
 

INSTRUCTIONS FOR CREATING A CASE IN INTERFOLIO (RPT MODULE) 

1. Go to https://account.interfolio.com/login  

2. Click sign in with your partner institution  

 

3. Enter and Select CUNY Queens College 

 

4. Enter your CAMS account to log in. 

https://account.interfolio.com/login


 

5. Click on Create Case 

 

6. Click on Select Candidates 

 

7.  Enter Name of the Candidate and click on the search icon 



 

8. Click on Select Candidates 

9. Click on the name of the candidate to select the candidate 

10. Click on Add Candidates 

 

11. Click Continue 

 



12. Select Unit for Case (s), Type of Case, Template and click Continue 

 

 

13. On the next page, click on “Edit Candidate Sections”, select the Start Term, Start Year, End Term 

and End Year to the current term (the term when the leave application is processed or the 

attached documents from F180 will not show in the Vita). 

14. Click Save 

 



 

15. Click Yes, the candidate will be involved in this evaluation. 

16. Click No, to the question “Would you like to notify the candidates now?” 

17. Click Create 1 Case 

  

 

18. The Faculty 180 Vita (as shown below) will say processing.  Go back to Cases, open the Case you 

just created and check that the Faculty Vita show Details as “Generated”. 

 

19. Once the case is created FORWARD the case to the next step in RPT. 

 

NOTE: When forwarding the Case for the LEAVE REVISION FORM, the  

SCHOLAR INCENTIVE AWARDS and ONE-HALF YEAR LEAVE AT FULL PAY select: Send a 

message to the reviewers gaining access. 
 


