Faculty Insight - Workflow Submission Guide

This guide outlines how to access and complete assigned workflow tasks in Faculty Insight.

Step 1: Click the link for the workflow task you need to complete.

Welcome,

Faculty Insight is a comprehensive tool for you to store, organize, and showcase your academic and
career achievements.

Complete Workflow Tasks

e Please complete these tasks as soon as possible.

Candidate Packet Build -
Admin FE: Workflow Training Template FE

Not Started

Review all tasks =

1

Note: If you have multiple tasks, select Review all tasks to view your full list.
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Workflows
Add and customize € Home / Workflows / My Tasks
workflows
My Tasks
yTasks (1) Complete review tasks and monitor progress of review workflows

1y Review Workflows
Search tasks

Tasks per page: 25 v Showin'

Task Task Type 15 Due Date 15 Actions

Admin FE: Workflow Training Template FE - Candidate Packet Build Reviewer Tasks No due date

In the My Tasks list, click the three dots under the Action Column to open the task.

Showing 1 - 1 of 1 Tasks

Task Type 17 Due Date 15 Actions

Reviewer Tasks
Open Task
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Then click “Open Review” to access the review item. Note: Clicking the task link on your
home page takes you directly to the assigned workflow task.

AQQ ana customize < HOome / WOrKTIoOws / MY 1asks / AGMIN FE: WOrKTIOW [raining iempiate rt - Lanaigate racket sulla
workflows . o ” .
Admin FE: Workflow Training Template FE - Candidate Packet Build Review Sheet Actions ¥
My Tasks (1) Due Date: No due date

My Review Workflows

All 1 Not Started 1 Saved 0 Overdue 0
Filter Candidates.. Y Filter v
Candidates per page: 20 v Showing 1- didates
Faculty Name Academic Unit Status
Boote, David Learning Sciences and Educational Research, Department of Not Started - Open Review

Step 2: Review all required materials, forms, and uploads for your task.

Review Faculty: + ExpandAll — Collapse All Save Draft

Learning Sciences and Educational Research, Department of

4 Review Step: Candidate Patl(et Build

Instructions Previews are intended for quick review. Download original files to view original formatting.

Documents Instructions

Impact Statement

CURRICULUM VITAE
(v

OTHER (OPTIONAL)

Instructions would go here

Documents

Forms

: Impact Statement Required
FE: Candidate Test

Form No. of File Uploads Allowed: Unlimited

EE: Candidate Test Document Instructions:

Certification Form Upload a one-page summary that highlights the impact of your major accomplishments and summarizes

your teaching, research and creative activities, service, and administrative assignments (if applicable).
The summary should provide an overview of the most significant aspects of your work since joining UCF
(include current and future impact). Relate the work to the mission of the department, college, and
university.

Note:
« Use one-inch margins and at least 11-point font. (® Get Help ]

Note: Make sure you upload the correct file type for each requirement.

3|Updated: 6/16/2026



Impact Statement Required

Instructions
No. of File Uploads Allowed: Unlimited

Documents )
Document Instructions:
Impact Statement
Upload a one-page summary that highlights the impact of your major accomplishments and summarizes
CURRICULUM VITAE your teaching, research and creative activities, service, and administrative assignments (if applicable).
(cv) The summary should provide an overview of the most significant aspects of your work since joining UCF
OTHER (OPTIONAL) (|nv.:\ud|? current and future impact). Relate the work to the mission of the department, college, and
university.
Forms Note:
. + Use one-inch margins and at least 11-point font.
FE: Candidate Test « If hired with tenure-credit, include the number of years credited.
Form - Please provide clear and concise statements
FE: Candidate Test
Certification Form ¢
[ ]

Drag and drop or Choose a file to upload

pdf, txt, csv, docx, xlsx, or xls

= @ Testdoc 1.docx X

(® Ge: He

Note: Uploaded files will appear as links in the designated sections.

Step 3: Once all required items are completed, click Submit in the top right. Submission is
only available after all requirements are met

<

Workflows |

Add and customize € Home / Workflows / My Tasks / Admin FE: Workflow Training Template FE - Candidate Packet Build /

workflows

y Tasks (1) Review Faculty: + ExpandAll — CollapseAll  Save Draft
Learning Sciences and Educational Research, Department of

My Review Workflows
A Review Step: Candidate Packet Build

| Instructions Previews are intended for quick review. Download original files to view original formatting.
Documents Instructions

Impact Statement

Instructions would go here
CURRICULUM VITAE

(cv)
Documents
OTHER (OPTIONAL)
Forms
FE: Candidate Test Impact Statement Required
: Candidate Tes
Form No. of File Uploads Allowed: Unlimited @ GetHelp
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Note: An error message will appear if any requirements are incomplete, and submission

will not be allowed.

FE: Candidate Test

e What is your favorite color? Required
Certification Form

Blue v

What college do you work for? Required

Review Step:

Review Step:

Review Step:

Review Step:

4

A This required field is empty.

FE: Candidate Test Certification Form

1 certify that the contents of this application are accurate to the
best of my knowledge

Department/School Committee Review
Chair/Director Reviews Application
College Committee Review

Dean Review

Note: After submission, your My Tasks page will appear empty.

rome >earcn My Frormie AcuvVITIES vocuments reporung WOTrKTIOWS neip
<
Workflows
Add and customize € Home / Workflows / My Tasks

workflows

My Tasks

Complete review tasks and monitor progress of review workflows

My Review Workflows
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Search tasks

No records found.
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Fillin all required fields before submitting
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Step 4: Return to your homepage to confirm your status. The Complete Workflow Tasks
section will indicate that you are up to date. You can also view your Progress Tracker to
monitor completed (green) and pending steps

Complete Workflow Tasks

3 Please complete these tasks as soon as possible.

You're up to date!
There are currently no tasks assigned to you.

GO to Workflow

Update your Activities

3 Keep your academic profile up-to-date by reviewing the below activities.

My Progress Tracker

Keep track of your review workflows. Completed workflows are
removed to keep your progress streamlined and focused.

Admin FE: Workflow Training Template FE
Final step due date: Monday, January 11, 2027

You're up to date!
There are currently no activities to update.

Go to Activities
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As review authors complete their steps in the workflow, the progress tracker will update
accordingly.
I'll do it later

Update your Activities

ry Keep your academic profile up-to-date by reviewing the below activities.
L

My Progress Tracker

Keep track of your review workflows. Completed workflows are
removed to keep your progress streamlined and focused.

Admin FE: Workflow Training Template FE

You're up to date!
Final step due date: Monday, January 11, 2027

There are currently no activities to update.

Goto Activities (N R IR R | I 1

Step 5: To view workflow status, navigate to Workflows in the top menu and select My
Review Workflows. Status will display as In Progress or Complete. You will continue to
have access to documents where visibility is enabled.

Home Search MyProfile  Activities Documents Reporting  Workflows  Help

<
Workflows
Add and customize warkflows € Home | Workflows / My Review Workflows
My Tasks (0) My Review Workflows
Access your review workflow portfolios to view current and past submissions
Search review warkflows by name or type ¥ Filter ~

Review Workflows per page: 25 v Showing 1 - 1 of 1 Review Workflows

Workflow Name Workflow Type Status. Actions

Admin FE: Workflow Training Template FE Other InProgress.
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Workflows
Add and customize € Home [/ Workflows / My Review Workflows
workflows
My Review Workflows
My Tasks (0)

Access your review workflow portfolios to view current and past submissions

y Review Workflows

Search review workflows by name or type. ¥ Filter v
Review Workflows per page: 25 ~ Showing 1 - 1 of 1 Review Workflows
Workflow Name Workflow Type Status Actions
Admin FE: Workflow Training Template FE Other Complete

Note: Even after the workflow is complete, you will retain access to any documents,
materials, or forms from steps where candidate visibility was enabled.

This Completes the

Faculty Submission Process.
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