Faculty180: Advancement in Title for Fixed-Term Faculty

Step 1: Unit Administrator/Chair Confirms Professional Portfolio is Completed

When the candidate submits any section of the Professional Portfolio, Step 1 will automatically be initiated
with an email. Unit administrators can access the case from the email, Faculty180 home screen, or by
navigating to the “Cases” menu under the Faculty180 Reviews section. Use the search bar to search by
candidate name, if needed.

Click on the candidate’s name to review the portfolio.
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Documents can be viewed using the left-hand navigation menu. Exit this screen by clicking on “Return to Case.
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If no, please explain below before sending the case to the next step.
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Next, the unit administrator will send the case forward to Step 2. Click “Send Case” at the top of the screen
and “Forward to.”
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The unit administrator will be prompted to enter an
email subject and click “Continue” to email the
appropriate party in the next Case Step- The following reviewers will gain access to the case:
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Send a message to the reviewers gaining access.

If recipients respond to this message, their response will come directly to your email inbox.
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Dear committee members,

This case is coming your way for review. You'll be able to see the documents and deadiines in Review, Promotion & Tenure when
you sign in.

Best,
Cara Gohn
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