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Getting Help For Dossier & PortfolioGetting Help For Dossier & Portfolio

You can access detailed help for your Dossier & Portfolio account by signing in to your
account and visiting our Help Center. If you don't yet have an account, get signed up today!

Online Help CenterOnline Help Center
If you have questions about how to accomplish a specific task, sign in to your account and try
searching the extensive knowledge base of articles with step-by-step instructions at our online
Help Center.

Scholar ServicesScholar Services
You can also submit a help request via email to our Scholar Services team
at help@interfolio.com.

-or- contact Scholar Services by telephone Monday-Friday, 9am-6pm, Eastern Standard at (877)
997-8807 (Toll Free).

We can also be reached via social media:

@interfolio on Twitter

@interfolio on Facebook
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What is Interfolio's Dossier?What is Interfolio's Dossier?
Interfolio’s DossierDossier product provides you with one centralized account to collect, store, and
deliver materials for admission to graduate school, jobs in higher education, and other
academic and professional opportunities. Since 1999, we’ve helped hundreds of thousands of
applicants navigate stressful application processes so they can focus on looking their best in
front of admissions offices and hiring committees.

You can use your account to store application materials such as recommendations, your CV,
evaluations, and writing samples. You can request confidential letters of recommendation
through your Dossier account, which allows your writers to electronically upload or mail their
letter directly to Interfolio to scan and upload. This process can save your letter writers from
needing to send your letter to multiple institutions.

All documents are stored in your account, uploaded through one process, and managed
completely by you. There are certain documents, such as confidential recommendations, that
require you to waive your rights of access, but you have complete control over when and where
all of your documents are sent.

Once you’ve compiled all of your application materials, Interfolio helps you send them to any
institution or opportunity to which you are applying. Whether electronically through Interfolio’s
ByCommittee service, via email to an institutional HR or committee chair’s email address, or via
hard copy to a physical address, our Dossier service provides the flexibility for you to apply in
whatever manner your institutions require.

As part of your use of Interfolio’s Dossier Service, you also get access to our Portfolio product
(What is Interfolio's Portfolio Product?) giving you a place to share your work online.

Along the way, you have full access to Interfolio’s fantastic Support Team. We’re here to serve as
advocates for you throughout the application process. If you have questions about the
Interfolio product, or about anything at all Interfolio related, give us a call at (877) 997-8807 or
shoot us an email at help@interfolio.com.
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http://www.interfolio.com/services/bycommittee/
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What is Interfolio’s Portfolio?What is Interfolio’s Portfolio?

Interfolio’s Portfolio product works hand in hand with your Interfolio Dossier to allow you to
create a public profile of your personal and academic accomplishments. Using documents
from your Dossier or through additional pages you create, you may annotate your
accomplishments in ways that are meaningful to you and your audience. For example, you
might link to your syllabi when listing the courses you have taught, and present pre-print or
open access copies of articles when listing your personal bibliography.

Having an up-to-date online presence can give you the edge in academic competitions.
Using Interfolio’s Portfolio product is an easy way to create a professional online profile
supplemented with information contained in your Dossier. Portfolio lets you provide
colleagues and potential employers with essential information about you and your
accomplishments, and gives you a place to talk more extensively about these achievements
without cluttering the traditional CV display.

Your Portfolio can be your public face when you are applying to graduate school, on the
academic job market, or up for tenure and promotion. The kind of material you include will
depend on where you are in your academic career; for example:

Applying to Graduate ProgramsApplying to Graduate Programs
If you are applying to graduate programs, you can use Portfolio to highlight your academic and
co-curricular achievements. Include information about your current education and what you
plan to do in graduate school. You can even use your Portfolio to showcase your best papers
and presentations.

On the Academic Job MarketOn the Academic Job Market
Applying for an academic job means submitting a large amount of information to many
different places. But how do you make sure a search committee notices your best features?
You can use Portfolio to bring the committee’s attention to what sets you apart from other
candidates. Portfolio also gives you a way to link to audio, video, and other interactive material
that can be cumbersome to include in a traditional application package.

Tenure and PromotionTenure and Promotion
By the time you are up for tenure or promotion, you will have amassed an impressive body of
work. Your challenge will be to present that material in a way that lets a committee quickly see
the valuable contributions you have made to your department, your institution, and to your
field. Portfolio helps you highlight the best aspects of your research, teaching, and service.
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Delivery Options and PricingDelivery Options and Pricing
Interfolio Delivery PricingInterfolio Delivery Pricing
All paper delivery fees listed below include a single envelope containing up to 20 pages,
regardless of the number of documents. Each envelope containing more than 20 pages will cost
an extra $1 per additional 20 pages.

ByCommittee Delivery—FREE!ByCommittee Delivery—FREE!
Applications submitted to opportunities posted through Interfolio's ByCommittee service are
always free.

Applications are submitted after a ten minute cancellation window.

Email/Electronic Delivery—$6.00Email/Electronic Delivery—$6.00
Deliveries completed by 5 pm Eastern will be delivered via email/electronically the same day.

Online Application Delivery—$4.00Online Application Delivery—$4.00
Uploading a letter of recommendation to your online application:

• $4 per letter, per institution.
• Deliveries will be processed within three days.

US Postal Service Domestic Delivery—$6.00US Postal Service Domestic Delivery—$6.00
• Deliveries completed by 11:59 pm Eastern will go out on the next business day.
• Estimated shipping time: 3-14 days.
• Tracking is not included.

International Postal Service Delivery—$8.00International Postal Service Delivery—$8.00
• Deliveries completed by 11:59 pm Eastern will go out on the next business day.
• Estimated shipping time: Varies by destination.
• Tracking is not included.

US Postal Service Priority Mailing—$12.00US Postal Service Priority Mailing—$12.00
• Deliveries completed by 2 pm Eastern will go out on the same business day.
• Estimated shipping time: 3-5 days.
• Tracking is not included.
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FedEx 2-Day Delivery—$21.00FedEx 2-Day Delivery—$21.00
• Deliveries completed by 2 pm Eastern will be delivered in 2 business days.
• Includes tracking

Note:Note: FedEx will not deliver to P.O. Boxes. This shipping option will not be available if you
indicate an address with a PO Box.

FedEx Overnight Delivery—$33.00FedEx Overnight Delivery—$33.00
• Deliveries completed by 2 pm Eastern time will be delivered by 3 pm to most addresses

and by 4:30 pm to rural areas on the next business day.
• Includes tracking.

Note:Note: FedEx will not deliver to PO Boxes. This shipping option will not be available if you
indicate an address with a PO Box.

Rush Processing FedEx Overnight Delivery—$45.00Rush Processing FedEx Overnight Delivery—$45.00
Miss the 2 pm deadline?

• Deliveries completed by 4 pm Eastern time will be delivered by 3 pm to most addresses
and by 4:30 pm to rural areas on the next business day.

• Includes tracking.

Note:Note: FedEx will not deliver to PO Boxes. This shipping option will not be available if you
indicate an address with a PO Box.

International 2-3 Day Delivery—$50.00International 2-3 Day Delivery—$50.00
• Deliveries completed by 2 pm Eastern time will be delivered in 2-3 business days.
• Includes tracking.

What are “deliveries” anyway?What are “deliveries” anyway?
Once you have collected your documents in your Dossier account, you can send them out to
schools and applications in deliveries. We offer delivery of your paper document packages via
USPS first-class mail, USPS priority mail, 2-day tracked delivery, and overnight tracked delivery
(express, tracked services are provided by FedEx). We also offer a variety of international
delivery options including USPS first class international and 2-3 day express mail.

Email DeliveriesEmail Deliveries

Using Dossier, members can also set up an email delivery in response to faculty searches and
job postings, as well as online application deliveries to third party application systems.
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ByCommittee and Other Electronic DeliveriesByCommittee and Other Electronic Deliveries

We also work with admissions offices and hiring committees so their applicants can transmit
documents to them via electronic delivery. Along with the growing list of institutions that use
our ByCommittee product to conduct searches, AMCAS, AADSAS, and many AACOMAS-affiliated
D.O. programs accept documents via Interfolio electronic delivery.
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General QuestionsGeneral Questions
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Compatible BrowsersCompatible Browsers

To make sure you have the best experience possible, we recommend keeping your
browsers up-to-date. Here's a list of desktop browsers we recommend using to access your
account:

• Google Chrome (latest version)
◦ How to delete cookies in Chrome

• Mozilla Firefox (latest version)
◦ How to delete cookies in Firefox

• Safari (latest version)
◦ How to delete cookies in Safari

• Internet Explorer (10 and above)
◦ How to delete cookies in Internet Explorer

How to remove cached files from your browsers.

If you are experiencing blank pages, forms, or buttons that do not work you may need to
update your browser or delete old files out of your cookies and/or cache. Click the
appropriate links above to install or update your preferred browser and to learn how to
remove cookies and cache if needed. If you are still experiencing issues, try a different
browser on your machine,

If you have any questions, please feel free to reach out to our support team at
help@interfolio.com.
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Account and Delivery CostsAccount and Delivery Costs

Dossier account fees include unlimited scanning and uploading of paper documents,
250MB of file storage space on our servers, and support from our fantastic customer
support team. For more information check out What is Interfolio's Dossier Product?

Dossier Account CreationDossier Account Creation
• $19 for a one-year account
• $39.90 for a three-year account (30% discount)
• $57 for a five-year account (40% discount)

Note:Note: There is no cost associated with the Interfolio Letter Writer account. Writers can use this
account to upload letters of recommendation for an applicant's Dossier account at no charge.

Delivery FeesDelivery Fees
• Fileholders pay a delivery fee when sending application materials to an institution or

organization.
• Our delivery pricing can be found here: Delivery Pricing and Shipping Options

Note:Note: There is no charge for a letter writer to submit a letter to interfolio on behalf of a
fileholder.
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Accepted File TypesAccepted File Types
If you are using Dossier, Letter Writer, or ByCommitee FacultyIf you are using Dossier, Letter Writer, or ByCommitee Faculty
Search (or if you are a Candidate in ByCommittee P&T)Search (or if you are a Candidate in ByCommittee P&T)
materials can be uploaded in the following formats:materials can be uploaded in the following formats:

• DOC
• DOCX
• DOT
• ODT
• WPD
• RTF
• TXT
• HTML
• PDF

 Your files can be up to 100MB in size. During the upload process, our system will
automatically convert all files to PDF format for consistency. If your file is too large, get
in touch with our support folks so they can try to shrink the file size.

For all other users of ByCommittee P&T, documents can beFor all other users of ByCommittee P&T, documents can be
uploaded in the following types:uploaded in the following types:

• PDF
• DOC
• DOCX
• DOT
• XLS
• XLSX
• TXT
• PPT
• PPTX
• HTM
• HTML

Your files can be up to 100MB in size.

Page 14Page 14Getting Help for Dossier & Portfolio (Support Site)

mailto:help@interfolio.com
mailto:help@interfolio.com


Media FilesMedia Files

You can now add links to videos hosted on Youtube and VimeoYou can now add links to videos hosted on Youtube and Vimeo

 See here for more information on how to Add Youtube and Vimeo Videos to Your
Dossier.

You can also include links to webpages in your Dossier materialsYou can also include links to webpages in your Dossier materials

 See here for more information on how to Link to Webpages in Your Dossier.
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