
 

 
Interfolio User Guide - Faculty 

 
Please follow the instructions below to submit your Personnel Action Form and support documentation to the committees 
during your personnel action review. Should you need assistance, please refer to the Interfolio help article or contact at 
interfolio-support@elsevier.com or (833)-844-2118. You may also contact Karen Pennacchio (pennacck@stjohns.edu) in 
the Office of the Provost. 

 

 
 
 

1) Access Interfolio via signon.stjohns.edu. If you do not see the PAF chiclet, contact Karen Pennacchio 
(pennacck@stjohns.edu). 
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mailto:pennacck@stjohns.edu
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2)  If prompted, select St. John’s University. 

 

 

3) You will then be able to view your packet and upload your files. 
 

 

 

 
 



4) Packets are divided into sections. You must upload material into each section. Select the drop-down arrow to 
view.  
 

 



 

5) Upload your materials in each section by using the                              button.  

 

 

 
*NEW for 2026-27 cycle* 

The Personnel Action Verification Form replaces the Cover Page part of the Personnel Action Form (PAF). Please 
complete this form to ensure that your personnel action submission for the current academic year aligns with 
University records. 

Please retain the Cover Page within your PAF document and enter your name in the "Faculty Member Name" field. 
The remaining Cover Page fields do not need to be completed, as that information is collected through this Interfolio 
form.  

The PAF will be adjusted for the next cycle to eliminate this duplication and better align with the revised Interfolio 
process. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Preview: 

 

Please type in your Department/Division. Due to current limitations within 
Interfolio, no automated logic is associated with this field. We hope future 
enhancements to the platform will allow us to incorporate this functionality. 
 



 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

        If applicable, you may add files that were included in a prior PAF packet you submitted.  
 
 

 
 
 
 
 


