
Submitting a 1st Year 
Reappointment Packet 

through Interfolio

You will receive an email from noreply@interfolio.com with a link 
to your case packet.

You can also log-in to Interfolio at any time by following the steps 
below:

Go to interfolio.com
Select Log-In
Select "Sign in with partner institution"
In search box, type Kean University and sign in using your Kean 
credentials.

http://interfolio.com/


After logging into Interfolio, you will be taken to your dashboard.  

You can select the “First Year Tenure Track” case packet from the 
dashboard in the middle of the screen (“My Tasks”) or by 
selecting “Your Packets” on the left side

Dashboard View



Your Packets Screen

Click the “Kean University” link 
for the 1st Year Packet



Click “View Instructions” to view 
information about the 

evaluation process

Select “Edit” to begin adding the 
required documents



Click “Add” next to each required 
document section to upload a new 
file.  An upload screen will pop-up.Click the toggle 

to see the full list 
if this isn’t visible 

on your screen



Once you’ve added 
documents to all sections, 
scroll to the bottom of the 
page to complete the “First 

Year Tenure Track 
Verification Form”.  

Be sure to click “save 
responses” and then 

“return to packet”



Check that all required files have been 
uploaded and select “Preview Packet” to 

view the compiled documents prior to 
submitting.



All uploaded documents will appear on 
the left side.  You can select each 

document to confirm everything is 
correct prior to submitting.

To return to the 
packet click the x 
in the top right.



Click submit to 
send the packet 

forward

Once submitted, candidate documents will show as 
“locked” and a message screen will pop-up on the 

bottom of the screen confirming submission.



Click “Your Packets” to return to the main page to confirm that the status on the packet shows the submission date.

Email interfolio@kean.edu with any questions!

mailto:interfolio@kean.edu
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