
Guidelines for Naming and Formatting Documents 
The titles you give your documents within the dossier and/or your WPAF packet are very important. Titles are visible to 
reviewers and should accurately describe the document. When the time comes to edit your electronic WPAF packet and 
organize your materials, having your documents named correctly will prove beneficial.  
 

Details to Consider Before You Begin Uploading Documents 
 For accepted file and document types, please visit: http://product-help.interfolio.com/m/27438/l/645876-

accepted-file-types-and-document-types  

 Individual image files (PNG, JPEG, JPG) are accepted but Interfolio recommends you collect images into a single 
word document or PDF and upload them as a single file. 

 Interfolio automatically converts all files to PDF format for consistency. 

 If you upload non-PDF files directly into Interfolio, we recommend previewing how your document looks after it 
is converted to PDF and checking the bookmarks that were created during the conversion. The best practice 
would be to convert non-PDF files to PDF before uploading them to Interfolio.   

 File size limit is 100 MB 

 Two documents can have the same name. Interfolio does not prevent you from uploading duplicate documents 
and does not change the name/add (1) to the end.  

 Word documents with styles convert to PDFs with bookmarks and PDF bookmarks are visible to reviewers as 
they navigate through your documents. Merging multiple documents into one PDF and creating bookmarks that 
link to relevant sections, may help your WPAF read easier.  

 When uploading documents to your dossier, you must select the “type” for each individual document at this 
time. The default “type” is uncategorized.  

 

Document Naming Recommendations 
 Curriculum Vitae 

Suggested Format: Curriculum Vitae- Year 
Example: Curriculum Vitae- 2017 

 Course Specific Documents and Teaching Materials 
Suggested Format: Subject-Catalog Number- Quarter(s) - Material Type 
Example: KINE 320- Fall 2016- Syllabus, PSY 201- Fall 2016- Midterm, PHIL 430- Spring 2017- Final Exam 

 Professional Development Plan 
Suggested Format: Professional Development Plan – Year/Current or Previous 
Example: Professional Development Plan- Current 2017, Professional Development Plan- Previous 2016 

 Grants 
Suggested Format: Grant- Internal/External- Role (co-PI or PI)- Source- Amount- Year- 
Funded/Proposal/Acceptance Letter 

 Example: Grant- External- PI- NSF- 3700- Funded- 2018 

 Scholarship 
Suggested Format: Scholarship Type- Beginning of Title- Journal/Journal Type - Status- Year 
Example: Publication- Tiger on Slack Street- Peer-reviewed Published 2017 
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How does my document title and formatting affect the appearance of my electronic WPAF from the 
reviewer’s view?  

Below is a screenshot of what the reviewer sees when reading an electronic WPAF. Note the section name 
provided by your college (e.g., Index of Material, Resume, Professional Development Plan and Materials for 
Examination of Teaching, etc.) are always visible but the content within is collapsible and expandable from the 
reading view. When a section is expanded, the reviewer sees documents that were added to that section, in 
order that you submitted them, with the titles you provided at the time of upload. Once again, word documents 
with styles convert to PDFs with bookmarks and PDF bookmarks are visible by reviewers.  
 

 

Section names determined by 
your college and appear in all 
caps.  

Bold headings reflect the 
titles you gave your 
documents during upload.   

Indentations represent styles 
and/or bookmarks within a 
specific document. 



If you upload separate documents, this is what your WPAF packet will look like for reviewers:  
 

 
 

 

 

 

 

  

 

 

 

 



If you upload a bookmarked PDF, this is what your WPAF packet will look like for reviewers:  
 

 
 


