
Tenure and Promotion Workflow

Training brought to you by:
The Office of Academic Resource

Instructions for the Unit Administrator: 
Incorporating External Reviews in Workflow



For Capability Purposes:

If you are using a MAC, please use the FIREFOX browser.
If you are using a Windows-based computer, please use the CHROME browser.



From your FIS profile, click on the Workflow tab.



Please review the candidate’s CV, self-evaluation personal narrative, unit tenure and 
promotion criteria, and any unit-specific supporting documentation. If any 

documents are missing, please send the personnel action back to the candidate for 
the needed information. Instructions are located in the Workflow FAQs.

https://vpaa.unt.edu/sites/default/files/documents/page/2019/workflow_faqs.pdf


How to add External Reviewer

Locate the name of the subject you would like to provide
information for and select the corresponding link.



This is a sample of what will appear on your screen to add external reviewers
Note: The Email on the form below is integrated and used on the External Review
step for contacting the external reviewers. Please confirm email addresses are
correct.



To add additional external reviewers 
click “Add another reviewer contact details”

Note: The Email on the form below is integrated and used on the External 
Review step for contacting the external reviewers.  Please confirm email 
addresses are correct. 



If your unit has unit documents for the unit review committee 
to examine, add the documents in this field 



You are now ready to check the external reviewers for the 
candidate

Please select the correct personnel action link



To confirm external reviewers, you will click  “Approve”
If there is an external reviewer, you would like to skip, you may click “Skip”



The next step is to generate the URL for external
reviewers. You will click “Open Details”



The next screen will look like the image below and 
you will be able generate the URL for external

reviewers by clicking “Generate URL”



As Unit Administrator, you create an email



When Create Email is clicked, this screen will 
pop up on your computer



As Unit Administrator, you will add your comments in the email. Please 
remember to remind the External Reviewer to have their recommendation 

completed by August 15, 2021.



If you, as Unit Administrator need to Re-generate URL, you can 
do so by logging into Workflow, click the candidate in which the 

external reviewer was to review, open their dossier
and click “Generate URL”



As Unit Administrator, you are able to see the external reviewers 
who have responded to your request



When you click the “By Response” tab, you are then able 
to see the reviewer submissions



Please upload the VPAA-172 - External Reviewer form

https://vpaa.unt.edu/sites/default/files/legacy/provost/External%20Reviewer%20Form_VPAA-172.pdf


Please click “Actions”, then “Save Draft” at the top right. This 
will take you back to your Workflow Inbox to the screen for a 

final review. 

Step 1
Step 2



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



Please do not submit, until all required documents have been uploaded 
successfully and all external reviewer’s response have been received.

Click “Actions”, then “Submit” to send the dossier to the next step. 

Step 1

Step 2



You will be prompted to confirm submission

Clicking Yes will move the personnel action to the next step.

To recall your submission, please review the instructions in Workflow FAQs.

https://vpaa.unt.edu/sites/default/files/documents/page/2019/workflow_faqs.pdf


Please contact the FIS 
Team for additional 

information or 
assistance:

Faculty.Info@unt.edu
940.369-6108
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