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Candidate Guide to the Dossier 
How do 2 access my candidate account?  
Log into (nterfo,io using MyApps.  

 
 

 
 
 
 
 
 
 
 
 
 
 

 

Viewing your packet instructions and requirements 
You wi,, have both an institutiona, account and a persona, Dossier account. For now, 
se#ect Dossier. (When you create your actua, review fi,e, you’,, want to use the SCSU 
institutiona, account). You can a,so se,ect Dossier from the drop-down menu in the upper 
right corner. 
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What is Dossier? 

Dossier, by Interfolio, is an online platform for faculty to collect, categorize, manage, and store 
scholarly materials in a secure, centralized place accessible only by you. Dossier is integrated 
with Southern’s electronic case and committee review system, Renewal, Promotion, Tenure, 
and Professional Assessment. This integration allows faculty to move selected materials easily 
from your private Dossier into your electronic file. 
 
Users have access to a Dossier,  which enables them to store their information and connect 
to Renewal, Promotion, Tenure, and Professional Assessment.  
 

How	do	I	upload	materials?	
1. To upload files to Dossier, click Materials on the navigation bar 

2. Click Add Files to upload one or multiple documents from 
your computer to the All Materials section of your Dossier via 
the drag and drop or browse to upload functions. 
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3. Select a Description and attach the relevant files or URL 
• For each file, select a description of the material from the dropdown (i.e., C.V., Student 

Evaluations) and click Add. 
• If no accurate description exists for the file, select "Other Document". The file name 

can also be edited at this time. 
• To add links to videos, presentations, and websites to your Dossier, navigate to the 

Video or Webpage tab, enter the URL with a description, and click Add. 
 

 
 

4. Your uploaded materials will now appear in the All Materials 
section of your Dossier. 
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How do I organize my Dossier? 
Related materials can be organized into folders or collections that will be useful when compiling 
various types of documents and evidence for an upcoming Faculty Review cycle. 
 

 

 
How do I create a collection of individual materials? 
To move uploaded materials from the All Materials section into a Collection, navigate to the All 
Materials section, select the checkbox(es) on the item(s), click Add To, and select from the dropdown 
the Collection to which the materials should be added. 
 
Materials can also be uploaded to a Collection by selecting the Collection at time of upload. Materials 
uploaded directly to a Collection will also appear in the All Materials section. 
 

Here is a guide with more information on creating a collection. 

 
Further Support: Dossiers Quick Start Guide  
 
 

 
 
 

https://product-help.interfolio.com/m/27438/l/644605-how-to-create-collections-of-your-materials
https://product-help.interfolio.com/en_US/about-dossier-accounts/dossier-quick-start-guide

