
 

Interfolio Evaluators instructions 
 

1. When a case is ready for review, you will receive an email from 
noreply@interfolio.com like the one below. 

 

 
 

2. Click on the ‘Review Candidate’ button which will sign in to Interfolio. 
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3. You will be brought to the candidate packet where you can view all the documents 
uploaded by the candidate and view the forms they have filled out. 

 

 
 
 

4. If you click on the Read Case button it will show a quick overview of all the 
documents involved in the case. 

 



5. You can view all the forms they have filled out under Candidate Documents. 
 

 
 

6. Documents can also be downloaded by clicking on the download button on the top right. 
 

 
 

7. Click on ‘Return to Case’ to go back to the case. 
 



8. Scroll down to Internal Sections and click on View 

 
9. Click on fill out form/Edit Submission under required items. 

 

 
 

10. Fill out the required questions and then click on submit form. 
 



 

11. You will see this dialog box, click ‘Yes’. 
 
 

 
 

12. If you are Step 1 in the case review steps, you will see a ‘Send Case’ button click on 
that and forward the case to next step. If you see ‘Case Options’ go to close case 
section below. 

 

13. Fill out the email and click continue. 
 



14. You will receive the notification below that the case has been forwarded 
successfully. 

 

 
 

 
Closing the Case 

1. Click on Case Options button and then click on Close Case. 
 

 
 

2. Click on the Decision drop-down menu and scroll all the way to the bottom and click on 
Evaluation completed. 

 

 
 



3. Click on Save to close the case. 
 

4. You will receive a notification on the bottom left that the case has been closed. 
 

 
 
Note: Cases can re-opened if needed by going to Case Options and reopen case. 

 

 
 
 
 
 
 
 
 
 



After Case Close step 
Since candidates do not automatically get notified that the case has been closed, you can email 
a direct link to the candidate to view the complete evaluations. 

 
• Under Case details tab scroll all the way down to Internal Section and expand Committee Documents 

 

 
 
 
 

• Check each of the boxes next to the forms. 
 

 
 
 
 

• On the top right click on Share and then With Candidate. 
 

       



• Fill out the email notification and click send. 
 

 
 
 

• You will then get a Message Sent notification on the bottom right. 
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