
Professional Faculty Promotion - Library Workflow

Instructions for Candidate Submission



Please use Chrome or Firefox for capability purposes.
From your FIS profile, click on 'Reviews' in the left-hand menu.



Locate the workflow, confirm your name and click on the corresponding link.



Please review the instructions provided below before uploading any document.



Please upload your CV, essay, and promotion criteria.

Note: All sections with a red asterisk are required. Portfolio PDFs aren’t compatible with FIS Workflow. The maximum file 
size is 1GB. You will receive an error message “Unable to upload file.xxxxx” if the file is too large. You may simply click 
Delete File to remove it.



Please select the 'Click here to select prior submissions' button to view your previously completed workflows.

A box will appear on your right.

Select the necessary reviews and click OK.



Please upload your supporting documentation for Areas 2 and 3 and additional documentation 
(such as Credit Letter, PIP, DA, or stop the clock form), if applicable.



Review and ensure all documents have been uploaded successfully and accurately.

At the top right corner, click on ‘Actions’ and
choose ‘Submit to DIV-PAC Chair Uploads Recommendation to Supervisor’ to send 

your submission to the next step.



You will be prompted to confirm submission.

Please click ‘Yes’ to route the application to next step and 
‘No’ if you need to go back and make a change.



Please contact the FIS Team for additional information or assistance:

Faculty.Info@unt.edu 
940.369-6108

mailto:Faculty.Info@unt.edu
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