Annual and
Reappointment Review
Workflow

Instructions for Unit
Administrator

UNIVERSITY Training brought to you by:

OF NORTH TEXAS®
The Faculty Information System
EST. 1890



Please use Chrome (preferred) to login to my.unt.edu
and access your FIS account. Workflow will appear on
the toolbar once you receive an invitation email
regarding your workflow personnel action.

UNT unnessiy oo | ACtivities Reports Workflow ? @ a .:EDigitaIMeasures

Search All Activities... | Rapid Reports | | PasteBoard |

Review a guide to manage your activities.

~ General Information

Personal and Contact Information Internal and External Connections and Partnerships
Administrative Data - Permanent Data | Yearly Data Faculty Development Activities

Academic, Government, Military and Professional Positions Licensures and Certifications

Administrative Assignments Publicity, Media Appearances, and Interviews
Awards and Honors Professional Memberships

Consulting Reflective Narrative

Education Workload Information

Education - Renowned Teachers

v Teaching

Academic Advising Statement of Teaching Philosophy and Goals
Awards, Honors, and Recognition of Students Teaching at Other Institutions

Directed Student Learning (e.q., theses, dissertations) Teaching Innovation and Curriculum Development
Non-Credit Instruction Taught Peer Evaluation of Teaching

Scheduled Teaching
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Click on the “Workflow” tab.

Activities Reports P’ .iDigitalMeasures

Search All Activities... | Rapid Reports | | PasteBoard |

Review a guide to manage your activities.

~ General Information

Personal and Contact Information Internal and External Connections and Partnerships
Administrative Data - Permanent Data | Yearly Data Faculty Development Activities

Academic, Government, Military and Professional Positions Licensures and Certifications

Administrative Assignments Publicity, Media Appearances, and Interviews
Awards and Honors Professional Memberships

Consulting Reflective Marrative

Education Workload Information

Education - Renowned Teachers

~ Teaching

Academic Advising Statement of Teaching Philosophy and Goals
Awards, Honors, and Recognition of Students Teaching at Other Institutions

Directed Student Learning (e.g., theses, dissertations) Teaching Innovation and Curriculum Development
MNon-Credit Instruction Taught Peer Evaluation of Teaching

Scheduled Teaching
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Locate the name of the subject you would like
to review and select the corresponding link.

UNT g, Activities v

Repaorts Workflow

Usage Statistics

’ _ <iDigital Measures by watermark»
Workflow Tasks

vInbox

Name Step Subject Due Date

2019-2020 Annual/Reappointment Reviews- 4th Year TT Faculty z:;::i::;z;i::t;;?:: ual and Jianrong Yu

April 30, 2020 @ 11:59 PM
~History

Mame

Current Step Subject

Last Medified Actions
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Please review all uploaded documents.

Activities « Reports Workflow Usage Statistics igital Measures by w:

< Unit Administrator Annual and Reappointment Review Step - Due April 30, 2020 @ 11:59 PM ‘ & H X Cancel ‘ ‘ Actions ¥

Annual Review Report: E Last Updated
Movember 14, 2019 at 9:52 AM

4th Year Reappointment Review Report: E Last Updated
Movember 14, 2019 at 9:52 AM

Please be aware no changes can be made after selecting "Route”. Select "Save Draft” until you are sure your submission form is complete.

The maximum file size is 1GB. You will receive an error message “Unable to upload file sooood” if the file is too large. Click "Delete File” to remove the over-sized file.

Upload unit-specific supporting documentation (optional):

Unit-specific supparting documentation: Cumulative results of annual evaluations. docx (11.24
KB)

Add additional docur ion (eptional):

Additional documentation:

~ PAC Annual Review Recommendation Step - Diana Berman Submitted November 14, 2019
by Wonbong Choi

Instructions to Personnel Affairs Committee |UNT Policy 06.007

Please select "Action”, then click " Save Draft" until you are sure your _submission form is complete before submitting to next step.

The maximum file size is 1GB. You will receive an error message “Unable to upload filexooood” if the file is too large. Click “Delete File” to  remowe the over-sized file.
Upload the PAC recommendation:
PAC recommendation:

D Recommendation Letter docx (11.22 KB)

Additional documentation (optional):

EST. 1890




Please review documentation.

Activities w Reports Workflow Usage Statistics
< Unit Administrator Annual and Reappointment Review Step - Due April 30, 2020 @ 11:59 PM ‘ & H X Cancel | ‘ Actions ¥
+ Unit Review Committee Reappointment Recommendation Step - Diana Berman Submitted November 14, 2019
by Thomas Scharf

Instructions to Unit Review Committee | UNT Policy 06.004

Please select "Action”, then click” Save Draft” until you are sure your submission form is complete before submitting to next step.

The maximum file size is 1GB. You will receive an error message “Unable to upload filesoooo” if the file is too large. Click "Delete File” to  remove the over-sized file.

Please select the unit review committee's reappointment recommendation from the drop-down below:
Recommendation of the unit review committee:  Affirmative
Enter the number of Yea, Nay and Abstention votes below:
Yeawvotes §
Nay votes 0
Abstention 0
Upload the unit review committee's recommendation letter:

Recommendation letter:
Recommendation Letter.docx (11.22 KB)

Upload any additional documentations:

Additional documentation (optional):

EST. 1890




Submissions may be sent back if documents are incorrect or incomplete.

4

Click on "Action" in upper right corner then click “Send Back to Previous Step”.
The faculty member will be notified via email from Digital Measures.

Activities Reports Workflow Usage Statistics q =:Digital Measures by watermark»
< Unit Administrator Annual and Reappointment Review Step - Due April 30, 2020 @ 11:59 PM ‘ & H X Cancel | ‘ Actigns ¥ ‘
* Unit Review Committee Reappointment R nendation Step - Diana Berman
. . Step 1
 Complete required fields to Submit
=~ Send Back tg Previous Step
Please select "Action"”, then click" Save Draft” until you are sure your submission form is complete before submitting to next step. i

The maximum file size is 1GB. You will receive an error message “Unable to upload fileoooo”™ if the file is too large. Click “Delete File” to  remove the over-sized ﬁleStep 2

Please select the unit review committee's reappointment recommendation from the drop-down below:
Recommendation of the unit review committee!  Affirmative
Enter the number of Yea, Nay and Abstention votes below:
Yeawvotes §
Naywvotes 0
Abstention 0

Upload the unit review committee's recommendation letter:

Recommendation letter:
Recommendation Letter docx (11.22 KB)

Upload any additional documentations:

Additional documentation {optional):

EST. 1890




Send Back to Previous Step

- Subject  Please update Unit review recommendation letter

® Message

il
&
i
g
Ty

&y

it
i

B I u
Dear Dr. Gardner

Per your request, [ am sending Dr. How's dossier back for you to update Unit review recommendation letter.
Please submit the dossier back to us after you complete your updare.

Best regards,

Department Chair for Food service

David Reseller

® Due Date 0z /25 2020 [}

| Cancel | | Send Back |

Choose a date in which you would like the dossier back at your step. Remember that your step
moves on a specific date to the next step. Therefore, time will be taken away from your step to the
next step.
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Upload all required documentation. Remember to enter all eligible faculty votes.

< Unit Administrator Annual and Reappointment Review Step - Due April 30, 2020 @ 11:59 PM EI | % Cancel || Actions ¥

LNSOrUCOIONS TO Lepartment LOaIr| Ui FONCY Uh | Un | Folcy Ue.uus

Please select "Action”, then click™ Save Draft” until you are sure your submission form is complete before submitting to next ste

The maximum file size is 1GB. You will receive an error message "Unable to uplpad filescooo™ if the file is too large. Click “Delete File™ to  remowe the over-sized file.

I. Annual Review

Upload unit administrator’s annual review evaluation::

* Unit administratos"s annual review svaluation:

Drop files here or click to upload

Additional docurnentation {Optional):
Drop files here or click to upload

II. Reappointment Review

Please select your candidate recommendation:

* Recommendation of the unit administrator: -

Upload your reappointment review recommendation letter:

* Reappointment review recommendation |etter:

Upload any additional documentation:

Additional docurnentation (Optional):

Drop filas h click to upload

Enter the number of yea, nay, and abstention votes from unit faculty who are eligible to vote in this tenure/promotion action. Please also add the previous year's votes, if available:

4th year votes:

‘Yea votes - 4th Year | |

May votes - 4th Year | |

Abstention votes - ath Year | |

3rd year votes:

‘fiea votes - 3rd Year | |

May votes - 3rd Year | |

Abstention votes - 3rd Year | |
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Please click on "Action” in upper right corner, then click the “Save Draft”. You will be
returned to the Workflow Inbox for a final review.

Activities - Reports Workflow Usage Statistics

< Unit Administrator Annual and Reappointment Review Step - Due April 30, 2020 @ 11:59 PM EH % Cancel || Actions ¥

1. Annual Review

Upload unit administrator's annual review evaluation::

* Unit administrator’s annual review evaluation:

Recommendation Letter docx (11.22 KB)
B Delete File

Additional documentation (Optional):

IL. Reappointment Review

Please select your candidate recommendation:

* Recommendation of the unit administrator: | Affirmative

Upload your i review rec dation letter:

* Reappointment review recommendation lettar:

You have reached the limit of 1 file

Reappointminet Results.doo: (11.18 KB)
B Delete File

Uplead any additional documentation:

Additional documentation {Optional):

Enter the number of yea, nay. and abstention wotes from unit faculty who are eligible to vote in this tenure/promotion action. Please also add the previous year's votes, if available:

4th year votes:

Yea votes - ath Year |'.l' |

May votes - 4th Year |0 |

Abstention votes - 4th Year |D |

3rd year votes:

Yea votes - 3rd Year |6 |

Nay votes - 3rd Year |0 |

Abstention votes - 3rd Year |D |

EST. 1890




Please select the correct personnel action
link and complete a final review

Activities w Reports Workflow Usage Statistics [ <iDigital Measures by watermark»
Workflow Tasks
vInbox
Name Step Subject Due Date

Unit Administrator Annual and

. i ews- Jianrong Yu 5 .
2019-2020 Annual/Reappointment Reviews- 4th Year TT Faculty Reappointment Review April 30, 2020 @ 11:59 PM
~History
Name Current Step Subject Last Modified Actions
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Please ensure all documents are correct and have been uploaded successfully. Click on
"Action" in upper right corner then click “Submit to Administrative Access” step.

Activities w Reports Workflow Usage Statistics sE0igital M Ures by watermark=

{ Unit Administrator Annual and Reappointment Review Step - Due April 30, 2020 @ 11:59 PM EI | * Cancel | | Actions *

M Save Draft
I. Annual Review

r* Submitto Administrative Access

Upload unit administrator's annual review evaluation::

P . : R . o Sen ‘to Previous Step
Unit administrator's annual review evaluation:

Recommendation Letter.docx (11.22 KB)
B DeleteFile

Additional documentation (Ootional):

Drop files here or click to upload

IL. Reappointment Review

Please select your candidate recommendation:

* Recommendation of the unit administrator: | Affirmative

Upload your reappointment review recommendation letber:

* Reappointment review recommendation letter:

You have reached the limit of 1 file

Reappointmnet Results doo: (11.18 KB)
B DeleteFile

Upload any additional documentation:

Additional documentation (Ootional):

Enter the number of yea, nay, and abstention votes from unit faculty who are eligible to vote in this tenure/promotion action. Please also add the previous year's votes, if available:

ath year votes:

‘Yea votes - 4th Year | 7 |

May wotes - 4th Year | o |

Abstention votes - 4th Year | o |

3rd year votes:

Yea wotes - 3rd Year |B |

Mzy wotes - 3rd Year |D |

Abstention wotes - 3rd Year |D |

EST. 1890
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You will be prompted to confirm submission.

Please be aware that clicking “Yes” moves the

process to the next step.

Are you sure you want to Submit to Administrative Access?

Mo ‘ ‘ Yes ‘




Below are instructions on how to Recall packets

Activities ¥ Reports Workflow Usage Statistics f siDigital Measures by watermark:
Workflow Tasks
v Inbox
Name Step Subject Due Date
v History
Name Current Step Subject Last Modified Actions

2019-2020 Annual/Reappointment Reviews- 4th Year TT

Administrative Access - November 14, 2019 -
Faculty

¢ 2019-2020 AnnualfReappointment Reviews- 4th Year TT Faculty - Updated November 14, 2019 4 = Rpcal Clee
Step 1
W Faculty Subsmivtion $ep - ittnd November 14, 3010
by -
Irskructicns o Fagulty | UNT P 004 | T Podicy 06,007
Please update your FIS profile adding new activities and updating existing activities for the annual review report. Step 2

You are able to recall any submission which is on wmar prafibe bn FI5 by clicking on YRAA- 180 Faculty Annual Review Farm. When the FI5 upcated to your profile are complete, plesse return to your Waorkflow Inbox
the step directly after yours. This option moves
the selected submission back to your Inbox for
revision and resubmission. Are you ready to
proceed?

Mo ‘ | Yes

Step 3

EST. 1890




UNIVERSITY
OF NORTH TEXAS®

EST. 1890

Please contact the FIS
Team for additional
information or
assistance:

Faculty.Info@unt.edu
940.369.6108
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