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Before You Begin

Important Notes

Your browser’s pop-up blocker should be set to allow pop-ups.
There is a file size limit of 40 MB (40,000 KB) for each pdf attachment.
Attachment filenames must be limited to 40 characters.

It is not necessary to upload an entire book, article, audio or video recording. You
may provide a link to an external source to support your activities (e.g., SoundCloud,
YouTube, Vimeo, OneDrive).

+ If you link to an external source, place the link within the pdf
document and include the following statement for reviewers: “Please
copy and paste each link into your web browser to view the external
source.”

The system times out after 30 minutes of inactivity. It is recommended that you save
your work periodically.

It is recommended before uploading documents, to save all relevant files within the
same folder for easier and quicker access to upload.

Review your dossier carefully before you submit. You will not be able to make
changes to any uploaded documents once the dossier has been submitted. Additions
to the dossier may be submitted at any time up until the Provost (or designee) begins
to review; refer to page 18.

For easiest access to your application, please use one of the browsers that are
supported by UCF. PeopleSoft 9.2 supports the following:

o @J Firefox: Version 87 RR, 78.9 ESR

o Internet Explorer: Version 11

o Safari: Version 14
&4 Chrome: Version 89

o E Microsoft Edge (Chromium): Version 89

Note: Any other browsers or versions not listed above are not supported

Additional Assistance

Video tutorials are available at: http://facultyexcellence.ucf.edu/promotion/

For further assistance or to request one-on-one training, please contact Faculty Excellence.
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Preparing Your Dossier

Sign in to the myUCF portal (my.ucf.edu) and click the Work Center tab. If you do not see the Work
Center tab, contact Faculty Excellence at 407-823-1113 or facultyexcellence@ucf.edu.

\,\g}] UNIVERSITY OF CENTRAL FLORIDA

Home Page Dashboards Work Center

[$]
-]
4

myUCF Menu

Academic Resources
Staff Applications
Employee Self Semvice
Manager Self Senvice
Faculty/Advisor Self Service
My Content

Reporting Tools

UCF IT Custom

Change my MNID Passwaord
Webcourses@UCF

UCF Home Page
Instructor Knights Access
LICF Company Directory

Select Faculty eP&T Home Page.

@ UNIVERSITY OF CENTRAL FLORIDA

Home Page Dashboards Work Center

(4]

UCF Work Center

E—- My Worklist
Work the items that have been routed to you.

i Faculty eP&T Home Page

Re Home Page, i 22 eP&T work items, start a new dossier, editwithdraw a dossier in process, and view a
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3. Select Start a New eP&T.

4.
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UCF Work Center o«

Menu S o
= My Worklist
EE Work the items that have been routed to
you.

= Faculty eP&T Home Page
EE In the Home Page, you can see eP&T work
items, start a new dossier, edit’withdraw a
dossier in process, and view a dossier.

= Faculty eAwards Home Page
E In the Home Page, you can see e&ward
work items, start a new application,
edit’withdraw an application prior to
submission, and view an application.

(This step is optional)

Electronic Promotion & Tenure Home Page

by

My Worklist

Work the items that have been routed to you.

Start a New eP&T

gndidates, use thisJe#io initiate a new dossier, which will then be routed to the

appropriate reviewers. Once a dossier has been started, you will not be able to
access it through this link. You must use the link below to make changes.

Edit or Withdraw an eP&T Currently in Process

Candidates, use this link to make changes to your dossier that is currently in process.

Only dossiers that have not had final approval or been withdrawn will be accessible.

View-Only Access to eP&Ts

Use thig link for a read-only view of dossiers. Candidates will not be able to access their
dossier through thig link until the process has been completed. Committee members will

only have access to dossiers during the specified review windows on the schedule.

Click the double arrow to close the task panel and maximize your workspace.

UCF Work Center

P —
Menu T o~
= My Worklist
E Work the items that have been routed to
you.

Add Dossier

Step 1 of 1: Enter Candidate Information

Click to close the task panel.

Please enter the candidate information below and click the submit button. Required fields are

indicated with an asterisk (*).

= Faculty eP&T Home Page
E In the Home Page, you can see eP&T work
items, start a new dossier, edit’withdraw a
dossier in process, and view a dossier.

Candidate Information

eForm ID:
Empl ID: me: Last Name:
Tenure Status: Tenured
Promotion and/or Tenure Information
Pathway Type & Year: Tenured/Tenure-Earning Faculty Regular
Application Type (check one): O Promotion & Tenure O Promotion only O Tenure only

Current Rank Entry Date:

08/08/2018

Current rank: Associate Professor

Applying to rank:  Professor
Primary department/unit:  Mursing Systems College: College of Mursing
Joint department/unit: Q

College:



5. Verify that the auto-populated information in the Candidate Information and Promotion
and/orTenure Information sections is correct. Complete the required sections under Promotion
and/or Tenure Information, indicated by an asterisk to the left of each field.

Add Dossier If the auto-populated information is
incorrect, contact Faculty Excellence
at 407-823-1113.

Step 1 of 1: Enter Candidate Information

Please enter the candidate information below and click the submit button. Required fields are

indicated with an asterisk (*).

Candidate Information

eFormID:  [AUTOPOPULATED]

[AUTO

Empl ID: POPULATEDI

First Name: ~ [AUTOPOPULATED] Last Name:  |AUTOPOPULATED]

Tenure Stafus:  [AyTOPOPULATED]

I Promotion and/or Tenure Information I

Pathway Type & Year: [AUTOPOPULATED] Regular
*Application Type (check one): Promotion & Tenure ® Promotion only Tenure only

Current Rank Entry Date: 08/08/2018
Current rank: Associate Librarian

Applying to rank: Librarian
Primary depariment/unit: UCF Library College: Info Tech & Resources

Joint department/unit: Q College:

6. If you have a joint appointment, add it by clicking the magnifying glass and selecting the joint
department.

Add Dossier

Step 1 of 1: Enter Candidate Information

Please enter the candidate information below and click the submit button. Required fields are
indicated with an asterisk (*).

Candidate Information

eForm ID:
Empl ID: Mame: Last Name:

Tenure Status:

Promotion and/or Tenure Information

Pathway Type & Year: |nstr Design Regular . . er o
If applicable, click the magnifying

glass to select the joint department.

*Application Type (check one): Promotion & Tenure ® Promotion o

Current Rank Entry Date:
Current rank: Associate Librarian

Applying to rank: Librarian

Primary department/unit: UCF Library College: Info Tech & Resources

Joint department/unit; @ College:
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Scroll down to the Certifications box. Read each description and ensure that you are in
compliance. Check the boxes on the left. Note that the certifications are required and the boxes
must be checked before you submit your dossier.

Certifications ?

Message Text Description

| certify, to the best of my knowledge, all
publications, creative and scholarly work
contained and mentioned in this dossier are
cited correctly and represent my original
contribution.

| certify, to the best of my knowledge, all

contracts and grants awarded, contained and
mentioned in this dossier accurately reflected

Faculty Certification -
Publications*

Faculty Certificatio
gotracts and Grants®

& contribution.
Linkto Regulation & General Dossier Requirements After reading the descriptions and ensuring
Dossier Files that you are in compliance, check the 1of1 @ Last
“Certifications” boxes.
| Delete | [+

Uploaded:

To begin uploading your dossier files, click the dropdown arrow in the Dossier Files section. A list
of file attachments will appear (see next step).

Certifications ?
Message Text Description
| certify, to the best of my knowledge, all
_ I publications, creative and scholarly work
paculy Cerieation contained and mentioned in this dossier are O - o
cited correctly and represent my original Hint: Click “?” for

contribution.

| certify, to the best of my knowledge, all dOSSIer flles attaChment

Faculty Certification - contracts and grants awarded, contained i i
Contracts and Grants* and mentioned in this dossier accurately & Instructions.
reflected my contribution.
& General Dossier Requirements ?
Dossier Files Eind First ‘4" 1of1 ‘»' Last
I i
| hd size: Dbytes Attach Delete | [*]

Uploaded:

Submit Hold/Save
Click the down arrow for a list of

dossier file attachments.
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9. Choose an attachment, e.g., Impact Statement, from the list. Notice that required attachments

appear with an asterisk.

Promotion and/or Tenure Information

Pathway Type & Year: Tenured/Tenure-Earning Faculty Regular 2018-2020 ?
*Application Type (check one): O Promotion & Tenure ® Promotion only O Tenure only
Current Rank Entry Date:  03/03/2018
Current rank: Associate Professor
Applying to rank: Professor
Primary departmentiunit:  Nursing Systems College: College of Mursing
J ge:
pa ateme
02-Curriculum Vitae* ?
03-Curriculum Vitae to External Reviewers™
04-External Reviewers' Letters and Credentials™ e, aIIk Select the document to be attached’
05-College Criteria wor
06-Department Criteria :lgs;ﬁ:rare ° e.g., “Impact Statement.”
07-Annual Assignments™®
08-Annual Evaluations* ?éiill‘,d
09-Cumulative Progress Evaluations urately
10-Research Funding Reports™®
Ll 11-Research/Creative Activities Sum. and Evidence™® ?
12-Teaching Activities Summary and Evidence™® Find T P g (N o
13-Service Activities Summary and Evidence™
01-Impact Statement* ~ Size: 0 bytes Attach Delete [+]
Uploaded:

Submit HoldfSave ?

10. Select Attach to choose a file from your computer.

Certifications

Meszage Text

Faculty Certification -
Publications*

Faculty Certification -
Contracts and Grants®

Link to Regulation & General Dossier Requirements

Dossier Files

Description

| certify, to the best of my knowledge, all
publications, creative and scholarly work
contained and mentioned in this dossier are @
cited correctly and represent my eriginal
contribution.

| certify, to the best of my knowledge, all
contracts and grants awarded, contained o
and mentioned in this dossier accurately
reflected my contribution.

Find First ‘4 10of1 "»' Last

01-Impact Statement*

~ Size: 0 bytes @ Delete [+]

Uploaded:

Submit Haoldisave
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11. Click on the Browse or Choose File button.

File Attachment

You will see either Browse or Choose

File, depending on your browser.

12. Choose the PDF document from your files and select Open.

@ File Upload

x

« v 4 || « AADepartments » FacultyExcellenceShared > P&T System > Testing > Dummy File Attachments v ®] | SearchDummy Fie Attachme... @ |

Organize »  New folder

> sk Quickaccess
> @@ OneDrive
> O ThisPC

v & Network
> O netucfedu

=~ m @

IMPORTANT: Before completing this step, please ensure that documents are no
larger than 40 MB, and that filenames are no longer than 40 characters.

"% 11 Research Creative Activities Summ an...  5/12/2017432PM  Adebe Acrobat D... 26K
"% 12 Teaching Activities Summary and Evid... 5/12/2017439PM  Adobe Acrobat D... 26K8
" 13 Service Activities Summary and Evide... /1272017430 PM  Adobe Acrobat D... 26KB
3 14 Other Assigned Duties.pdf 8/12/201311:41AM  Adobe Acrobat D... 22k8
"% 15 Additions to Dossier,pelf 8/12/2013 1141 AM  Adobe Acrabat D... 82KB
" 16 Other.pdf 8/12/2013 1141 AM  Adobe Acrobat D... 82K8
[ aaanaos0 T20151237PM File 28512K8
= College Committee Votes,pdf 812720131141 AM  Adobe Acrobat D... 82K
"% College Dean Evaluation Document.pdf  10/11/2016 854 A Adobe Acrabat D... 88KB
"% College P&T Committee Evaluation Doc...  #/29/2016 843 AN Adobe Acrobat D... 86 KB
7 College P&T Committee Signature Listpdf 5/12/2013 11:41 AM  Adobe Acrobat D... 83KB

2/16/2018 1002 AM  Adobe Acrobat D... 150 KB
2/16/2018359 AM  Adobe Acrobat D... 150 KB
"% Department Committee Votes.pdf 8/12/2013 1141 AM  Adobe Acrobat D.
) Department P&T Committee Evaluation ... 5/29/2016 8:49 Al

™ Curriculum Vitae Sent to External reviewe...

"L Curriculum Vitae Sent to External revie
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13. Select Upload. It may take a few moments for the document to upload, depending on the file size.

File Attachment

| Beawse .. | 1 Impact Statement.pdf

14. After uploading, select View to ensure that you can see the attachment.

‘ w Certifications ?
Message Text Description
| certify, to the best of my knowledge, all
. — publications, creative and scholarly work
| Eﬁﬁilgag:nrggcanon contained and mentioned in this dossierare @
cited correctly and represent my original
contribution.
| certify, to the best of my knowledge, all
=] Faculty Certification - contracts and grants awarded, contained
Contracts and Grants™ and mentioned in this dossier accurately
reflected my contribution.
Link to Regulation & General Dossier Reguirements ?
Dossier Files Find  First (0 10f1 () Last
> N
LT E e N size: s3gesbtes ( View
T99556_1_Impact_Statement pdf Uploaded: 05/29/2019 3:17:44PM

“ Submit ]|Huld.'€‘:m]| ?

NOTE: If you are unable to view an uploaded document, ensure that your browser’s
pop-up blocker is set to allow pop-ups.
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15. To add the next attachment, select the plus symbol (+). A new row will appear. Upload the
attachment, following Steps 8-13. Repeat this process until all attachments have been uploaded.

Certifications ?
Message Text Description
| certify, to the best of my knowledge, all
) — publications, creative and scholarly work
Ei%ﬁ'ilg;::nns'rlcamn contained and mentioned in this dossierare @
cited correctly and represent my original
contribution.
I certify, o the best of my knowledge, all Click the plus symbol to add an
Faculty Certification - contracts and grants awarded, contained .
Contracts and Grants* and mentioned in this dossier accurately additional attachment.

reflected my contribution.

Link to Regulation & General Dossier Requirements ?
Dossier Files Find First > Last
01-Impact Statement Size: 83.885 bytes View Delete @
799556_1_Impact_Statement pdf Uploaded: 05/29/2019 3:17.44PM
> Size: 0 bytes Attach Delete [+

Submit HoldiSave ?

A new row will appear after
clicking the plus symbol.

16. If necessary, to delete an attachment click the Delete button.

Certifications ?
Message Text Description . “« ”
| certify, to the best of my knowledge, all CIICk DeIEte to delete
. S publications, creative and scholarly work
Ei';filgt(i::nnslqcamn contained and mentioned in this dossier are @ an attachment.
cited correctly and represent my original

contribution.
| certify, to the best of my knowledge, all

m Faculty Cerification - contracts and grants awarded, contained )
Contracts and Grants™® and mentioned in this dossier accurately
reflected my contribution.
Link to Regulation & General Dossier Requirements ?
Dossier Files Find First 4 f1 '» Last
01-impact Statement Size: 83,885 bytes TrE [+]
799556_1_Impact_Statement pdf Uploaded: 05/29/2019 3:17:44PM

Submit HoldiSave
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17. Select Hold/Save to save the dossier and return to it later. Select Submit once all attachments are
uploaded and you are ready to submit your dossier forward for review.
Please review your dossier carefully before clicking Submit, as the system will not allow changes
after submission; you will only be permitted to attach additional documents.

Please be aware that the system will not allow you to submit a dossier unless all required
documents are uploaded and the certification boxes are checked.

Dossier Files Find First ‘4" 1-40of4 ‘P Last
01-Impact Statement Size: 83,885 bytes View Delete [+]
799558 _1_Impact_Statement pdf Uploaded: 05/29/2019 4:06:56FM
The “Hold/Save” button

02-Curriculum Vitae Size: 83,885 bytes | | saves the dossier but
799558_2_Curriculum_Vitae. /2912019 4:07:10FPM does not forward it.

: . The “Submit” button forwards the
03-Curriculum Vitae to Extern 26,620 bytes Vie Delete [+]

dossier to the next step. Click this button

only if the dossier is complete.
04-External Reviewers’ Letter: 83.991 bytes iew Delete [+]

2L,

799558 _3_Curriculum_Vitae |

799558_4_External_Reviewers__ Letters_and_Credentials. pdf loaded: 05/29/2019 4:08:13FM

Submit Hold/iSave

18. After clicking the Submit button, you will receive a pop-up message. Click Yes to verify
submission or No to return to the dossier.

02-Curriculum Vitae Size: g3885bytes | View Delete [#]
789556_2 Curriculum_Vitae pdf 1] ded: 05/20/2049 2:50-02Ph
Message

03-Curriculum Vitae to External Reviewers
799556_3 Curriculum_Vitae_sent to_External_Reviewers.pdf 1] 11 I A
Submit this dossier? (20008,51)

04-External Reviewers' Letters and Credentials
The dossier will be forwarded with any changes you may have made.

799556_4_ External_Reviewers_ Letters_and_Credentials.pdf u
07-Annual Assignments i pig
7899556_5_Annual_Assignments. pdf Uploaded: 05/29/2019 3:52:17PM
08-Annual Evaluations e 87 339 bytes T Delete | [
799556_6_Annual_Evaluations pdf Uploaded: 05/29/2019 3:52:33PM
10-Research Funding Reports Size: 35033bytes | View | Delete | [
799556_7_Research_Funding_Reports. pdf Uploaded: 05/29/2019 3:52:53PM
11-Research/Creative Activities Sum. and Evidence size: 26620 bytes | View [ Deete | [
799556_8 Research_ Creative_Activities_Summary_and_Evidence.pdf Uploaded: 05/29/2019 3:53:08PM
12-Teaching Activities Summary and Evidence Size: 26,620 bytes View Delete [#]
789556_9_Teaching_Activities_ Summary_and_Evidence pdf Uploaded: 05/29/2019 3:53:22PM .
13-Semvice Activities Summary and Evidence Size: 266520 bytes | View Delete [#]
799556_10_Service_Activities_Summary_and_Evidence pdf Uploaded: 05/29/2019 3:53:36PM

Candidate:

HoldiSave| | Submit || Withdraw |
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19. After submitting the dossier, a confirmation message will appear.

Update Dossier

Step 1 of 1: Update Complete

You have successfully updated the dossier Review the messages below for routing information.

Form Status

eForm ID: 123456

Y¥ou have just RESUBMITTED this form. This action passed the formto GT
PE&T Department Chair far further processing.

Go To Worklist

You will also receive a confirmation by email letting you know your dossier has been received.

( (XX
ePandT@ucf.edu S 9 -

To © 5/15/2020
Retention Policy UCF Delete after 10 Years (10 years) Expires 5/13/2030

Thank you for submitting your dossier for review. This confirms that your dossier has been
submitted successfully within the Promotion & Tenure System.

NOTE: At any time during the P&T process, dossiers may need to be manually recycled or
forwarded to a step by a Faculty Excellence Admin and their names will be listed in the
system notifications and in My Worklist.

If you have any questions, please contact Faculty Excellence at facultyexcellence@ucf.edu
or 407-823-1113.

Form ID:
Candidate Name:
Pathway Type:
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Editing Your Saved Dossier

1. To return and edit a dossier that was placed on hold/save, follow Steps 1-2 in Preparing Your
Dssier, above. Then, select Edit or Withdraw an eP&T Currently in Process.

& universiT

Dashboards

Home Page

UCF Work Center o «

Menu T av

= My Worklist
Work the items that have been routed to
you.

= Faculty eP&T Home Page
E In the Home Page, you can see eP&T work
items, start a new dossier, edit'withdraw a
dossier in process, and view a dossier.

\L FL

DA

Work Center

Electronic Promotion & Tenure Home Page

& My Worklist
W Work the items that have been routed to you.

Start a New eP&T

Candidates, use this link to initiate a new dossier, which will then be routed to the
appropriate reviewers. Once a dossier has been started, you wil not be able to
access it through this link. You must use the link below to make changes.

: Edit or Withdraw an eP&T Currently in Process
/ idatee use this link to make changes toag =ier that is currently in process.

Only dossiers that have not had final approval or been withdrawn wil be accessible.

& View Only Access to eP&Ts
= Use this link for a read-only view of dossiers. Candidates will not be able to access their
dossier through this link until the process has been completed. Committee members will

only have access to dossiers during the specified review windows on the schedule.

2. Click Search to bring up the dossier. It is not necessary to complete any of the fields.

Update a Dossier

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Click “Search” to bring up
the dossier for editing.

eForm ID:
Pathway Type: [= ~|
College:
Department:
Last Name:
First Name:
Empl ID:
Warkflow Form Status:| = ~|

-~ w

[case sensitive
Limit the number of resy

@ Clear

fUp to 300) 300

. = -
Basic Search 2 Save Search Criteria

Phone: 407.823.1113 « Web: facultyexcellence.ucf.edu ¢ Rev. 05/23 13



3. Edit the dossier as needed. Select Submit when you are ready to send your dossier for review.
Please review your dossier carefully before clicking Submit, as the system will not allow changes
after submission; you will only be permitted to attach additional documents.

Note: The system will not allow you to submit a dossier unless all required documents are
uploaded.

Dossier Files Eind First ‘4 1-100f10 ‘B Last
07-Impact Statement Size: 83,885 bytes Wiew Delete [+]
799558_1_Impact_Statement pdf Uploaded: 05/29/2019 4:06:56PM
02-Curriculum Vitae Size: 83,885 bytes View Delete (]
799558_2_Curriculum_Vitae.pdf Uploaded: 05/29/2019 4.07:10PM
03-Curriculum Vitae to External Reviewers Size: 26,520 bytes View Delete [+]
799558_3_Curriculum_Vitae_sent_to_External_Reviewers pdf Uploaded: 05/29/2019 4.07:52PM
04-External Reviewers' Letters and Credentials Size: 23,001 bytes View Delete [+]
799558 4 External_Reviewers_ Lefters_and_Credentials.pdf Uploaded: 05/29/2019 4:08:13PM
Rin il size: 83991 bytes view Delste | [#]
700552 5_anf - The “Submit” button Uploaded: 05/29/2019 4.09-47PN
ernuaieal - forwards the dossier to the swe:  73zabites View Deiste | [#]
799558_6_Ani next step. Uploaded: 05/29/2019 4:10:00PM
10-Research FOMONTG QO Size: Wiew Delete [+]
799558_7_Research_Funding_Reports.| Uploaded:
11-Research/Creative Activities Sum. and Eviden Size: 26,620 bytes View Delete [+
799558 8 Research_ Creative_Activities_Summary_aM Evidence.pdf Uploaded: 05/29/2019 4:10:31PM
12-Teaching Activities Summary and Evidence Size: 26,620 bytes View Delete [+]
799558_9_Teaching_Activities_Summary_and_Evidence. pdf Uploaded: 05/29/2019 4:10:50PM
13-Senvice Activities Summary and Evidence Size: View Delete ﬂ
799558_10_Senvice_Activities_Summary_and_Evidence. pdf

Candidate:

HoldiSave Withdraw

4. After clicking the Submit button, you will receive a pop-up message. Click Yes to verify
submission or No to return to the dossier.

02-Curriculum Vitae Size: 83g8sbyies | View || Delete | ]

799558_2_Curriculum_Vitae.pdf 05/29/2049 4:07-10PM
Message

03-Curriculum Vitae to External Reviewers

799558_3_Curriculum_Vitae_sent_to_External_Reviewers.pdf i
Submit this dossier? (20008,51)
04-External Reviewers’ Letters and Credentials
The dossier will be forwarded with any changes you may have made
799558 4 External_Reviewers_ L etters_and_Credentials pdf

07-Annual Assignments e i

799558 5 Annual_Assignments.pdf Uploaded: 05/29/2019 4:.09:47PM

0&-Annual Evaluations Size: 87,339bytes | View Delete | ]
799558_6_Annual_Evaluations pdf Uploaded: 05/29/2019 4:10:00PM

10-Research Funding Repors Size: 35,032 bytes View " Delete #
799558_7_Research_Funding_Reports.pdf Uploaded: 05/29/2019 4:10:18PM

11-Research/Creative Activities Sum. and Evidence Size: 26.620bytes | View | " Delete | [+
799558_8_Research___Creative_Activities_Summary_and_Evidence.pdf Uploaded: 05/29/2019 4:10:31PM

12-Teaching Activities Summary and Evidence Size: 26,620 byles View Delete [+l
799558_9_Teaching_Activities_Summary_and_Evidence pdf Uploaded: 05/29/2019 4:10:50PM

13-Service Activities Summary and Evidence Size: 26620bytes | View Delete | #
799558_10_Service_Activities_Summary_and_Evidence.pdf Uploaded: 05/29/2019 4:11:.04PM

Candidate:

HoldiSave| | Submit Withdraw |
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5. After submitting the dossier, a confirmation message will appear.
Update Dossier
Step 1 of 1: Update Complete

You have successfully updated the dossier. Review the messages below for routing information.

Form Status

eForm ID: 123456

You have just RESUBMITTED this form. This action passed the form to GT
P&T Deparntment Chair for futher processing.

Go To Worklist
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Withdrawing Your Dossier

1. To withdraw your dossier, follow Steps 1-2 in Preparing Your Dossier, above. Then, select Edit or
Withdraw an eP&T Currently in Process.

Please note that you will not be able to withdraw your dossier electronically after it passes the
Department Chair step. If you wish to withdraw your dossier after it passes the Department Chair
step, please contact Faculty Excellence at facultyexcellence@ucf.edu.

\\éﬁ UNIVERS Y OF CENTRAL FLORIDA
Home Page Dashboards Work Center
UCF Work Center o «
Menu S o~ Electronic Promotion & Tenure Home Page
= My Worklist — N
VWork the items that have been routed to o d M_ Wmh“s‘
you 4 Work the items that have been routed to you.

= Faculty eP&T Home Page Start a New eP&T
E In the Home Page, you can see eP&T work
items, start a new dossier, editwithdraw a
dossier in process, and view a dossier appropriate reviewers. Once a dossier has been started, you wil not be able to

access it thro

Candidates, use this link to initiate a new dossier, which will then be routed to the

$hie ok g i dhadiok bel

x o make changes.

Edit or Withdraw an eP&T Currently in Process

Candidates, use this link to make changes to your dossier that is currently in process.
Only dossiers that have not had final approval or been withdrawn will be accegsl

View-Only Access to eP&Ts
TN, Usethis link fora read-only view of dossiers. Candidates will not be able to access their
dossier through this link until the process has been completed. Committee members will

only have access to dossiers during the specified review windows on the schedule
2. Click Search to bring up the dossier. It is not necessary to complete any of the fields.

Update a Dossier
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

eForm ID:
way Trpe: = » V
Zj?v;r R l Click “Search” to bring up
Department the dossier.
Last Name:
First Name:
Empl ID:

Workflow Form Status: [ = v _ v
[ case sensitive
Limit the number ofres

fip to 300) [300

. ] -
Clear | Basic Search = Save Search Criteria
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3. Click the Withdraw button to remove your dossier from consideration.

07-Annual Assignments Size: 23 091 bytes Wiew Delete [+
799558_5_Annual_Assignments.pdf Uploaded: 05/29/2019 4:09:47PM
08-Annual Evaluations Size: 27,330 bytes View Delete [+
799558 _6_Annual_Evaluations. pdf Uploaded: 05/29/2019 4:10:00PM
10-Research Funding Reports Siza: 35 033 bytes View Delete (%]
799558_7_Research_Funding_Reports.pdf Uploaded: 05/29/2019 4:10:18PM
11-Research/Creative Activities Sum. and Evidence Size: 26,620 bytes View Delete 3

799558_8_Research__ Creative_Activities_Summary_and_Evidence pdf Uploaded: 05/29/2019 4:10:31PM

12Tl CAUTION: Click the Withdraw button only if you intend to permanently remove your
729558 2} dossier from the workflow this cycle. Do not use the Withdraw button to delete and
13senice | restart your application; instead, contact Faculty Excellence for assistance.

799558_10_Senvice_Activities_Summary_and_Evidence.pdf Uploaded: 05/29/2019 4:11:04PM

Candidate:

Hold/Save| | Submit

4. After you click the Withdraw button, you will receive a pop-up message. Click Yes to verify the
withdrawal or No to return to the dossier. You will receive a confirmation email after withdrawing
the dossier.

02-Curriculum Vitae > Size: 83885bytes | Vie || Delete | =
05/28/2019. 407 1081

Message

799558_2_Curriculum_Vitae pdf

03-Curriculum Vitae fo External Reviewers
799558_3_Curriculum_Vitae_sent_to_BExternal_Reviewers.pdf
Are you sure you wantto withdraw this dossier? (20008,53)

04-External Reviewers' Letters and Credentials
Withdrawing this dossier permanently ends the promotion and or tenure process.
799558 4 External_Reviewers_ Lefters_and_Credentials pdf

Yes Mo

07-Annual Assignments \_‘_‘J

799558 5 Annual_Assignments pdf

08-Annual Evaluations

799558_6_Annual_Evaluations pdf

10-Research Funding Reports
799558_7_Research_Funding_Reports.pdf

11-Research/Crealive Activities Sum. and Evidence

799558_8 Research__ Creative_Activities_Summary_and_Evidence pdf
12-Teaching Activities Summary and Evidence

799558 9 Teaching_ Activities_Summary_and_Evidence pdf

13-Senvice Activities Summary and Evidence

799558 _10_Service_Activities_Summary_and_Evidence.pdf

i

Uploaded: 05/29/2019 4:09:47PM

Size: 87,330 bytes view |[ Delete | ¥l
Uploaded: 05/29/2019 4.10:00PM

Size: 303abytes | View || Deiete | [
Uploaded: 05/2912019 410:18PM

size: 26,620 bites view || Delete |

Uploaded: 05/29/2019 4:10:31PM

Size: 26620bvtes | View | Detete | ¥

Uploaded: 05/29/2019 4:10:50PM

Size: 26,620bytes | Viel | [ Delete | [H
Uploaded: 05/29/2019 4:11:04PM

Candidate:

HoldiSave| | Submit || Withdraw

Phone: 407.823.1113 « Web: facultyexcellence.ucf.edu ¢ Rev. 05/23

17



Updating Your Dossier After Submission

1. After the dossier has been submitted, you may upload documentation regarding any new
accomplishment (e.g: new awards, publications, recent professional recognition, etc.)

Additions to the dossier may be submitted at any time up until the Provost (or designee) begins to
review.

To add a new pdf document after the dossier has been submitted, follow steps 1-2 in Preparing
Your Dossier, above. Then select Edit or Withdraw an eP&T Currently in Process.

&Sﬁl UNIVERSITY CENTRAL FLO
Home Page Dashboards Work Center

UCF Work Center o «
Menu & o~ Electronic Promotion & Tenure Home Page

m My Worklist "
Work the items that have been routed to ';_?' By Worklist

you. v Work the items that have been routed to you
= Faculty eP&T Home Page Start a New eP&T

E In the Home Page, you can see eP&T work
items, start a new dossier, edit'withdraw a . . . ;
dossier in process, and view a dossier. appropriate reviewers. Once a dossier has been started, you will not be able to

access it through this link. You must use

Candidates, use this link to initiate a new dossier, which wil then be routed to the

link below to make changes.

Edit or Withdraw an eP&T Currently in Process
Candidates, use this link to make changes to your dossier that is currently in process.

v dossiers that have not had final approval or been withdrawn will be accesgj]

— View-Only Access to eP&Ts

N Use this link for a read-only view of dossiers. Candidates will not be able to access their
dossier through this link until the process has been completed. Committee members will
only have access to dossiers during the specified review windows on the schedule.

2. Click Search to bring up the dossier. It is not necessary to complete any of the fields.
Update a Dossier

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria Click “Search” to bring

- (segins it <] up the dossier.
vear /

Pathway Type:

= ~]

College: [begins with ]
Department:
Last Name:
First Name: m

Empl ID: begins with

Workflow Form Status:

[case sensitive

Limit the number gf ults to (up to 300} 300

. = -
Clear | BasicSearch 27 Save Search Criteria
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3. To attach the additional document, select the plus symbol (+). A new row will appear.

10-Research Funding Reporis Size: 35,033 bytes View Delete [+
T799559_7_Research_Funding_Repors. pdf Uploaded: 05/29/2019 4.59:58PM
11-Research/Creative Activities Sum. and Evidence Size: 26 620 bytes View Delete [+]
T799559_8_Research__ Creative_Activities_Summary_and_Evidence. pdf Uploaded: 05/29/2019 5:00:12PM
12-Teaching Activities Summary and Evidence Size: 26,620 bytes View Delete 3|
T99559_9_Teaching_Activities_Summary_and_Evidence.pdf Uploaded: 05/29/2019 5:00:25PM
13-Semvice Activities Summary and Evidence Size: 26 620 bytes View Delete @
?99559£Sewice=&divities=5ummaryLnd_Evidence.pdf Uploaded: 05/29/2019 5:00:38PM
el 0 bytes Attach Delete [+
. Candidate:
A new row will appear after — —
clicking the plus symbol.
4. Click the dropdown arrow and select the Additions to Dossier from the list.
10-Research Funding Reports Size: 35.033 bytes View Delete [+]
799559_7_Research_Funding_Reports.pdf Uploaded: 05/29/2019 4:59:58PM
11-Research/Creative Activities Sum. and Evidence Size: 26,620 bytes View Delete [+]
799559_8_Research__ Creative_Activities_Summary_and_Evidence. pdf Uploaded: 05/29/2019 5:00:12PM
12-Teaching Activities Summary and Evidence Size: 26,620 bytes View Delete [+
799559_9_Teaching_Activities_Summary_and_Evidence. pdf Uploaded: 05/29/2019 5:00:25PM
13-Semvice Activities Summary and Evidence Size: 26,620 bytes View Delete [+]
799559_10_Service_Activities_Summary_and_Evidence.pdf Uploaded: 05/29/2019 5:00:38PM
Size: 0 bytes Attach Delete [+
Uploaded:
16-Additions to Dossier
Candidate:
Hold/Save Withdraw
Click the arrow, then select “Additions to
Dossier” from dropdown list.
Phone: 407.823.1113 « Web: facultyexcellence.ucf.edu ¢ Rev. 05/23 19




5.Select Attach to choose the file that is to be added to the dossier.

| 10-Research Funding Reports [v] Size: 35033bytes | View || Delete |
T995589_7_Research_Funding_Reports pdf Uploaded: 05/29/2019 4:59:58FPM
[ 11-Research/Creative Activities Sum. and Evidence [+] Size: 26620bytes | View || Delete |
799559 8 Research_ Creative_Activities_Summary_and_Evidence pdf Uploaded: 05/29/2018 5:00:12PM
| 12-Teaching Activities Summary and Evidence [+] Size: 26620bytes | view || Delete |
799559 9 Teaching_Activities_Summary_and_Evidence. pdf Uploaded: 05/29/2019 5:00:25PM
[13-Senvice Activities Summary and Evidence [v] size: 26620bytes | View || Deleie |
799559 10_Service_Activities_Summary_and_Evidence.pdf Uploaded: 05/29/2019 5:00:38PM
[16-Additions to Dossi | “Afach
itions to Dossier v i [
si: ovres " oeete |
oytes ((_ Attach )| Delete |
Uploaded:
Candidate:

ogsae| | Winaaw |

6. Click on the Browse or Choose File button.

File Attachment

|| additions to Dossier.pdf

You will see either Browse or Choose
File, depending on your browser.
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7. Choose the PDF document from your files and select Open.

1: 1 Impact Statermnent.pdf 8/12/2013 17:41 AM  Adobe Acrobat D... 82 KB
1: 2 Curriculum Vitae pdf 8/12/2012 11:41 AM  Adobe Acrobat D... 22KB
H_: 3 Curriculum Vitae sent to External Revie...  5/12/2017 4:22 PM Adobe Acrobat D... 26 KB
=1 4 College Guidelines.pdf 5/12/2017 4:24PM  Adobe Acrobat D... 27KB
1: 5 Department Guidelines.pdf 8/12/2013 11:41 AM  Adobe Acrobat D... 82KB
'5_: & Annual Assignments.pdf 8/12/2012 17:41 AM  Adobe Acrobat D... 23 KB
5_: 7 Annual Evaluations.pdf 8/12/2013 11:41 AM  Adobe Acrobat D... 86 KB
= sc ive Progress E ions.pdf 8/12/2013 11:41 AM  Adobe Acrobat D... 83KB
1: %A ORC Funding Report.pdf 6/12/2017 9:38 AM Adobe Acrobat D... 85KB
™1 9B External Funding - Not ORC.pdf 6/12/20179:40 AM  Adobe Acrobat D... 25Ke
=L 9C In-house Funding.pdf 6/12/20179:41 AM  Adobe Acrobat D... 85KB
H_: 10 External Reviewers' Letters and Creden...  8/12/2013 11:41 AM  Adobe Acrobat D... 83KB
1: 11 Research_Creative Activities Summ an...  5/12/2017 435 PM Adobe Acrobat D... 26 KB
1: 12 Teaching Activities Summary and Evid...  5/12/2017 4:3% P Adobe Acrobat D... 26 KB
1: 13 Service Activities Summary and Evide... 5/12/2017 4:29 PM Adobe Acrobat D... 26 KB
=L 14 Other Assigned Duties.pdf 8/12/2013 11:41 AM  Adobe Acrobat D... 82KB
1.‘ 15 Additions to Dossier.pdf 8/12/2013 11:41 AM  Adobe Acrobat D... 82kKB
"L 16 Other.pdf 8/12/2013 11:41 AM  Adobe Acrobat D... 82KB
D aaal40e0 7/1/2015 12:37 PM File 28,512 KB
=L College Committee Votes.pdf 8/12/2013 11:41 AM  Adobe Acrobat D... 82KB
=1 College Dean Evaluation Document.pdf 10/11/2016 8:54 AM  Adobe Acrobat D... 88 KB
1: College P&T Committee Evaluation Doc..  2/28/2016 2:42 AM Adobe Acrobat D... 86 KB
1: College PET Committee Signature List.pdf  2/12/2012 11:41 AM  Adobe Acrobat D... 23 KB
1: Curriculum Vitae Sent to External reviewe...  2/16/2012 10:02 AM  Adobe Acrobat D... 150 KB

8. Select Upload. It may take a few moments for the document to upload, depending on the file size.

File Attachment

Additions to Dossier.pdf
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9.  After the document has successfully uploaded, click Hold/Save to save the dossier.

11-Research/Creative Activities Sum. and Evidence Size: 26 620 bytes View Delete [+]
799559_8_Research__ Creative_Activities_Summary_and_Evidence pdf Uploaded: 05/29/2019 5:00:12PM
12-Teaching Activities Summary and Evidence Size: 26 620 bytes View Delete [+]
T799559_9_Teaching_Activities_Summary_and_Evidence.pdf Uploaded: 05/29/2019 5:00:25PM
13-Semvice Activities Summary and Evidence Size: 26 620 bytes View Delete (4]
799559 . and_Evidence pdf Uploaded: 05/29/2019 5:00:38PM
16-Additions to Dossier Size: 83,885 bytes View Delete | [H]

799559_14_Additions_to_Dossier pdf Uploaded: 05/30/2019 2:08:43PMW

Candidate:

Hold/Save

Verify that the document has successfully uploaded. Then, click “Hold/Save.”

Withdraw

10. After clicking Hold/Save, reviewers will be able to see the added document(s). A confirmation
notice will appear, similar to the one below.

Update Dossier

Step 1 of 1: Update Complete
You have successfully updated the dossier. Review the messages below for routing information.

Form Status

eForm ID: 123456
You have just PLACED OM HOLD this form.

Go To Worklist \

The text “PLACED ON HOLD”
shows that additions have been
saved to the dossier. The dossier
still remains in the workflow.
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Error Prompts

1. This text prompt will appear if attempting to submit your P&T Application without checking the
radio buttons below Certifications.

w Certifications ?

Message Text Description

| certify, to the best of my knowledge, all

Publication:

All Certifications Must Be Acknowledged (20008,67)

\@ A Faculty Ce Message

A Faculty Ce
Contracts a

In order to continue, all certifications must be acknowledged by checking the checkbox next to them.

Link to Regulation & Gen oK

m

Dossier Files Fina -

Resolution: Scroll back up to the Text prompts under Certifications and ensure both radio buttons
have been checked off.

2. This text prompt will appear if the user attempts to submit a dossier without uploading all required
attachments.

Message

Missing Document Type Required: 08-Service (20008,22)

Resolution: Select the drop-down arrow to see the remaining documents. Select any and all
documents that end with an asterisk (*) before submitting dossier.

Phone: 407.823.1113 « Web: facultyexcellence.ucf.edu ¢ Rev. 05/23 23



3. This text prompt will appear if Attach is clicked before selecting a “document type”.

—e o '

05-Annual Evaluations

869094 _4 Annual_Evaluation

06-Professional Responsibilitig]

869094_5_ Professional_Respi

09-Professional Development

Message

Attachment Document Type Required (20008,20)

Please choose a document type from the drop-down list before attaching your file.

OK

869094_6_Professional_Development.pdf

¥

Size:

Uploaded:

Uploaded: 05/28/2020 11:59:19AM

obytes (| Attach

l View | l Delete |

|
l View I I Delete I |£]

/
l View | | Delete I [E
N Delete | E

Resolution: Please select the drop-down arrow first to display the document types. Then select
the necessary document.

03-Unit Criteria

08-Service*
11-Research/Scholarship
13-Other

Phone: 407.823.1113 « Web: facultyexcellence.ucf.edu ¢ Rev. 05/23
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Candidate Review of Evaluations and Optional Response

Candidates should refer to the relevant promotion schedule and take note of the
anticipated dates for their five-day window for review of the following evaluations:

o Department Committee

o Department Chair

e College Committee (Not Applicable to Librarians and Instructional Designers)

e Dean

e University Committee (Not Applicable to Instructors, Lecturers, Librarians and

Instructional Designers)

Please Note: Dossiers receiving a unanimously positive vote, will bypass the University Committee
and move immediately forward to the Provost. The Provost may decide to move the dossier back to
the University Committee for a review. If this happens you will be notified and be provided an optional
five-day response to the University Committee analysis.

Upon completion of each of the above evaluations, the candidate will receive a system-
generated email indicating the date when the dossier will be available for review and
optional comment. Candidates will not have access to the dossier until the date
indicated in the system notification and on the promotion schedule.

Candidates must send the dossier forward by the end of the five-day window, with or
without an optional response.

Please refer to the following instructions for accessing the evaluations and providing an

optional response.

Before You Begin

+ Your browser’s pop-up blocker should be set to allow pop-ups.
% There is a file size limit of 40 megabytes for each pdf attachment.
< Attachment filenames must be limited to 40 characters.

« The system times out after 30 minutes of inactivity. It is recommended that you
save your work periodically.
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1. Sign in to the myUCF portal (my.ucf.edu) and click the Work Center tab.

\g%] UNIVERSITY OF CENTRAL FLORIDA

Home Page Dashboard Wark Center

myUCF Menu

Q

v Featured Topics S 14

Academic Resources There are no featured topics to display al this time
Staff Applications
Employee Self Service
Manager Self Service
Faculty/Advisor Self Service
My Content

Reporting Tools

UCF IT Custom

Change my NID Password
Webcourses@UCF

UCF Home Page
Instructor Knights Access
UCF Company Directory

2. Select My Worklist.

'\'ks(?ﬂ UNIVERSITY OF CENTRAL FLORIDA

Home Page Dashboards Work Center

{2
£
4

UCF Work Center

E he jfemas-#it have been routed to you.

E—- Faculty eP&T Home Page
In the Home Page, vou can see eP&T work items, start a new dossier, edit'withdraw a dossier in process, and view a

dossier.

3. After selecting My Worklist, you will see a display similar to the following. Click the link to open the

dossier.
Worklist
Worklist for |
Worklist Items Personalize | Find | View All | @I =5 First (&) 10of1 @) Last
From Date From Viork ltem Viorked By Activity Priority Link
05103/2018 Notification Worklist Notification PROMOTEN: TTE: L Reion
a
Click here to open Do NOT use this
the dossier button.
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4. Click the Department Committee tab to review the department committee’s vote and

analysis of the candidate’s dossier.

Candidate Io Department Committee

Evaluate Dossier

Step 2 of 2: Department Committee An

Review the promotion and/or tenure
votes, as applicable

Candidate Information

Name of faculty member evaluated: T!
Current rank: Associate Professor
ng Faculty

Pathway Type & Year: Tenured/Tenure-E Regular

If the department
committee did not enter
text in this section, scroll
down to the attachments

eForm ID:

2019-2020

Application Type: Promotion & Promotion only Tenure only
Applying to rank: Professor to view the uploaded
evaluation document
Promotion: Tenure: (see Step 5).
10 number of votes FOR promotion 0 number of votes FOR tenure
0 number of votes AGAINST promotion 0 number of votes AGAINST tenure
Analysis and Recommendations 4

FDF"in the field below.

Uploaded as FDF

*In the field below, or as an attachment, (1) Provide an assessment for each area of assignment and (2) Include an overall comment explaining
how the committee’s discussion, narrative, and how the votes relate to the department/unit criteria. If attachment is provided, write "Uploaded as

5.

If the department committee did not enter text in the box shown in Step 4, scroll down to

the attachments to view the uploaded evaluation document. You may also view the
committee’s official record of attendance (signature list).

13-Senice Activities Summary and Evidence

785397_10_Senice_Activities_Summary_and_Evidence. pdf

Size: 26,620 bytes View Delete [+]

Uploaded: 06/06/2019 10:34:39AM

17a-Department P&T Committee Signature List
785397_12_Department_P_T_Committee_Signature_List pdf
17b-Department P&T Committee Evaluation Document

785397_13_Department_P_T_Committee_Evaluation_Document pdf

Size:

Size:

Candidate:

== Preylis Reviewed Hold/Save

Click the View buttons to review the department
committee evaluation document and signature list.

Phone: 407.823.1113 « Web: facultyexcellence.ucf.edu ¢ Rev. 05/23
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6. After clicking View, the document will open in a new window. When you are finished
reviewing the document, close the window to return to the dossier.

= + AutomaticZoom *

Close the window to return to the dossier.

PROMOTEN test attachment

NOTE: If a document does not open, ensure that your
browser’s pop-up blocker is set to allow pop-ups.

7. To add an optional response to the department committee’s evaluation, scroll down to the
attachments. Click the plus symbol (+) to add a row. On the new row, use the dropdown
arrow to display the attachment options.

IMPORTANT:
Responses are entirely optional. If you do not wish to upload a response, skip to Step 13.

17a-Department P&T Committee Signature List Size: 42257 bytes Wiew Delete jI 1

T85397_12_Department_P_T_Committee_Signature_List.pdf Uploaded: 06/06/2019 11:31:17AM

17b-Department P&T Committee Evaluation Document 2 Size: 7,159 bytes View Delete @
785397_13_Department_P_T_Committee_Evaluation_Document.pdf Uploaded: 06/06/2019 1:48:28PM

; |VE Size: 0 bytes Attach Delete [+]
Uploaded:
18-Faculty Response to Department P&T Committes
Candidate:
== Previous Reviewed Hold/Save

Candidate Info | Depatment Committee

1. Click “+” to add a row.
2. Use the dropdown arrow to display the attachment options.
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8. Select Faculty Response to Department P&T Committee. Then click Attach to upload the

faculty response.

17a-Department P&T Committee Signature List

799578_11_Deparment_P_T_Committee_Signature_List pdf

Size: 42 287 bytes

18-Faculty Response to Department P&T Committee

18-Faculty Response to Department P&T Committee

Candidate Info | Department Committee

Size:
Uploaded:
Candidate:
== Previous Reviewed

Uploaded: 06/06/2019 4:21:25PM

0 bytes Delete [+

View

1. Click “Faculty Response to Department P&T Committee”
2. Click “Attach” to upload the faculty response.

9. Click the Browse or Choose File

650704_4_6_Annual_Assignments.pdf
07-Annual Evaluations
650704_5_7_Annual_Evaluations. pdf
09A-ORC Funding Report
650704_6_9_ORC_Funding_Report pdf
10-External Reviewers’ Letters and Credentials

650704_7_10_External_Reviewers__| etters_and_Credentials.pdf

button.

Uploaded: 06/12/2017 8:46:34AM

o . rmr— 1

Delete

| 11-ResearchiCreative Activities Summ and Evidence v . 26820 bytes | View |
650704_8_11_Research_Creative_Activities_Summ_and_Evidence.pdf Uplggided: 06/12/2017 8:48:39AM
12-Teaching Acﬁﬁties Summary and Evidence . .
650704_9_12_Teaching_Activities_Summary_and_| Y.ou w'" see .elther Browse or c hoose
13-Senvice Activities Summary and Evidence Flle’ dependlng on your browser'
650704_10_13_Service_Activities_Summary_and_H =
17a-Department P&T Committss Signature List w Sizer 53,885 bytes |W| Delete [#
650704_11_Department_P_T_Committee_Signature_List pdf Uploaded: 06/12/2017 8:57:22AM
18-Faculty Response to Department P&T Committee v| Size: Objtes | Attach || Delete |
Uploaded:
[ ==Pravious_| [Redswed] [ noasas

Candidate Info | Department Committee
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10. Choose the appropriate PDF from your files and select Open.

IMPORTANT: Before completing this step, please ensure that documents are no
larger than 40 MB, and that filenames are no longer than 40 characters.

Tarry

- T Annua Evaluations.pa Eay-
8/12/2013 11:41 AM

T

v i Network " 8 Cumulative Progress Evalustions.pdf Adobe Acrobat D... 83K

> [ netucfedu = 9A ORC Funding Report.pdf 6/12/20170:38 AM  Adobe Acrobat D... TS
o ' 98 External Funding - Not ORC.pdf 6122017940 AM  Adobe Acrobat D... o5 Ke
= 9C In-house Funding.pdf 6/12/2017%:41 AM  Adobe Acrobat D... 25 KB
"' 10 External Reviewers' Letters and Creden... &/12/2013 11:41 A Adobe Acrobat D... 23 KB
' 11 Research_Creative Activities Summ an... 5/12/2017439PM  Adobe Acrobat D... 5K
= 12 Teaching Activities Summary and Evid,  5/12/2017439PM  Adobe Acrobat D.. K8
= 13 Service Activities Summary and Evide..  5/12/2017439PM  Adobe Acrobat D.. 26KB
"3’ 14 Other Assigned Duties.pdf 8/12/201311:41AM  Adobe Acrobat D... 82 KB
=3 15 Additions to Dossier.pdf 8122013 1141 AM  Adobe Acrobat D... 2KE
= 16 Otherpof 8/12/201311:41AM  Adobe Acrobat D... 2K
[7] asad020 TS 1ZITPM File 28512K8
= College Committee Votes.pdf 8/12/201311:41AM  Adobe Acrobat D... 82 KB
' College Dean Evaluation Document.pdf  10/11/2016 854 A Adobe Acrobat D... 2 KE
' College P&T Committee Evaluation Doc...  &/28/2016849 AM  Adobe Acrobat D... 5K
' College P&T Committee Signature List.pdf  £/12/2013 11:41 A Adobe Acrobat D.. KB
= Curriculum Vitae Sent to External reviewe... 2/16/2016 1002 A Adobe Acrobat ... 150 KB
= Curriculum Vitae Sent to External reviewe... 2/16/20169:59 AM  Adobe Acrobat D... 150 K
=3 Department Committee Votes pdf 8/12/201311:41AM  Adobe Acrobat D...

" Department P&T Committee Evaluation ...
- -

8/29/2016849 AM  Adobe Acrobat D...

11. Select Upload. It may take a few moments for the document to upload, depending on the
file size.

File Attachment
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12. After uploading, click View if you wish to view the attachment. Click Delete if you wish to
remove the document

13-Service Activities Summary and Evidence Size: 26,620 bytes View Delete 3
T99578_10_Teaching_Activities_Summary_and_Evidence. pdf Uploaded: 05/31/2019 4:5724FPM
17a3-Department P&T Committee Signature List Size: 42 287 bytes View Delete [+
799578_11_Department_P_T_Committee_Signature_List pdf Uploaded: 06/06/2019 4:21:25PM
18-Faculty Response to Department P&T Committee Size: 83,885 bytes +
T99578_12_Faculty_Response_to_Deparment_P_T_Committee. pdf Uploaded: 06/06/2019 4:27:02PM
Candidate:
== Previous Reviewed Hold/Save

NOTE: If a document does not open, ensure that your
browser’s pop-up blocker is set to allow pop-ups.

13. After reviewing the evaluation and uploading an optional response, click Reviewed to
forward the dossier to the next step. If you are not ready to submit the optional response,
you may click Hold/Save to save the dossier without forwarding

17a-Department P&T Committee Signature List Size: 42 287 bytes View Delete [#]
799578_11_Deparment_P_T_Committee_Signature_List.pdf Uploaded: 06/06/2019 4:21:25PM
18-Faculty Response to Department P&T Committee Size: 83,885 bytes View Delete [+]
799578_12_Faculty_Response_to_Department_P_T_Committee.pdf Uploaded: 06/06/2019 4:27:02PM
ate:
== Previou Reviewed HoldiSave

Z

“Reviewed” forwards the
dossier to the next step.

“Hold/Save” saves the
dossier but does not forward

IMPORTANT: All candidates must send the dossier forward by the
end of the five-day window, with or without an optional response.
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14. Upon clicking Reviewed to send the dossier forward, a confirmation will be displayed.

Evaluate Dossier

Step 2 of 2: Evaluation Complete

Form Status

eForm ID: 123456

You have just APPROVED this form. This action passed the form to GT P&T
Department Chair for further processing.

Go To Waorklist

15. Repeat steps 4-14 for each subsequent review: Department Chair, College Committee,
College Dean and University Committee.
Note: (University Committee review is not applicable to Instructors, Lecturers, Librarians

and Instructional Designers)

Candidate Info Department Committee Department Chair College Commitiee College Dean University Committee

Evaluate Dossier T T T T

Step 1 of 6. Candidate Information

Click on the relevant reviewer tab as the dossier becomes available
for each subsequent review. Then, follow steps 4 through 14.

Candidate Information

eForm ID:

16. After completing the requisite steps, the dossier is forwarded to the Provost (or designee)
for review. The candidate will be notified of the final decision by letter.
NOTE: The candidate will not have access to the dossier while it is under review by the Provost. If
the candidate attempts to view the dossier while it is at the Provost step, they will receive this error

prompt:
Message

Viewing your dossier is currently unavailable. (20008,63)
The dossier you are trying to retrieve is currently under review and cannot be accessed during this period.
You will have access to view your dossier at the end of the review process.

If you chose to withdraw your dossier, or have questions related to this process, please contact Faculty Excellence at
facultyexcellence@ucf.edu or 407-823-1113.

OK
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