
 Instruction Screenshot/Details 

Adding Materials to Dossier 

1) If you want to add individual 
files, go to “Materials” and 
select “Add Files”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2) The Add File window will 
pop-up, from there Drag & 
Drop your files or select 
“Browse To Upload”.   

 

 

 

 

 

 

  

 
 

 
  

3) You may upload multiple 
files at once. At the time of 
upload, all document types 
are converted to PDF. Once 
you make your selections, 
click “Open”.  

  

 
 



 

4) You will now see the 
documents you chose in the 
Add File window.  

Important Note: At this 
point, you may change the 
name that these documents 
are saved as within the 
dossier. Please see our 
Guidelines for Naming 
Documents instructions.   

  

a) To change the 
document name, simply 
type new text where the 
existing name appears. 

b) You are required to 
choose a document type 
from the options 
Interfolio provides. 
Choose a type using the 
drop-down menu next 
to each document.  

 

5) After you select document 
type and (if desired, change 
the name of your 
document), you may select 
“+ Add”.  

 

 

 

 

 

 

 

Note: Once documents have 
been added they will show 
under “All Materials”. You 
may sort materials by title, 
type, and status. When the 
document is being 
converted to PDF, the status 
will be “converting”. Once 
the document has been 
successfully converted, the 
status will be marked 
“received” with a 
timestamp.   

 
 

Below are the available document type options. 
 

       
 

 

 

 

 

 

 

 

 
  

 


