
Tenure and Promotion Workflow

Instructions for Unit Administrator



Please use Chrome or Firefox for capability purposes.
From your FIS profile, click on the Workflow tab.



Instructions to add External Reviewers

Locate the name of the candidate you would like to review and click on the corresponding link.



Please review the information which have been submitted previously.



Note: The email addresses entered in the form below are integrated into the external review process and will be used 
to contact the reviewers directly. Therefore, please ensure that all email addresses are accurate and up to date.

Please provide the full name, university/institution, title, rank, email, phone number, and any 
relevant comments for each external reviewer. 



To add additional external reviewers, click ‘Add another suggested reviewers’.



Please upload any unit documentation for the unit review committee to review (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 External Reviewer’ to send your submission to the next step.

*Note: Click the ‘Send Back to Previous Step’ button if any of the previous submissions need to be rectified.



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.



Instructions to check External Reviewers

Locate the name of the candidate you would like to review and click on the corresponding link.



To confirm an external reviewer, click ‘Approve’. If you wish to exclude a reviewer from the process, click ‘Skip’.



The next step is to generate the URL for external reviewers. To do this, click ‘Actions’ and then select ‘Open Details’.



A pop-up will appear, click ‘Generate URL’ to create the link for the external reviewer.



Click on ‘Create Email’ to proceed.



The following pop-up will open in Outlook:



Feel free to personalize your email. Additionally, please remember to remind the external 
reviewer to submit their recommendation by the specified deadline.



If you need to regenerate the URL, log into Workflow, select the candidate for whom 
the external reviewer was assigned, open their dossier, and click ‘Generate URL’.



As the Unit Administrator, you can see if the external reviewer have responded to your request.



Click the ‘By Response’ tab, then click the arrow on the left to view the external reviewer’s submissions.



Please upload VPAA-172 - External Reviewer form and any additional documentation.

https://vpaa.unt.edu/tp/files/forms/external_reviewer_form_vpaa-172.pdf


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

At the top right corner, click on ‘Actions’ and
choose ‘Submit to FIS Team Uploads SPOT Data’ to send your 

submission to the next step.

*Note: Click the ‘Send Back to Previous Step’ button if any of the previous submissions need to be rectified.



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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