
Submitting an Application for RTR 
through Interfolio

You will receive an email from noreply@interfolio.com with a link 
to your case packet once created. Applications for RTR are due by 
Monday, January 13, 2025.

You can also log-in to Interfolio at any time to access your case 
packet 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.

You must request an application by emailing interfolio@kean.edu no later than Friday, December 20, 2024. 

http://interfolio.com/
mailto:interfolio@kean.edu


After logging into Interfolio, you will be taken to your dashboard. 
• Select “Your Packets” on the left side

Click the “Kean University” link 
for the RTR Application



The “Overview” page outlines application progress
• Click “Edit” or “Packet” to access the application

Click “View Instructions” to view 
information about the application



There are 3 Required Items under the “Candidate Documents” section:
1. Updated Curriculum Vitae
2. Released Time for Research/Creative Works Form
3. RTR Verification Form

Click “Add” to upload your CV

Click “Fill Out Form” to complete the 
application and verification forms

If the section is 
not expanded, 
click the arrow 
to see all items



Once your CV is added you will 
see the date updated and have 
options to “edit” or “remove”



In addition to uploading your CV, you must also complete two 
required forms before you will be able to submit the packet:

1. Released Time for Research/Creative Works Form
2. RTR Verification Form

Click “Save Responses” at the bottom of 
each form to save your progress

Click “Return to Packet” to go 
back to the case

To view the questions on the application prior to completing 
the forms in Interfolio, visit the Faculty Forms Website and 

select the “RTR Application Example” link for full details

https://www.kean.edu/offices/academic-affairs/faculty-forms


Once your CV is uploaded and the forms are complete, select “Submit” to send your application forward for review. 
“Candidate Documents” will be locked and you will no longer be able to edit your application.

If any forms have missing information, 
an error screen will appear and you will 
not be able to submit until all required 

questions have been answered.



Click “Your Packets” to return to the main 
page to confirm that the status on the 

packet shows the submission date.

How to Confirm that the Application was successfully submitted:

If you have any questions, please email interfolio@kean.edu

mailto:interfolio@kean.edu
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