FAGULTY PROMOTION & TENURE

External Letter Submission Process

RSITYor
R

This video tutorial will demonstrate how to upload three types of
documents related to external review letters:

1. The Cover Sheet for External Recommendation Section. This
document is required by the Faculty Handbook (4.4.6): “The
department committee shall include a separate document in the
external letters section of the dossier, identifying the specific external
reviewers who were nominated by the candidate versus those
nominated by the department, and the criteria used to request letters
from specific reviewers.”

2. Sample Letter(s) Soliciting External Reviews.
3. The External Review Letters and Reviewer CVs. Naming conventions

for these files are described in a guidelines document on the Faculty
Affairs Web site.
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Favorites v Main Menu v > Faculty Promotion and Tenure v >  Promotion and Tenure Home

NIVERSITY Faculty Promotion & Tenure
A [ OF B -
FIAWARE, Candidate & Reviewer Home

The 2019 - 2020 Faculty Promotion and Tenure Cycle is now open.
Use the links below to get started.

| am a current

I am a current

P&T
Candidate

P & T Committee Member
or Other Reviewer

(click link above to access) (click link above to access)

Click on the P&T Committee Member or
Other Reviewer box to access the faculty

candidate’s eBinder and to complete the
External Letter Submission process.
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Search for eBinders

Name EmpliD Category Job Title Department  Department Name

2TEN - Assoc Prof Assistant Prof 03130 Electrical and Compu

1 AsstProfessor, Test Promo t

Click on the name of the faculty candidate
that you wish to review. The eBinder Status

column shows the current status of the
candidate in the P&T process.

Personalize | Find | (2| [
College

First 4
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Favorites » Main Menu »

eBinder Attachment
External Letter Submission
Steps and Task

The faculty candidate's current

Department Chair Appeal

employment information appears
on the top of the page. View Al

© College Committee Re:

© College C

ommittee

ypeal Review

© Dean Review

© DleariApgant Ritiew Section 1- Summary Cover Sheets

© University Committee
o ” “Summary Cover Sheet For Promotion and Tenure
University Committee Appeal Review
View Form
«

Section 2 - General Information

Department/College Promotion And Tenure Criteria

Curriculum Vitae

*Cover Sheet For External Recommendation Section

Test AsstProfessor EmployeelD:
Template Name:  UD Te PT Year: 2019
© Faculty Can
Job Title 2C1001 Assistant Tenure Department: 031 Electrical and Computer Engrg
© External
College Name: LLEGE OF ENGINEERING Document ID 238
© Dept Committ =
P Comny Candidate for Promotion/Tenure View P & T Memo
© Dept Committee Appeal Re
© Department Chair Rev

Submit

Retum to Search

View Section

View Section

New Window | Personaize Page
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eBinder Attachment o

External Letter Submission

Steps and Task S o~

© Prepar

The left side panel will show the current 2019
review step for the eBinder. Steps will ~ EESSNIEEES
get checked in green when completed.

&T Memo

© Faculty Candidate Signoff

and Computer Engrg
© External Letter Sul

© Dept. Committe

beyond the

Expand All Collapse All View All Submst

Retum to Search
© Dean Review

' DieariAggisal Riview Section 1- Summary Cover Sheets

° oy Comanitise Risview View Section
iversity Committee Review
' ” “Summary Cover Sheet For Promotion and Tenure
nwversity ttee A
View Form
© Provost Revie:
® Pro
Section 2 - General Information
View Section
Department/College Promotion And Tenure Criteria
Curriculum Vitae
*Cover Sheet For External Recommendation Section -
Expand All Collapse All View All Submit
Return to Search
eview
Section 1 - Summary Cover Sheets
View Section
nmary Cover Sheet For Promotion and Tenure
Review View Form
An asterisk * will appear in each
RSN  section that needs to be completed by
the committee chair/administrator or
s X : View Section
administrative designee.
Department;
Curriculum Vitae
er Sheet For External Recommendation Section
Documents
Upload PDF
nple Letter Sent To External Reviewer
Documents
Upload PDF
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Expand All Collapse All

eview
Section 1 - Summary Cover Sheets
*Summary Cover Sheet For Promotion and Tenure
Review
- - Click on the View Form button to view
Section 2 - General Information g : = g
the faculty candidate's confirmation of
the rank/tenure option sought.
Department/College Promotion And Tenure Criteria
Curriculum Vitae
*Cover Sheet For External Recommendation Section
Documents
Upload PDF
*Sample Letter Sent To External Reviewer
Documents
Upload PDF
A w x +

eBinder Attachment
Steps and Task < o~ 2019 SUMMARY COVER SHEET
PROMOTION & TENURE

°
° Name: Employee ID:
5 Department norg College

Current Rank: Tenure Status
©
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. Bk Chalr Review SUMMARY OF VOTES BY COMMITTEES AND EACH ADMINISTRATIVE OFFICER REVI andldQ'eS_ Promotion/Tenure
p REVIEWER SUBMISSION  TOTAL option sought.

DATE VOTES

ELECTRONIC CERTIFICATION THAT CANDIDATE HAS HAD AN OPPORTUNITY TO REVIEW COMPLETED BINDER

Signature Candidate: Te Date: o7

Save & Retum Retum Without Save
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© Department Chair
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© Dean Appeal Review

© University C

2019 SUMMARY COVER SHEET
PROMOTION & TENURE

Name: Employee ID:
Department: College: cc
Current Rank: Tenure Status  Non Tenure O

SUMMARY OF VOTES BY COMMITTEES AND EACH ADMINISTRATIVE OFFICER REVIEWING FILE:

REVIEWER SUBMISSION TOTAL
DATE

vores AFFIRMATIVE

Extemal Letter S

Department Committee

Departmer mitiee Appeal

Department Chair

department Chair

College Commit

College Commt

appeat

Save button to return to

ELECTRONIC CERTIFICATION THAT CANDIDATE HAS HAD AN OPPORTUNITY TO REVIEW COMPLE TED BINDE!

Signature Candidate: Te

sstProfessor Date: o7,

Save & Retum

NEGATIVE

Click on the Return Without
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main eBinder page.
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.

External L

Dept. Committ
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Department Chair Review

Department Chair Appeal Review
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© Dean Review
© Dean Appeal Review

© University Committee Review

© University nittee Appeal Rev:

External Letter Submission

Test AsstProfessor EmployeelD:
Template Name:  UD PT Year:
Job Title 261001 Tenure Department

College Name: LLEGE OF ENGINEERING Document

Candidate for Promotion/Tenure View P& T]

Click on the "View Al

format, or expa)

the documer

within that n Usi

beyond the reviewers involved in this P

Expand All

Section 1- Summary Cover Sheets

“Summary Cover Sheet For Promotion and Tenure

Section 2 - General Information

Department/College Promotion And Tenure Criteria
Curriculum Vitae

*Cover Sheet For External Recommendation Section

Click on the View All button to view
the faculty candidate’s evidential
material and attachments as one

e consolidated PDF document.

Collapse All

Computer Engrg

Submit

Retum to Search

View Section

View Form

View Section
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© Dept. Comr T
P Comay Candidate for Promotion/Tenure View P& T Memo

Dept. Committee Appeal Review

© Department Chair Review
Click on the "View Al
; ~ the docume:
© Department Chair Appeal Review
beyond the rev
«

al Review

Alternatively, click on the View
Section button to view the

© Dean Review

' Diari Aggial Riview Section 1- Summary Cover Sheets

attachments in that section as
one consolidated document.

© University Committee Review

*Summary Cover Sheet For Promotion

© University Committee Appeal Review

View Form
© Provost Review

Provost Appeal R

Section 2 - General Information

Department/College Promotion And Tenure Criteria
Curriculum Vitae

*Cover Sheet For External Recommendation Section

Computer Engrg

Expand Al Collapse Al View All

Submt

Retum to Search
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Department/College Promotion And Tenure Criteria

View Section

© Faculty Candidate Signoff Curriculum Vitae
© Extemal Letter Submission *Cover Sheet For External Recommendation Section
© Dept Commi Documents
© Dept. Committee Appeal Re Upload PDF
© Department Chair Review
- *Sample Letter Sent To External Reviewer

® Department Chair Appeal Review

Documents
« Commitee Re

Upload PDF

« ommitiee Appeal Review
@ Bean Review *External Reviewer Letters (Reviewer CV & Evaluation Letter)
© Dean Appeal R w Documents
© Universty Commitiee Review Upload PDF
© University Committee Appeal Rq

If you are a committee
chair or admin designee,
click on the Upload PDF
button to attach PDF
documents in each section

of the External Letter
Submission step. A guide
document related to the
external letter submission
process is available on the
Faculty Affairs website.

© Provost Review Department Committee Recommendation

Department Committee's Appeal Review

Appeal R:

Chair's Recommendation
Chair's Appeal Review
College Committee Recommendation

College Committee’s Appeal Review
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Department/College Promotion And Tenure Criteria
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View Section

*Cover Sheet For External Recommendation Section

Documents

*Sample Letter Sent To External Reviewer

Documents

*External Reviewer Letters (Reviewer CV & Evaluation Letter)

Documents

Upload PDF

Upload POF

Department Committee Recommendation
Department Committee's Appeal Review
Chair's Recommendation

Chair's Appeal Review

College Committee Recommendation

College Committee’s Appeal Review

In the Cover Sheet for
External Recommendation
Section, upload the list of
external reviewers as well

as a document that
outlines the department’s
process for soliciting
external reviewers in
accordance with Faculty
Handbook section 4.4.6.
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© University Commites
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Section 2 - General Information

Department/College Promotion And Tenure Criteria

Curriculum Vitae

View Section

*Cover Sheet For External Recommendation Section

Documents

*Sample Letter Sent To External Reviewer

Documents

*External Reviewer Letters (Reviewer CV & Evaluation Letter)

Documents

Upload PDF

Upload POF

Department Committee Recommendation
Department Committee's Appeal Review
Chair's Recommendation

Chair's Appeal Review

College Committee Recommendation

College Committee’s Appeal Review

Upload the sample letter
(or letters) sent to external

reviewers requesting
the evaluation.
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View Section

*Cover Sheet For External Recommendation Section

Documents
Upload POF
*Sample Letter Sent To External Reviewer
Documents
Upload POF

*External Reviewer Letters (Reviewer CV & Evaluation Letter)
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Department Committee Recommendation
Department Committee's Appeal Review
Chair's Recommendation

Chair's Appeal Review

College Committee Recommendation

College Committee’s Appeal Review

Upload the External
Reviewers' CV documents an
evaluations in this section.

When uploading documents
in this section, use the naming
conventions recommended in
the external letter submission
process guide available on the

Faculty Affairs website.
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College Committee Review
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University Committee Review
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Provost Review
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w Section 2 - General Information
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¥ Curriculum Vitae

“Cover Sheet For External Recommendation Section

Documents
Upload PDF
~over Sheet For External Recommendation
~ *Sample Letter Sent To External Reviewer Help
D Choose File | No file chosen
jd PDF
Upload Cancel
v “External Reviewer Letters (Reviewer CV & |y }
Documents

Browse and upload the

attachments as separate
PDF documents.

) Department Committee Recommendation
) Department Committee's Appeal Review

}» Chair's Recommendation

Chair's Appeal Review

» College Committee Recommendation

College Committee's Appeal Review

View Section
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© Dept. Commit
© Dept. Committee Appeal R Documents
© Department Chair Review External |
« irtment Chair Appeal Review

*Sample Letter Sent To External Reviewer
«
e Documents
© Externa
© Dean Appeal w
© University Committee External Reviewer Letters (Reviewer CV
; To upload multiple

Documents PDF documents, click
« ey
s the Add Additional

«

Document button.

Department Committee Recommendation
Department Committee's Appeal Review

Chair's Recommendation

Chair's Appeal Review

View Section

Add Additional Document

View PDF Delete PDF

Add Additional Document

View PDF Delete PDF

Add Additional Doc

View PDF Delete PDF
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View Section
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© External Letter Subm: *Cover Sheet For External Recommendation Section
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Sample Letter Sent To External Reviewer
. Documents
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© Dean Rev
© Dean Appeal Review *External Reviewer Letters (Reviewer CV & Evaluation Letter)
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« wtment Chair Appeal Review 1 Sample_Letter_Sent_to_Extemal_Rev

*External Reviewer Letters (Reviewer CV & Evaluation Letter)

Change Attachment Order

Documents

Dean Appeal

© University Committee

Department Committee Recommendation

Department Committee's Appeal Review
Chair's Recommendation

Chair's Appeal Review

College Committee Recommendation

College Committee’s Appeal Review

Add Additional Document

View PDF Delete PDF

Add Additional Document

To change the display order of the H&3

documents, click the Change
Attachment Order button. e POF

eBinder Attachment °
Steps and Task & os *Cover Sheet For External Recommendation Section
Add Additional Document
© Prepare
Documents
© Faculty Candida ) View PDF Delete PDF
External
© External Letter Subm
© Dept. Commil
*Sample Letter Sent To External Reviewer
©' Dot Conmmips i¢ Add Additional Document
© Department Chair Review Documents
. g . View POF Delete PDF
© Department Chair App Sample_Lefter_Sent_to_Extemal_Rev
«
*External Reviewer Letters (Reviewer CV & Evaluation Letter)
®C mit eal Review
Documents
© Dean Rev » '3 Delete
External_Reviewer_Letter_1 pdf M POE Diless
© Dean Appeal Review
© University Committee Rev "
Then click on the
© University Committee
d Upload PDF button.
Department Committee Recommendatios
© Provost Review
Department Committee's Appeal Review
© Provost Appeal
Chair's Recommendation
Chair's Appeal Review
College Committee Recommendation
College Committee's Appeal Review
Dean's Recommendation -
@ WCPT Laur tiHide: X 4
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Curriculum Vitae 2
eBinder Attachment °
Steps and Task S os *Cover Sheet For External Recommendation Section
Add Additional Document
L nde:
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aculty Candi : View POF Delete PDF
xternal_ Sover
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© Dean Appeal Review

© University Committee Review
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t Review

Provost Appeal Re

Curriculum Vitae

“Cover Sheet For External Recommendation Section

Documents

Externa

“Sample Letter Sent To External Reviewer

Documents

Sample_Letter_Sent_to_Extermal_R

Add Additional Document

View PDF Delete PDF

Add Additional Document

View PDF Delete PDF

*External Reviewer Letters (Reviewer CV & Evaluation Letter)

Update Order

Documents

2 External_Rev

Department Committee Recommendation
Department Committee's Appeal Review
Chair's Recommendation

Chair's Appeal Review

College Committee Recommendation

College Committee’s Appeal Review

Add Additional Document

Indicate the desired new display

order, if applicable. Click Update
Order button when done.
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© Dean Review

© Dean Appeal Review

© Universty Committee Review
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Curriculum Vitae

“Cover Sheet For External Recommendation Section

Documents

Externa

*Sample Letter Sent To External Reviewer

Documents

Sample_Letter_Sent_to_External_Rev

Add Additional Document

View PDF Delete PDF

Add Additional Document

View PDF Delete PDF

*External Reviewer Letters (Reviewer CV & Evaluation Letter)

Change Attachment Order

Documents

Exteral_Reviewer_Letter_2 pdf

External etter 1 pdf

Department Committee Recommendation
Department Committee's Appeal Review
Chair's Recommendation

Chair's Appeal Review

College Committee Recommendation

College Committee’s Appeal Review

Add Additional Document

o . plete POF
Documents will now appear in

the new chosen order.
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°p . Test AsstProfessor EmployeelD.
Prepare eBinde SRR
Template Name:  UD Template PT Year:
© Faculty Candida
Job Title: 2C1001 Assi Tenure Department: E Computer Engrg
© Exteral L
College Name: LLEGE O INEERING Document ID: 238
«

Candidate for Promotion/Tenure View P & T Memo

Dept

Sommittee Appeal Review

Department Chair Review .
Click on the "View AS

the documents within

Department Chair Ap

beyond the

To complete the External Letter
Submission step, click on the View
Form button in the Summary Cover

heet for Promotion and Tenure section.

© Dean Rev

' Diari Aggial Riview Section 1- Summary Cover Sheets

© University Committee Review

*Summary Cover Sheet For Promotion and Tenure
nttee Appeal Re

t Review

Provost Appeal Re

Section 2 - General Information
View Section
Department/College Promotion And Tenure Criteria
Curriculum Vitae

*Cover Sheet For External Recommendation Section
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eBinder Attachment °
Steps and Task < o~ 2019 SUMMARY COVER SHEET
i PROMOTION & TENURE
° Name: Employee ID:
Department: nputer Engrg College: COLLEGE OF ENGI
o 0
Current Rank of Tenure Status  Non Tenure On Track
© Dept Cor
PROMOTION/TENURE TO EN |Q Associate P
© Dept Commitiee Appea
. R Chialr Reviaw SUMMARY OF VOTES BY COMMITTEES AND EACH ADMINISTRATIVE OFFICER REVIEWING FILE:
. hair Appeal Review i s paicrad [[RMILTS AFFIRMATIVE NEGATIVE ABSTAINING [
©c SE— Extema Submission 07 )
Department Committee
« ppeal Rev =
P partmer
P Depanm Enter 99 in the Total Votes

p Departmer a column and the N/A column.
i College Commit

Colege
.

ELECTRONIC CERTIFICATION THAT CANDIDATE HAS HAD AN OPPORTUNITY TO REVIEW COMPLETED BINDER

Signature Candidate: T

of Date: o7

Save & Retum Retum Without Save

Help | Personaiize Page
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«
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e
«
«
«
«
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©p
pea
Provost
Pre > .
Click on the Save &
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Favoress | ManMenuv
©)
) i P
eBinder Attachment o « MR issow | 80| pemiriinee beou
Steps and Task £ o~ 2019 SUMMARY COVER SHEET
PROMOTION & TENURE
© Prepare eBincer
© Facuty Candidate Signof Name: Test AssiProfessor Empioyse ID:
Department: 03130 Electrical ang Computer Engrg College: COLLEGE OF ENGINEERING
© Extemal Letter Subrmission
Current Rank: Assistant Protessor Tenure Status  Non Tenure On Track
© Dept Commitee Review
PROMOTIONITENURE TO: N @ 002-TEN Assaciate Professor - Tenured
© Dept Committee Appeal Review
B NS S SUMMARY OF VOTES BY COMMITTEES AND EACH ADMINISTRATIVE OFFICER REVIEWING FILE:
© Department Chair Appeal Review REVIEWER SUBMISSION TOTAL PHSRIG S
= Message
© College Committee Review ool ol et
Department Committee
© Cailege Commitee Appeal Review i o i if you have con
© Dean Rey Depanment Chair
ment Chair Ap I oK I Cancel
T — Department Chair Appeal ncel
College Commitee
© University Committee Review
College Commates Appeal
© Unversty Commitee Appeai Review. | | Colege Dean Click OK to proceed with the
© Provost Review College Dean Appeal External Letter Submission process.
University Commitiee
© erovost Appeal Review

University Committee Appeal
Provost
Provost Appeal

ELECTRONIC CERTIFICATION THAT CANDIDATE HAS HAD AN OPPORTUNITY TO REVIEW COMPLETED BINDER:

Signature Candidate: Test AsstProfessol Date: 0711872020

Save & Retum Retumn Without Save
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© Prepare eBinde

© Faculty Candica

© Exteral L

«

© Dept. Committee Appeal Review
© Department Chair Review

© Department Chair Ap iew

© Dean Rev

© Dean Appeal Review
© University Committee Review

nittee Appeal Re

t Review

Provost Appeal Re

External Letter Submission

Test AsstProfessor

Template Name:  UD Test Template
Job Title: 2C1001 Assi
College Name: LLEGE OF ENGINEERING
Candidate for Promotion/ Tenure

Click on the "View Al

the documents within

beyond the

Section 1- Summary Cover Sheets

*Summary Cover Sheet For Promotion and Tenure

Section 2 - General Information

Department/College Promotion And Tenure Criteria

Curriculum Vitae

*Cover Sheet For External Recommendation Section

EmployeelD
PT Year:

Tenure Department:

Computer Engrg

Document ID:

View P & T Memo

pand All Collapse All View All

Once you have uploaded all the
external letter documents and

completed the summary cover
sheet, click the Submit button.

View Form

View Section

@ w x
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Favorites » Main Menu »

eBinder Attachment °
Steps and Task s

°

© Faculty Candic

.

External L

Dept. Committ

Dept. Committee Appeal Re

Department Chair Review

Department Chair Appeal Review

Committee Appeal Review

Dean Review
© Dean Appeal Review

© Universty Committee Review

© University nittee Appeal Rev
«

External Letter Submission

Test AsstProfessor

Template Name:  UD Test T

Job Title: 2C1001 Assistant Professor
College Name COLLI ENGINEERING
Candidate for Promotion/Tenure

EmployeelD:
PT Year.

Electrical and Con

Tenure Department

Document ID:

View P & T Memo

wise, hit “Return”

Return

Click on the Confirm button to

validate that you are ready to
submit the External Letters.
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Steps and Task B External Letter Submission

® P Test AsstProfessor EmployeelD:

® Template Name: PT Year. 2019

o Job Title: 2C1001 Professor Tenure Department: 03130-03130 irical and Computer Engrg

College Name: COLLEGE OF ENGINEERING Document ID: 236
© Dept Comn
R Candidate for Promotion/Tenure View P& T Memo

© Dept. Committee Appeal Review

© Department Chair Review

© Department Chair Appeal Review

«

®C al Review

°

© Dean Review

© Dean Appeal Review

© University Committee Review <

Click the Return button to
© University Committee Appeal Review
d proceed to the next step

© Provost Review of the process.

© Provost Appeal R w

A w x  +

<« CcC a * 6
Favorttes » Main Menu »

eBinder Attachment

P Dept. Committee Review

Test AsstProfessor EmployeelD:

Template Name:  UD Test Template PT Year: 2019

gnoff
Job Title 2C1001 Assistant Professo Tenure Department: 03

Electrical and Computer Engrg

College Name: LLEGE NGINEERING Document ID: 236
© Dept. Comm View P & T Memo
The step External Letter Submission will now be
shown with a green checkmark indicating that
the step has been completed. The Department EEg—
b e Committee review can now commence. i o

« c . = S _— o . Wi e sig
tion to enter the

© Dept Committee

© Department Cha

ommittee Appeal Review

© Dean Review Expand Al Collapse Al View Al Submit

© Dean Appeal Review

Retum to Search
© University Committee Review

Section 1 - Summary Cover Sheets
© University Committee Appeal R

View Section
© Provost Review
*Summary Cover Sheet For Promotion and Tenure

Appeal R:

View Form

Section 2 - General Information
View Section

Department/College Promotion And Tenure Criteria

P&T Candidate eBinder Preparation 16



The eBinder has now moved to the Department
Committee Review step. The documents uploaded in
the External Review step will be available to all
reviewers in the current P&T process.

For questions about this process, please
contact the systems administrator at
facultypromotion@udel.edu.
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