Best Practices and Resources for Candidates (see links to specific videos 1 and 3 
below) 
  

• First video: Logging into Interfolio and Dashboard 
• Third video: Populating Documents to Candidate Packet 

Candidate's Guide to Review, Promotion, and Tenure 

https://www.csusb.edu/faculty-center-for-excellence/workshops
http://product-help.interfolio.com/m/33238/l/766949-best-practices-and-resources-for-candidates
https://interfolio-3.wistia.com/medias/sjfjarljyi
https://interfolio-3.wistia.com/medias/37l90aa508
http://product-help.interfolio.com/m/33238/l/658092-candidate-s-guide-to-interfolio-review-promotion-and-tenure

