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CANDIDATE OVERVIEW:  
This section is designed to help you upload your packet for tenure and promotion as a candidate. You will complete your 
candidate dossier and waiver decision in this section.  

NOTE: This section is completed by the candidate, also known as the faculty member who is up for Tenure and 
Promotion. You will only submit for review your candidate dossier (For testing purposes you will use Curriculum Vitae) 
and waiver decision in this section. Also, please refer to your Associate Dean for any discipline specific questions. 

 Log In and Access Task Navigation:  
1. Log in: Using your credentials as the candidate [Link to Navigation Guide and Login Page]. 
2. Complete: Please complete the Activity Manager with all materials needed to upload your packet before moving 

to Step 3 (Link to Activity Manager process and Instruction Guides).  
3. Navigate: To the Reporting Tab> Vitas & Biosketches and click Candidate Dossier. NOTE: For testing purposes 

please select Curriculum Vitae.   

 
 

NOTE: There are often two scroll bars: one for the main page and another for the specific section you   
are navigating in on the Faculty Insight platform.   

 
 
 
 
 
 
 
 

 UPLOAD PACKET AS A CANDIDATE 

https://training.hr.ufl.edu/instructionguides/fea/FEA-General-Navigation-Guide-1.pdf
https://hr.ufl.edu/professional-development/toolkits/faculty-excellence-advancement/
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4. Select: The date of last promotion or the beginning of UF employment whichever applies to your review period. 
5. Select: A Citation Format from drop down menu and click Download Curriculum Vitae (You can make edits or 

add in additional works in Word to your CV).  

6. Navigate: To the Home tab and click on Upload Packet (Not started will appear until task is completed).  
 

 

 
 
 
 
 

 
7. Select: To upload your Candidate Dossier (Use Curriculum Vitae for testing purposes). NOTE: Once you hit Save 

& Complete you cannot make changes to the dossier (No changes to Curriculum Vitae).  
8. Use drop-down menu: Select Today’s Date for the Waiver Decision.  
9. Choose from drop-down menu:  Select your Waiver Decision.  
10. Click: Save & Complete when finished (This is not a final submission of packet). 
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Candidate Dossier Key Terms (Skip for training purposes):  
The candidate dossier is the candidate’s portfolio containing information regarding their qualifications, experience and 
achievements for the promotion and tenure process. The dossier will include sections such as:  

• Courses Taught 
• Teaching Evaluations 
• Graduate Committee Activities 
• Teaching, Advising & Instructional Accomplishments 
• Publications 
• Letters of Recommendation 
• Education Portfolio (if applicable) 
• Clinical Portfolio (if applicable) 
• Extension Portfolio (if applicable) 
• Professional Certifications or Licenses 
• Supporting Materials 
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Waiver Key Terms (These will assist in organizing your work effectively):  
Completing a waiver statement typically refers to a faculty member's decision to either waive or retain their right to 
review external letters of recommendation during the tenure and promotion process.  
 
NOTE: If you have already submitted your review and need to modify the waiver, an administrator  
(Assigned to your department) will need to manually return the waiver to you for changes.  

11. Locate: Select your name as a candidate.  
12. Select: Submit Review. NOTE: A warning message will appear that all submissions are final. Also, submit a 

reason in the box provided to move on to complete the final submission process.  

 

13. Navigate: To the Home Tab to review that your Completed Workflow Task is removed.  
 

NOTE: If removed, it will state “You’re up to date!” (This means that your packet is now uploaded  
            and submitted for review for that task). 
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DEPARTMENT ADMINISTRATOR OVERVIEW:  
These steps are managed at the departmental level and involve file uploads, faculty reviews, and submission 
confirmations. NOTE: If you’re a college administrator skip this section and go to the College Faculty section. Also, 
please refer to your Associate Dean for any discipline specific questions. Department Administrators have the ability to 
assign a proxy.  
Here is a chart outlining access and permissions for each role in the tenure and promotion workflow:  

Step Who Has Access? Permissions 

Department Admin Review Department Administrator 
• Upload and review all materials 
• Ensure packet accuracy 
• Submit packet to move forward 

 
Log in and Access Tasks Navigation:  

1. Log in: The system using your credentials [Link to Navigation Guide] or Proxy as a faculty member if you do not 
have assigned workflow tasks in FEA as a Department Administrator [See Proxy Instruction Guide]. 

UPLOAD FILES AS AN DEPARTMENT ADMINISTRATOR 

https://training.hr.ufl.edu/instructionguides/fea/FEA-General-Navigation-Guide-1.pdf
https://hr.ufl.edu/wp-content/uploads/2025/03/FEA-Proxy-Instruction-Guide.pdf
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NOTE: If you proxy as a faculty member, you will be impersonating their account and gaining access to their 
workflow. Also, there are often two scroll bars: one for the main page and another for the specific section you 
are navigating in on the Faculty Insight platform.   

2. Navigate: Select a specific task from the homepage or navigate through Workflow > My Tasks. 
3. Click: On the task to access the uploaded files of the candidate.  
4. Locate: The candidate’s submission and click not started (e.g., Chris). 

 

 

 
Review the Candidate Packet:  

5. Expand: The Upload Packet section 
6. View: The Candidate Dossier by downloading it. 
7. Upon Download: The file will appear right of the screen (You can view then close out of document).  
8. Review: The Waiver Decision. 

 

 

 

 

 

 

 

 

 

 

Department Admin 
Logged in  
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9. Review Impersonation Annotation: Review the Proxy Decision if applicable (e.g., Virginia was impersonating 
as candidate Chris in FEA and submitted packet/review for the candidate).  
 

 
 

Upload Required Files:  
10. Expand: The Upload Files section or scroll down. 
11. Drag and drop: Files or use Choose Files to upload: 
12. Ensure: The correct file format is used (You can make adjustments to the files you have attached).  
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Save Progress:  
13. Click: Save and Complete when all modifications are finalized (Click Save and Exit to retain changes only).  

Note: You can still make edits to the uploaded documents after clicking the Save and Exit/Save and Complete 
buttons.  

14. After clicking: Save and Complete button it will change the status of the candidate to completed (e.g., Chris is 
updated to completed in status for packet review).  

 

 

 

Submit Review:  
15. Click: Submit Review to submit an individual review. 
16. Select: Multiple reviews and use Submit Review to submit in bulk.  
17. After bulk selection of reviews: Hit the Submit Review button.  
18. After hitting Submit Review: The submission when prompted (submission is irrevocable). 
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DEPARTMENT FACULTY REVIEW:  
Faculty can view packet, vote is done and recorded by admin. NOTE: Also, please refer to your Associate Dean for any 
discipline specific questions. 

Here is a chart outlining access and permissions for each role in the tenure and promotion workflow:  

Step Who Has Access? Permissions 

Department Faculty Review 
Department Administrator 

Department Faculty 

• Faculty: View the packet  
• Faculty: Participate in Voting  
• Admin: Record the vote in the system 

 
Log In and Access Tasks Navigation:  

1. Log in: Using your credentials [Link to Navigation Guide and Login Page]. 
2. Navigate: To the Home or Workflow Tab to see assigned tasks on homepage. 
3. Select: A candidate not started (e.g., Chris). 

NOTE: Also, there are often two scroll bars: one for the main page and another for the specific section you are 
navigating in on the Faculty Insight platform.   
 

 

Review Previous Submissions:  
4. Expand Upload Packet to review uploaded Candidate Dossier and Waiver Decision (Documents are 

downloadable). 
 
 

DEPARTMENT FACULTY REVIEW SECTION 
 

Dept. Faculty 
Reviewer 

(Logged In)  

https://training.hr.ufl.edu/instructionguides/fea/FEA-General-Navigation-Guide-1.pdf
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5. Expand Upload Files to review Tenure & Promotion documents (Documents are downloadable).  

 
Complete the Review Form: 

6. Enter the required information (This form only takes numbers in the entry fields). 
NOTE: Please type in zeros if there is no eligible faculty to vote in the voting categories. 
 

 

 

 
 

 
 
 
 
 
 
 
 
 

7. Save progress using Save and Exit (Only retains saved information) or Save and Complete (To move to 
completed status). 
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Batch Processing (Optional):  

8. Click: The Download Review Sheet to access an Excel template. 
 
NOTE: Download a Review Sheet to see candidates in bulk that do not have a completed review.  

9. Fill out: Required information in each tab of the template in excel sheet that is missing (Numbers required in 
this field) then Save excel sheet to your desktop.  

 
10. Click Upload a review sheet: Upload the completed excel sheet to populate review fields automatically (This will 

update each candidates’ review portfolio on this page from the excel sheet template you filled out).  
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Submit Review 
11. Click: Submit Review to submit an individual review. 
12. Select: Multiple reviews and use Submit Review to submit in bulk (The multi-selector is only an option if 

candidate review is in completed status). Completed status is clicking Save & Complete.  
13. After bulk selection of reviews: Hit the Submit Review button.  
14. After hitting Submit Review: The submission when prompted (submission is irrevocable).  
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CHAIR/DIRECTOR LETTER REVIEW:  
The chair uploads the letter in FEA as part of the chair/director letter review process.  

NOTE: Please refer to your Associate Dean for any discipline specific questions. 

Here is a simple chart outlining access and permissions for each role in the tenure and promotion workflow: 
 

Step Who Has Access? Permissions 

Chair/Director Chair/Director 
 

• Upload review letter 
• Review Submitted 

materials   
 
Log In and Access Task Navigation  

1. Log in: Using your credentials [Link to Navigation Guide and Login Page]. 
2. Navigate: To the Home or Workflow Tab to see assigned tasks on homepage. 
3. Select: A candidate not started (e.g., Chris). 

NOTE: Also, there are often two scroll bars: one for the main page and another for the specific section you are 
navigating in on the Faculty Insight platform.   
 

CHAIR/DIRECTOR LETTER UPLOAD SECTION 

https://training.hr.ufl.edu/instructionguides/fea/FEA-General-Navigation-Guide-1.pdf
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Upload Required Document 

4. Expand: previous steps to review all submitted materials. 
5. Click: Choose Files or drag and drop the required Chair/Director letter (You can also remove this document). 
6. Click: Save progress using Save and Exit (Only retains saved information) or Save and Complete (To move to 

completed status). 

 

 

 

 

 

 
 

Chair/Director Reviewer 
(Logged In) 
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Save and Submit:  
7. After clicking: Save and Complete.  
8. Select: The candidates name (e.g., Chris).  
9. Click: To submit the review. 
10. After hitting Submit Review: The submission when prompted (submission is irrevocable) 
11. Finished: A Success confirmation will appear.  

 
 

 

 

 

 

 

 
 

 

 

 



 
 

Training and Organizational Development                                                                                                                      March 2025 
UF Human Resources                                                                     Page 18 of 35 

CHAIR/DIRECTOR RESPONSE AND ASSESSMENT: HAIR/DIRECTOR LETTER UPLOAD SECTION 
In this section this is the candidate’s response to the chair’s letter during the 10-day period. Also, in this section an 
assessment is done to see if the chair indicates whether they support or do not support the candidate.  

NOTE: Notifications are sent exclusively to the faculty (candidate). Administrators with proxy access can review these 
notifications on behalf of the faculty within the application. Also, please refer to your Associate Dean for any discipline 
specific questions. 

Chair/Director Assessment steps in the tenure and promotion workflow: 

Step Who Has Access? Permissions 

Chair/Director Response Candidate 
• Submit a response to the Chair’s letter 
• 10-day response period 

Chair/Director Assessment Chair/Director  • Indicate support or non-support for the candidate 

 

Log In and Access Task Navigation 
1. Log in: The system using your credentials [Link to Navigation Guide and Login Page].  
2. Navigate: To the Home or Workflow Tab to see assigned tasks on homepage. 
3. Select: A candidate not started (e.g., Chris). 

 

 

 

 

 

 

 
 
 
 
 
 

CHAIR/DIRECTOR RESPONSE AND ASSESSMENT SECTION 

Chair/Director 
Reviewer 

(Logged in) 

https://training.hr.ufl.edu/instructionguides/fea/FEA-General-Navigation-Guide-1.pdf
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NOTE: There are often two scroll bars: one for the main page and another for the specific section you are navigating. 
 
Upload Response Document  

4. Expand: previous steps to review all submitted materials. 
5. Click: Choose the files or drop and drag for the response to the faculty assessment. (You can also remove this 

document). 
6. Click: Save progress using Save and Exit (Only retains saved information) or Save and Complete (To move to 

completed status). 

 

 

 

 

 

 
Save and Submit 

 
 
 
 
Save and Submit:  

7. After clicking: Save and Complete.  
8. Select: The candidates name (e.g., Chris).  
9. Click: To submit the review. 
10. After hitting Submit Review: The submission when prompted (submission is irrevocable). 
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COLLEGE FACULTY REVIEW: HAIR 

In this section this the College Faculty Review committee reviews packet and vote is done. College Faculty Review 
Committee also reviews packet for accuracy and certifies packet. As a member of the College Faculty Review Committee, 
you must be assigned as a reviewer or reviewer author to perform certain tasks in this process.  

NOTE: This section is also for college administrators. College administrators have the ability to assign a proxy (See Proxy 
Guide).  Also, here are often two scroll bars: one for the main page and another for the specific section you are 
navigating. 

Step Who Has Access? Permissions 

College Faculty Review 
College Faculty Committee (Reviewer) 

 
College Faculty Committee 

(Review Author Role) 

• Faculty (Reviewer): Review the 
candidate's packet and participate  
in voting. 

• Faculty (Reviewer): Can not submit a 
review. Only review, make notes  
and comment in College Review 
Faculty Form.  

• Faculty (Review Author Role):  Review 
the candidate’s packet. 

• Faculty (Review Author Role): Can 
submit a review for final packet.  

 
College Faculty Committee (Reviewer):   

1. Log in: The system using your credentials [Link to Navigation Guide and Login Page]. 
2. Navigate: Select a specific task from the homepage or navigate through Workflow > My Tasks. 

COLLEGE FACULTY REVIEW SECTION 

The Reviewer 
(Logged in)  

https://hr.ufl.edu/wp-content/uploads/2025/03/FEA-Proxy-Instruction-Guide.pdf
https://hr.ufl.edu/wp-content/uploads/2025/03/FEA-Proxy-Instruction-Guide.pdf
https://training.hr.ufl.edu/instructionguides/fea/FEA-General-Navigation-Guide-1.pdf
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Reviewer Key Terms (These will assist in organizing your work effectively): 
A committee member but not a review author. A committee member does not make final decisions with the packet but 
needs access to the materials for their review. NOTE: You can have more than one reviewer assigned.  

3. Expand: Candidates portfolio to review uploaded documents (Documents are downloadable) 
Review:  Reviewer has access to enter responses in the College Faculty Review Form and make notes in this 
form (Reviewer can also review their comments in this form).  NOTE: Please type in zeros if there is no eligible 
faculty to vote in the voting categories. 

4.  Click: Save progress using Save and Exit (Only retains saved information) or Save and Complete (To move to 
completed status). 
 

 

 
 

 

 

 

 

 
Save and Submit:  

5. After clicking: Save and Complete the candidate is moved to completed status (e.g., Chris is now moved to 
completed status).  
NOTE: As a reviewer you cannot submit the review (no submission option available). 

6. Review: Review that the candidate is in completed status 
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COLLEGE FACULTY COMMITTEE (REVIEW AUTHOR ROLE):   
If you’re assigned as a Review Author Role please use the following navigation in this section. NOTE:  
Also, please refer to your Associate Dean for any discipline specific questions. 

1. Log in: Using your credentials [Link to Navigation Guide and Login Page]. 
2. Navigate: Select a specific task from the homepage or navigate through Workflow > My Tasks. 
3. Select: A candidate not started (e.g., Chris). 

 

 
Review Author Role Key Terms:   
 A review author makes the final decision with the packet.  
 NOTE: You can have more than one Review Author assigned (See the How to Create a Review Workflow Instruction  
 Guide for Multiple Review Authors). Also, there are often two scroll bars: one for the main page and another for  
 the specific section you are navigating. 
 

4. Expand: Candidates portfolio to review uploaded documents (Documents are downloadable). 
5. Review:  Reviewer has access to enter responses in the College Faculty Review Form and make notes in this 

form (The Review Author can also review their comments in this form).  
6.  Click: Save progress using Save and Exit (Only retains saved information) or Save and Complete (To move to 

completed status). 

The Reviewer Author 
(Logged In) 

https://training.hr.ufl.edu/instructionguides/fea/FEA-General-Navigation-Guide-1.pdf
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Save and Submit:  

7. After clicking: Save and Complete.  
8. Select: The candidates name (e.g., Chris).  
9. Click: To submit the review. 
10. After hitting Submit Review: The submission when prompted (Submission is irrevocable) 
11. Finished: A Success confirmation will appear.  
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DEAN AND DIRECTOR LETTER  
In this section, the dean plays a crucial role in evaluating the candidate’s qualifications and providing a formal 
recommendation. NOTE: Please refer to your Associate Dean for any discipline specific questions. 

 

 
 
 

 
Log In and Access Task Navigation 

1. Log in: Using your credentials [Link to Navigation Guide and Login Page]. 
2. Navigate: Select a specific task from the homepage or navigate through Workflow > My Tasks  
3. Select: A candidate not started (e.g., Chris).  

NOTE: There are often two scroll bars: one for the main page and another for the specific section you are 
navigating. 
 

Step Who Has Access? Permissions 

Dean/Director Review Dean/Director  • Upload review letter 

DEAN AND DIRECTOR LETTER SECTION 

https://training.hr.ufl.edu/instructionguides/fea/FEA-General-Navigation-Guide-1.pdf
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4. Expand: Candidates portfolio to review uploaded documents (Documents are downloadable) 
5. Click: Choose the files or drop and drag for the response to the faculty assessment. (You can also remove this 

document). 
6. Click: Save progress using Save and Exit (Only retains saved information) or Save and Complete (To move to 

completed status). 

 
 

 
Save and Submit:  

7. After clicking: Save and Complete.  
8. Select: The candidates name (e.g., Chris).  
9. Click: To submit the review. 
10. After hitting Submit Review: The submission when prompted (submission is irrevocable).  
11. Finished: A Success confirmation will appear.  

 
 

Dean/Director  
(Logged In) 
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DEAN AND DIRECTOR ASSESSMENT RESPONSE 
In this section after the Dean/Director submits their review letter, the candidate is given a 10-day period to review the 
letter and submit a formal response if they choose. This section focuses on responding to the faculty review process.  

NOTE: Notifications are sent exclusively to the faculty (candidate). Administrators with proxy access can review these 
notifications on behalf of the faculty within the application. Also, please refer to your Associate Dean for any discipline 
specific questions. 

 

 
 

 
  
 
 

 Log in and Access Task Navigation 
1. Log in: Using your credentials [Link to Navigation Guide and Login Page]. 
2. Navigate: Select a specific task from the homepage or navigate through Workflow > My Tasks  
3. Select: A candidate not started (e.g., Chris).  

NOTE: There are often two scroll bars: one for the main page and another for the specific section you are 
navigating. 

Step Who Has Access? Permissions 

Dean/Director Response Candidate 
• Submit a response to the Dean’s letter  
• 10-day response period 

Dean/Director Assessment Dean/Director • Indicate support or non-support for the candidate 

DEAN AND DIRECTOR ASSESSMENT RESPONSE SECTION 

https://training.hr.ufl.edu/instructionguides/fea/FEA-General-Navigation-Guide-1.pdf
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4. Expand: Candidates portfolio to review uploaded documents (Documents are downloadable) 
5. Click: Choose the files or drop and drag for the response to the faculty assessment. (You can also remove this 

document). 
6. Click: Save progress using Save and Exit (Only retains saved information) or Save and Complete (To move to 

completed status). 
 

 

 

 

 

 

 

 

 
 
 
 

Dean/Director 
  (Logged In) 
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Save and Submit:  
7. After clicking: Save and Complete.  
8. Select: The candidates name (e.g., Chris).  
9. Click: To submit the review. 
10. After hitting Submit Review: The submission when prompted (submission is irrevocable).  
11. Finished: A Success confirmation will appear.  

 
 
 

FINAL ASSESSMENT SECTION:  
This section incorporates the final review section of the tenure and promotion process. The final assessment involves 
the highest level of institutional review (e.g. University-Level Review)  before a final decision is made.  

NOTE: In this section, the packet is prepared for the Academic Personnel Board, or APB, Review. It also covers how 
administrators can use FEA to review workflows, allowing administrators to track the steps  of faculty members that 
need to be completed. Also, please refer to your Associate Dean for any discipline specific questions. 

 NOTE: There are often two scroll bars: one for the main page and another for the specific section you are navigating. 

Step Who Has Access? Permissions 

Final Review 
APB (Academic Personnel 

Board) 
• Access and review the packet 

  Review Complete University Administrators  • Mark case as closed 

FINAL ASSESSMENT SECTION 
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Log in and Access Task Navigation 
1. Log in: Using your credentials [Link to Navigation Guide and Login Page]. 
2. Navigate: Select a specific task from the homepage or navigate through Workflow > My Tasks  
3. Select: A candidate not started (e.g., Chris). 

 

4. Expand: Candidates portfolio to review uploaded documents (Documents are downloadable) 
5. Click: Select the final assessment date. 
6. Click: Save progress using Save and Exit (Only retains saved information) or Save and Complete (To move to 

completed status). 
 
 

 

 
 
 
 
 
 
 
 

1. To stop proxy editing: Log out or switch back to your original user profile as needed.  
  NOTE: If the Proxy Editing Toggle is on without a selected name, it may affect your platform view.  
  To avoid issues, please turn it off when not in use.  
 

 
 

University Admin 
 & APB 

(Logged In) 

https://training.hr.ufl.edu/instructionguides/fea/FEA-General-Navigation-Guide-1.pdf
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Save and Submit:  

7. After clicking: Save and Complete.  
8. Select: The candidates name (e.g., Chris).  
9. Click: To submit the review. 
10. After hitting Submit Review: The submission when prompted (submission is irrevocable).  
11. Finished: A Success confirmation will appear.  

 
Administrator View: Workflow Overview 

12. Toggle Right: To proxy [See Proxy Instruction Guide].  
13. Select from drop-down menu: Select faculty name that you are proxying (e.g., Jamie). 

NOTE: The administrator view allows you to see how the workflow is progressing.  

 

 

14. Navigate: To Workflow > Review Workflows. 
15. Access: The training test item for a detailed workflow view. 
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16. After accessing: The training test will allow you to identify completed and pending steps of the faculty members 
packet.  

17. Use: The filter to narrow results by unit levels and workflow steps.  
18. After filtering: You can view which step level the candidate in on by viewing candidate reviews (e.g., 1 candidate 

out of 1 in the packet process). 
19. Click: To view workflow step or unit level to view additional details on a candidate review (e.g., Additional 

details on Candidate Reviews for 2/26). 
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.  

 
 

20. Click: Candidate sections to view additional information on user submissions and statuses. 
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21.  View: Candidates status (Submitted or pending).  

 

 

22. Navigate: To Workflow >Review Workflow to complete. (You are now finished with workflow). 
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FOR ADDITIONAL ASSISTANCE 
Policies & General Questions 
Office of the Provost | Academic and Faculty Affairs 
UF-FEA@ufl.edu  
 

Technical Issues 
Academic Analytics 
facultyinsightproductquality@academicanalytics.com  

 

mailto:UF-FEA@ufl.edu
mailto:facultyinsightproductquality@academicanalytics.com
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