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Note: As a “role family,” the Dean and Dean Staff roles can perform the same functions, except that
only the Dean can sign letters. When either role can perform a particular function, the default in this
manual is the Dean Staff role.

Dean Staff initial review of the file
When a file is submitted to the Dean’s office, the Dean Staff will check it for completeness, accuracy,
and compliance with policy before the Dean reviews it for a final decision.
► When the department submits the file to the Dean, there is no notification to the Dean or Dean Staff
roles. An exclamation point next to a file name on the Review File screen (see below) is the cue that
action needs to be taken on that file. The Dean and Dean Staff roles must monitor the Review File
screen to determine what files have been submitted for review and where they are in the review
process.
1. Dean Staff inspection of file
a. On the Review Files screen, the Dean Staff will click the Candidate’s name to open the
review file detail screen. Note that the file status is Final Authority Review Pending.
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b. On the review file detail screen, a message will be displayed directing the Dean Staff to
accept the file or return it to the department for corrections.

c. To inspect the file, the Dean Staff will click “Department” on the Select File Type drop-down
menu and then click “View.” (Note: The Department view contains any unredacted
documents in the file, while the Candidate view contains only redacted versions of these
documents.)
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d. The bundled PDF of the file will appear. The Dean Staff can navigate to any document by
clicking the document name in either the Table of Contents or in the Bookmarks column,
and then close the window to return to the review file detail screen.

► Important:

During this inspection of the file, the Dean Staff should make a list of any minor
corrections needed and the page numbers of the documents on which they occur. This
information will be needed for annotating the file in a later step.

Returning the file to department for corrections
1. If the initial review of the file turns up substantive errors that cannot be handled via annotations
(e.g., “Proposed” data is incorrect or a required document is missing), the Dean Staff will return
the file to the department for corrections by highlighting “Return to Department” on the File
Actions menu and clicking “Confirm.”
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2. The Dean’s office will inform the department outside Review what corrections or additions are
needed. The department will not receive an e-mail notification.

Department makes requested corrections
1. On the review file detail screen, the status will be “File returned to Dept. by Dean’s Office,” and
there will be a red text box containing instructions to the department.

2. Depending on the correction requested by the Dean’s office, you will select the appropriate
action from File Actions drop-down menu. In this example, the Dean’s office has asked the
department to upload a missing CAPE report, so you would need to select “Return to File Prep”
and click “Confirm.”
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3. The following screen will appear. Clicking “Confirm” will return you to the review file detail
screen.

4. After the necessary correction has been made in File Prep, the Candidate must be notified to resign the Certification of Departmental Review, and you should inform the Candidate (in the
message box on the notification) of what has been corrected in the file.
5. You are not required to re-enter the Proposed Status data and re-upload the departmental
recommendation letter before returning the file to the Dean’s Office, however, you may do so.
Uploading a revised recommendation letter will require that the candidate be notified to re-sign
the Certification of Departmental Recommendation Letter Access.
6. If Voting Faculty were notified to inspect the original departmental recommendation letter, you
must may choose to re-notify them to inspect the letter again, even if there are no changes. The
reason (e.g., missing CAPE report added to file) can be provided in the message box in the
notification. Although the notification informs Voting Faculty that they can submit dissenting
letters, for this example it is assumed that they will not do so.
8. After the Candidate has signed this certification, you can now re-submit the file to the Dean.
Below are several additional return to department scenarios and the various required steps.
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Scenario 1 – Add/Change/Delete Files in File Prep
Step 1
Step 2
Step 3





Step 4



Return File to file prep
(optional) Add/replace/delete files
Ask the Candidate to re-certify Certification of Departmental
Review
Forward to Dean’s Office

Scenario 2 – Changes to the Vote and/or Proposed
Step 1
Step 2





(optional) Change or add a vote and/or
(optional) Changing anything on the Proposed
Forward to Dean’s Office

Scenario 3 – Replacing the Department Letter
Step 1
Step 2
Step 3
Step 4
Step 5
Step 6
Step 7









Replace the Department Letter
(optional) Ask Chair to e-sign the new letter
(optional) Notify Voting Faculty to review the new letter
(optional) Upload/Delete/Replace dissenting letters
Ask the Candidate to re-certify the Certification of Departmental
Recommendation Access
(optional) Upload/Replace the Chair’s Independent Letter
Forward to Dean’s Office

Scenario 4 –Replacing/Deleting/Uploading the Chair’s Independent Letter
Step 1
Step 2




Replace/Delete/Upload the Chair’s Independent Letter
Forward to Dean’s Office

Scenario 5 – Engaging (or re-engaging) the Ad Hoc
Step 1



Step 2



Step 3
Step 4
Step 5





Step 6



Notify Ad Hoc to review the file option is not available if ad hoc was
engaged in previous step
Replace/Delete/Upload Ad hoc report. System will delete the
redacted Ad Hoc report if it exists (with warning)
Ask the Candidate to re-certify Certification of Ad Hoc Report
(optional) Notify Voting Faculty to review the revised file
(optional) If changes to the departmental letter are required, follow
workflow in Scenario 3.
Forward to Dean’s Office

Scenario 6 – Engaging the voting faculty (who were not previously engaged)
Step 1




Notify faculty that review file is ready for review. System will delete
the Recommendation Letter if it exists (with warning)
All other steps should follow the “normal” workflow

Scenario 7 – Replacing or Adding Dissenting Letters
Step 1




(optional) Change or add a vote and/or
(optional) Changing anything on the Proposed (i.e. changing the
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File Action) and
Replace/add/delete dissenting letters
Ask the Candidate to re-certify
(optional) Upload/Replace the Chair’s Independent Letter (CIL)
Forward to Dean’s Office

Accepting the file for the Dean’s review
1. If the file is complete and correct, or if it needs only minor annotations, the Dean Staff will
highlight “Accept for Dean Review” on the “File Actions” drop-down menu and click “Confirm.”

2. On the next screen, the Dean Staff will again click “Confirm” to verify that the file is being
accepted for the Dean’s review and to return to the review file detail screen.
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3. The Status line on the review file detail screen will show that the file has been accepted for Final
Authority review.

Data editing
The Edit Data link allows the Dean Staff to correct any errors entered by Department Staff instead of
returning the file to the department for corrections. Examples are correcting the number of years at
rank and step, the title code, the new step and salary, etc.
Note: Only data initially entered into “Proposed” by the Department Staff or Chair roles can be changed.
If any documents need to be revised and replaced, the file must be returned to the department.
1. To correct data, the Dean Staff will click “Edit Data” on the review file detail screen.

► Data editing must be done before the Dean Staff clicks “Annotation,” “Disagree,” or “As
Proposed,” or the ability to make data changes will be lost.
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When the Dean Staff clicks “Edit Data,” a pop-up window will appear with a choice of data
types to edit. (In this case, only the Department Recommendation data is available to edit.)
The Dean Staff will click the button next to a data type to select it, and then click “Edit Selected.”

3. The “Proposed” data screen will appear, and the Dean Staff can correct the data as needed.
4. After the Dean Staff corrects the data and clicks “Save Status,” a new pop-up window, “Data
Edit Annotations,” will appear. Here the Dean Staff can enter an annotation about what has
been corrected, explaining the reason and showing who made the correction. The annotation
should include the Dean Staff name, telephone extension, and the date of the correction. When
the annotation is complete, the Dean Staff will click “Save” to return to the review file detail
screen.
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Annotating the file
1. If annotations are needed, the Dean Staff will click “Annotation” on the review file detail screen.
► Annotations must be done before the Dean Staff clicks “Disagree” or “As Proposed,” or
the ability to make annotations will be lost.
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a. The Dean Staff will then see the following screen and will click “Add Annotation.” Note that
the annotation for the data edit already entered on the File Summary is listed under Content
Type.

2. To make an annotation, the Dean Staff will first select the document to be annotated (the
Sabbatical Report, in this example) from a drop-down menu of file documents.
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3. The document selected will appear in the “Type” field, and the Dean Staff will enter the page
number on which the error was found. The Dean Staff should briefly describe the error and
provide the correct information, and then click “Add to List.”
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4. The document names and the page numbers of annotated items will appear under the “Content
Type” and “Page No.” headings at the top of the annotation screen.
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(Note that the page number should be the one in the actual document. It does not refer to the
placement of the page within the bundled PDF. For example, the bundled PDF might be 120
pages long, and the sabbatical report might be on pages 89–91 of the bundle, but if an error is
found on page 2 of the sabbatical report, the page number listed in the annotation should be
page 2.)
To add further annotations, the Dean Staff will click “Add More” and repeat the process.

5. To edit annotations before or after saving them, the Dean Staff will click the “Edit” button for the
appropriate annotation. The document type and page number cannot be changed.
► Note: you cannot edit File Summary comments, as they are the result of data corrections, not
document corrections.
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6. When all annotations have been made, the Dean Staff will click “Save” to save the annotations
and automatically return to the review file detail screen.
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7. To add further annotations, the Dean Staff can again click “Annotation” on the review file detail
screen.

8. A modified version of the Annotations screen will appear, with a different button (“Add
Annotations”) at the bottom (compare to button in step 4 above). The Dean Staff will click “Add
Annotation” to add a new annotation, following the steps above.
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9. The Dean Staff will then click “Save” to exit the Annotations screen and return to the review file
detail screen.

► Annotations will appear at the bottom of the table of contents in the Department view of the
bundled file (not shown here).
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Divisional Committee Review
When a file is first accepted for Dean’s review, the dean must first determine if a divisional review
committee should review the file prior to determining the dean’s recommendation. Before assigning a
committee to a file, you must create a committee.
Creating Committees
1. Enter the committee list screen by selecting the “Committees” tab or by clicking on the
“Committees” hyperlink on the homepage.

2. Click the “Create New Committee” button.

3. Enter the committee’s name.
4. Select the appropriate committee type:
a. Ad Hoc: a case specific committee that may only be assigned to one review file.
b. Standing: a permanent committee with a fixed annual membership that may be assigned to
multiple review files. Temporary membership changes, such as recusing a member, may be
done on a case-by-case basis without affecting the committee’s fixed membership.
5. If you are assigned to a dean staff role for multiple divisions/units, select the division for which you
are creating the committee.
6. Select Confidentiality type:
a. Non-confidential: the candidate knows the committee membership and therefore, the
committee report is not redacted and is automatically provided to the candidate. The
majority of standing committees are non-confidential committees.
b. Confidential: membership is unknown to the candidate and the committee report will be
redacted when the candidate requests a copy. The majority of ad hoc committees are
confidential committees.
7. Select a recommendation data requirement:
a. Yes: Allows you to enter committee recommendation data, similar to entering dean
recommendation data, which will display on file summary page 2 in the pdf file bundle.
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b. No: Data entry will not be enabled for this committee.
8. Click the “add member(s)” button.

9. Search for members by name, title/series, or unit (or any combination of fields). You have the
option to add academics from outside of your division/unit to each committee, so you may find it
helpful to limit the search to the academics within your division/unit if it not your divisional practice
to involve outside committee members.
10. Select desired individuals by clicking the checkbox next to their name and click the “Add” button.
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11. Optional-designate a “Chair” member in the membership value column.
12. Click the “Save” button.

Assigning Committees
1. Enter the review file list by selecting the “Review Files” tab or by clicking the “Review Files”
hyperlink on the homepage.
2. Click the Candidate’s name to open the review file details screen.
3. Accept the file for Dean Review by selecting “Accept for Dean Review” in the file action drop down
menu and click the “Confirm” button. Click “Confirm” on the pop-up window.
4. Scroll down to the “Dean Review-Committee Review” section of the screen and click “Assign
Committee”.
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5. Select the committee that you wish to assign to the file from the pop-up window. Selecting a
committee will expand the committee’s membership and provide you the option to recuse members
of the committee from reviewing the file. To recuse a member, uncheck the box next to their name
and their name will be stricken through. If you wish to add members to the committee, you must do
so within the committee details screen.

6. If you are not ready to notify the committee to review the file, click the “Save” button to assign the
committee to the file. When you are ready to notify the committee that the file is ready for review,
click the “Notify” hyperlink located next in the committee’s section on the file details page.
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If you are ready to notify the committee to review the file, click the “Save & Notify” button. The
committee notification pop up screen will display all committee members that will be notified.

8. Click the “Send” button.
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The committee status will now show up as “In Review” on the file details page. There will also be links
to end the committee’s access to the file, re-notify the committee, unassign the committee, enter
recommendation data (if selected as “Yes” when creating the committee” and to upload unredacted and
redacted (if a confidential committee) reports.

Dean’s review for decision as final authority
When a normal merit file is accepted for the Dean’s review, the Dean must determine whether he
or she agrees or disagrees with the proposed action. If the Dean agrees, a final action letter will
be issued (see details below). If the Dean disagrees, the file becomes a contested merit and
must be submitted for Campus review and a decision by the EVC. (See page E-1.)

1. In this scenario, the Dean agrees with the proposed action, so the Dean Staff will click “As
Proposed” on the review file detail screen.
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2. The Proposed Status screen will appear. The Dean Staff should check the information for
accuracy and then click “As Proposed” at the bottom of the screen to verify that the data is
correct and the Dean approves the proposed action.
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4. The Dean Staff will then be directed to upload the Dean’s final action letter. This letter is
created and converted to a PDF file outside Review. There will be an Upload button on the
screen, and the upload process will be the same as for all other file documents.

5. Note that if the Dean uploads the final action letter, the letter will be signed automatically. If the
Dean Staff uploads the letter, unsigned, the Dean Staff has the option to notify the Dean to sign
the letter via the “Notify” link on the file details page.

6. There will now be a message box on the Dean Staff review file detail screen indicating that the
Dean has been notified to sign the final action letter.
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7. The Dean’s review file detail screen will show that the letter is waiting for the Dean’s signature.
Note that either the Dean or Dean Staff can revise, replace, or delete the final action letter, if
needed, but only the Dean can sign the letter. The Dean will click “Sign” to do so.

8. The following screen will appear, and the Dean will click “Confirm.”

9. The review file detail screen will then show that the final action letter has been signed.
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10. After the Dean has signed the final action letter, the Dean Staff will notify the department of
the Dean Final Action via the File Actions drop-down menu.
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12. The Dean or Dean Staff (and any other role with access to the review file) can click “View
File Tracking” on the review file detail screen above to see a list of all actions taken on this
Candidate’s file to date, as shown below.
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13. Any role except Candidate and Candidate Alternate can also click on “Certs & Notifs” on the
review file detail screen to see listings of the certifications and notifications for the Candidate’s
file.
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14. The following notification will be sent by the Dean’s office to the Department Chair, with a cc: to
Department Staff.

15. A message will appear on the review file detail screen directing the Department Staff to notify
the Candidate that the final action letter is available.

► 16.Outside Review, the department should inform the Candidate of the final results of the review in
whatever way it prefers (e.g., the department may invite the Candidate to meet with the
Department Chair to discuss the final decision). This should be done before providing the
Candidate access to the final action letter.
17. After the final action has been communicated to the Candidate outside Review, you must
provide the Candidate access to the final action letter before the file can be completed and
moved to the Post Audit stage. On the “File Actions” menu, select “Notify Candidate: Final
Action Letter” and click “Confirm.”
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18. You will see the following notification to the Candidate. You can add further information in the
message box at the bottom of the screen and then click “Send.”
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19. The Candidate can click the Review Files tab to open the Review Files screen.

20. Since the Candidate’s file will be in “Post Audit and Store” at this point and won’t be visible on
the Review Files screen, the Candidate must click on “Show all files” to display a list of his or
her completed review files.
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21. The Candidate can now click on his or her file to view the review file detail screen.

22. On the review file detail screen, the Candidate should select “Candidate” on the File Type dropdown menu and click the View button to access the Candidate’s view of the bundled file. The
Candidate can then select the Final Action Letter in the Bookmarks or Table of Contents.

Addendum: Managing Divisional Review Committees
Below you will find more information on managing committees.

Editing Committees
1. Enter the committee list screen by selecting the “Committees” tab or by clicking the “Committees”
hyperlink on the homepage.
2. Click the “Edit” icon located on the committee’s row on the committee list screen.

You may also click on the committee’s name to bring up the committee details page and click the “edit”
button.
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3. Update any previously selected properties (i.e. committee name, type, confidentiality, and unit).
4. Delete members by clicking the trash icon next to their name, if necessary.
5. Add new members by clicking the “Add member(s)” button. Search for members by name,
title/series, or unit (or any combination of fields), select desired members, and click the “Add”
button.
6. Optional-Update committee member’s membership value.
7. After making the appropriate edits, click the “Save” button.

Changes to the committee will appear in the committee properties change log.
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Deleting Committees
Reminder: committees may only be deleted after all assigned review files have reached Post
Audit & Store.
1. Enter the committee list screen by selecting the “Committees” tab or by clicking the “Committees”
hyperlink on the homepage.
2. Click the “Delete” icon located on the committee’s row on the committee list screen.

You may also click on the committee’s name to bring up the committee details page and click the
“Delete” button.

3. Click the “delete” button on the confirmation pop-up window.
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Assigning Committees from the Committee Details Page
1. Enter the committee list screen by selecting the “Committees” tab or by clicking the “Committees”
hyperlink on the homepage.
2. Click on the committee name hyperlink to enter the committee details screen.
3. Click on the “Files” tab on the committee details page.
4. Within the “File(s) Pending Notification” section, click the “Assign File” button.

5. Select the file that you wish to assign to the committee from the pop-up window. You may need to
limit your search by file name, department, or file status prior to files displaying in the pop-up
window.
6. Click the “Add” button.
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7. You will return to the committee details page where the assigned file will now appear in the “File(s)
Pending Notification” section on the “Files” tab.
8. To notify the committee that the review file is ready for their review, check the box next to the file
name.
9. Click the “Package File(s) and Notify” button.

10. The committee notification pop up screen will display all committee members that will be notified.
Enter any relevant information in the provided supplemental text box and click the “Send” button.
11. You will return to the committee details page where the file will now appear in the “File(s) in
Review” section on the “Files” tab.
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