Candidate P&T Submissions Quick Guide

Log-In Instructions
1. To log-in, go to https://account.interfolio.com/login and sign in through the “Partner Institution”
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2. “Sign in through your institution” by entering “Texas A&M University” in the search box.  
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3. Select “Texas A&M University” and then click “Sign In” and login with your TAMU NetID and Password.  You will also be required to use the “Duo Two-Factor Authentication” to complete your login.  Please note that Google Chrome, Microsoft Edge, Mozilla Firefox, and Safari provide the best browser interface for this application.
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4. Review, Promotion and Tenure (RPT) will appear on the menu on the left side of your screen.
Submitting Documents as a Candidate
1. Once your department/college has created your “Case,” you will receive an email from Interfolio informing you that your case has been created. 
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2. Click on “View Case” and you will be taken to the Interfolio website to log in (for how to log-in, see the above “Log-In Instructions” section). 
3. After you log into Interfolio you will be taken to a Texas A&M branded Interfolio website with all available modules listed on the left side menu
a. Most TAMU faculty have access to Faculty180, Faculty Search, and Review, Tenure and Promotion
4. You will also see a section named “Home” at the top of the left side menu
5. “Your Packets” includes the “Case” that has been created for your application
6. To see instructions and start uploading documents click on “Your Packets”
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7. Your available “Packet” or “Case” will be listed
8. Click on “View” to access your Packet
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9. The next page will show an overview of the packet requirements including both university and department/college requirements. This page will be updated as you add materials. Under Candidate Instructions click “View Instructions” to see internal department/college deadlines and other important information.
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10. Under the “Packet” tab you can see the list of required documents and your progress

[image: ]

11. To upload documents, click on the “Open triangle” next to each section
12. The section will expand and show specific instructions to add a document, click on “Add”
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13. If you have not added any documents to Interfolio RPT, click on “Add new File”
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14. The window will allow you to “Upload” documents by drag & drop files or browse to upload.
15. Once the document has been uploaded it will show at the bottom of the section and top right corner of the section (1 of 1 Required files)
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16. At the bottom of the section, “Edit” will allow to change the file name and “Remove” a file. Once a file has been removed, a different file can be uploaded
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17. Click the “Submit” button to send each section to your Department/College. 
a. IMPORTANT: if you click “Submit” this section will be locked and you will not be able to upload a different document unless someone with an “Administrator” role unlocks the document for you
b. Check with your department head or P&T Committee chair regarding final deadline to submit documents which cannot be changed
c. IMPORTANT: Updates/changes to the CV are allowed until the decision by the dean. If you need to update your CV via memo to the department head, as per the Texas A&M University 2023-2024 P&T Guidelines, contact your department. They can either unlock the CV section for you to upload the memo, or someone with an “Administrator” role can upload the document for you
d. The “Preview Packet” button on the top right corner allows you to check how your dossier looks as you upload your documents
18. To see the progress of your submissions, you can go back to the Overview tab.
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