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Step 0 – Faculty Submits Documents for Post Tenure Review 

When the workflow is opened and sent to the candidate, the candidate will receive an email notification. 

Navigate to the case from the email, from the home page of Faculty 180, or from “Your Packets” menu in 

Faculty180.  Click “View” to enter the Post-Tenure Review packet.   

 

Navigate to the “Packets” tab at the top of the page to begin adding documents to the required sections. 

 

The documents required to submit are built into separate sections of your packet.  Click the “Add” button in 

each section to upload documents. 

 

Instructions continue on the next page… 
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When adding documents to a section, the candidate can select “Add New File” to upload from their computer 

or “Choose Existing” to locate files within packets from previous reviews. 

  

 

 

 

 

 

 

 

 

 

Reorder attachments by clicking and holding your mouse over the attachment in which you want to move.  

Drag it to the new location. 

Rename documents by clicking the “Edit” link on the right-hand side. 

 

Note: Your progress will be saved as you upload documents, but your unit administrator will not have access to the 

section until you click “Submit.” Submitting sections will lock that section to the candidate and no further editing will be 

available within that section.  Unit administrators may unlock sections prior to the deadline. 

When all documents are attached the candidate will click “Submit” in each section.  Sections can be submitted 

one at a time, or altogether when the packet is complete. 

 


