Instructions to Writers for Submitting Letters to Interfolio:




Introduction:  Your student must provide you with an Interfolio LETTER REQUEST FORM.  This form can only be generated by the student from his/her Interfolio account—it’s a quick and easy process.  Letters cannot be submitted without it.  Applicant instructions are clear about this as well.


      The LETTER REQUEST FORM includes:
1. Instructions on how to submit your letter to Interfolio;
2. Information as to whether the letter will be confidential; 
3. The student’s “Identification Code” (a 6-character number and letter combination).




=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-=-


*HOW TO SUBMIT YOUR LETTER:   [All letters should be on letterhead and signed.]





U.S. Postal Service: 
     Place your letter and the Interfolio Letter Request Form into one envelope.  Mail to:

Interfolio, Inc.
1025 Connecticut Ave NW, Suite 1103
Washington DC 20036

—OR—



Create a Free Letter Writer account and upload letters directly from your computer*:  

1.  To create an account, navigate to:  https://account.interfolio.com/letterwriter/signup. 
2.  Enter your name, email address, and create a password.   That’s it!  
3.  You can immediately upload letters for this and all future students.  Click “Continue”.



----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

How to Upload Letters:


a. [bookmark: _GoBack]First, sign, scan, and save the letter in your computer. [if you don’t have a scanner you can use Interfolio’s digital signature tool to create a digital signature and add the signature to your document.  See:  http://interfolio.zendesk.com/entries/24069977-Creating-a-Digital-Signature.].



b. From your Interfolio dashboard click “View Pending Requests”.  [If this student’s request is not listed, simply click “Enter ID” and enter the 6-character ID code from the LETTER REQUEST FORM provided to you by the student.  Click “Claim” to add the Request to your account.]  




c. Under the student’s name, click “Submit Letter”; then “Upload Letter”.  Browse to the letter in your computer and click “Open”.  



d. The document will take a few seconds to convert and upload.  When complete, a confirmation message will appear on your screen, and the student is automatically and immediately notified that your letter is now ready to send.
*For more details plus screenshots, see: http://help.interfolio.com/entries/24083558-Uploading-Letters.
BTW with this free account you will have permanent access to all of your letters -- for editing or updating, for example.  Simply download your original, make changes, and immediately resubmit.

Questions or problems?  Interfolio has an entire section devoted to answering Writer questions at http://help.interfolio.com/entries/24057701-What-is-Interfolio-s-Letter-Writer-Product-. You can also call Interfolio's help desk at (877) 997-8807 (Toll Free) or email help@interfolio.com.  And don’t hesitate to contact HPPLC as well!  Thank you!  
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