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Preface: About This Manual

This manual was written from the point of view of departmental academic personnel staff, focusing on step-
by-step instructions to help them create review files and shepherd them through the departmental review
process.

The steps completed by other roles (e.g., Committee members, Voting Faculty, Department Chair, Dean
Staff) are also shown so that departmental AP staff can get a more complete picture of AP On-Line
Review, and so that the manual can serve other roles.

Each section corresponds to one of the major processes completed in Review: file preparation,
departmental review, campus review, and review by the person with final authority for the action.

Each section shows the screens and instructions for most of the roles involved in a given process, in the
order in which they occur. (Screens are not shown for certain roles, but appropriate information is provided
at those points in the process.)

Conventions used in previous editions remain the same:

e Information highlighted in yellow pertains to actions that must be completed outside Review.

e Ared arrow () indicates points that are especially important to be aware of.

o For the sake of brevity, AP On-Line Review is generally referred to simply as “Review,” the
Committee on Academic Personnel is referred to as “CAP,” and the Executive Vice Chancellor for
Academic Affairs is referred to as the “EVC.”

If you are using this manual online, links in the table of contents, at the beginning of each section, and
within the text will take you to the appropriate part of the manual.

If you print a copy, note that the pages are laid out to accommodate duplex (back-to-back) printing to save
paper, if your printer supports that function. It is recommended that you print the manual in color in order to
easily see highlights, arrows, and material circled in red on the screen shots.

The manual is organized so that you can put it in a binder with tabbed dividers for different sections for
easy reference.
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Section A — Introduction to Review

This section includes:
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About AP On-Line

AP On-Line is a UCSD business system for electronically processing academic personnel actions. It is
a suite of services that currently includes AP On-Line e-Recruitment Plan (for submitting recruitment
plans), AP On-Line Recruit (an online job application system), and AP On-Line Review (for processing
review files).

This manual deals only with Review. Separate user guides for e-Recruitment Plan and Recruit are
available on the AP On-Line User Information page on the Academic Personnel Services Web site.

Accessing Review

In order to access Review, you must be registered for Single Sign-On, UCSD’s “gatekeeper” for access
to campus business systems. If you are not yet registered, instructions for registering are available on
Blink at:

http://blink.ucsd.edu/Blink/External/Topics/Policy/0,1162,14006,00.html

Single Sign-On requires a user I.D. and a password. It is extremely important not to share your
password with anyone, because doing so allows them access to all your personal information, as well
as the information in Review.

You also need to be assigned a “role” in Review (see below), which will determine what materials you
can see and what actions you can take.

Once you are registered for Single Sign-On and have been assigned a role, you can log on to Review
at https://www-act.ucsd.edu/apol/
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Links to Review and the other AP On-Line services are also available on the Academic Personnel
Services home page.

Assignment of roles in Review

The role you are assigned in Review determines which tasks you can perform and which
SCreens you can see.

Department Security Administrators (DSAS) are responsible for assigning the roles of Department
Chair, Department Staff, Dean, and Dean Staff.

The Candidate role is automatically assigned to academics for whom Academic Personnel Services is
the office of record. This is done via a data table maintained by APS. New academic appointees
receive access to Review as soon as they are assigned a UCSD employee ID number.

A few roles are assigned temporarily for the purpose of processing a single file. These roles are
Department Ad Hoc Member and Voting Faculty, which are assigned by the Department Staff or
Department Chair; and the Candidate Alternate role, which is assigned by the Candidate.

The roles currently available are listed below. More roles will be added in future phases.

P “Role families” are pairs of roles in which one role can replace or delete documents uploaded
by the other. Role families are indicated by brackets.

[Candidate: The role assigned to the academic appointee under review.

Candidate Alternate: The role assigned to a person chosen by the Candidate to assist with compiling
and uploading documents for the review file. This person should be a faculty assistant, if possible. A
| Candidate may designate more than one Candidate Alternate.

[ Department Staff: The role assigned to department staff members responsible for assembling and
processing review files. More than one person in a department may be assigned this role.

Department Chair: The role assigned to the actual Department Chair. Only this role can sign
departmental recommendation letters.

Department Committee Member: The temporary role assigned by the Department Chair or
Department Staff to faculty members serving on a departmental review committees.

Voting Faculty: The temporary role assigned by the Department Chair or Department Staff to faculty
members eligible to vote on a particular file.

Dean Staff: The role assigned to Deans’ staff members responsible for screening incoming review files
and coordinating Deans’ assessment of and action on these files.

Dean: The role assigned to the actual Dean. Only this role can sign the Dean'’s final action letter or
recommendation letter.

Division Committee Member: The temporary role assigned by the Dean or Dean Staff to faculty
members serving on divisional review committees.

CAP Chair: The role assigned to the current CAP chair. Only this role can sign CAP recommendation
letters.
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CAP staff: The role assigned to Academic Senate personnel who assist the Committee on Academic
Personnel.
CAP Member: The role assigned to current CAP members.

APOQ: The role assigned to Academic Personnel Services staff members.

EVC: The role assigned to the current Executive Vice Chancellor for Academic Affairs. Only the EVC
role can sign letters requesting additional information, preliminary decision letters, and EVC final action
letters.

Types of files that can be processed in Review
The chart below lists the actions available in AP On-Line Review.

Please note that the following actions cannot be processed in Review.

e Actions for academics with joint appointments or split appointments

e Actions for series that are reviewed by campus-level panels/committees other than CAP
(e.g., AARP, PSSRP)

e Actions for series that are reviewed by CAP and are Dean’s Authority (e.g. Research
Scientist, Continuing Lecturers)

e Career equity reviews (CER)
e Terminal reappointment
e Retention or pre-emptive retention

Action code in AP On-

Line Review Description of Action

Merit

ABOVE-SCALE MERIT Merit advancement to an above-scale salary (Action always requires campus

review)
ACCEL ABOVE-SCALE Accelerated merit to an above-scale salary (Action always requires campus
MERIT review)

ACCEL FURTHER ABOVE- Accelerated merit for candidate who already has an above-scale salary
SCALE MERIT (Action always requires campus review)

Accelerated merit

ACCEL MERIT - . .
(Action always requires campus review)
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ACCEL MERIT + OFFSCALE

FURTHER ABOVE-SCALE
MERIT

MERIT — CAMPUS REVIEW

MERIT - CONTESTED

MERIT — DEAN’S AUTH

MERIT + OFFSCALE —
DEAN'S AUTH

MERIT + OFFSCALE —
CAMPUS REVIEW

Reappointment and merit

ACCEL REAPPT/MERIT

ACCEL REAPPT/MERIT +
OFFSCALE

REAPPT/MERIT — CAMPUS
REVIEW

REAPPT/MERIT — DEAN'S
AUTH

REAPPT/MERIT +
OFFSCALE — CAMPUS
REVIEW

REAPPT/MERIT +

Accelerated merit with a market offscale salary or new bonus offscale salary
component

Normal merit advancement for a candidate who already has an above-scale
salary (Action always required campus review)

Normal merit (at any rank) requiring campus review

Dean disagrees with department’s proposed action, and the file becomes a
Campus Review action

Uncontested normal merit at Associate or Full rank
(If dean agrees with action proposed by department, it is "uncontested")

Dean's authority normal merit with a market offscale salary component

Any normal merit with a new bonus offscale salary component.

Accelerated reappointment and merit (Action always requires campus review)

Accelerated reappointment and merit with a market offscale salary component
or a new bonus offscale salary component (Action always requires campus
review)

Uncontested reappointment/normal merit after first review at Assistant rank

Uncontested reappointment/normal merit at first review at Assistant rank, and
reappointment/normal merit for appointees with term end dates in all ranks

Reappointment and normal merit with a market offscale salary component or a
new bonus offscale salary component

Dean's authority reappointment/normal merit, with a market offscale salary
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OFFSCALE — DEAN'S AUTH

Reappointment/Merit/Appraisal

APPRAISAL

ACCEL
REAPPT/MERIT/APPRAISAL
— CAMPUS REVIEW

ACCEL
REAPPT/MERIT/APPRAISAL
+ OFFSCALE — CAMPUS
REVIEW

REAPPT/MERIT/APPRAISAL
— CAMPUS REVIEW

REAPPT/MERIT/APPRAISAL
+ OFFSCALE - CAMPUS
REVIEW

REAPPT/APPRAISAL —
CAMPUS REVIEW

REAPPT/APPRAISAL +
OFFSCALE — CAMPUS
REVIEW

Promotion

ACCEL PROMOTION

ACCEL PROMOTION +
OFFSCALE

PROMOTION

PROMOTION + OFFSCALE

component

Appraisal of candidate’s career to date (Always requires a campus review)

Reappointment, accelerated merit, and appraisal of candidate’s career to date

Reappointment, accelerated merit, and appraisal of candidate’s career to date,
with a market offscale salary component.

Reappointment, normal merit, and appraisal of candidate’s career to date

Reappointment, normal merit, and appraisal of candidate’s career to date, with
a market offscale salary component or a new bonus offscale salary component

Reappointment and appraisal of candidate’s career to date

Reappointment and appraisal of candidate’s career to date, with a market
offscale salary component or a new bonus offscale salary component

Accelerated promotion (Action always requires campus review)

Accelerated promotion with a market offscale salary component or a new
bonus offscale salary component (Action always requires campus review)

Promotion (Action always requires campus review)

Promotion with a market offscale salary component or a new bonus offscale
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salary component (Action always requires campus review)

No change

NO CHANGE — CAMPUS Uncontested No Change after first review at Assistant rank, contested No
REVIEW Change at any rank, second consecutive No Change at any rank

NO CHANGE — DEAN'S Uncontested No Change at first review at Assistant rank, and uncontested No
AUTHORITY Change at Associate and Full ranks

Reappointment only

REAPPOINTMENT —

CAMPUS REVIEW Reappointment after first review at Assistant rank

REAPPOINTMENT —

DEAN'S AUTH Reappointment at first review at Assistant rank

To Be Determined

TBD Select this action when creating a file and the proposed file action is unknown.

Preparing documents for uploading into review file

Review file documents (employment history, teaching evaluations, etc.) must be created outside
Review. You can create a Word document, convert it to a PDF file, and upload the PDF into the online
review file. This is the preferred method, since converted Word documents are searchable, and CAP
and other reviewers frequently want to search files for specific information. You can also scan an
existing paper document to create a PDF and upload that PDF, but scanned documents are not
searchable.

The complete instructions for uploading PDFs into a review file are provided in the File Preparation
section of this manual.

It is important to name PDFs in a way that lets you and others easily identify them. For example, the
names for CAPE report PDFs should include the candidate’s last name and the class name, number,
guarter, and year (e.g., JONES CAPE - CHEM 202 SP 09). This makes it clear what each document is
and lets you easily determine whether documents are listed in the correct order in the online file.

Although it is possible to include multiple documents (e.g., several CAPE reports) in a single PDF, it is
recommended that you not do so. Departmental recommendation letters often make references to
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specific documents, and it is easier for reviewers to locate an individual document in the file than to
hunt for a specific section in a long PDF containing several documents.

There are also limitations on PDF size. In order to ensure that PDF documents are not unnecessarily
large (thereby creating PDF bundling problems in Review), a size limit of 20 megabytes has been
established for each PDF uploaded into Review. While it is important that PDFs not exceed this size
limit, they still must be clear and readable. Guidelines for setting up your scanning hardware and
software to keep document size to a minimum are provided in Appendix 3, “Document Scanning
Guidelines.”

Note: Publications should never be uploaded as documents in the review file. They may either be
submitted separately as paper documents, or you can store electronic documents in a “drop box” and
create a link to it in the Bibliography section of the Biography and Bibliography form. Instructions for
doing so are available on the Forms and Examples page of the Academic Personnel Services website
(http://academicaffairs.ucsd.edu/aps/advance-train/forms.html). Open the “Reviews” drawer on this
page, go to the “UCSD Biography and Bibliography” box (top row), and click “Submitting Publications
Electronically.”

Individual documents vs. bundled documents

In the file preparation stage of the review process, when the review file is being constructed, documents
are uploaded as individual PDFs that can be replaced as needed. However, once a Candidate certifies
the file for departmental review, all the individual file documents are “bundled” into a single PDF (with a
bookmark for each document), and individual documents can no longer be changed or replaced.

Candidate certifications

Just as for PDF files, Candidates are requested to sign certifications in Review at certain points during
the review process in order to confirm that they are aware of their rights and that University procedures
have been followed. The titles of the certifications in Review are different from those used in PDF files,
and a new certification has been added.

For PDF files, three certifications are used:

o Certification A: Candidate’s certification statement for academic personnel review file prior to
determination of departmental recommendation

e Certification B: Candidate’s certification statement for academic personnel review file after
determination of departmental recommendation

e Certification C: Certification of materials added to academic personnel file after file has been
forwarded to Academic Personnel Services

In Review, four certifications are used:

e Certification of Departmental Review: The Candidate electronically signs this certification to
confirm that file is complete and ready for departmental review.

o Certification of Departmental Committee Report Access (new certification): If a departmental
committee report has been added to the file, the Candidate electronically signs this certification
to verify that he or she has been offered access to a redacted version of the report.
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o Certification of Departmental Recommendation Access: After the department has determined
its recommendation, the Candidate electronically signs this certification to verify that he or she
has been offered access to the departmental recommendation letter.

e Certification of Additional Materials: If new material is added to the online file after it has been
submitted for review by CAP and the EVC, the Candidate signs this certification to verify that he
or she is aware of the additions and has been offered access to them.

In Review, all certifications can be re-signed and replaced in the file as necessary. For example, if a
new student testimonial letter is added to the file after the Candidate has already signed the
Certification of Departmental Review, this certification should be re-signed and replaced.

Certifications are not included in the bundled review file; they are stored separately. However, you can
see a listing of all notifications sent and all certifications signed, with a time and date stamp displayed
for each, on the review file detail screen, as explained in more detail later in this manual.

Notifying other roles to take action

At certain points in the review process, one role (such as Department Staff) may need to notify another
role (such as Candidate) that a certain action needs to be taken—for example, that a certification needs
to be signed. At these points, the sender is prompted by Review to choose a notification type (e.qg.,
“Notify Candidate Dept Rev Cert”) onscreen. The notification will appear in a pop-up window. It will
contain required information that cannot be changed, but the sender can add details in a message box
provided above the notification text.

It is recommended that you always include your name and contact information in the message box.

Steps that must be completed outside Review

There are certain steps, such as notifying Candidates that they are due for review and conducting a
faculty vote, that currently must be completed outside Review via e-mails, phone calls, or meetings.

Such steps are highlighted in yellow in these instructions.
For example, the department will notify the Candidate outside of Review that the departmental

recommendation has been determined, and the Candidate may be invited to meet with the department
chair in person to discuss the recommendation before the review proceeds.

How to get more help with Review

If you have general questions regarding completing academic personnel processes, please contact
your dean's office.

If you have questions regarding technical issues or error messages in Review, or if you want to make
an appointment for personal, on-site assistance from Academic Personnel Services staff via the AP
Assists program, please call Ext. 40068.
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To submit questions and receive a telephone or e-mail response, use the " Feedback" link at the
bottom right-hand corner of each page of the AP On-Line Review application.

+ POST AUDIT

Terms & Conditions Feedback

A-9
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Section B — File Preparation

This section includes:

Notifying the Candidate that @ reView iS dUE ..........ooiiiiiii e B-1
(oo To [ To B o] 0 I (o 0 2 L= [ B-1
Creating @ NEW FEVIEW fil .......coe e e e e e s e e e e e e et a e e e e e e e eeaaaaans B-2
Opening the reVIEW il ... et B-5
Uploading documents tO the file.........oouieiii i e B-6
Reordering, replacing, and deleting documents in the file ... B-9
Verifying that all documents have been uploaded...............ooivviiiiiiii i B-10
Notifying the Candidate to inspect the file and sign the departmental review certification ................. B-11
Candidate’s inspection of file and signing of departmental review certification..............cccccccceeeeeeeie. B-13
File VIEWS @nd fil@ traCKING ......ueiiiiiiiii e a e e e e e e e e e e e e e e e e e eeeas B-18
Addendum — Handling of External Referee LEtters ........ccoveeiiiiiiiiiiii e B-21

Notifying the Candidate that a review is due
The department notifies the Candidate outside Review that he or she is due for review.
This step should be completed by whatever method the department currently uses, and at the correct

time to ensure compliance with departments’ and Deans’ deadlines. (In a future phase of Review
development, departments will be able to notify Candidates electronically that they are due for review.)

Logging on to Review

As detailed in Section A, you must be registered for Single Sign-On and have an assigned role in
Review in order to log on.

1. Paste the following URL into your browser: https://www-act.ucsd.edu/apol/
(A link to Review is also provided on the Academic Personnel Services Web page.)

2. You will see the following screen. Enter your Single Sign-On user name and password and
click “Sign On.”
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SINGLE SIGN-ON UC San Diego

Sign on with: Business Systems

Help
Usemame
= Learn about Passwords and Access
‘ ‘ = Contact the ACT Help Desk
Create new account
Password

Forgot your password?

0 Sign out and close your browser when you're finished.

3. You will see the following screen for a few seconds.

:" Please wait while you are directed to the requested application...

If you are having difficulties, please contact the ACT help desk at (8598) 334-1853.

4. You will then see the Review home screen for the Department Staff role.

(Note: The content of the home screen varies from role to role. Views of the home screens for
other roles are available in Appendix 1.)

HELLO STAFF1 ORANGE | SIGN-OFF

ACADEMIC PERSONNEL ONLINE UC San Dlego
Home Review Files Committees AP Data External Tools
Review Files

Create and manage review files

Committees

Choose which groups people are assigned to

AP Data

Enter data for paper review files
UC San Diego 9500 Gilman Dr. La Jolla, CA 92093 (858) 534-2230
Copyright ©2016 Regents of the University of California. All rights reserved

Terms & Conditions Feedback

Creating a new review file

1. To create a new review file for a Candidate, click “Review Files” on the Department Staff
home screen.
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ACADEMIC PERSONNEL ONLINE UC San DiegO

Home Review Files Committees AP Data External Tools

 Review Files )

Create and manage review files

Committees

Choose which groups people are assigned to

AP Data

Enter data for paper review files

UC San Diego 9500 Gilman Dr. La Jolla, CA 92093 (858) 534-2230
Copyright ©2016 Regents of the University of California. All rights reserved

Terms & Conditions Feedback

2. On the next screen, click “Create New File.”

ACADEMIC PERSONNEL ONLINE UC San Diego

Home Review Files Committees AP Data External Tools

Review FiIes(Create New File ) I_smw allﬁlesi

No files exist Search: | ‘

534-2230

rights reserved

3. You will see a screen with a “Select a Candidate” drop-down menu that allows you to
choose from a list of academic personnel in your department.

ACADEMIC PERSONNEL ONLINE

Home Review Files Committees AP Data External Tools

4 Return to Review Files

Create New File

e -
@ECT A CANDIDATE - | 3

4. Scroll down to find the name of the person for whom you want to create a file and click on
the name. If the person’s name does not appear in the drop-down menu, click the Review
Files tab at the top of the screen to see whether a file already exists.

If the Candidate’s name is on neither the drop-down menu nor the list of existing review files,
contact Academic Personnel Services for help. This usually occurs because the system
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contains the wrong department code for the Candidate, and APS will need to correct it
before the new review file can be created.

ACADEMIC PERSONNEL ONLINE

Home Review Files

<« Return to Review Files

Create New File

Committees AP Data External Tools

| - SELECT A CANDIDATE - |¥

-~

— SELECT A CANDIDATE -- \J

ORA ANDIDA

ORANGE, Academic 4
ORANGE, Academic 3
ORANGE, Academic 1

olla, CA 92093 (858

versity of California. All rights reserved

ke

5. On the next screen, there will be a “Select an Action” drop-down menu. Scroll down and click
on the file action the department is proposing (e.g., merit, accelerated merit).

The choice of file action will determine the path the file will take in Review. For example, if you

select “Merit,” the system will know the Dean is the final authority for the proposed action. If you
select “Accel Merit,” the system will know the file must go to CAP for review and to the EVC for

final action. In the example below, the action is a “Merit.”

The proposed action can be changed,

if necessary, at a later step.

ACADEMIC PERSONNEL ONLINE

Home Review Files Committees AP Data External Tools

Create New File

Candidate Name: ORANGE, CANDIDATE

Select Action: | -- SELECT AN ACTION -- e h

-- SELECT AN ACTION - \

TO BE DETERMINED

Efiective Date:| 5 ove SCALE MERIT

ACCEL MERIT
ACCEL MERIT + OFF SCALE
ACCEL PROMOTION
€3l \CCEL PROMOTION + OFF SCALE
ACCEL REAPPT/MERIT
U San Deao of ACCEL REAPPT/MERIT + OFF SCALE
Copyrant 2014 ACCEL REAPPT/MERIT/ APPRAISAL + OFF SCALE

Terms & Conditig ACCEL FRATED ABOV/

ACCELERATED FURTHER ABOVE SCALE MERIT

APPRAISAL

FURTHER ABOVE SCALE MERIT

MERIT + OFF SCALE -
MERIT + OFF SCALE -

MERIT - CAMPUS REVIEW

MERIT - DEAN'S AUTHORITY

NO CHANGE - CAMPUS REVIEW v

| ACCEL REAPPT/MERIT/APPRAISAL

E SCALE MERIT

CAMPUS REVIEW
DEAN'S AUTH
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6. Next, enter the effective date of the proposed action (note the format for the date: 07/01/18) and
click “Create” to establish a new review file and return to the Review Files screen.

ACADEMIC PERSONNEL ONLINE

Home Review Files Committees AP Data External Tools

Create New File

Candidate Name: ORANGE, CANDIDATE

Select Action: MERIT - DEAN'S AUTHORITY

Effective Date: ‘ 07/01/2018 ‘h

((Greate Ygance!

Opening the review file

After you create a new review file, the file name will appear on a list of files for academics in your
department accessed by clicking the “Review Files” tab. In the example below, only one file is listed,
but ordinarily you would see several. Note that this screen also shows the current status of the file,
“File Prep.” The status will change as the file moves through the review process.

1. Click the Candidate name to open the review file detail screen.

ACADEMIC PERSONNEL ONLINE UC San Dieg()

Home Review Files Committees AP Data External Tools
Review Files | Create New File Show all files
Alert File Name 12 DeptName Div Name Status Last Action
* ORANGE, CANDIDATE - MentD - 07_01_18 ORANGE BLUE File Prep 03/29117
UC San Diego 9500 Gilman Dr. La Jolla, CA 92093 (858) 534-2230

Copyright ©2016 Regents of the University All rights reserved

Terms & Conditions & | Feedback (3

You will see four or six sections, or “drawers,” on the screen, depending on the file action you selected.
If the action is one for which the Dean has final authority, you will see File Preparation, Departmental
Review, Dean Final Authority Review, and Post Audit, as shown on the next page..

If the EVC had authority for the action, the drawers would be File Preparation, Departmental
Review, Dean Review, Campus Review, EVC Final Authority Review, and Post Audit.
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The File Preparation section is expanded to display the various types of documents that can be
included in the file, with an “Upload” link for each type. The other sections are collapsed at this point in
the review process.

ACADEMIC PERSONNEL ONLINE UC San Diego

Home Review Files Committees AP Data External Tools

ORANGE, CANDIDATE - MeritD - 07_01_18

View File Tracking

Status: File Prep File Actions._.. ~ || Confirm
- FILE PREPARATION
* Employment History Qg@
* Candidate Personal Statement Upload
* Referee ID List, including Solicitation Letter(s) Upload
* Course Load and Student Direction Form Upload
* SOM Teaching and Patient Case Load Form Upload
* Evidence of Teaching Effectiveness
® CAPE Reports (summaries, stat sheets) Upload
® Departmental Teaching Evaluations Upload
= Other Evidence (e.g. peer review of teaching, course syllabi, teaching statement) Upload
* Biography/Bibliography Upload
* Sabbatical Report Upload
® Other (do not upload publications) Upload
* Certification: Departmental Review Notify Candidate to Certil

+ DEPARTMENTAL REVIEW
+ DEAN FINAL AUTHORITY REVIEW

+ POST AUDIT

Uploading documents to the file

When you click the “Upload” link for a particular document type, a screen will appear telling you to
upload a document of that type (e.g., “Upload Document for Employment History”).

Use this screen to upload PDF documents that you have created and stored outside Review. (See
“Preparing documents for uploading into a review file” on page A-4.)

1. Click “Browse” to access the PDF documents created for the Candidate, or type the file name
of a specific document in the box provided.
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ORANGE, CANDIDATE - MeritD - 07_01_18
Upload Document for Employment History (PDF's only) h

Note: Do not upload PDF documents that require a password to open or modify.

The following characters are not supported in file names. * 2 : " <> |/

(o]

(' Upload h Cancel

2. If you click Browse, you will use the icons in the left-hand column of the screen and the “Look in”
box at the top of the screen to navigate to the location on your computer where you have stored
the PDFs.

» Reminder: Itis important that PDF names be clear and complete so you and others can easily
determine what they are.

Highlight the document you want to upload and click “Open.”

» ThisPC » Desktop » Dummy documents -PDF-updated

Mew folder

£
ds
ente o
z (Vo

-
anual R
wts

docurm

‘or Busi

~

L

~
Name

ﬁ] Dissenting faculty letter #2
ﬁ] Dissenting faculty letter #3
@ Dissenting letter - additienal - 3pgs
@ Dissenting letter - additienal
@ Employment history

il ERL & CIL test docs UCSD
T EVC Add'linfo request letter 21
T EVC Add'linfo request letter 22
T EVC Add'l info request letter #3
T EVC Add'linfo request letter 24
@ EVC final action letter - revised
@ EVC final action letter
T EVC Prelim letter

E External referee A letter - add'l info trip #..,
E External referee A letter - add'l info trip #..,
ﬁ] External referee A letter - add'l infe trip ...

Date modified
47972010 4:36 PM
47972010 437 PM
8/17/2010 10:21 AM
4/20/2010 2:01 PM
47972010 4:21 PM
/21/2011 %05 AM
/1472011 %19 AM
/14/2011 %19 AM
/14/2011 %19 AM
/20/2011 1:15 PM
/13/2011 1:51 PM
/13/2011 1:51 PM
/13/2011 1:30 PM
/13/2011 218 PM
/13/2011 218 PM
/13/2011 2:21 PM

(=TT T RV B < T Y = BT - Y < ST - R < Vo ]

Type

Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D..
Adobe Acrobat D..
Adobe Acrobat D...
Compressed (zipp...
Adobe Acrobat D..
Adobe Acrobat D..
Adobe Acrobat D..
Adobe Acrobat D..
Adobe Acrobat D..
Adobe Acrobat D..
Adobe Acrobat D..
Adobe Acrobat D..
Adobe Acrobat D..

Adobe Acrobat D...

~

Size

] Search Dummy documents -.. 0

B

B
B
B
B
KB
2,710KB
&4 KB
47KB
37KB
49KB
41KB
ADKB
39 KB

23 KB

23 KB
34 KB

P e

Fa

Fd P

File name: | Employment history

v| All Files

)

- M e

W iof1

Cancel
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3. You will see the “Upload Document” screen again. The file name of the document you are
uploading now appears below the Browse button. Click “Upload” to upload the document to the
review file.

ORANGE, CANDIDATE - MeritD - 07_01_18
Upload Document for Employment History (PDF's only)

Note: Do not upload PDF documents that require a password to open or modify.

The following characters are not supported in file names. * ?: " <> |1/

Browse...

x Employment history.pdf #

( Upload b Cancel

4. You can upload several documents of the same type (for example, CAPE reports) at once, and
all will be listed under the same document header on the review file detail screen.

To do so, click “Browse” on the Upload Document screen, highlight the document you want to
upload, and click “Open,” as in step 2 above. You will return to the Upload Document screen
where the Browse button appears. Do not click Upload yet. Click Browse again, highlight the
next document you want to upload, and click “Open” again. Repeat the process until you have
selected all documents you want to upload, and then click “Upload.”

ORANGE, CANDIDATE - MeritD - 07_01_18

Upload Document for Evidence of Teaching Effectiveness: CAPE Reports (summaries, stat sheets) (PDF’s only)
Note: Do not upload PDF documents that require a password tc open or medify.

The following characters are not supported in file names. * 2 : " <> |1\[

Browse...

X CAPE REPORT - CHEM 145 SP 13.pdf
¥ CAPE REPORT - CHEM 187 WI 13.pdf h
x CAPE REPORT - CHEM 228 FA 12 pdf

1 Upload bCanceI

5. After each document is uploaded, the review file detail screen will display a link to the PDF, the
date the document was uploaded, and the name of the person who uploaded it, as shown in the
image below.
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Reordering, replacing, and deleting documents in the file

If several documents of one type (such as CAPE reports) have been uploaded, you can change
the order in which they appear.

1. To do this, click “Reorder” on the line for the document type.

ORANGE, CANDIDATE - MeritD - 07_01_18

View File Tracking

File Actions... ~ || Confirm
Status: File Prep

- FILE PREPARATION

* Employment History | Employment history.pdf (7 Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete

* Candidate Personal Statement | Candidate personal statement - revised.pdf (% Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
* Referee |D List, including Solicitation Letter(s) Upload
* Course Load and Student Direction Form | Course Load and Student Direction form.pdf 2 Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
= SOM Teaching and Patient Case Load Form Upload

* Evidence of Teaching Effectiveness

* CAPE Reports (summaries, stat sheets) # Reorder

*  CAPF REPORT - CHEM 145 SP 13 pdf 2 Uploaded 03/29/17 by STAFF1 ORANGE

Replace Delete

*  CAPE REPORT - CHEM 187 WI 13.pdf (2 Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete

" CAPE REPORT - CHEM 228 FA 12 paf (2 Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete

* Departmental Teaching Evaluations Upload

= Other Evidence (e g. peer review of teaching, course syllabi, teaching statement) Upload

2. You will see the following screen. Highlight the item to be moved and click “Move Up” or

“Move Down,” then click “Save” to preserve the new order and to return to the review file
detail screen.

ORANGE, CANDIDATE - MeritD - 07_01_18

Change File Order

A Move Up h
¢ .
CAPE REPOKT - CHEM 145 SP 13 pdf

CAPE REPORT - CHEM 187 WI 13.pdf
CAPE REPORT - CHEM 228 FA 12 .pdf

v Move DOW{E h
(| save )Canoel

3. Once a document has been uploaded, the link choices for the document become “Replace” and
“Delete.”




Section B File Preparation

» Only the “role family” (i.e., Candidate/Alternate or Department Chair/Department Staff) that
uploaded a document can delete it—for example, a Department Chair cannot delete a
document uploaded by a Candidate. Also, the only way a role family can replace a document
uploaded by another role family is if the document is first deleted by the role family that
uploaded it.

If you click “Replace,” the procedure for browsing and uploading the replacement document is
the same as for originally uploading it.

4. To delete a document without replacing it, click the “Delete” link.

ORANGE, CANDIDATE - MeritD - 07_01_18

View File Tracking

Status: File Prep File Actions... ~|| Confirm
- FILE PREPARATION
* Employment History | Employment historypdf @ Uploaded 03/29/17 by STAFF1 ORANGE G_;@ @
* Candidate Personal Statement | Candidate personal statement - revised pdf (2 Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
® Referee ID List, including Solicitation Letter(s) Upload
* Course Load and Student Direction Form | Course Load and Student Direction form. pdf (3 Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
= SOM Teaching and Patient Case Load Form Upload

5. This opens a new screen showing the name of the document you have chosen to delete. Click
the “Delete” button to complete this step and return to the review file detail screen.

ORANGE, CANDIDATE - MeritD - 07_01_18

File to Delete: Employment history.pdf h

( Delete , Cancel

Verifying that all documents have been uploaded

You will know that all necessary documents have been uploaded when there is a PDF link, date, and
name after each type of document required for the file.

» You must determine which documents are necessary for a particular type of file; the system cannot do
this for you. For example, the SOM Teaching and Patient Case Load form is not required for a General
Campus professor’s file, so although it is listed in the File Preparation area, you would not need to
upload this type of document.
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ORANGE, CANDIDATE - MeritD - 07_01_18

View File Tracking

Status: File Prep File Actions. ~|| Confirm
- FILE PREPARATION
* Employment History | Employment historypdft® Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
= Candidate Personal Statement | Candidate personal statement - revised.pdf (7 Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
= Referee ID List, including Solicitation Letter(s) Upload
* Course Load and Student Direction Form | Course Load and Student Direction form.pdf (9 Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
= SOM Teaching and Patient Case Load Form Upload
® Evidence of Teaching Effectiveness
* CAPE Reports (summaries, stat sheets) Upload Reorder
= CAPE REPORT - CHEM 145 SP 13 pdf (% Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
*  CAPE REPORT - CHEM 187 W1 13 pdf (% Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
" CAPE REPORT - CHEM 228 FA 12 pdf (% Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
* Departmental Teaching Evaluations Upload Reorder
" Dept Teaching Eval - CHEM 102 FA 12 pdf /2 Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
*  Dept Teaching Eval - CHEM 165 SP 13.pdf 12 Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
*  Dept Teaching Eval - CHEM 222 Wi 14 pdf (? Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
* Other Evidence (e.g. peer review of teaching, course syllabi, teaching statement) Upload
* Biography/Bibliography | BioBib pdf® Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
® Sabbatical Report Upload
= Other (do not upload publications) Upload
= Certification: Departmental Review Notify Candidate to Certi

(Note: Since the proposed action in this example is a normal merit, external referee letters are not
required. However, for actions that do require them, you would first need to upload the Referee ID List,
which contains the solicitation letter(s) sent to external referees. You would then see a line for the
external referee letters, and you would be able to upload them at that point. A more complete
discussion of external referee letters is contained in Appendix 5 in this manual.)

P It is strongly recommended that you ask the Candidate to check all the uploaded documents at this
point, before you notify him or her to sign the Certification of Departmental Review (see next step).
This way, documents can be easily corrected and replaced. If you find that a document must be
replaced after the certification has been signed, you will need return the file to File Prep, make
corrections, and then ask the Candidate to inspect the file and sign the certification again.

Notifying the Candidate to inspect the file and sign the departmental review
certification

After all necessary documents have been uploaded, but prior to the departmental review of the
file, the Candidate must be offered the opportunity to inspect the file and upload a response to the
materials in the file. The Candidate will verify that he or she has received this opportunity by
electronically signing the Certification of Departmental Review.

1. On the file details page, scroll down to the line for Certification: Department Review and click
the “Notify Candidate to Certify” link. (Previous versions of Review required that
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notifications were via the file action drop down menu. This changed effective June 2017 with
the final Review enhancement release)

" Dept Teaching Eval - CHEM 102 FA 12 pdf @ Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete

*  Dept Teaching Eval - CHEM 165 SP 13.pdf (& Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete

" Dept Teaching Eval - CHEM 222 Wi 14.pdf i@ Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete

*® Other Evidence (e.g. peer review of teaching, course syllabi, teaching statement) Upload
Biography/Bibliography | BioBib.pdfi& Uploaded 03/29/17 by STAFF1 ORANGE Replace Delete
Sabbatical Report Upload
Other (do not upload publications) Upload

Certification: Departmental Review h @and\dale toa;ﬁ)

2. You will see the natification to the Candidate. The notification contains standard wording
that cannot be changed, but you can add further information or instructions in the
message box provided. Be sure to include your name and contact information in the
message. When you are ready to send the notification, click “Send” at the bottom of the
screen.

ORANGE, CANDIDATE - MeritD - 07_01_18

From:bmisquez@ucsd.edu
To:
Cc:

Subject:
Academic review file ready for departmental review (ORANGE, CANDIDATE - MeritD - 07_

Message:
Academic review file ready for deparimental review (ORANGE, CANDIDATE - MeritD - 07_01_18)

Please type your message here:

5553 character(s) left

This is to inform you that your academic review file (noted above) is now ready for departmental review

You may inspect all non-confidential documents in your review file by logging on to AP On-Line (https:/fwww-
act.ucsd.edu/apol) and clicking on the link to your review file.

If your file includes confidential documents and you wish to obtain access to redacted copies of them (optional),
you may do so by clicking on the link in your file requesting access to these documents. You will be notified via
email when access has been granted if the material has not previously been uploaded to your file.

When you have completed your inspection of the materials in your file, please complete the departmental review
certification. You may upload a written statement in response to or commenting on materials in your review file
when completing this certification. This statement will be made available to departmental reviewers prior to
determination of the deparimental recommendation.

If you have any guestions about the academic review process or preparation of your academic review file.
please contact your department.

(' Send )_Cancel
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After the Candidate has been notified to sign the Certification of Departmental Review, nothing other
than a Referee ID list, including solicitation letters, and redacted and/or unredacted external referee
letters can be uploaded, deleted, or replaced in the file unless the file is returned to File Preparation.

Note that in the screen below, links (“Upload,” “Replace,” etc.) are no longer available on the right side
of the screen for all document types excluding Referee ID list, and the “Status” line has changed from
“File Prep” to “Dept Rev Cert Pending.”

The Candidate must sign the Certification of Departmental Review before the review process can
proceed.

ORANGE, CANDIDATE - MeritD - 07_01_18

Select File Type |~ || View Certs & Notifs | View File Tracking

File Actions._. ~ || Confirm
Status: Dept Rev Cert pending h
o Candidate has been notified to sign the certification
- FILE PREPARATION
= Employment History | Employment history.pdf Uploaded 03/29/17 by STAFF1 ORANGE
* Candidate Personal Statement | Candidate personal statement - revised pdf Uploaded 03/29/17 by STAFF1 ORANGE
" Referee ID List, including Solicitation Letter(s) Upload

Course Load and Student Direction Form | Course Load and Student Direction form pdf Uploaded 03/29/17 by STAFF1 ORANGE

® SOM Teaching and Patient Case Load Form

® Evidence of Teaching Effectiveness

* CAPE Reports (summaries, stat sheets)

®  CAPE REPORT - CHEM 145 SP 13 pdf Uploaded 03/29/17 by STAFF1 ORANGE

®  CAPE REPORT - CHEM 187 Wi 13 pdf Uploaded 03/29/17 by STAFF1 ORANGE

®  CAPE REPORT - CHEM 228 FA 12 pdf Uploaded 03/29/17 by STAFF1 ORANGE

® Departmental Teaching Evaluations

=  Dept Teaching Eval - CHEM 102 FA 12.pdf Uploaded 03/29/17 by STAFF1 ORANGE

®  Dept Teaching Eval - CHEM 165 SP 13.pdf Uploaded 03/29/17 by STAFF1 ORANGE

Candidate’s inspection of file and signing of departmental review
certification

1. Below is the Candidate’s view of the natification to inspect the file and sign the Certification of
Departmental Review.
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= Subject: Academic review file ready for departmental review (WHITE, CANDIDATE - MeritD - 07_01_18)
= Default Subject: Academic review file ready for departmental review

= Text: Academic review file ready for departmental review (WHITE, CANDIDATE - MeritD - 07_01_18)

Hi Professor White,

A faculty meeting iz scheduled for next Wednesday to review and vote on your file. Please inspect the file and sign
the cerification by Wednesday morning.

Thanks,
Mary Smith
ext. 435917

This is to inform you that your academic review file (noted above) is now ready for departmental rewview.

“‘ou may inspect all non-confidential documents in your review file by logging on to AP On-Line (hitps:/ihawwee-
act.ucsd.edufapollapol) and clicking on the link to your review file.

If wour file includes confidential documents and you wish to obtain access to redacted copies of them (optional), vou
may do =0 by clicking on the link in your file requesting access to these documents. You wil be notified via email
when access has been granted.

When you have completed vour inspection of the materials in your file, pleaze complete the departmental review
certification. You may upload a written statement in response to or commenting on materials in your review file when
completing this certification. This statement will be made available to departmental reviewers prior to determination of
the departmental recommendation.

If you have any questions about the academic review process or preparation of your academic review file, please
contact your department.

2. The Candidate will log on to Review and click “Review Files” on the Candidate home
screen. (For a view of the Candidate home screen, see Appendix 1.)

3. On the Review Files screen, the file name will be preceded by an exclamation point
indicating that some action must be taken, and the Status column will show that the
Certification of Departmental Review is pending. The Candidate will click the file name to
open the review file detail screen.

ACADEMIC PERSONNEL ONLINE UC San Diego

Home Review Files Access Rights External Tools

Review Files | Create New File Show all files
Alert File Name : DeptName Div Name Status Last Action

0 WHITE, CANDIDATE - MentD - 0?_01_@“ WHITE BROWN Dept Rev Cert pending 037291171

UC San Diego 9500 Gilman Dr. La Jolla, CA 92093 2230

Copyright ©2016 Regents of the Universit ia. All rights reserved

Terms & Conditions (@ | Feedback (@
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4. The review file detail screen will display a message directing the Candidate to sign the
Certification of Departmental Review.

ACADEMIC PERSONNEL ONLINE

Home Review Files Access Rights External Tools

WHITE, CANDIDATE - MeritD - 07_01_18

| Select File Type |v|| View |View File Tracking

Status: Dept Rev Cert pending

0 Step 1: Review your file (select 'Candidate’ from the dropdown above and click "View." Your bundled pdf file will open in a new tab/window)
Step 2: Sign the departmental review certification

- FILE PREPARATION

* Employment History | Employment history pdf Uploaded 03/29/17 by STAFF1 WHITE

* Candidate Personal Statement | Candidate personal statement pdf Uploaded 03/29/17 by STAFF1 WHITE

" Referee ID List, including Solicitation Letter(s)

5. The red text in the File Preparation section also directs the Candidate to sign this
certification, and a “Sign” link is provided.

P The Candidate should inspect the file (see next step) before clicking “Sign.”

* Biography/Bibliography | BioBib.pdf Uploaded 03/29/17 by STAFF1 WHITE

® Sabbatical Report

® Other (do not upload publications)

* Certification: Departmental Review | Sign
Step 1: Review your file (select 'Candidate’ from the dropdown above and click 'View.' Your bundied pdf file will open in a new tab/window)
Step 2: Sign the departmental review certification

+ DEPARTMENTAL REVIEW
+ DEAN FINAL AUTHORITY REVIEW

+ POST AUDIT

6. To inspect the bundled file, the Candidate will select “Candidate” on the Select File Type drop-
down menu and click “View.”
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Home Review Files Access Rights External Tools

WHITE, CANDIDATE - MeritD - 07_01_18
miew File Tracking

Select File Type
Select File Type
Candidate

atus: Dept Rev Cert pending

0 Step 1: Review your file (select "Candidate’ from the dropdown above and click 'View." Your bundled pdf file will open in a new tab/window)
Step 2: Sign the departmental review certification

- FILE PREPARATION

= Employment History | Emplovment history.pdf Uploaded 03/29/17 by STAFF1 WHITE

7. The Candidate can navigate through the bundled PDF file either by using the bookmarks at the
left side of the screen or by clicking on an item in the Table of Contents. When the inspection is
complete, the Candidate can close the window to return to the review file detail screen.

m

1
EP - i Table of Contents
E{F Table of Contents
\/% T Employment X || (Emptoyment History. Ji....oooiiiiiii 2
History .................................................... 3
@ EF Candidate Course Load and Student Direction Form. ... .. ool iiiiiiiimaaddaaddaneaessisisus 4
Evidence of Teaching Effectiveness
Personal CAPE Reports (summaries, stat sheets)........cocvvevrrvrrersssssssnnsnns 5
Statement ;
CAPE Reports (summaries, stat sheebs) . ... ..o iiirriieriissrasssssnsess (1
G Course Load and CADE Reports (summaries, stat sheets).......ccciivemniincranncssssnsnnaas 7
Student Direction Departmental Teaching Evaluations..........cuoencuiccncnnnnnnensnsnannnnns 8
Form Departmental Teaching Evaluations. .. ... iiiiiiescnnanssnsvainnsasasnnsans 9
E‘D Evidence of Departmental Teaching BvaluabioliB. .« ceuissessss s ssissssassieiassiss 10
Teaching Other Evidence of Teaching Effectiveness. . ........ciiieeeennnnnnnnnnnnns 11
Effectiveness Other Evidence of Teaching EffectiVeness...........ccccceceaanneeeaaannn 12
EP CAPE Repor‘(s Other Evidence of Teaching Effectiveness.........ccciuuiecinnnincasnsans 13
(summaries, stat Biography/BibDliography . e ssssssvsvsssensstotsnsststsstssssassonssossstosesnsnss 14
sheets) BaADDAbICAL REDOEE o o e e o0 b e e e R R e e e T e e 15
iy Departmental
Teaching
Evaluations
[—p Mblme Ciimdmmnn

8. On the review file detail screen, the Candidate will click “Sign” to open the Certification of
Departmental Review.
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" Biography/Bibliography | BioBib pdf Uploaded 03/29/17 by STAFF1 WHITE

= Sabbatical Report

= Other (do not upload publications)

Certification: Departmental Review |
Step 1: Review your file (select '‘Candidate’ from the dropdown above and click View." Your bundled pdf file will open in a new tab/window)
Step 2: Sign the departmental review certification

+ DEPARTMENTAL REVIEW
+ DEAN FINAL AUTHORITY REVIEW

+ POST AUDIT

9. In the certification, the Candidate will click “I accept” and can use the “Browse” button to
upload a response to materials in the file (optional). The Candidate’s response is created and
converted to a PDF for uploading into the file outside Review.

The title of the uploaded document will appear below the Browse button.

The Candidate will click “Confirm” to electronically sign the certification.

P By electronically signing this certification, the Candidate formally submits the file
for departmental review.

Certification of Departmental Review for Review File WHITE, CANDIDATE - MeritD - 07_01_18

| certify that:

1. | was informed of the impending academic review for this personnel action and of the relevant University of California policies and procedures related to the
academic review process.

2. | was provided the opportunity to ask questions and to supply pertinent information and evidence

3. | have reviewed all non-confidential material in my academic review file.

4 | was provided the opportunity to request redacted copies of confidential material (if any) in my academic review file

5. I understand | may submit a written statement for inclusion in this file in response to or commenting upon material in the file

8. If relevant to this review, | was given the opportunity to provide, in writing, names of persons who, in my view, might not be able to objectively evaluate my
qualifications and performance.

Note: Your acceptance on this certification indicates only that you acknowledge that the procedures required by University policy were followed prior to departmental
consideration of your file. It does not imply your agreement or disagreement with any of the assessments or opinions in the academic review file. If you have
questions, contact your department's academic personnel representative before accepting.

( M I accept >

Upload New Response Document(s) (PDF's only) - This is optional.

Note: Do not upload PDF documents that require a password to open or modify.

Any apostrophe in your file name will be replaced with an underscore.

Browse... h

( I7(3cmfirm b:ancel
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Note: If the file is later returned to the department by the Dean’s office for corrections, and the
Candidate is asked to re-sign the Departmental Recommendation Certification, the Candidate
can delete the original response to the materials in the file (if any) by checking the delete box on
the pop-up screen that appears after clicking “I accept” (not shown), and a new response can be
uploaded. Alternatively, the original response can be left in place, and a new response can be

added as well by clicking the Browse button. This can be done any time the Candidate is asked
to re-sign any certification.

File views and file tracking

Once the Candidate has been notified to sign the Certification of Departmental Review, you will have
access to both views of the bundled file (the Department view and the Candidate view), which are
available via the Select File Type drop-down menu. You will also have two links to information about
the progress of the file, “Certs & Notifs” and “View File Tracking.” Note that the Candidate will have

access to View File Tracking, but not Certs & Notifs, because notifications may contain confidential
information.

Home Review Files Committees AP Data External Tools

WHITE, CANDIDATE - MeritD - 07_01_18

Select File Type Hh View erts & Notifs | View File Trackin'g ’
Select File Type

Candidate
Department ental Review

File Actions... ~ | Confirm

0 Step 1: Assign a committee or Voting Faculty (if applicable).
Step 2: Enter Vote (if applicable).
Step 3: Enter Proposed.
Step 4: Upload Dept Letter.

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW ASSIGN COMMITTEE

1. Department view of the bundled file

On the Select File Type drop-down menu, highlight “Department” and then click “View.”

Home Review Files Committees AP Data External Tools

WHITE, CANDIDATE - MeritD - 07_01_18

Select File Type View
| Select File Type W
Candidate

Department

Certs & Notifs | View File Tracking

. File Actions... «|| Confirm
ental Review

0 Step 1: Assign a committee or Voting Faculty (if applicable).
Step 2: Enter Vote (if applicable).
Step 3: Enter Proposed.
Step 4: Upload Dept Letter.

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW ASSIGN COMMITTEE
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The Department view of the bundled file will contain any unredacted confidential documents
included in the file, such as the unredacted departmental ad hoc committee report. (There are
not yet any unredacted documents in this example file.)

Clicking on an item in either the Bookmarks column or the Table of Contents will take you to
that item in the file.

ﬂ;_[ Bookmarks [
- -
EF E & Table of Contents
=P Table of Contents
& - 2
& T Employment
Histo ification: Departmental Review.........ccccereeneencessenannnans 3
[3{1 EF R Candidate Personal Statement........c.cveieninnnrornonanensnnssaranasassnnsnnsnns 4
esponse to . . . -
p,, . Course Load and Student Direction PoOIM.......ccccciierronracncanasssnassanaannnns 5
Certification: . R . i
Evidence of Teaching Effectiveness
Departmental . .
= CAPE Reports (summaries, stat sheets).......c.iieiieennnanreariansnnnnns [
Review ~ .
EF CAPE Reports (summaries, stat sheets)........c.iiiverinnnnnnannnasannnns 7
Candidate CAPE Reports (summaries, stat sheets)..........ivirnnrinnnnnnonnsnsnnnnns 8
Personal Departmental Teaching Evaluations........c.oeiveruensarconnnnsosasasannnns 9
Statement Departmental Teaching Evaluations. .......cueuseruonsasconsnnsasnsasnnnnns 10
EF Course Load and Departmental Teaching Evaluations..........c.ciineiinnnnncnrcasncnnnnnnns 11
Student Direction Other Evidence of Teaching Effectiveness............iuiuiiiiennnnnnnnnnnn 12
Form Other Evidence of Teaching Effectiveness. . .......iiiiiunnnnronnnnsannnns 13
= EF Evidence of Other Evidence of Teaching Effectiveness............. it ecennnnnanaans 14
Teaching Biography /Bibliography.......c..cceetecccasssssaansanssasaannansansannssassnsaanansns 15
Effectiveness Sabbatical RepOrt........iiecietiunasacessassasecassassascassasasascasssssanasss 1&

[ CAPE Reports
(summaries, stat
sheets)

P Departmental
Teaching
Evaluations

[P Other Evidence
of Teaching
Effectiveness

P Biography/Bibliog
raphy
[P sabbatical Report

2. Candidate view of the bundled file

The Candidate view of the bundled file will be different from the Department view if the file
contains any confidential documents. The Candidate view will contain only the redacted
versions of these documents. (In this example, there are not yet any confidential
documents in the file, so the Candidate view is still the same as the Department view
above.)

3. Certs and Notifs Tracking
If you click the “Certs & Notifs” link on the review file detail screen, you will see a list of the
certifications signed by the Candidate to date and a list of any online notifications sent by

one role to another (e.g., by Department Staff to Department Ad Hoc or Voting Faculty).

The certifications and notifications are not included in the review file itself, but can be
viewed via the links on this screen.
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By default, the certifications and notifications appear in reverse chronological order so you

always see the most recently completed item first.

Certs & Notifs Tracking

WHITE, CANDIDATE - MeritD - 07_01_18

Certifications

+ Certification of Deparimental Review

Notifications

+ Notify Candidate File Complete

Close

Date

03/29M17 15:29:25

Date

03/29M17 1512:21

4. File Tracking

If you click the “View File Tracking” link, you will see a list of the steps that have been
completed or are pending. By default, these steps appear in reverse chronological order
S0 you always see the most recently completed step first, but you can click the down arrow

to change to chronological order.

File Tracking
WHITE, CANDIDATE - MeritD - 07_01_18
Date %Acﬁun
03/29/17 15:29:25 Departmental Review
03/29/M17 15:29:24 Dept Rev Cert signed
03/2917 1512119 Dept Rev Cert pending
03/29/17 151212 File Prep
03/29M17 15:10:32 File Created
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Addendum — Handling of External Referee Letters

1. To upload external referee letters during the File Preparation stage (Section B), you must first
upload the Referee ID List, which includes the solicitation letter(s) sent to the external referees.

Like all other documents in the file, the Referee ID List and external referee letters are PDFs
created outside Review.

File names for external referee letters must not include referees’ actual names (or any other
information that might disclose their identities), but instead should be labeled with letters of the
alphabet (“External Referee Letter A,” “External Referee Letter B,” etc.) to correspond to the
letters on the Referee ID List.

Note that you can reorder, delete, and replace these documents until the Candidate is notified to
sign the Certification of Departmental Review.

Effective June 2017, Review also includes the ability to upload the redacted versions of the
external referee letters prior to notifying the candidate to certify and request redacted copies.
The redacted versions of external letters will not automatically be provided, the candidate will
still need to request them. However, if they are already uploaded, the system will automatically
refresh for the candidate and an onscreen alert will inform the candidate that the letters have
been uploaded and can be viewed in their candidate bundle.

Home Review Files Committees AP Data External Tools

WHITE, CANDIDATE - MeritD - 07_01_18

Certs & Notifs | View File Tracking

Status: File Prep File Actions... ~|| Confirm
- FILE PREPARATION
* Employment History | Employment history pdf? Uploaded 03/29/17 by STAFF1 WHITE Replace Delete
* Candidate Personal Statement | Candidate personal statement pdf /2 Uploaded 03/29/17 by STAFF1 WHITE Replace Delete
® Referee ID List, including Solicitation Leﬂer(s)@eree D form@proaded 04/05/17 by STAFF1 WHITE Replace Delete
" External Referee Letters - Unredacted M(R;order)
foemai referee A letfer - unredacfed@)!oaded 04/05/17 by STAFF1 WHITE Replace Delete
*  External referee B lefter - unredacted.pdf (2 Uploaded 04/05/17 by STAFF1 WHITE Replace Delete
" External referee C letter - unredacted.pdf(® Uploaded 04/05/17 by STAFF1 WHITE Replace Delete
= External Referee Letters - Redacted * Upload
* Course Load and Student Direction Form | Course Load and Student Direction form_pdf (7 Uploaded 03/29/17 by STAFF1 WHITE Replace Delete

2. When the file is complete, you will notify the Candidate to sign the Certification of Departmental
Review by clicking the “Notify Candidate to Certify” link located at the bottom of the file
preparation section.
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Home Review Files Committees AP Data External Tools

WHITE, CANDIDATE - MeritD - 07_01_18

Certs & Notifs | View File Tracking

Status: File Prep File Actions... ~ || Confirm
- FILE PREPARATION
= Employment History | Employment history.pdf 12 Uploaded 03/29/17 by STAFF1 WHITE Replace Delete
* Candidate Personal Statement | Candidate personal statement pdf (& Uploaded 03/29/17 by STAFF1 WHITE Replace Delete
" Referee ID List, including Solicitation Letter(s) | Referee ID form.pdf (2 Uploaded 04/05/17 by STAFF1 WHITE Replace Delete
® External Referee Letters - Unredacted Upload Reorder
*  External referee A letter - unredacted.pdf (% Uploaded 04/05/17 by STAFF1 WHITE Replace Delete
*  External referee B letter - unredacted pdf (3 Uploaded 04/05/17 by STAFF1 WHITE Replace Delete
" Extemal referee C letter - unredacted.pdf (% Uploaded 04/05/17 by STAFF1 WHITE Replace Delete
® External Referee Letters - Redacted Upload
* Course Load and Student Direction Form | Gourse Load and Student Direction form.pdf (3 Uploaded 03/29/17 by STAFF1 WHITE Replace Delete
= S0M Teaching and Patient Case Load Form Upload
= Evidence of Teaching Effectiveness
* CAPE Reports (summaries, stat sheets) Upload Reorder
* CAPE REPORT - CHEM 145 SP 13.pdf (2 Uploaded 03/29/17 by STAFF1 WHITE Replace Delete
* GAPE REPORT - CHEM 187 Wi 13.pdf (3 Uploaded 03/29/17 by STAFF1 WHITE Replace Delete
" GAPE REPORT - CHEM 228 FA 12.pdf (@ Uploaded 03/29/17 by STAFF1 WHITE Replace Delete
* Departmental Teaching Evaluations Upload Reorder
*  Dept Teaching Eval - CHEM 102 FA 12.pdf (2 Uploaded 03/29/17 by STAFF1 WHITE Replace Delete
*  Dept Teaching Eval - CHEM 165 SP 13.pdf (2 Uploaded 03/29/17 by STAFF1 WHITE Replace Delete
" Dept Teaching Eval - CHEM 222 Wi 14.pdf (? Uploaded 03/29/17 by STAFF1 WHITE Replace Delete
* Other Evidence (2.g. peer review of teaching, course syllabi, teaching statement) Upload
* Biography/Bibliography | BioBib.pdf (% Uploaded 03/29/17 by STAFF1 WHITE Replace Delete
" Sabbatical Report Upload
= Other (do not upload publications) Upload
® Certification: Departmental Review | Notify Candidate to Certi

3. You will see the following notification to the Candidate.( Note that the Candidate will be able to
request access to redacted copies of external referee letters.)

You can add a message in the box provided and then click Send.
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Email Notification

VWHITE, CANDIDATE - MeritD - 07_01_18

From:bmisquez@ucsd.edu
To:WHITE, CANDIDATE <jebennett@ucsd edu=
Ce:

Subject:
‘ Academic review file ready for departmental review (WHITE, CANDIDATE - MeritD - 07_ ‘

Message:
Academic review file ready for departmental review (WHITE, CAMDIDATE - MeritD - 07_01_18)

Pleaze type your message here:

5553 character(s) left

This is to inform you that your academic review file (noted above) is now ready for departmental review

You may inspect all non-confidential documents in your review file by logging on to AP On-Line (hitps:ifwww-
actucsd.edu/apol) and clicking on the link to your review file.

If your file includes confidential documents and you wish to obtain access to redacted copies of them
(optional), you may do so by clicking on the link in your file requesting access to these documents. You will
be notified via email when access has been granted if the material has not previously been uploaded to your
file.

When you have completed your inspection of the materials in your file, please complete the departmental
review cerification. You may upload a written statement in response to or commenting on materials in your
review file when completing this cerification. This statement will be made available to departmental
reviewers prior to determination ofthe departmental recommendation.

If you have any questions aboutthe academic review process or preparation of your academic review file,
please contact your department.

4. The review file detail screen will instruct the Candidate to review their file materials and either
sign the Certification of Departmental Review or request access to the external referee letters. In
this example, the Candidate requests access by clicking the appropriate link.

B-23



Section B File Preparation

WHITE, CANDIDATE - MeritD - 07_01_18

Select File Type |~ || View | View File Tracking

Status: Dept Rev Cert pending

© Sstep 1: Review your file (select 'Candidate’ from the dropdown above and click 'View." Your bundled pdf file will open in a new tab/window)
Step 2: Request access to redacted referee letters (optional)
Step 3: Sign the department review certification

= FILE PREPARATION

Employment History | Employment history pdf Uploaded 03/28/17 by STAFF1 WHITE

Candidate Personal Statement | Candidate personal statement pdf Uploaded 03/29/17 by STAFFT WHITE

Referee ID List, including Solicitation Letter(s) | Referee ID form.pdf Uploaded 04/05/17 by STAFF1 WHITE

External Referee Letters - Unredacted

=  External referee A letter - unredacted.pdf Uploaded 04/05/17 by STAFF1 WHITE

=  External referee B letter - unredacted.pdf Uploaded 04/05/17 by STAFF1 WHITE

=  External referee C letter - unredacted pdf Uploaded 04/05/17 by STAFF1 WHITE

External Referee Letters - Redacted

Course Load and Student Direction Form | Course Load and Student Direction form.pdf Uploaded 03/29/17 by STAFFT WHITE

SOM Teaching and Patient Case Load Form

Evidence of Teaching Effectiveness

= CAPE Reports (summaries, stat sheets)

= CAPE REPORT- CHEM 145 SP 13 pdf Uploaded 03/29/17 by STAFF1 WHITE

= CAPEREFORT- CHEM 187 Wi 13.pdf Uploaded 03/28/17 by STAFF1 WHITE

® CAPEREPORT- CHEM 228 FA 12 pdf Uploaded 03/29/17 by STAFF1 WHITE

= Deparmental Teaching Evaluations

=  Dept Teaching Eval - CHEM 102 FA 12 pdf Uploaded 03/29/17 by STAFF1 WHITE

=  Dept Teaching Eval - CHEM 165 SP 13 pdf Uploaded 03/28/17 by STAFF1 WHITE

= Dept Teaching Eval - CHEM 222 Wi 14.pdf Uploaded 03/28/17 by STAFF1 WHITE

= Other Evidence (e.g. peer review ofteaching, course syllabi, teaching statement)

Biography/Bibliography | BioBib.pdf Uploaded 03/28/17 by STAFF1 WHITE

Sabbatical Report

Other (do notupload publications)

* Certification: Departmental Review | Sign{ Reg Lir
Step 1: Review your file (select 'Candidate’ from the dropdi above and click "View.' Your bundled pdf file will open in a new tab/window)
Step 2: Reg 1o red: d referee letters {optional)

Step 3: Sign the department review certification

5. The Candidate will click Confirm on the subsequent pop-up screen to request access and return
to the review file detail screen.

6. If the Department Staff had not previously uploaded the redacted external referee letters prior to
notifiying the candidate to cerfify, they will receive a notification (not shown) that the Candidate
has requested access to the redacted external referee letters. A message stating that the
Candidate requests access will appear on the review file detail screen, and there will be an
Upload button on the line for redacted external letters.
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WHITE, CANDIDATE - MeritD - 07_01_18
View Certs & Notifs | View File Tracking

Status: Dept Rev Cert pending Confirm

© Candidate requests access to External Referee Letters.

- FILE PREPARATION

* Employment History | Employment historypdf Uploaded 03/29/17 by STAFF1 WHITE

* Candidate Personal Statement | Candidate personal statement pdf Uploaded 03/29/17 by STAFF1 WHITE

* Referee D List, including Solicitation Letter(s) | Referee ID form.paf (5 Uploaded 04/05/17 by STAFF1 WHITE Replace Delete
* External Referee Letters - Unredacted Upload Reorder
= External referee A letter - unredacted pdf (F Uploaded 04/05/17 by STAFF1 WHITE Replace Delete
= External referee B letter - unredacted pdf (5 Uploaded 04/05/17 by STAFF1 WHITE Replace Delete
= External referee C letter - unredacted pdf (% Uploaded 04/05/17 by STAFF1 WHITE Replace Delete
* External Referee Letters - Redacted Upload

If the redacted external referee letters were previously uploaded, the candidate will receive an
onscreen notification that the redacted copies are now included in their pdf bundle.

The redacted document(s) have been added to the pdf bundle. Please open an updated bundle by selecting the "Candidate’ bundle and clicking on View," an updated bundle will appear with the redacted
document(s)included.

After clicking “OK”, the onscreen instructions to the candidate will update and the “Req Ltr” link
will disappear.
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YELLOW, CANDIDATE - Promo - 07_01_18

Select File Type |« || View | View File Tracking

Status: Dept Rev Cert pending

© Sstep 1: Review your file (select 'Candidate’ from the dropdown above and click "View.' Your bundled pdf file will open in a new tab/window)

Step 2: Sign the departmental review certification

FILE PREPARATION

* Employment History | Employment history pdf Uploaded 04/06/17 by STAFF1 YELLOW

* Candidate Personal Statement | Candidate personal statement pdf Uploaded 04/06/17 by STAFF1 YELLOW

* Referee ID List, including Solicitation Letter(s) | Referee /D form.pdf Uploaded 04/06/7 by STAFF1 YELLOW

* External Referee Letters - Unredacted

External referee A lefter - unredacted pdf Uploaded 04/06/17 by STAFF1 YELLOW

External referee B letter - unredacted pdf Uploaded 04/06/17 by STAFF1 YELLOW

External referee C letter - unredacted pdf Uploaded 04/06/17 by STAFF1 YELLOW

* External Referee Letters - Redacted

External referee A letter - redacted pdf Uploaded 04/06/17 by STAFF1 YELLOW

External referee B letter - redacted pdf Uploaded 04/06/17 by STAFF1 YELLOW

External referee C lelter - redacted pdf Uploaded 04/06/1 7 by STAFF1 YELLOW

* Course Load and Student Direction Form | Course Load and Student Direction form pdf Uploaded 0406/17 by STAFF1 YELLOW

* S0M Teaching and Patient Case Load Form

* Evidence of Teaching Effectiveness

= CAPE Reports (summaries, stat sheets)

CAPE REPORT - CHEM 145 SP 13.pdf Uploaded 04/06/17 by STAFF1 YELLOW

CAPE REPORT - CHEM 187 Wi 13.pdf Uploaded 04/06/17 by STAFF1 YELLOW

CAPE REPORT - CHEM 228 FA 12 pdi Uploaded 04/06/17 by STAFFT YELLOW

= Departmental Teaching Evaluations

= Other Evidence (e.g. peer review ofteaching, course syllabi, teaching statement)

* Biography/Bibliography | Biobib revised at dept request pdf Uploaded 04/06/17 by STAFF1 YELLOW

* Sabbatical Report

* Other (do not upload publications)

* Cerification: Departmental Review |

Step 1: Review your file (sefect 'Candidate’ from the dropdown above and click "View." Your bundfed pdf fife will open in a new rabywindow)

Step 2: Sign the departmental review certification

The number of redacted letters uploaded must match the number of unredacted letters in the file,
and the system is able to detect the numbers. If the numbers do not match, you will receive an
error message when you try to notify the candidate (in a later step) that the redacted letters are

available.

Note, however, that the system can only detect whether equal numbers of redacted and
unredacted letters have been uploaded. It cannot determine whether each redacted letter
corresponds to the correct unredacted letter, so you must ensure that the letters match up.

To notify the Candidate that access to the redacted external referee letters is available, click the
“Notify Candidate Access Has Been Granted” link located at the bottom of the file preparation

section.

B-26



Section B

File Preparation

WHITE, CANDIDATE - MeritD - 07_01_18

SelectFile Type |« || View Certs & Notifs | View File Tracking

Status: Dept Rev Cert pending

0 Candidate requests access to External Referee Letters.

- FILE PREPARATION

File Actions..

~ || Confirm

Employment History | Employment history.pdf Uploaded 03/25/17 by STAFF1 WHITE

Candidate Personal Statement | Candidate personal statement pdf Uploaded 03/29/17 by STAFF1 WHITE

Referee ID List, including Solicitation Letter(s) | Referee ID form.pdf (9 Uploaded 04/05/17 by STAFF1 WHITE

Replace Delete

External Referee Letters - Unredacted

Upload Reorder

= External referee A letter - unredacted pdf (2 Uploaded 04/05M7 by STAFF1 WHITE

Replace Delete

= External referee B letter - unredacted. pdf (& Uploaded 04/05/17 by STAFF1 WHITE

Replace Delete

= External referee C lefter - unredacted pdf i3 Uploaded 04057 by STAFF1 WHITE

Replace Delete

External Referee Letters - Redacted

Upload Reorder

= External referee A letter - redscted pdf (2 Uploaded 04/06/17 by STAFFT WHITE

Replace Delete

" External referee B letter - redscted pdf (2 Uploaded 04/06/17 by STAFF1 WHITE

Replace Delete

= External referee C letter - redacted pdf (F Uploaded 04006/ 7 by STAFF1 WHITE

Replace Delete

Course Load and Student Direction Form | Course Load and Student Direction form.pdf Uploaded 03/28/17 by STAFF1 WHITE

SOM Teaching and Patient Case Load Form

Evidence of Teaching Effectiveness

" CAPE Repors (summaries, stat sheets)

® CAPE REPORT - CHEM 145 5P 13 pdf Uploaded 03/29/17 by STAFF1 WHITE

® CAPE REPORT - CHEM 157 W 13.pdf Uploaded 03/29/17 by STAFF1 WHITE

= CAPE REPORT - CHEM 228 FA 12 pdf Uploaded 03/29/17 by STAFF1 WHITE

= Departmental Teaching Evaluations

=  Dept Teaching Eval - CHEM 102 FA 12 pdf Uploaded 03/29/17 by STAFF1 WHITE

= Dept Teaching Eval - CHEM 163 SP 13 pdf Uploaded 03/29/17 by STAFF1 WHITE

®  Dept Teaching Eval - CHEM 222 W 14 pdf Uploaded 03/29/17 by STAFF1 WHITE

= Other Evidence (e.g. peer review of teaching, course syllabi, teaching statement)

Biography/Bibliography | BioBib.pdf Uploaded 03/28/17 by STAFF1 WHITE

Sabbatical Report

Other (do not upload publications)

Certification: Departmental Review

you will receive the error message below.

Request failed!

[The number of uploaded Unredacted External Referee Letters must
imatch the number of uploaded Redacted External Referee Letters. The
[following documents have been uploaded for this file:

[Unredacted - 3 file(s) uploaded
» External referee A letter - unredacted pdf
» External referee B letter - unredacted pdf
» External referee C letter - unredacted pdf

[Redacted - 2 file(s) uploaded
» External referee A letter - redacted.pdf
« External referee B letter - redacted pdf
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10. When the numbers of letters match, as in the screen below, you will be able to notify the
candidate that access has been granted by clicking the “Notify Candidate Access Has Been
Granted” link, as shown in Step 8.

11. The notification to the Candidate will appear, and you can add information in the message box
provided, then click Send. (The Candidate’s view of the notification is not shown here.)

WHITE, CANDIDATE - MeritD - 07_01_18

From:bmisquez@ucsd. edu
To:WHITE, CANDIDATE <jebennetti@ucsd. edu>
Ca:

Subject:
Confidential documents available (WHITE, CANDIDATE - MeritD - 07_01_18)

Message:
Confidential documents aveilable (WHITE, CANDIDATE - MeritD - 07_01_18)

Flease type your message hers:

E800 character(s) left

In response to your request for access to redacted versions of the confidentisl documents in your review file, this
is to inform you that access is now available.

“fou may view the redacted documents by logging on to AP On-Line (hitps:/fwww-act. ucsd edu/spol/apol) and
clicking on the link to your review file.

After you have viewed these documents, plesse complete the departmental review certification.
“fou may upload a written statement in response to or commenting on the materials in the file when completing
this certification. This staterment will be made available to departmentsl reviewers prior to determination of the

departmental recommendation.

‘When you have completed the cedification, departmental review of your file can proceed.

If you have any guestions about the scademicreview process or preparation of your academic review file, please
contact your department.

12. Before signing the certification, the Candidate should inspect the redacted letters in the
Candidate view of the bundled PDF.
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ACADEMIC PERSONNEL ONLINE UCSan Diego

Home Review Files Access Rights External Tools

WHITE, CANDIDATE - MeritD - 07_01_18

—=
iew

Vi

Select File Type

Select File Type

Candidate
[ALlas. U

iew File Tracking

v Cert pending

@ step 1: Review your file (select 'Candidate’ from the dropdown above and click "View.” Your bundled pdf file will open in a new tabiwindow)
Step 2: Sign the departmental review certification

- FILE PREPARATION

* Employment History | Employment historypdf Uploaded 03/29/17 by STAFF1 WHITE

13. The Candidate can click “External Referee Letters — Redacted” in the bookmarks column, or
click on each letter in the table of contents. Only the redacted letters will be available in the
Candidate view of the file.

1 Bookmarks [ __‘
= i
B Table of Contents Table of Contents
\4 [F Employment

History EMpLloyment Hi st ory . o oottt et et e e e e e e e e e e e e e e e e e 2
:"1?/@ [P Candidate Candidate Dareon BB EnT L o 3
| Personal |l _~TTornal Referee Letters - REGACLAEIINNG - - -« - oo n e ettt e e 4
1 Statement c
| e ol Fxtermal Referee Letters - Redacted.. ... }....coeriiiiiiiiiiii :
[ letters-  |@) ~External Referee Letters - Redacted ™. ..........ooiiiniiiiiii i
| Redacted Course = 3 maeyw =3 o qwuy oSSR E e Re’ s W5 . (O 7
|
| P course Load Evidence of Teaching Effectiveness
| and Student CRAPE Reports (summaries, stat sheebs) .. ... ...t e e e 8
: Direction Form CAPE Reports (summaries, stat sheebts) .. ... ... e e e 9

=¥ Evidence of .

| ) CRPE Reports (summaries, stat sheets) .. ... .. ... i 10
| Teaching
| Effectiveness Departmental Teaching EvaluationsS. . ... ...ttt n ottt aeeae e 11
| [F cape Reports Departmental Teaching EvaluabionS...... .. uutun s oannnnns 12
; (summaries, Departmental Teaching EvaluabionS. ... ... iutnn s onnannns 12
| stat sheets) Biography/Bibl logran iy e v o v v vt v s s e st e e 14
| r Depaljtmemal o o = =T 15
| Teaching

Note that the Department view of the bundled file will contain both the unredacted and redacted letters.
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ﬂ;J Bookmarks

e

G

- e

¥

={F Table of Contents

[P Employment
History

[P candidate
Personal
Statement

[r Referee ID List,
including
Solicitation
Letter(s)

[P External Referee
Letters -
Unredacted

[P External Referee
Letters -
Redacted

[P Course Load
and Student
Direction Form

=P Evidence of
Teaching
Effectiveness
[P caPE Reports

(summaries,
stat sheets)

Table of Contents

Solicitd

ree ID List, including

External Referee Letters -

External Referee Letters

External Referee Letters

External Referee Letters

External Referee Letters

Referee

Evidence of Teaching Effectiveness

Employment Hl et omy . . oo in it iine s aannaassannnnnansassns

Candidate Pe e L T |

el Letter (8) ..ottt e e e
Unredacted. ... )0 s rrrrrrrrmmanraarrarranrnnasansas
Unredacted. .. ..... N v iinannanaan
Unredacted..........)} .o,

Redacted........... /... ... ...

Redacted....... JA. .. ... ... ... ...

Letters - Redacted.. o ... it i ittt i i

CAPE Reports (summaries, stat sheets).....................
CRPE Reports (summaries, stat sheets).....................
CAPE Reports (summaries, stat sheebs).......iiiienunnnn..
Departmental Teaching EvaluablolS. ....eeee s ersornannnsas
Departmental Teaching Evaluations.............c.cuceuneenn..
Departmental Teaching Evaluations.............c.oueeuueenn..
Biography/Bibliographiy . « . .o vttt et e e e e e e e e e e
oY = n R e A o e

e

14. After reviewing the redacted letters, the candidate will sign the departmental review certification
by clicking the “Sign” link and then clicking “Confirm” on the subsequent pop-up screen (not

shown).

* Sabbatical Report

= (Other (do not upload publications)

* Certification: Departmental Review |

Step 1: Review your file (select ‘Candidare’ from the dropdi above and click "View." Your bundled pdf fife will open in a new tab/window)
Step 2: Sign the departmental review certification

15. If, later in the review process, CAP or the EVC requests additional information in the form of
additional external referee letters, you must first upload a revised Referee ID List. An Upload link
for uploading additional letters will then appear (not shown here). After the additional letters
have been uploaded, an Upload link for Supporting Documents will appear (not shown here).
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Section C — Departmental Review of the File

This section includes:

Departmental committee review Of the file ... C-3
Creating department COMMUEEES. ........ccoviiiiiiiei e e e e e e e e e et e e e e e e e eeatea s e e eeaeeaerenns C-3
ASSIGNING COMIMIIIEES. ..ceiiiiii et e e e e e et e e et e e e e e e e e e ettt e e e e e aeaeeatraa e eeeas C-9

Candidate’s inspection of file and certification of ad hoC report aCCess...........covvvviiiviiiieieeeeeniiinee, C-15

VOotiNg FACUILY FEVIEW ANO VOLE .......iieciiieeiice e e e e e et e e e e e e e e et e s e e e e e e e raaaa s C-26

Entering the faculty vote and Proposed Status data................uuuuumiiiiiiii s C-30

Uploading and signing of departmental recommendation [etter.............cccceeviieeriiiiiii e, C-35

Voting Faculty inspection of recommendation letter and submission of dissenting letters ............... C-37

Candidate’s certification of departmental recommendation aCCESS ..........ceviieeriiiiiiiiiiiii e, C-42

Addition of Chair's INAEPENAENT IETLET ........uuiiiiiiiii e C-48

Submitting the file for the DEAN'S FEVIEW .........oeuiiiiii e e e e e e a e e e e C-49

Addendum: Managing COMIMITIEES ........uuuiiiiiiiiiiiiii e e e e e e e e e e e e e e e eeeeeas C-51

After the Candidate has uploaded a response to the materials in the file (optional) and has signed the
Certification of Departmental Review, the department’s processing of the file can proceed. This may
include review by a departmental ad hoc committee and/or a faculty review and vote, if required by your
department.

You will see an exclamation point (your cue to take action) next to the Candidate’s name on the Review
Files screen, and the status will now be “Departmental Review.” Click the Candidate’s name to see
what action is required.

HELLO STAFF1 WHITE | SIGN-OFF

ACADEMIC PERSONNEL ONLINE UC SaHDiegO

Home Review Files Committees AP Data External Tools

Review Files | Create New File Show all files
Search:
Alert File Name 1= Dept Name Div Name Status Last Action
* 0 WHITE, CANDIDATE - MeritD - 07_01_18 WHITE BROWM Departmental Review 04/06/17

UC San Die man Dr. La Jolla, CA 92

fthe University of C
Terms & Conditions (3 | Feedback (&

The review file detail screen will display a message directing you to either assign a departmental ad
hoc or standing committee to review the file, assign eligible voting faculty to review the file and vote, or
enter Proposed Status information and upload the departmental recommendation letter.
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» If your department does not conduct departmental ad hoc or standing committee review or voting
faculty reviews for the action proposed, you can proceed directly to the step for entering the data for the
action on the Proposed Status screen (page C-33).

ACADEMIC PERSONNEL ONLINE UC San Diego

Home Review Files Committees AP Data External Tools

WHITE, CANDIDATE - MeritD - 07_01_18

View Certs & Notifs | View File Tracking

Confirm

Status: Departmental Review

[1] Step 1: Assign a committee or Voting Faculty (if applicable).
Step 2: Enter Vote (if applicable).
Step 3: Enter Proposed.
Step 4: Upload Dept Letter.

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW ASSIGN COMMITTEE

- VOTING FACULTY REVIEW ASSIGN VOTING FACULTY ENTER VOTE

Note that if the file needs to be returned to file prep after it has reached the Departmental Review
stage, you can do so by highlighting “Return to File Prep” on the File Actions menu and clicking
“Confirm.”

WHITE, CANDIDATE - MeritD - 07_01_18

View Certs & Notifs | View File Tracking

S (Corrm )
File Actions Confirm
Status: Departmental Review File Actions. cly

Return to File Prep

(1] Step 1: Assign a committee or Voting Faculty (if applicable).
Step 2: Enter Vote (if applicable).
Step 3: Enter Proposed.
Step 4: Upload Dept Letter.

+ FILE PREPARATION

If you return the file to File Prep, the following screen will appear to alert you that the candidate will be
required to re-certify if any changes are made to the uploaded documents and that you cannot change
the file name by returning the file.

@ APOL:AP Review - Mozilla Firefox — O *

Ga https:f/act-ga.ucsd.edu/apal/ffileAction.sp?fileact=Return to File Prep&action=fileAction

Ll

— % m 3

Please confirm that you want to return WHITE, CANDIDATE - MeritD - 07_01_18 to file prep.

* The candidate will be required to re-certify that the file is complete.
« You will not be able to change the file action by returning the file to file prep.

Al

Confirm || Cancel

A nr—iar
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Departmental committee review of the file

Creating department committees

Outside AP On-Line, you will need to obtain the names of the faculty who will serve as committee
members before you proceed.

Please see the Addendum: Managing Committees at the end of Section C for more information
related to committee management.

1. Click the Committees tab at the top of the review file detail screen.

ACADEMIC PERSONNEL O’ (LINE UC SanDiego

Home Review Files Committees AP Data External Tools

WHITE, CANDIDATE - MeritD - 07_01_18
Certs & Notifs | View File Tracking
Status: Departmental Review [File Actions... ] [ Gonfitm|

Reminder: You can also access Committees from the Home page.

ACADEMIC PERSONNEL ONLINE UCSan Diego

Home Review Files Committees AP Data External Tools

Review Files

Create and manage review files

Committees i

Choose which groups people are assigned to

AP Data

Enter data for paper review files

2. Clicking Committees will open the Committee List screen where you may view any previously
created committees and create new committees, if needed.
3. Click “Create New Committee” to open the Create New Committee screen.
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ACADEMIC PERSONNEL ONLINE UC San Diego

Home Review Files Committees AP Data External Tools

Committee List

Committee Type: None selected Unit: | Al Selected (2) ~ ‘ © Creale New Commitiee
Files
Committee Name E Committee Type Unit Assigned Reviewing Action

No matching records found. Select unit(s) from the Unit drop down menu to view committee list.

UC San Diego 9
Copyright ©201

Gilman Dr. La Jolla, CA 92093 (858) 534-2230
egents of the University of California. All rights reserved
Terms & Conditions Feedback

4. Enter a name for the committee (e.g., “White Candidate Ad Hoc”) in the provided name field.
5. Select a committee type. Choices are:

a. Voting Faculty: body of faculty members who are eligible to vote on a file.

b. Standing Committee: 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.

c. Ad Hoc Committee: a case specific committee that may only be assigned to one review file

6. If you are assigned to a role in multiple departments, you will have the option to choose which
department the committee belongs to.
7. Select a confidentiality type. Choices are:

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.



Section C Departmental Review of File

ACADEMIC PERSONNEL ONLINE UC Sal’l Diego

Home Review Files Committees AP Data External Tools
Committee List = Create New Committee
Create New Committee
Properties

Name:

o

Committee name is visible to candidate.
Please keep confidentiality in mind

@ -

(O Voting Faculty
(O Standing Committee
@® Ad Hoc Committee

Unit: | YELLOW ‘
Confidentiality: | Non-Confidential ‘

Members

O 1t Name Title/Series Department Membership © Add Member(s)

No data available in table .
M Delete Members

Save Cancel

UC San Diego 9500 Gilman Dr. La Jolla, CA 92093 (358) 534-2230
Copyright ©@2016 Regents of the University of California. All rights reserved
Terms & Conditions Feedback

8. You can then choose to save the committee without adding members by clicking “Save” OR you
can choose to add the members prior to saving the new committee by clicking “Add member(s)”.
9. Clicking “Add member(s)” will bring up the Add Committee Member search tool.

\ x
Add Committee Member
Search
Name Series Unit
‘ | | ‘ Q search
Results
O Name 12 Title Series Unit Committees
No data available in table
Showing 0 fo 0 of O entries Previous | Next
Add Cancel
4

You can search for members by name, academic series, and department by entering criteria
in each field. You have the option to add academics from outside of your department on

C-5



Section C Departmental Review of File

your committees, so you may find it helpful to limit the search to the academics within your
department if it not your departmental practice to involve outside committee members.

10. After entering your search criteria, click “Search”.

Add Committee Member

Search
Name Series Unit
PROFESSORIAL-TENURE - Full; PROFESSORIAL- ar
GRAY
GREEN
Results
BASIC WRITING PROGRAM
CTR FOR COMP IMMIGRATION STUDIES
O Name Title Series

CTR FOR MOLECULAR AGRICULTURE
No data available int  ENVIRONMENTAL SYSTEMS PROGRAM
HUMAN DEVELOPMENT PROGRAM

Showing 0'to 0 of 0 entries INTEGRATIVE OCEANOGRAPHY DIV

11. A list of academics meeting the entered criteria will populate onscreen. Using the check box next to

( Q search )

Previous Mext

Add Cancel

the name of each person, click those that you wish to add to the committee and click “Add”.

Add Committee Member

Search
Name Series Unit
PROFESSORIAL-TENURE - Full; PROFESSORIAL- GREEN;
Results
O Name Title Series
GREEN, Academic 1 PROF-AY PROFESSORIAL-TENURE - Full
GREEN, Academic 3 PROF-AY PROFESSORIAL-TENURE - Full
| %] GREEN. Academic 4 ASSOC PROF-AY PROFESSORIAL-TENURE - Associate
O GREEN, CANDIDATE PROF-AY PROFESSORIAL-TENURE - Full
O GREEN, CHAIR PROF-AY PROFESSORIAL-TENURE - Full

Showing 1 to 5 of § entries

Unit

GREEN

GREEN

GREEN

GREEN

GREEN

P

Q search

Committees

Previous Next

Add

If you are unsure that you have selected the correct person and would like some additional details
about their current appointment, click on their name in the committee member search results list.
The resulting Person Details pop up screen will list their email address, current appointments,

department, and current committee service.

Cancel
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Person Details
GREEN, Academic 1

GreenAcal@ucsd.edu
PROF-AY, GREEN ASST PROF-AY, PHYSICS

i— Committees

Committees in YELLOW Files Pending Files in Review Membership

Green commitiee 0 1] Member

Yellow candidate ad hoc 0 0 Member

Committee Service in Other Areas Standing + Ad Hoc Committees Committee Chair
Service

BROWN 2 + 0 Committees 0 Committees

BLUE 2 + 0 Committees 1 Committees

- File-Specific Committee Assignments

- File-Specific Recusals

4

12. After adding the desired members to the committee, you will have the opportunity to review and
edit your previously selected committee properties and verify the membership. Note that you also
have the ability to designate a committee chair, add additional members, or delete members before
saving the committee.
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ACADEMIC PERSONNEL ONLINE UCSan Diego

Home Review Files Committees AP Data External Tools

Commitiee List > Create New Commitiee

Create New Committee
Properties

Name:

White Candidate Review Commiitee

Committee name is visible to candidate.
Please keep confidentiality in mind

Type:

() Voting Faculty
(O Standing Committee
@ Ad Hoc Committee:

Unit: [ WHITE
Gonfidentiality: | Confidential Delete
single
member
Members
O 12 Name Title/Series Department Membership
O WHITE, ACADEMIC 1 PROF-AY WHITE | Member [ ] —
M Delete Members.
O WHITE, Academic 2 SR LECT SOE-AY WHITE Chair ]
O WHITE, ACADEMIC 3 PROF-AY WHITE Member

Save Cancel

Delete multiple members (must
select the associated checkbox next
to member name)

UC San Diego 9500 Gilman Dr. La Jolla, CA 92093 (858) 534-2230
Copyright ©2016 Regents of the University of California. All rights reserved

Terms & Conditions Feedback (&

13. After verifying all committee details, click “Save”. You will then be directed to the Committee List
screen where you can manage your newly created and previously created committees. See
Committee Management for instructions related to editing, copying, or deleting committee’s.

ACADEMIC PERSONNEL ONLINE UCSan Diego

Home Review Files Committees AP Data External Tools

Committee List

Committee Type: All Selected (2) ~ Unit: | All Selected (2) ~ © Create New Committee
Files

Committee Name = Committee Type Unit Assigned Reviewing Action

Acceleration Review Committee: Standing Committee WHITE 0 0 G S

P Claus Review Committee Ad Hoc Committee WHITE i 0 [ ]

Promotion Review Committee Standing Committee WHITE 0 0 G S

White Candidate Review Committee Ad Hoc Committee WHITE 0 0 [ ]

UC San Diego 9500 Gilman Dr. La Jolla, CA 92093 (858) 534-2230
Copyright ©2016 Regents of the University of California_ All rights reserved

Terms & Conditions Feedback (F

14. When you are ready to assign and/or notify the committee members to review the file, click the
Review Files tab at the top of the screen to open the Review Files list.



Section C Departmental Review of File

ACADEMIC PERSONNEL ONLINE UCSanDiego

Home @ew Files » Commitiees AP Data External Tools

Committee List

Committee Type: All Selected (2) ~ Unit: | All Selected (2) ~

15. On the Review Files list, click the Candidate’s name to open the review file detail screen.

Home Review Files Committees AP Data External Tools

Review Files | Create New File Show all files

Search: ‘ ‘

Alert File Name 1: Dept Name Div Name Status Last Action

[1] WHITE, CANDIDATE - MeritD - 07701715 ; WHITE BROWN Departmental Review 04/06M17

Assigning Committees

1. On the review file detail screen, click “Assign Committee”.

ACADEMIC PERSONNEL ONLINE UCSan Diego

Home Review Files Committees AP Data External Tools

WHITE, CANDIDATE - MeritD - 07_01_18

Certs & Notifs | View File Tracking
File Actions. . Confirm

Status: Deparimental Review

0 Step 1: Assign a committee or Voting Faculty (if applicable).
Step 2: Enter Vote (if applicable).
Step 3: Enter Proposed.
Step 4: Upload Dept Letter.

FILE PREPARATION

+

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW ASSIGN COMMITTE!

- VOTING FACULTY REVIEW ASSIGN VOTING FACULTY ENTER VOTE

= Dissenting Letters from Voting Faculty

- DEPARTMENTAL RECOMMENDATION

® File Summary Proposed

® Departmental recommendation lstter

= Certification: Departmental Recommendation Access

= Chair's Independent Letter

2. From the assign a committee pop up screen, select the committee that you wish to assign to
the file.
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Assign a Committee to:

WHITE, CANDIDATE - MeritD - 07_01_18
Committee Name Files Assigned Reviewing

Ad Hoc Committee(s)

O P Claus Review Committee (Non-Confidential) 0 0
O White Candidate Review Committee (Confidential) 0 ]
Standing Committee(s)

O Acceleration Review Committee (Non-Confidential) 0 ]
(@] Promotion Review Committee (Mon-Confidential) 0 0

Cancel Save Save & Motify
i

3. 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.

Assign a Committee to:

WHITE, CANDIDATE - MentD - 07_01_18

Committee Name Files Assigned Reviewing

Ad Hoc Committee(s)

O P. Claus Review Committee (Non-Confidential) 0 0
O White Candidate Review Committee (Confidential) 0 0
Standing Committee(s)

@® Acceleration Review Committee (Mon-Confidential) 0 0
To recuse an individual from reviewing this file, deselect {un-check) their name from the list below.

MIWHITE, ACADEMIC 1 (PROF-AY, WHITE)
[ WHITE_ACADEMIC 3 {PROF AY WHITE)

[ WHITE, Academic 2 (SR LECT SOE-AY, WHITE)

O Promation Review Committee (Non-Confidential) 0 0

Cancel Save Save & Notify
%

4. If you are not ready to notify the committee to review the file, click “save” to assign the
committee to the file. When you are ready to notify the committee that the file is ready for
review, click “notify” on the committee line on the file details page.

o C i Review must be pleted before the Department Recommendation Letter can be uploaded

FILE PREPARATION

+

DEPARTMENTAL REVIEW

- COMMITTEE REVIEW ASSIGN COMMITTEE
" Acceleration Review Committee (Standing Non-Confidential) PENDING NOTIFICATION ( !\Tmif\g nassign

* Acceleration Review Committee Bundle | Acceleration Review Commiftee PDF BUNDLE

* Report - Unredacted

* Certification: Departmental Committee Report Access
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5. If you are ready to notify the committee to review the file, click “save & notify”. The committee

notification pop up screen will display all committee members that are to be notified.
*®

VWHITE, CANDIDATE - MeritD - 07_01_18

The following committee members are assigned to review the file.

= White Candidate Review Committee (Ad Hoc - Confidential)
v ACADEMIC 1 WHITE
" ACADEMIC 3 WHITE
+ Academic 2 WHITE

Tor
ACADEMIC 1 WHITE =<GMIKELS@UCSD.EDU=; ACADEMIC 3 WHITE <LIC005@UCSD.EDU=; Academic 2 WHITE <jebennett@ucsd.edu=

CC:

Subject:

File Ready for Committee Review: (WHITE, CANDIDATE - MeritD - 07_01_18)

Message:
File Ready for Committee Review: (WHITE, CANDIDATE - MeritD - 07_01_18)

Please type your message here
Greetings White Candidate Review Committee, 63

!
Professor White's file contains a dropbox link to e-pubs located on the last page ofthe bigbib. Please review Professor White's
review file materials and provide your recommendation report no later than August 31st.

Let me know if you have any questions or concerns.

You have been identified as 3 member of 3 departmental review committee for the above academic review file_ If you feel that you have been contacted in error, please
contact your department.

The academic review file for this candidate is now ready for review by the departmental committee. To view this academic review file, log on to AP On-Line (https:/fwww-
act.ucsd.edufapoliapol) and click on the link for the file

Committee members are reminded that University of California policy requires that personnel decisions be based solely upon the materials contained in the academic
review file. Access to this information is provided to you as a departmental committee member solely for the purpose of providing a recommendation on this personnel
action. Breach ofthe established rules governing confidentiality in personnel procedures is a violation of the Facully Code of Conduct. If you have any questions about the
departmental committee review process, please contact your department. Thank you for your service on this departmental review committee.

C @ancel

y

You can add further information or instructions in the message box at the top of the notification.

For example, you may wish to tell committee members where they can view publications, either via
a Drop Box link located on the last page of the bibliography or as paper documents outside Review.
Also, since the committee must hand you its signed report outside AP On-Line (see next step), you
can instruct them to do so in the message box.

When you are ready to send the notification, click “send.”
The committee 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, and to
upload unredacted and redacted (if a confidential committee) reports.
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ACADEMIC PERSONNEL ONLINE UC San Diego

Home: Review Files Comimithees AP Data Externad Toois

WHITE, CANDIDATE - MeritD - 07_01_18

Sedact Fila Type [»| | View Certs & Motifs | View File Tracking

Status: Depariment Committee Review EReitlons =% [{Esi,
O Commitlne Review must be complatad before the Department Recommandation Letter can be uploadad
+ FILE PREPARATION
- DEPARTMENTAL REVIEW
= COMMITTEE REVIEW ASSIGN COMMITTEE

* White Candidale Rewsw Commities [Ad Moo Confideniia]

* VWhite Candidate Revew Commitiea Bundle | While Candidale Revew Committes PDF BUNDLE (2
* Repodt - Unedacted ( Ugload )
* Report - Redacted

" Cetihcation Depanimental Commiles Rapon Access

6. You may assigh multiple committees concurrently or sequentially by following the same steps
described above.

The screens that the Department Committee Member role sees when reviewing the file (Home
screen, Review Files screen, and review file detail screen) are not available for this manual, but
the review steps are listed below.

e When a committee member logs on to Review, he or she will see a home screen with the option
to click the Review Files tab.

¢ When the member clicks the Review Files tab, the next screen will display a list of all the review
files for which this faculty member is a committee reviewer. (There will be more than one file
listed if the faculty member has been asked to serve on more than one committee..)

¢ When the member clicks the Candidate’s name, the review file detail screen will open.

e To open the bundled PDF of the review file, the member will click on the committee bundle
hyperlink next within the committee’s section on the file details screen.

¢ The member can navigate through the file by clicking document hames in the Bookmarks
column or in the Table of Contents, then close the window to return to the review file detalil
screen.

e The committee members will discuss the review file, write and sign the report, and hand the
report to the department staff outside Review.

e You will need to scan the report and convert it to a PDF, then upload the PDF to the review file.

7. Uploading a committee report will automatically end the committee’s access to the file. If you
need to end their access prior to uploading the report, click “End Access”. A confirmation pop
up will as you to confirm by clicking the end access button.
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Section C

End Committee Access
Are you sure you want to end White Candidate Review Committee’s access to the review file?

End Access Cancel
4

After ending access or uploading a report, the committee’s status will display “Complete” on the

file details screen.
ASSIGN COMMITTEE

- COMMITTEE REVIEW
= White Candidate Review Committee (Ad Hoc Conﬁden!r'aJI COMPLETE Re-Motify
White Candidate Review Committee Bundle | White Candidate Review Committee POF BUNDLE
Upload

= Report - Unredacted

* Report - Redacted

If multiple committees are reviewing a single file, and you would like to share a copy of a completed
committee report with a committee that is still reviewing the file, expand the bundle content drop down

menu and select the checkbox next to the committee’s name.

End Access Re-Notify Unassign

= Acceleration Review Committee (Standing Non-Confidential) IN REVIEW
Acceleration Review Committee Bundle | Acceleration Review Committee PDF BUNDLE Bundle Content (None) +
* Report - Unredacted [ select all
® Certification: Departmental Committee Report Access WHITE
* [ White Candidate Review Commitiee

The committee’s review file bundle will automatically update to include the newly selected report. You
may choose to re-notify the committee within APOL Review by clicking the renotify hyperlink.

ASSIGN COMMITTEE

- COMMITTEE REVIEW
Re-Notify

= White Candidate Review Committee (Ad Hoc Confidential) COMPLETE

White Candidate Review Committee Bundle | White Candidafe Review Committee PDF BUNDLE

Replace Delete

Report - Unredacted | Dept ad hoc report - redacted.pdf (% Uploaded 05/05/17 by STAFF2 WHITE
" Report - Redacted Upload
= Acceleration Review Committee (Standing Nen-Cenfidential) IN REVIEW End ACCES(RE-NUI@HESSWH
Bundle Content (All) »

Acceleration Review Committee Bundle | Acceleration Revigiw Committee PDE BUNDLE 7% Re-Notify Committee to review updated bundle

1. Department Ad Hoc review process

a. Below is the Department Ad Hoc view of the notification.
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= Subject File ready for ad hoc committee review (YELLOW, CANDIDATE - MeritD - 07_01_18)
» Default Subject: File ready for ad hoc committee review
= Text: File ready for ad hoc committee review (YELLOW, CANDIDATE - MeritD - 07_01_18)

T R T T

This file contains a Dropbox link to the e-pubs, located next to the candidate’s signature on the last page ofthe biobib.
Once the committee has reviewed the file and determined its recommendation, please give your signed ad hoc
recommendation report to me, and | will upload it to the file.

Thanks,

Brandy

¥12345

T R T T

You have been identified as a member of the departmental ad hoc committee for the above academic review. If you
have been contacted in error, please contact your department.

The academic review file for this candidate is now ready for review by the departmental ad hoc committee.

Toview this academic review file, log on to AP On-Line (hitps:iwww-act.ucsd.edufapolfapol) and click on the link for
the file.

Ad hoc committee members are reminded that University of California policy requires that personnel decisions be
based solely upon the materials contained in the academic review file. Access to this information is provided to you
as an ad hoc committee member solely for the purpose of providing a recommendation on this personnel action.
Breach ofthe established rules governing confidentiality in personnel proceduras is a violation of the Faculty Code of
Conduct.

If you have any questions about the ad hoc review process, please contact your department.

Thank you for your service on this ad hoc committee.

b. The screens that the department committee member role sees when reviewing the file
(Home screen, Review Files screen, and review file detail screen) are not available for this
manual, but the review steps are listed below.

e When a committee member logs on to Review, he or she will see a home screen with
the option to click the Review Files tab.

¢ When the member clicks the Review Files tab, the next screen will display a list of all the
review files for which this faculty member is an committee member reviewer. (There will
be more than one file listed if the faculty member has been asked to serve on more than
one committee, or if the faculty member is a member of a standing ad hoc committee
and reviews all files.)

¢ When the member clicks the Candidate’s name, the review file detail screen will open.

e To open the bundled PDF of the review file, the member will select “Department” on the
Select File Type drop-down menu and click “View.”
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e The member can navigate through the file by clicking document names in the
Bookmarks column or in the Table of Contents, then close the window to return to the

review file detail screen.

¢ The ad hoc committee members will discuss the review file, write and sign the report,

and hand the report to the department staff outside Review.

c. After the ad hoc committee has been notified to review the file, the review file detail screen
will display a link for uploading the unredacted ad hoc committee report. You will need to
scan the report and convert it to a PDF, then upload the PDF to the review file.

Home Review Files Committees AP Data External Tools

YELLOW, Candidate - MeritD - 07_01_18

Select File Type |~ || View Certs & Notifs | View File Tracking

Status: Department Committee Review

o Committee Review must be completed before the Department Recommendation Letter can be uploaded

+ FILE PREPARATION

— DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

File Actions... ~ | | Confirm

ASSIGN COMMITTEE

= Yellow's Review Committee (Ad Hoc Conifidential) IN REVIEW

End Access Re-Notify Unassign

' Yellow's Review Committee Bundle | Yellow's Review Committee FDF BUNDLE iz

" Report - Unredacted

" Report - Redacted

CoaD

= Certification: Deparimental Committee Report Access

Candidate’s inspection of file and certification of ad hoc report access

1. Notifying the candidate to inspect the file

a. After you have uploaded the committee report, there will be a message on the review file
detail screen stating that the report has been uploaded and directing you to notify the
Candidate (that he or she can request access to a redacted version of the ad hoc report,
upload a response if desired, and sign the Certification of Departmental Ad Hoc Report
Access). Note that “Replace” and “Delete” links are now available on the screen and that
you have the option to upload a redacted version of a confidential committee report prior to

the candidate requesting access.
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YELLOW, Candidate - MeritD - 07_01_18

Select File Type ~|| View Certs & Notifs | View File Tracking

Status: Departmental Review

0 Committee report has been uploaded - notify candidate.

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

File Actions. ~ || Confirm

ASSIGN COMMITTEE

= Yellow's Review Committee (Ad Hoc Confidential) COMPLETE

Re-Notify

* Yellow's Review Committee Bundle | Yellow's Review Committee PDF BUNDLE (3

* Report - Unredacted | Dept ad hoc report - unredacted. pdf (5 Uploaded 06/19/17 by STAFF1 YELLOW

Replace Delete

= Report - Redacted

Upload

= Certification: Departmental Committee Report Access

Motify Candidate to Certi

b. To notify the Candidate, click “Notify Candidate to Certify” on the certification:
departmental committee report access line on the file details page.

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

ASSIGN COMMITTEE

= Yellow's Review Committee (Ad Hoc Confidential) COMPLETE

Re-Motify

* Yellow's Review Committee Bundle | Yeilow's Review Committee PDF BUNDLE (3

* Report - Unredacted | Dept ad hoc report - unredacted pdf (5 Uploaded 06/10/17 by STAFF1 YELLOW

Replace Delete

* Report - Redacted

Upload

" Certification: Departmental Committee Report Access

Motify Candidate to Certify

c. You will see the notification to the Candidate with a message box at the bottom where you
can add additional information or instructions. To send the natification, click “Send” at the

bottom of the screen.
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Ly x

Email Notification
YELLOW, Candidate - MeritD - 07_01_13

From:bmisquez{@ucsd.edu
To:YELLOW, Candidate <yellowCand@ucsd.edu=
Ce:

Subject:
Departmental committee reports available (YELLOW, Candidate - MeritD - 07_01_18)

Message:
Departmental committee reports available (YELLOW, Candidate - MentD - 07_01_18)

Please type your message here:

Hi Professor Yellow,
If vou'd like to see the redacted committee repont, please request access per the instructions below.

Best wishes,
Brandy
12345

5048 character(s) left

One or more departmental committee reports has been uploaded to your academic review file (noted above).

Mon-confidential committee reports are automatically included in your review file.
To obtain a redacted copy of the confidential committee reports:

1. Log on to AP On-Line (https:/fwww-act.ucsd.edufapol/apol)

2. Click on the link for your review file.

3. Click on the 'Req Report’ link to request access to these documents.

If vour department has previously uploaded the redacted confidential committee reports, your review file will be
updated to include the confidential reports. If not, you will be notified via email when access has been granted.

After you have reviewed the committee report(s), please complete the departmental committee report
certification. You may upload a written statement in response to or commenting on the report when completing
the certification. This statement will be made available to departmental reviewers prior to determination of the
departmental recommendation.

If you do not wish to view the departmental committee reports, please log on to AP On-Line, click the link to
your review file, and complete the departmental committee report certification now.

When you have completed this certification, your academic review file will be ready for further departmental
rEVIEW.

If you have any questions about the academic review process or preparation of your academic review file,
please contact your department.

Send ancel

M
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d. The review file detail screen will now show that the status of the file is now “Dept Committee

Cert pending.”

Home Review Files Committees AP Data External Tools

YELLOW, Candidate - MeritD - 07_01_18

Select File Type ~ | View Certs & Notifs | View File Tracking

Status: Dept Committee Cert pending

0 Candidate has been notified to sign the certification

+ FILE PREPARATION

— DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

File Actions ~ || Confirm

ASSIGN COMMITTEE

" Yellow's Review Committee (Ad Hoc Confidential) COMPLETE

Re-Motify

" Yellow's Review Committee Bundle | Yellow's Review Gommittee PDF BUNDLE I"_SI

* Report - Unredacted | Dept ad hoc report - unredacted pdf (5 Uploaded 06/19/17 by STAFF1 YELLOW

Replace Delele

* Report - Redacted

Upload

= Certification: Deparimental Committee Report Access

2. Candidate’s inspection and signature process

a. Below is the Candidate’s view of the notification to request access to the ad hoc report, if

desired, and to inspect the file and sign the ad hoc certification.

Departmental committee reports available (YELLOW, Candidate - MeritD - 07_01_18)
B
Hi Professor Yellow,

If you'd like to see the redacted committee report, please request access per the instructions below.

Best wishes,

Brandy
x12345

R e R e e e e e e e e s
One or more departmental committee reports has been uploaded to your academic review file (noted above).

MNon-confidential committee reports are automatically included in your review file.
To obtain a redacted copy of the confidential committee reports:

1. Log on to AP On-Line (https://www-act.ucsd.edu/apol/apol)
2. Click on the link for your review file.
3. Click on the 'Req Report' link to request access to these documents.

If your department has previously uploaded the redacted confidential committee reports, your review file will be updated to include the confidential reports. If not, you will be notified via email

when access has been granted.

After you have reviewed the committee report(s), please complete the departmental committee report certification. You may upload a written statement in response to or commenting on the
report when completing the certification. This statement will be made available to departmental reviewers prior to determination of the departmental recommendation.

If you do not wish to view the departmental committee reports, please log on to AP On-Line, click the link to your review file, and complete the departmental committee report certification

now.

When you have completed this certification, your academic review file will be ready for further departmental review.

If you have any questions about the academic review process or preparation of your academic review file, please contact your department.
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b. There will be a message on the review file detail screen directing the Candidate to
request the report or sign the departmental committee cert.

The Candidate will click “Req Report to request access to the redacted report.

ACdUENTIC Fersonmnel nome

YELLOW, Candidate - MeritL - U/ 0118

Select File Type ||| View |View File Tracking

Status: Dept Committee Cert pending

© sign Departmental Committee Cert or request Committee Report.

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

" Yellow's Review Committee (Ad Hoc Gonfidential) COMPLETE

" Yellow's Review Committee Bundle | Yellow's Review Commitiee PDF BUNDLE

* Report - Unredacted | Dept ad hoc report - unredacted. paf Uploaded 06/19/17 by STAFF1 YELLOW

= Report - Redacted

————
" Certification: Deparimental Committee Report Access | Q qn u q Report
Sign Departmental Committee Cert or request Committee Report. -

b. The Candidate will then click “Confirm” in the pop-up box. If at this point the Candidate
changes his or her mind, he or she can click “Cancel” to return to the review file detail
screen and sign the certification.

If the redacted version of the report was previous uploaded, the candidate will receive an

onscreen alert informing that the report is now available in their file pdf bundle.

2. Uploading a redacted version of committee report and notifying candidate of access

a. If the candidate requests access to the ad hoc report, you will receive the following email
message notifying you to upload a redacted version of the report.
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= Subject. Candidate requests access to ad hoc report (YELLOW, CAMDIDATE - MeritD - 07_01_18)
= [Default Subject: Candidate requests access to ad hoc report

= Text: The above candidate has been notified that the departmental ad hoc committee report for this academic review
file iz available and has requested access to a redacted version of the report, as provided by University policy.

Please ensure that a redacted version of the report is uploaded to AP On-Line, and then provide the candidate access
to the redacted report by using the File Action drop-down menu.

After reviewing the report, the candidate will be given the opportunity to submit a statementin responseto or
commenting on the report, and will be requested to electronically sign the ad hoc report cerification verifying that

access to the repaort and the opportunity to respond where provided.

After this cerification has been signed, this review file can be made available for departmental review and
determination of the departmental recommendation.

Please do not reply to this email, as messages sentto the AP On-Line email address are not monitored.

b. The review file detail screen will display a message stating that the Candidate requests access
to the committee report, and an “Upload” link will appear on the line for “Report — Redacted.”

YELLOW, Candidate - MeritD - 07_01_18

Select File Type |~ || View Certs & Notifs | View File Tracking

; File Act ~ || Confi
Status: Dept Committee Cert pending e Actions anm
© candidate requests access to committee report.
+ FILE PREPARATION
- DEPARTMENTAL REVIEW
- COMMITTEE REVIEW ASSIGN COMMITTEE
= Yellow's Review Committee (Ad Hoc Confidential) COMPLETE Re-Notify
" Yellow's Review Committee Bundle | Yellow's Review Committee PDF BUNDLE @
* Report - Unredacted | Dept ad hoc report - unredacted pdf (§ Uploaded 06/19/17 by STAFF1 YELLOW Replace Delete
* Report - Redacted | Requested by candidate (Ugload

= Certification” Departmental Committee Report Access

(Note that the Candidate can choose not to request access and can just sign the certification
to verify that access was offered. In that case, you would not receive the e-mail notification
above. Instead, you would proceed to the steps for Voting Faculty review of the file and vote
[page C-26], if applicable, and/or enter the Proposed Status data [page C-33].)

c. You will need to redact the ad hoc report outside Review to remove any confidential

information, including the identity of ad hoc committee members, and then create and
upload a PDF of the redacted report.
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d. After you have uploaded the redacted ad hoc report, the review file detail screen will display
a message directing you to notify the Candidate that access to the redacted report has been

granted.

e. Click “Notify Candidate Access Has Been Granted”.

YELLOW, Candidate - MeritD - 07_01_18

Certs & Notifs | View File Tracking

Select File Type |~ || View
File Actions ~ | | Confirm

Status: Dept Committee Cert pending

0 Notify candidate that access to redacted committee report has been granted.

+ FILE PREPARATION

— DEPARTMENTAL REVIEW
ASSIGN COMMITTEE

- COMMITTEE REVIEW

" Yellow's Review Committee (Ad Hoc Confidential) COMPLETE Re-Notify

' Yellow's Review Commitiee Bundle | Yellow's Review Committee PDF BUNDLE I'*_EI

* Report - Unredacted | Dept ad hoc report - unredacted pdf (3 Uploaded 06/19/17 by STAFF1 YELLOW Replace Delete

Replace Delete

* Report - Redacted | Dept ad hoc report - redacted pdf (5 Uploaded 06/19/17 by STAFF1 YELLOW
" Ceriification: Departmental Committee Report Access Notify Candidate Access Has Been Granted

f.  You will then see the notification to the Candidate. You can add further information or
instructions in the message box at the bottom of the notification and then click “Send.”
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Email Notification
YELLOW, Candidate - MeritD - 07_01_18

From:bmisquez@ucsd.edu
To:YELLOW, Candidate <yellowCand@ucsd.edu=
Cce:

Subject:
Departmental committee reports access granted (YELLOW, Candidate - MentD - 07_01_18)

Message:
Departmental committee reports access granted (YELLOW, Candidate - MeritD - 07_01_18)

Please type your message here:

5779 character(s) left

In response to your request for access to redacted versions of the confidential committee report(s) in your
review file, this is to inform you that access is now available.

You may view the redacted documents by logging on to AP On-Line (https://www.act ucsd/edu/apol) and
clicking on the link to your review file. After you have viewed these documents, please complete the
departmental committee report certification. You may upload a written statement in response to or commenting
on the report(s) when completing the certification. This statement will be made available to departmental
reviewers prior to determination of the departmental recommendation.

When you have completed this certification, your academic review file will be ready for further departmental
review.

If you have any questions about the academic review process or preparation of your academic review file,
please contact your department.

Send_Jancel |
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3. Candidate views redacted ad hoc report and signs certification

a. Below is the Candidate’s view of the natification to inspect the ad hoc report and sign the
ad hoc certification.

® Subject Departmental ad hoc report available (YELLOW, CANDIDATE - MeritD - 07_01_18)
= Default Subject: Departmental ad hoc report available
» Text: Departmental ad hoc report available (YELLOW, CANDIDATE - MeritD - 07_01_18)

B O 2]
Hi Professor Yellow,
Per your request, a redacted copy ofthe ad hoc recommendation report is ready for your review.

Brandy
x¥12345

R R R R R R R e e R

In response to your request for access to a redacted version of the deparimental ad hoc committee report regarding
your review file, this is to inform you that access is now available.

You may view the redacted report by logging on to AP On-Line (hitps:/www-act ucsd.edu/apolfapol) and clicking on the
link to your review file.

After you have reviewed the redacted report, please complete the departmental ad hoc report cerification. You may
upload a written statementin response to or commenting on the report when completing the cerification. This
statement will be made available to departmental reviewers prior to determination of the departmental
recommendation.

‘When you have completed this cerification, your academic review file will be ready for further departmental review.

If you have any questions about the academic review process or preparation of your academic review file, please
contact your department.
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b. The review file detail screen will display a message directing the Candidate to sign the
Certification of Departmental Committee Report Access.

» The Candidate should read the redacted committee report before signing the
certification. The Candidate can access the report by highlighting “Candidate” on the
Select File Type drop-down menu and clicking “View” to see the Candidate view of the
bundled file.

YELLOW, Candidate - MeritD - 07_01_18

Select File Type ||| View | View File Tracking

Status: Dept Committee Cert pending

0 Sign departmental committee certification.

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

" Yellow's Review Commitiee (Ad Hoc Confidential) COMPLETE

" Yellow's Review Commitiee Bundle | Yellow's Review Committee PDF BUNDLE

* Report - Unredacted | Dept ad hoc report - unredacted pdf Uploaded 06/19/17 by STAFF1 YELLOW

* Report - Redacted | Dept ad hoc report - redacted.paf Uploaded 06/19/17 by STAFF1 YELLOW

" Certification: Departmental Commitiee Report Access | Sign
Sign departmental committee certification.

C. The Candidate can open the redacted ad hoc report by clicking on that document in
either the Bookmarks column or in the Table of Contents, and then close the window to return to
the review file detail screen.

Additi Reviewers/cC
Yallow's Review

Candidacte Personal SCALEMENL: . csssssssssssssnsrennsasssstassassresesrssssssssaes

Bimnwnmha /BT § e nmhie

d. On the review file detail screen, the Candidate will click “Sign” to open the ad hoc
certification.
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YELLOW, Candidate - MeritD - 07_01_18

Candidate v || View |View File Tracking

Status: Dept Committee Cert pending

© sign departmental committee certification.

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

= Yellow's Review Committee (Ad Hoc Confidential) COMPLETE

* Yellow's Review Committee Bundle | Yellow's Review Commiftee PDF BUNDLE

* Report - Unredacted | Dept ad hoc report - unredacted. pdf Uploaded 06/19/17 by STAFF1 YELLOW

* Report-Redacted | Dept ad hoe report - redacted. pdf Uploaded 06/19/17 by STAFF1 YELLOW

= Certification: Departmental Committee Report Access | CSign
Sign departmental committee certification. .

e. The Candidate will click “I accept” on the certification and can use the Browse button to
upload a response, if desired.

The response is a document created and converted to a PDF file outside Review for
uploading into the review file.

The file name of the uploaded document will appear below the Browse button.

The Candidate can then click “Confirm” to electronically sign the certification.

Certification of Departmental Committee Report Access for Review File YELLOW, Candidate -
MeritD - 07_01_18

| certify that:

1. | was provided an opportunity to obtain a copy of the department's (redacted, if applicable) committee report(s).
2. | was provided the cpportunity to submit a written statement for inclusion in the academic review file in response to or commenting upon material in the
department committee report.

Note: Your acceptance on this certification indicates only that you acknowledge that the procedures required by Unjj.tersity policy were followed prior to departmental
consideration of your file. It does not imply your agreement or disagreement with any of the assessments or opinions in the academic review file. If you have questions,
contact your department's academic personnel representative before accepting.

| accept h

Upload New Response Document(s) (PDF's only) - This is optional.

Note: Do not uplead PDF documents that require a password to open or modify.

Any apostrophe in your file name will be replaced with an underscore.

>,
x Cand response when re-signs Ad Hoc Cert.pdf
G@Cance\
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g. The review file detail screen will show that the Certification of Departmental Ad Hoc Report
Access has been signed. Note that the Candidate can click “View File Tracking” at any time
to see where the file is in the review process.

- COMMITTEE REVIEW

® Yellow's Review Committee (Ad Hoc Confidential) COMPLETE

* Yellow's Review Committee Bundle | VYellow's Review Committee PDF BUNDLE

* Report - Unredacted | Dept ad hoe report - unredacted.pdf Uploaded 06/19/17 by STAFF1 VELLOW

* Report- Redacted | Dept ad hoc report - redacted pdf Uploaded 06/19/17 by STAFFT YELLOW

|- Certification” Departmental Committee Report Access | Signed 06/19/17 by GANDIDATE YELLOW |

h. When the Candidate clicks “View File Tracking,” a list of actions completed or pending is
displayed in reverse chronological order. This order can be changed by clicking the down
arrow next to the “Action” column header.

YELLOW, Candidate - MeritD - 07_01_18

Date

06/19/M17 14:31:35
06/19M17 14:31:34
06/19/17 14:20:35
06/19M17 13:39:17
06/1917 13:39:12
06/14/17 07:56:19
06/14/17 07:55:55
06/14/17 07:55:54
06/14/17 07:55:01
06/14/17 07:54:48
06/14/17 07:53:27

ction
Departmental Review
Dept Committee Cert signed
Dept Committee Cert pending
Departmental Review
Yellow's Review Committee Review
Prof. Yellow's Review Committee Review (Current Committee Name: Yellow's Review Committee)
Departmental Review
Dept Rev Cert signed
Dept Rev Cert pending
File Prep
File Created

Voting Faculty review and vote

1. Notifying voting faculty to review the file

a. After the Candidate has signed the department committee certification, the review file detail
screen will display a message directing you to notify Voting Faculty to review the file or (if
your department does not require a faculty review and vote for the proposed action) upload
the departmental recommendation letter once the File Summary is ready.
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Home Review Files Committees AP Data External Tools
YELLOW, Candidate - MeritD - 07_01_18
Select File Type [« || View Certs & Notifs | View File Tracking

File Actions... ~|[ conn
Status: Departmental Review ile Actions. onfirm

© Assign Voting Faculty or upload departmental recommendation letter once File Summary is ready

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

" Yellow's Review Committee (Ad Hoc Confidential) COMPLETE

= Yellow's Review Committee Bundle | Yellow's Review Committee PDF BUNDLE

* Report - Unredacted | Dept ad hioc report - unredacted pdf Uploaded 06/19/17 by STAFF1 YELLOW

* Report - Redacted | Dept ad hoc report - redacted paf Uploaded 06/19/17 by STAFF1 YELLOW

® Certification: Deparimental Committee Report Access |  Signed 06/19/17 by CANDIDATE YELLOW

= VOTING FACULTY REVIEW ASSIGN VOTING FACULTY ENTER VOTE

= Dissenting Letters from Voting Faculty

DEPARTMENTAL RECOMMENDATION

® File Summary Proposed

= Departmental recommendation letter

= Ceriification: Deparimental Recommendation Access

Prior to assigning voting faculty committees to review a file, you must create voting

faculty groups as described in the Creating department committees section of this
manual.

b. While on the file details page of a file, click on “Assign Voting Faculty”.

" Certification: Departmental Committee Report Access | Signed 06/19/17 by CANDIDATE YELLOW

= VOTING FACULTY REVIEW ASSIGN VOTING FACULTY TER VOTE

= Dissenting Letters from Voting Faculty

— NFDADTMRENTAI DFECOMMERNDATIONN

c. Select the voting faculty 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.
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Assign Voting Faculty to:

GRAY, CANDIDATE - AccelMerit - 07_01_18

Committee Name Files Assigned Reviewing
JEB Property Test Ill (Non-Confidential) 0 0

Committee Members
The people listed below are members of the committee(s) selected above. To recuse an individual from reviewing this file. deselect {un-check) their name from the list(s) below.

JEB Property Test lll

RED, Academic 2 (SR LECT SOE-AY, RED)
RED, Academic 3 (PROF-AY, RED)
RED, Academic 4 (ASSOC PROF-AY, RED)

Cancel Save Save & Notify
4

d. 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.

e. 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.

f. Click the “Send” button.

GRAY, CANDIDATE - AccelMerit - 07_01_18

The following committee members are assigned to review the file.

— JEB Property Test Il (Voting Faculty)
+ Academic2 RED
+ Academic3 RED
+ Academic4 RED

To:
Academic 2 RED <RedAca2@ucsd.edu>; Academic 3 RED =RedAca3@ucsd.edu=; Academic 4 RED <RedAcad@ucsd.edu=

CC:

Subject:
File ready for departmental review (GRAY, CANDIDATE - AccelMerit- 07_01_18)

Message:
File ready for departmental review (GRAY, CANDIDATE - AccelMerit- 07_01_18)

Please type your message here:

The academic review file noted above is now ready for review by department faculty.
To review this file, log on to AP On-Line (hitps /www-act ucsd edufapol/apal) and click on the link for the file

Faculty are reminded that University of California policy requires that administrative decisions be based solely upon the materials contained in the academic review file.
Please limit your consideration to this information.

If you have any questions about the departmental review process, please contact your department
=nd))
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The status for the voting faculty committee(s) will now show up as “In Review” on the file details page.
There will also be links to end voting faculty access to the file, re-notify the voting faculty, unassign the
voting faculty, and to enter the vote results.

2. The faculty review and voting process

a. Below is the Voting Faculty view of the notification to review the file.

= Subject: File ready for depatmental review (YELLOW, CANDIDATE - MeritD - 07_01_18)
= [Default Subject: File ready for departmental review
= Text: File ready for departmental review (YELLOW, CANDIDATE - MeritD - 07_01_18)

B e e L e e e e e e e e e e T e

The file contains a Dropbox link to the e-pubs located near the candidate’s signature on the last page ofthe biobib.
Please review the file no later than Monday of next week, as voting will take place during the Tuesday morning faculty
meeting.

Brandy
¥12345

e
The academic review file noted above is now ready for review by depantment faculty.
To review this file, log on to AP On-Line (https:ifwww-actucsd.edufapoliapol) and click on the link for the file.

Faculty are reminded that University of California policy requires that administrative decisions be based solely upon
the materials contained in the academic review file. Please limit your consideration to this information.

If you have any questions about the departmental review process, please contact your department.

b. The screens that the Voting Faculty role sees are not available for this manual, but the
steps for review of the file and voting are listed below.

¢ When Voting Faculty log on to Review, they will see a home screen with the “Review
Files” option.

e Voting Faculty will click “Review Files” to display a list of Candidates under faculty
review.

e When Voting Faculty click a Candidate’s name, the review file detail screen for that
Candidate will open.

e To open the bundled PDF of the review file, Voting Faculty will select “Department” on
the Select File Type drop-down menu and then click “View.”
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e Voting Faculty can navigate through the file by clicking document names in the
Bookmarks column or in the Table of Contents, and then close the window to return to
the review file detail screen.

¢ Voting Faculty will discuss the review file, vote, and report the results of the vote to
Department Staff outside Review. The Department Staff role will upload the vote
results in Review.

Entering the faculty vote and Proposed Status data
1. Enter the vote or click “End All Access” in order to end faculty access to the file

a. Click “Vote” on the File Summary line to open the Department Vote form.

YELLOW, Candidate - MeritD - 07_01_18

Select File Type |~ || View Certs & Notifs | View File Tracking

Status: Voting Faculty Review File Actions ~ || Confirm

0 Enter vote data (this will remove all voting faculty committee's access to the file).

+ FILE PREPARATION

— DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

= Yellow's Review Committee (Ad Hoc Confidential) COMPLETE

® Yellow's Review Commitiee Bundle | Yellow's Review Committee PDF BUNDLE

* Report- Unredacted | Dept ad hoc report - unredacted. pdf Uploaded 06/19/17 by STAFFT YELLOW

® Repori - Redacted | Dept ad hoc report - redacted pdf Uploaded 06/19/17 by STAFF1 YELLOW

" Certification: Departmental Committee Report Access | Signed 06/19/17 by CANDIDATE YELLOW

- VOTING FACULTY REVIEW ASSIGN VOTING FACULTY RENOT\FY\I{D‘P&L ACCESS ENTER VOTE

= Voting Faculty Review

® Tenure Promotion Voting Faculty (Voting Faculty) IN REVIEW Unassign

= Dissenting Letters from Voting Faculty

b. Enter the vote and an explanation of any abstentions or absences in the boxes provided,
and then click “Insert Department Vote” at the bottom of the screen.

When you have saved the vote, Voting Faculty access to the review file ends, and you will
be returned to the review file detail screen.
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Department Vote
YELLOW, Candidate - MeritD - 07_01_15

Review/Promotion

For

Against

Abstain

Absent

Eligible (Bylaw 55)

Explanation of - -
Abstain & Absent Chair abstained

Insern Department Vote Cancel

Mote: Saving a department vote will remove access to the file from the voting faculty.

1. Enter the Proposed Status data

a. Click “Proposed” on the review file detail screen to open the Proposed Status form.
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YELLOW, Candidate - MeritD - 07_01_18

Select File Type |v| | View Certs & Notifs | View File Tracking

File Actl > [ confi
Status: Departmental Review ile Actions. onfirm

© step 1: Enter the Proposed Status
Step 2: Upload the departmental recommendation letter.

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

= Yellow's Review Commitiee (Ad Hoc Confidential) COMPLETE

* Yellow's Review Committee Bundle | Yellow's Review Gommittee PDF BUNDLE

= Report - Unredacted | Dept ad hoc report - unredacted paf Uploaded 06/19/17 by STAFF1 YELLOW

* Report - Redacted | Dept ad hoc report - redacted. pdf Uploaded 06/19/17 by STAFF1 YELLOW

® Certification: Departmental Committee Report Access | Signed 06/19/17 by CANDIDATE YELLOW

= VOTING FACULTY REVIEW ASSIGN VOTING FACULTY RENOTIFY EDIT VOTE

" Voting Faculty Review

* Tenure Promotion Voting Faculty (Voting Facuity) GOMPLETE

= Dissenting Letters from Voting Faculty

- DEPARTMENTAL RECOMMENDATION

= File Summary | GenFilleSummary paf s Uploaded 06/19/17 by STAFF1 YELLOW ( Prognsed)

= Departmental recommendation letier

b. On the Proposed Status form, several fields under “Present Status” (e.qg., title, rank, and
step) will have been populated automatically. Check carefully to make sure this data is
correct.

> Ifitis not correct, stop work on the file and contact Academic Personnel Services to
get the data corrected.
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Proposed Status

YELLO adidate - MeritD - 07_01_15

Present Status Proposed Status

Department: YELLOW Department: YELLOW
Title, Rank & Step: 1200 - ASSOCIATE PROFESSOR-ACAD YR, STEP 2 Title & Rank: —SELECT--
Total Salary: $75,000.00 Step & OS: os- A
ScaleRate:  $75,000.00 (FROM 07/01/2014 SCALE)
Market 05 $0.00 ST
Bonus 05 $0.00 Scale Rate: From Scale: [
Basis: Academic
% of Time: 100%
Years at Rank: Basis:

Scale Date:

Years at Step: % of Time:
Effective Dates: (mmiddiyyyy)
Begin:

As ol
(06/30/yyyy)
End: 01/01/2079
(Indefinite end date: 01/01/2079)
Action: MERIT - DEAN'S AUTHORITY
Years Accel:

Delete Status Cancel

c. Under “Present Status,” fill in the number of years the candidate will have served at his or
her present rank and step as of the next June 30, and fill in the “as of” year (note the
required format).

d. Under “Proposed Status,” fill in the information listed below.

Note that this is the final opportunity for the department to correct the proposed
action and other data if it was entered incorrectly or if the proposed action has
changed since the file was created.

e Select the proposed title and rank from the drop-down menu; this will automatically
populate the Basis field.

e Fillin the step (using numbers [2, 3, etc.], not Roman numerals [ll, I, etc.], and press
the Tab key. The Total Salary, Scale Rate, and Scale Date fields will be populated
automatically if the step entered matches a published salary scale. If you enter a step in
error and tab out of the field, populating the three salary fields, uncheck the “From Scale”
box. This will delete the information from those three fields and you can manually enter
the salary rate information.

o If the salary does not have an associated step on the salary scale (i.e. Lecturer), leave
the step field empty and manually enter the scale rate and most current scale date.

e |If there is an off-scale salary, check the OS box, and new fields for market off- scale and
bonus off-scale (not shown here) will appear for adding off-scale information.

e Fill in the percentage of time

¢ Fill in the Begin date of the proposed action.
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e Fillin the End date if there is one. The default is “01/01/2079" for those with indefinite
end dates (e.g., tenured faculty).

o Choose the type of action being proposed from the drop-down Action menu (see screen
below).

e Fill in the number of years of acceleration, if applicable.

¢ Click “Save Status” at the bottom of the screen when data entry is complete

Proposed Status

. CANDIDATE - MeritD - 07_0T—
NOTE: MOVED OFF MINIMUM SCALE
Pr T Proposed Status

Department: YELLOW Department: YELLOW
Title, Rank & Step: 1200 - ASSOC PROF-AY, STEP 2 OS Title & Rank: 1200 - ASSOC PROF-AY
Total Salary: $71,200.00 Step 8 OS: 3 0s5:
ScaleRate:  $69,300.00 (FROM 10/01/2008 SCALE)
Market0S:  $0.00 Total Salary: $79,200.00
Bonus 05 $2,000.00 NEW Scale Rate: $79,200.00 From Scale:
Basis: Academic S 211/2014
% of Time: 100%
‘Years at Rank: 2 Basis: Academic
‘Years at Step: 2 % of Time: 100.0
As of: 06/30/2015 Eﬂecl!ve Dates: (mm/ddiyyyy)
(06/30/yyyy) R 07/01/2015
End: 01/01/2079
(Indefinite end date: 01/01/2079)
Action: MERIT - DEAN'S AUTHORITY [~]

Years Accel:

Save Status Delete Status Cancel

’ Important: In the screen above, there is an example of a note stating that the salary has been
moved off the minimum scale. These notes are created by the APO role in the behind-the-scenes
data. (Other notes you may see include On Minimum Scale, Proj Sci on UCSD Scale, Proj Sci
UCSD Minimum Scale, and Proj Sci UCSD SC/Moved Off Min.) If you see such a note and think it
is incorrect, please contact the APS unit manager for your department immediately to discuss
whether the note is accurate or should be removed.

e. Below is an example of a Proposed Status screen with all fields populated.
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Proposed Status
YELLOW, Candidate - MeritD - 07_01_15
Present Status Proposed Status

Department: YELLOW Department: YELLOW
Title, Rank & Step: 1200 - ASSOCIATE PROFESSOR-ACAD YR, STEP 2 Title & Rank:
Total Salary: $75,000.00

1200 - ASS0CIATE PROFESSOR-ACAD YR
Step & OS: 3 os: [

Scale Rate: $75,000.00 (FROM 07/01/2014 SCALE)
Warket 03:  $0.00 Total Salary: $79,200.00
Bonus 0S:  $0.00 Scale Rate:
Basis: Academic §
Scale Date:
% of Time: 100% 7/1/2014

$79,200.00 From Scale:

Years at Rank: a Basis: Academic
Years at Step: 2 % of Time: 100.0
3 . Effective Dates: (mmiddiyyyy)
LSTE 06/30/2015 —
(06/30/yyyy) ' 07/01/2015
End: 01/01/2079
(Indefinite end date: 01/01/2079)
Action: MERIT - DEAN'S AUTHORITY
Years Accel:

Save Status Delete Status Cancel

Uploading and signing of departmental recommendation letter

1. After the Proposed Status data has been entered, the review file detail screen will display a
message directing you to upload the departmental recommendation letter, and an “Upload”
link will be available on the line for that document.

The departmental recommendation letter must be prepared outside Review, and you will need
to create a PDF of the letter to upload to the review file.

Note: AP staff can add the Chair’s signature to the departmental recommendation letter while
preparing it outside Review, or the Chair can sign the letter electronically after it is uploaded, if
he or she prefers to do so. The system will not automatically notify the chair to sign when the
recommendation letter is uploaded. AP staff must select “Notify Chair” on the File Actions drop-
down menu to prompt the Chair to sign.

2. Click “Upload” and upload the recommendation letter in the same way you uploaded other
PDFs.

- DEPARTMENTAL RECOMMENDATION

* File Summary | GenFileSummary.pdf (& Uploaded 06/19/17 by STAFF1 YELLOW Proposed

* Departmental recommendation letter ( U)gload
® Certification: Departmental Recommendation Access -

® Chair's Independent Letter
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3. When you have uploaded the departmental recommendation letter, a message on the review
file detail screen will direct you to either notify the Voting Faculty to inspect the letter or notify
the Chair to sign the letter.

If you choose to notify Voting Faculty, you will bypass the electronic Chair signature process, so
you should already have uploaded the letter with the Chair’s signature on it.

Note: It is acceptable to have both a handwritten signature and an electronic signature, but only
one is required.

YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type |~ || View Certs & Notifs | View File Tracking

. File Act ~ | | Confi
Status: Departmental Review £e fctions Ll
0 Step 1: Notify Chair to sign the dept r dation letter (opti I if the letter contains a signature)
Step 2: Notify Voting Faculty to inspect the dept r: dation letter (opti 1)
Step 3: Notify the Candidate to sign dept recommendation cert
+ FILE PREPARATION
— DEPARTMENTAL REVIEW
- COMMITTEE REVIEW
= Yellow's Review Committee (Ad Hoc Confidential) COMPLETE
= Yellow's Review Committee Bundle | Yellow's Review Committee PDF BUNDLE
" Report - Unredacted | Dept ad hoc report - unredacted. pdf Uploaded 06/19/17 by STAFF1 YELLOW
" Report - Redacted | Dept ad hoc report - redacted. pdf Uploaded 06/19/17 by STAFFT YELLOW
® Certification: Departmental Committee Report Access |  Signed 06/19/17 by CANDIDATE YELLOW
= VOTING FACULTY REVIEW EDIT VOTE

" \oting Faculty Review

= Tenure Promotion Voting Faculty (Voting Faculty) COMPLETE

A — o
chair to e-sign the dept.
letter OR to notify voting

- DEPARTMENTAL RECOMMENDATION faculty to inspect the

dept. letter
* File Summary | GenFileSummary.pdf® Uploaded 06/19/17 by STAFF1 YELLOW Proposed
* Departmental recommendation letter | Deparimental recomm letter pdf (3 Uploaded by STAFF1 YELLOW on 06/19/17 MNotify Replace Delete

= Certification: Departmental Recommendation Access Motify Candidate to Certi

4. If you choose “Notify Chair to sign Department Letter” on the pop up window,you will see the
notification below. You may add comments or instructions to this notification, if needed.
(Note that if the Chair had uploaded the recommendation letter, it would have been signed
automatically at the time it was uploaded.)
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Email Notification
YELLOW, CANDIDATE - MeritD - 07_01_18

From:bmisquez@ucsd.edu
ToYELLOW, CHAIR <YellowChair@ucsd.edu=
Cc:

Subject:
Recommendation letter for review file ready for signature (YELLOW, CANDIDATE - Meri

Message:
Recommendation letter for review file ready for signature (YELLOW, CANDIDATE - MeritD - 07_01_18)

T T e T s

Please type your message here:

Hi Chair Yellow,

FPlease review the depantmental recommendation letter and electronically sign no
later than this Friday.

Brandy
®12345|

6035 character(s) left

T T e T s

Your letter regarding the departmental recommendation for this candidate has been uploaded and is now ready for your
electronic signature.

Toview and sign the letter, log on to AP On-Line (hitpswww-act.ucsd.edu/apol) and click on the link for the above file.

Once you have signed the departmental recommendation letter, it will be made available for inspection by department
faculty. After you have informed the candidate of the departmental recommendation, the letter will also be made available to
the candidate.

(Eena] g

Voting Faculty inspection of departmental recommendation letter and submission of dissenting

letters

If Voting Faculty reviewed and voted on the file before the departmental recommendation letter was
written, the same faculty members must be offered the opportunity to read the recommendation letter
and, if they wish, upload dissenting letters. (Note: If a faculty review and vote were not conducted,
faculty cannot inspect the letter or submit dissenting letters.)

1. Notifying Voting Faculty to inspect letter

a.

Click “Notify” on the departmental recommendation letter line.
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- DEPARTMENTAL RECOMMENDATION

5

* File Summary | GenFileSummary.pdf (& Uploaded 06/19/17 by STAFF1 YELLOW Proposed
e —

= Departmental recommendation letter | Departmental recomm letter pdf (2 Uploaded by STAFF1 YELLOW on 06/19/17. ( Motify lace Delete

= Certification: Departmental Recommendation Access Matify Candidate to Certify

® Chair's Independent Letter

b. Click “Notify Voting Faculty to Inspect Departmental Recommendation Letter” on the pop-

up window.
b x
Select Notification
otify Voting Faculty to Inspect Department F{ecnmmendat_icml_ﬁr)
Motify Chair tnﬁgnﬁpanment Recommendation Letter
e

c. You will see the notification to Voting Faculty with Faculty groups that were previously
notified to review and vote on the file will be checked by default.
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YELLOW, Candidate - MeritOSD - 07_01_18

The following committee members are assigned to review the file.

[ = Tenure Promotion Voting Faculty (Voting Faculty)
Academic 1 YELLOW
Academic 2 YELLOW
Academic 3 YELLOW
Academic 4 YELLOW
Candidate YELLOW (Recused)

To:

Academic 1 YELLOW <yellowAca1@ucsd.edu=; Academic 2 YELLOW =yellowAcaZ2@ucsd.edu=; Academic 3 YELLOW <yellowAca3@ucsd.edu=; Academic 4 YELLOW
=yellowAcad@ucsd.edu=

CcC:

Subject:

Departmental recommendation letter available for review (YELLOW, Candidate - MeritOSD - 07_01_18)

Message:
Deparimental recommendation letter available for review (YELLOW, Candidate - MeritQSD - 07_01_18)

Please type your message here:

The departmental recommendation letter for the above candidate is available for inspection by voting faculty.
To review the recommendation letter, log on to AP On-Line (hitps:/fwww-actucsd.edu/apol) and click on the link for this review file.

Vioting faculty may submit letters dissenting from the departmental recommendation. Letters must be submitted to your departmental academic personnel contact outside
AP On-Line. These letters are not confidential documents and will be included in the review file.

Ifyou have any questions about the departmental review process, please contact your department.

Send Cancel

d. You can add further information and instructions in the message box at the bottom of the
notification and then click “Notify Voting Faculty” to send the notification.

» Note that Voting Faculty are informed that dissenting letters are not confidential. The

Candidate will be able to read them when offered the opportunity to inspect the file before it
is submitted for the Dean’s review.
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2. Voting Faculty inspection of letter and submission of dissenting letters

a. Below is the Voting Faculty’s view of the notification regarding inspection of the
recommendation letter.

= Subject Departmental recommendation letter available for review (YELLOW, CANDIDATE - MeritD - 07_01_18)
= Default Subject: Departmental recommendation letter available for review
= Text: Departmental recommendation letter available for review (YELLOW, CANDIDATE - MernitD - 07_01_18)

TEE TR R AT T R R R R R A R R A R

Please review the departmental recommendation letter by Friday afternoon. If you want to submit a dissenting letter,
please hand itto me no later than 3 pm on Manday.

Brandy
¥12345

o
The deparntmental recommendation letter for the above candidate is available for inspection by voting faculty.

To review the recommendation letter, log on to AP On-Line (https:www-act ucsd edufapoliapol) and click on the link
for this review file.

Woting faculty may submit letters dissenting from the depantmental recommendation. Letters must be submitted to
your departmental academic personnel contact outside AP On-Line. These letters are not confidential documents and
will be included in the review file.

If you have any questions about the departmental review process, please contact your depantment.

b. Voting Faculty will log on to view the departmental letter. Screen shots are not available in
this manual, but the following are the steps they will follow.

¢ Voting Faculty will click “Review Files” on their home page to display the file list.
e They will click the appropriate Candidate’s name to open the review file detail screen.

o They will select “Department” on the Select File Type drop-down menu and click
“Confirm” to open the department view of the bundled PDF and read the departmental
recommendation letter.

c. Any dissenting letters must be prepared, signed and handed to you outside of Review.

» Voting Faculty should be given three calendar days to submit dissenting letters to
you. The three-day waiting period is meant to give the voting faculty a reasonable time
frame in which to review the departmental recommendation and respond, if they wish to do
so. Elapsed time is tracked by Review, however, the system now allows you to bypass the 3
day waiting period.
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d. You will need to scan the letters, convert them to PDF documents, and upload them to the
review file.

3. Uploading dissenting letters
a. After the notification is sent to Voting Faculty, an “Upload” link for dissenting letters will
appear on the review file detail screen. You can upload letters one at a time without

triggering resumption of the workflow.

b. After all dissenting letters have been uploaded (or to end the waiting period if there are no
dissenting letters), click “End All Access.”

o Voting Faculty are reviewing the depart: I'r dation letter

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

" Yellow's Review Committee (Ad Hoc Confidential] COMPLETE

® Yellow's Review Committee Bundle | Yellow's Review Committee PDF BUNDLE

= Report - Unredacted | Dept ad hoc report - unredacted. pdf Uploaded 06/19/17 by STAFF1 YELLOW

® Report - Redacted | Dept ad hoc report - redacted. pdf Uploaded 06/19/17 by STAFF1 YELLOW

* Cerification: Departmental Committes Report Access | Signed 06/19/17 by CANDIDATE YELLOW

- VOTING FACULTY REVIEW ASSIGN VOTING FACULTY RENOTIFY (END ALL A@ EDIT VOTE

* Voting Faculty Review

= Tenure Promotion Voting Faculty (Voting Faculty) IN REVIEW Unassign

* Dissenting Letters from Voting Faculty GgluﬂD

c. Click “End Access” to end Voting Faculty access to the file and return to the review file detalil
screen.

End Committee Access

Are you sure you want to end Tenure Promotion Voting Faculty's access to the review file?

End Access Cancel

Note that the dissenting letters are not bundled into the file at this point. This enables you to
add, delete, or correct these letters after you have ended Voting Faculty access to the file.
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- VOTING FACULTY REVIEW EDIT VOTE

* Voting Faculty Review

* Tenure Promation Vioting Faculty (Voling Faculty) COMPLETE

Candidate’s certification of departmental recommendation access
1. Notifying Candidate to inspect letter and sign certification
a. After Voting Faculty have been notified to inspect the departmental recommendation letter
and have had the opportunity to submit dissenting letters, the review file detail screen will
display a message directing you to notify the Candidate to sign the Departmental
Recommendation Access Certification once the recommendation letter is ready..
Before you send this notification to the Candidate, the department should inform the

Candidate outside Review that a recommendation has been determined, and the Candidate
can be invited to meet with the Department Chair to discuss the recommendation.

b. To send the notification to the Candidate, click “Notify Candidate to Certify”.

- DEPARTMENTAL RECOMMENDATION

" File Summary | GenFileSummary.pdf & Uploaded 06/19/17 by STAFF1 YELLOW Proposed
= Departmental recommendation letter | Departmental recomm letter.pdf (3 Uploaded by STAFF1 YELLOW on 06/19/17. MNotify Chair to Sign Replace Delete

® Certification: Departmental Recommendation Access ﬁotﬁ' Candidate toCD y

® Chair's Independent Letter

c. You will then see the notification to the Candidate. You can add further information or
instructions in the message box provided and click “Send” to send the notification and return
to the review file detail screen.
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Email Notification
YELLOW, CANDIDATE - MeritD - 07_01_18

From:omisquezi@ucsd.edu
ToeYELLOW, CANDIDATE <YELLOWCAND@UCSD.EDU=

ce:

Subject: .
Deparntmental recommendation letter available for review (YELLOW, CANDIDATE - Meri

Message:
Departmental recommendation letter available for review (YELLOW, CANDIDATE - MeritD - 07_01_18)

o R R R T
Please type your message here:

Hi Professor Yellow,

Please review the departmental recommendation letter. If you wish to submit a written
statement in response to the letter or any materials in the file, you may do so atthe
time you sign the cerification of departmental recommendation access.

Brandy x12345
5484 characteris) left

o T o T oo s

The department has considered your academic review file and has determined its recommendation. The departmental
recommendation letter is now available for your inspection.

You may review this letter, all other non-confidential materials in your academic review file, and redacted versions of any
confidential materials you requested during the departmental review process by logging on to AP On-Line (hitps:/fwww-
| actucsd.edu/apoliapol) and clicking on the link for your review file.

After you have inspected your file, please complete the departmental recommendation cerification. You may upload a written
statement in response to or commenting on the departmental recommendation letter or any other materials in the file when
completing this cerification. This statement will be made available to campus reviewers.

Ifyou have any questions about the departmental review process, please contact your department.

sona) Dhancet

3. Below is the Candidate’s view of the notification to inspect the departmental
recommendation letter.
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= Subject Departmental recommendation letter available for review (YELLOW, CAMDIDATE - MeritD - 07_01_18)
= Default Subject: Depatmental recommendation letter available for review
= Text: Departmental recommendation letter available for review (YELLOWVY, CANDIDATE - MernitD - 07_01_18)

A R A A A N T A A A R AR TRy

Hi Professaor Yellow,

Please review the depantmental recommendation letter. If you wish to submit a written statement in response to the
letter or any materials in the file, you may do so at the time you sign the cerification of departmental recommendation
ACCESS.

Brandy x12345

R R R E e R e

The department has considered your academic review file and has determined its recommendation. The
departmental recommendation letter is now available for your inspection.

You may review this letter, all other non-confidential materials in your academic review file, and redacted versions of
any confidential materials you requested during the departmental review process by logging on to AP On-Line
(hitps:hwww-act.ucsd.edu/apolfapol) and clicking on the link for your review file.

After you have inspected your file, please complete the departmental recommendation cerification. You may upload a
written statement in response to or commenting on the departmental recommendation letter or any other materials in

the file when completing this cerification. This statement will be made available to campus reviewers.

If you have any questions about the departmental review process, please contact your department.

3. Candidate reviews letter and signs certification

a. When the Candidate logs on to Review, the Status column on the Review Files screen will
show that the departmental recommendation cert is pending. The Candidate will click the
file name to open the review file detail screen.

b. The review file detail screen will display a message directing the Candidate to sign the
departmental recommendation cert, and there will be a “Sign” link on the screen.

» The Candidate should read the departmental recommendation letter before signing

the certification. To do so, the Candidate will select “Candidate” on the Select File Type
menu and click “View” to open the Candidate’s view of the bundled file.
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YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type vd View | EEW File Tracking

tus: Dept Recommend Cert pending

[1] Step 1: Review your file (select 'Candidate’ from the dropdown above and click 'View.' Your bundled pdf file will open in a new tab/window)

Step 2: Sign the departmental recommendation certification

+

FILE PREPARATION

DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

" Yellow's Review Committee (Ad Hoe Confidential) COMPLETE

= Yellow's Review Committee Bundle | VYellow's Review Commiftee PDF BUNDLE

= Report - Unredacted | Dept ad hoe report - unredacted. pdf Uploaded 06/19/17 by STAFF1 YELLOW

" Report - Redacted | Dept ad hoc report - redacted. pdf Uploaded 06/19/17 by STAFFT YELLOW

= Certification: Departmental Committee Report Access | Signed 06/19/17 by CANDIDATE YELLOW

- VOTING FACULTY REVIEW

= Voting Faculty Review

= Tenure Promotion Voting Faculty (Voting Faculty) COMPLETE

= Dissenting Letters from Voting Faculty

®  Dissenting faculty letfer #1.pdf Uploaded 06/19/17 by STAFF1 YELLOW

®  Dissenting faculty letfer #2 pdf Uploaded 06/19/17 by STAFF1 YELLOW

- DEPARTMENTAL RECOMMENDATION

= File Summary | GenFileSummarypdf Uploaded 06/19/17 by STAFF1 YELLOW

Departmental recommendation letter | Departmental recomm lefter. pdf Uploaded by STAFF1 YELLOW on 06/19/17.

Certification: Departmental Recommendation Access |

Step 2: Sign the departmental recommendation certification

Sign
Step 1: Review your file (select 'Candidate’ from the dropdown above and click View.’ Your bundled pdf file will open in a new tab/window) C-

Chair's Independent Letter

The Candidate can navigate to the recommendation letter by clicking the document name in
either the Bookmarks column or the Table of Contents. The Candidate can then close the

window to return to the review file detail screen.
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d. On the review file detail screen, the Candidate will click “Sign” to open the departmental
recommendation certification.

- DEPARTMENTAL RECOMMENDATION

= File Summary |

GenFile Summary. pdf Uploaded 06/19/17 by STAFF1 YELLOW

= Departmental recommendation letter | Deparfmental recomm letter.pdf Uploaded by STAFFT YELLOW on 06/19/17

Certification: Departmental Recommendation Access |

Step 1: Review your file (select ‘Candidate’ from the dropdown above and click "View." Your bundled pdf file will open in a new tab/window)
Step 2: Sign the departmenial recommendation certification

= Chair's Independent Letter
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e. In the certification, the Candidate will click “I accept” and can use the Browse button to
upload a response to the departmental recommendation, if desired.

The response document is created and converted to a PDF file outside Review for
uploading into the review file.

After the response has been uploaded, the document name will appear below the Browse
button.

The candidate will then click “Confirm” to electronically sign the certification and return to the
review file detail screen.

Certification of Departmental Recommendation Access for Review File YELLOW, Candidate -
MeritOSD - 07_01_18

| certify that:

1.1 was informed of the departmental recommendation.

2. | was provided the opportunity to inspect all non-confidential material (including the departmental recommendation letter) in my academic review file.
3. | was provided the opportunity to request redacted copies of confidential material (if any) in my academic review file.

4. | was provided the opportunity to include a written statement regarding the departmental recommendation and/or other file materials.

Note: Your acceptance on this certification indicates only that you acknowledge that the procedures required by University policy were followed prior to departmental
consideration of your file. It does not imply your agreement or disagreement with any of the assessments or opinions in the academic review file. If you have
questions, contact your department's academic personnel representative before accepting.

Upload New Response Document(s) (PDF's only) - This is optional.

Note: Do not upload PDF documents that require a password to open or modify.

Any apostrophe in your file name will be replaced with an underscore.

)

x Cand response when signs Dept Review Cert pdf

G@Zancel

f. The review file detail screen (not shown) will indicate that the certification has been signed.

» g. Reminder: If the file is returned to the department by the Dean’s office for corrections, and
the Candidate is asked to re-sign the Departmental Recommendation Certification, the
Candidate can delete the original response to the materials in the file (if any) by checking
the delete box on the pop-up screen that appears when “| accept” is clicked (not shown),
and a new response can be uploaded. Alternatively, the original response can be left in
place, and a new response can be added as well by clicking the Browse button. This can be
done any time the Candidate is asked to re-sign any certification.
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Addition of Chair’s independent letter

1. You will see a message on the review file detail screen stating that the candidate has signed the
Certification of Departmental Recommendation Access and that a Chair's independent letter
can be uploaded before the file is forwarded to the dean. (Note: A chair’'s independent letter is
optional and is rarely included. It is not an expected part of the file.)

The Chair’s independent letter is a document created and converted to a PDF file outside
Review for uploading into the review file.

2. Click the “Upload” link on the line for this document.

. File Actions... ~ || Confirm
Status: Departmental Review

Q HNext steps:
- Upload Chair's independent letter (optional)
- Forward file to the Dean's Office

Mext step if the Dean's Office has returned the file:
- Notify candidate to sign dept recommend cgrt

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

" Yellow's Review Committee (Ad Hoc Confidential) COMPLETE

" Yellow's Review Committee Bundle | Yellow's Review Committee PDF BUNDLE

* Report - Unredacted | Dept ad hoc report - unredacted pdf Uploaded 06/19/17 by STAFFT YELLOW

* Report - Redacted | Dept ad hoc report - redacted. pdf Uploaded 06/19/17 by STAFFT YELLOW

" Cerification: Departmental Committee Report Access | Signed 06/19/17 by CANDIDATE YELLOW

= VOTING FACULTY REVIEW EDIT VOTE

* Voting Faculty Review

* Tenure Promotion Voting Faculty (Voting Faculfy) COMPLETE

" Dissenting Letters from Voting Faculty Upload Reorder

Dissenting faculty letter #1 pdf (5 Uploaded 06/19/17 by STAFF1 YELLOW Replace Delete
Dissenting faculty letter #2.pdf % Uploaded 06/19/17 by STAFF1 YELLOW Replace Delete

- DEPARTMENTAL RECOMMENDATION

* File Summary | GenFileSummary.pdf (% Uploaded 06/19/17 by STAFF1 YELLOW Proposed
* Departmental recommendation letter | Departmental recomm letter pdf (5 Uploaded by STAFF1 YELLOW on 06/19/17 Notify Chair to Sign Replace Delete

* Cerification: Departmental Recommendation Access | Signed 06/19/17 by CANDIDATE YELLOW

* Chair's Independent Letter h LUgload
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3. On the pop-up screen, click the Browse button to go to the Chair’s independent letter on your
computer and select it for uploading. The document name will appear beneath the Browse
button. Click the Upload button to upload the letter.

YELLOW, Candidate - MeritD - 07_01_15
Upload Document for Chair's Independent Letter (PDF's only)

Note: Do not upload PDF documents that require a password to open or modify.

The following characters are not supported in file names, * 7:" <> | W/

| x Chair's Independent Letter. pdf D
< Upload ) Cancel

4. The review file detail screen will now show that the Chair’s independent letter has been
uploaded, and Replace and Delete links will be available.

Note: The Chair's independent letter does not require an electronic signature, and the

Candidate will not be able to view this confidential letter until he or she is notified of the final
outcome of the review at the end of the review process.

— DEPARTMENTAL RECOMMENDATION

* File Summary | GenFileSummary.pdf? Uploaded 06/19/17 by STAFF1 YELLOW Proposed
* Departmental recommendation letter | Deparfmental recomm letter pdf (@ Uploaded by STAFF1 YELLOW on 06/19/17 Notify Chair to Sign Replace Delete

= Cerification: Departmental Recommendation Access | Signed 06/19/17 by CANDIDATE YELLOW

.
* Chair's Independent Letter | Chair's independent Letter pdf (3 Uploaded 06/19/17 by STAFF1 YELLOW e glac@

Submitting the file for the Dean’s review

1. After the Candidate has signed the Certification of Departmental Recommendation Access and
the Chair's Independent Letter (if any) has been added to the file, you can forward the file to the
Dean’s office for review.

» Itis strongly recommended that you carefully check the file one last time to ensure that it
is complete, accurate, and ready for review. Most importantly, ensure that the Proposed
Status data is accurate, because once the file is submitted, the data cannot be corrected
unless the file is returned to File Prep.
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To do so, highlight “Department” on the Select File Type menu, then click “View” to open and
inspect the Department view of the bundled file. Close the bundled view to return to the review
file detail screen.

2. When you are ready to submit the file, highlight “Forward to Dean’s Office” on the File Actions
menu and click “Confirm.”

YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type |~ || View Certs & Notifs | View File Tracking

i Fila Actions
Status: Departmental Review ile Action

File Actions

O Next steps: Return to File Prep

- Upload Chair's independent letter {optional)
- Forward file to the Dean's Office

Next step if the Dean's Office has returned the file:
Notify candidate to sign dept recommend cert

+ FILE PREPARATION
~ DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

3. You will see the following screen asking you to confirm that you want to forward the file to the
Dean’s office. Click “Confirm” to submit the file and return to the review file detail screen.

Do you want to forward YELLOW, Candidate - MentOSD - 07_01_18 to Dean's Office?

<Conf:rm |

4. Note that in this example (a normal merit review), the status is now “Final Authority Review
Pending,” since the Dean has final authority for the action. The “File Preparation” and
“Departmental Review” sections of the screen are collapsed, and the “Final Authority” section is
expanded.

(If the proposed action had been one requiring review by CAP and a final decision by the EVC,

there would be a “Campus Review” drawer on this screen between “Departmental Review” and
“Final Authority,” and it would be expanded instead.)
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Home Review Files Committees AP Data External Tools

YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type |~ | View Certs & Notifs | View File Tracking

Status: Dean Final Authority Review Pending —

+ FILE PREPARATION

+ DEPARTMENTAL REVIEW

- DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW

- FINAL ACTION

File Actions.. ~ || Confirm

= Final Action Letter

5. After the file is submitted to the Dean, a File Summary will be generated by Review. This will
be accessible in the Department and Dean views of the file.

To see the File Summary, click on that document in the table of contents of the bundled file.

Title, Rank & Step:

}2[]0 ASSOCIATE PROFESSOR-ACAD YR, Step

MName: YELLOW, Candidate

Primary Department: YELLOW College:

Proposed File Action: MERIT - DEAN'S AUTHORITY Effective: 07/01/2015 - 01/01/2079
Present Status Proposed Status

Department: YELLOW Department: YELLOW

Title, Rank & Step:

:1200 ASSOCIATE PROFESSOR-ACAD YR, Step

Total Salary: $75,000.00 Total Salary: $79,200.00
Scale: $75,000.00 (07/01/2014) From Scale’Y Scale: $79,200.00 (07/01/2014) From Scale:Y
Market OS5: -0- Market O3: -0-
Bonus O5: -0- Bonus O3: -0-
Basis: Academic % of Time: 100% Basis: Academic % of Time: 100%
Years at: Rank: 4.0 Step: 2.0 (as of 06/30/2015) Effective Dates: 07/01/2015 - 01/0172079
Department Vote (where applicable)
Review/Promation: Far 2
Against 1]
Abstain 1
Absent 0
Eligible (Bylaw 55) 3

Explanation of Chair abstained

Abstain & Absent:

Addendum: Managing Committees

Below you will find more information on managing committees.

Editing Committees
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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.

ACADEMIC PERSONNEL ONLINE UC Sal’l Diego

Home Review Files Committees AP Data External Tools

Committee List

Committee Type: Al Selected (3) ~ Unit: | All Selected (2) +

Files
Committee Name = Committee Type Unit Assigned Reviewing Action
JEB Property Test - 1| Standing Committee GRAY 0 09@ ST
JEB Property Test Il L Voting Faculty GRAY 0 0 GCSd

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

ACADEMIC PERSONNEL ONLINE UC Sal’l Dieg{)

Home Review Files Committees AP Data External Tools

Committee List > Commitiee Details > Committee Properties

Prof. Gray's Review Committee : Details o@m

Members Files

Committee Type: Ad Hoc
Unit: GRAY

Confidentiality: Confidential

( System Properties: 1

w

Update any previously selected properties (i.e. committee name, type, confidentiality, and unit).
Delete members by clicking the trash icon next to their name, if necessary.

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.

o s
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ACADEMIC PERSONNEL ONLINE UCSan Diego

Home Review Files Committees AP Data External Tools

Committee List > Committee Details = Edit Committee

Edit Gray Department Review Committee

Properties
Name:
System Info:
‘ Gray Department Review Committee | Date Created: 06/13/2017 Date Last Changed: 06/13/2017
Committee name is visible to candidate
. . Created By: GRAY, STAFF Last Changed By: GRAY, STAFF
Please keep confidentiality in mind

Type:

O Voting Facul% 0

@ Standing Committee
O Ad Hoc Committee

unie
Confidentiality: | Non-Confidential

Members

1z Name Title/Series Department Membership © Add Member(s) o
GRAY, Academic 3 PROF-AY GRAY o o =
M Delete Members
jui

O o o

GRAY, CHAIR PROF-AY GRAY

RED, Academic 2 SR LECT SOE-AY RED

O

Changes to the committee will appear in the committee properties change log.

Gray Department Review Committee : Details
Members Files

Committee Type: Standing

Unit: GRAY

Confidentiality: Non-Confidential

System Properties:

Date Created: 06/13/2017 Date Last Changed: 06/13/2017
Created By: GRAY, STAFF Last Changed By: GRAY, STAFF
Committee Properties Change Log:

Date User Property Old Value New Value

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.
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ACADEMIC PERSONNEL ONLINE UCSan Diego

Home Review Files Committees AP Data External Tools

Committee List

Committee Type: Al Selected (3) ~ Unit: | All Selected (2) © Create New Committee
Files
Committee Name = Committee Type Unit Assigned Reviewing Action
W B
JEB Property Test - Il Standing Committee GRAY 0 0 G s \n\]y
JEB Property Test lll L Vioting Faculty GRAY 0 0 [ B}

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

ACADEMIC PERSONNEL ONLINE UC San Diego

Home Review Files Commitiees AP Data External Tools

Committee List > Committee Details > Committee Properties

Prof. Gray's Review Committee : Details o

Members Files

Committee Type: Ad Hoc
Unit: GRAY

Confidentiality: Confidential

(system Properties: 1
3. Click the “delete” button on the confirmation pop-up window.

Are you sure you want to delete Gray Department Review Committee?

% Properties
Name: Gray Depariment Review Committee system Info:
Type: Standing
Date Created: 06/13/2017 Date Last Changed: 06/13/2017
Unit: GRAY
Created By: GRAY, STAFF Last Changed By: GRAY, STAFF
Confidentiality: Non-Confidential
Members
Name Title/Series Unit Membership
GRAY, Academic 3 PROF-AY GRAY Chair
GRAY, CHAIR PROF-AY GRAY Member
RED, Academic 2 SR LECT SOE-AY RED Member

=@

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.
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Home: Review Files Committees AP Data External Tools

Committee List » Commitiee Details > Commitiee Files

Gray Department Review Committee : Details

- File(s) Pending Notification

‘ © Assign File I {2 Package File(s) and Notity | @ Unassign File(s)

O Name 1t Date Assigned I Department

No data available in table

= File(s) in Review

© End Committee Access | Re-Motify | @ Unassign File(s)

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.

Assign File(s) to Committee

Search
File Name Department File Status
Departmental Review; Q search
Results
File Name - Department File Status
Q GRAY, CANDIDATE - AccelVerit - 07_01_18 GRAY Departmental Review
Showing 1 to 1 of 1 entries Previous n Mext

M@Cancel
— 4

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.
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% Home Review Files Committees AP Data External Tools

Committee List = Committee Details = Committee Files

Gray Department Review Committee : Details
Properties Members

- File(s) Pending Notification

o ASSIC ] | @ Package File(s) and Notify (-] Unassign File(s)

O Name 1= Date Assigned l: Department

S

0 GRAY, CANDIDATE - AccelMerit - 07_01_18 06/13/2017 GRAY

- File(s) in Review

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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Section D — Dean’s Review as Final Authority

This section includes:

Dean Staff initial review Of the file ... e D-1
Returning the file to department for COrrECHIONS. ..........uuuiii i e D-3
Department makes requUEeSLEA COMMECLIONS. .......uuuuuiiiiiiiiii e a e D-4
Accepting the file for the DEAN'S FEVIEW .........uiiii e e e et e e e e e e aeeea s D-7
D=1 = =T 111 o o PP D-8
YN gL aTo] = 1T o 1 1= 11 = D-10
DiviSional COMMIEEE REVIEW........ .ttt e e e e et e ettt e e e e e e e eeaetn e e e e e aeeeeennnnnnns D-18

(O{ =T (1] To I O] 12411 T=T=T SRR D-18

ASSIGNING COMMIIIEES. ...ttt D-20
Dean’s review for decision as final auUthority ... D-23
Addendum: Managing Divisional Review COMMIEES .........ccoviiiiiiiiiiie e D-33

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 afile 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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ACADEMIC PERSONNEL ONLINE UCSan Diego

Home Review Files Committees AP Data External Tools

Review Files | Create New File N Show all files
Alert File Name Dept Name Div Name Status 12 Last Action

[ 1] YELLOW, Candidate - AccelMerit - 07_01_18 YELLOW BLUE Accepted for Dean review 06114117

[1] YELLOW, Candidate - MertOSD - 07_01_18 YELLOW BLUE I Dean Final Authority Review Pending I 0619117

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.

Ly
Home Review Files Committees AP Data External Tools

YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type |~ | | View Certs & Notifs | View File Tracking

File Actions_. ~ | | Confirm

Status: Dean Final Authority Review Pending

1] Accept or return to department

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW

- FINAL ACTION

" Final Action Letter

c. Toinspect 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.)

YELLOW, Candidate - MeritOSD - 07_01_18

View | erts & Notifs | View File Tracking
J )—

| Select File Type
Select File Type
Candidate

Department

iFiIe Actions.... E‘ | Confirm |

al Authority Review Pending

Q) Accept or return to department

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW
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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.

P 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.

Bookmarks 1}
E- B ®
—| 2 WP Table of - Table of Contents

Contents
SRRV | [l 000 D o et —— e - < < ¢ <+ 4 e e e e e e e e e e e e e e e e e e e e e e e e e 2

[P Employment [J[ll (L Employment History. .. .o oot ianiniieina s sanaa e snssnssnensanssnsnnsnn 3
History 1

T Dissenting Letters from Voting Faculty. .. ... ... ..ttt aa e eea e 5
Independent . . .
Letter Dissenting Letters from Voting Faculby. . ... u it ininenennroanonsonrnnrnannn 3

T Dissenting Dissenting Letters from Vobing Faculiy. ... itin s s nonnonenansonsnnsasss 7
Letters from i Departmental recommendabtion 1ethar. v .. u it et an st tae s tasanannsaeaassennnsns 8
Voting Electronically signed by Chair YELLOW on 08/04/14.

P Laculty Response to Certification: Departmental Recommendation ACCESS........vwurunaanan 9
Ir:;iz?_r:::nn;:![ Response to Certification: Departmental Ad HOC ACCESS. . ... v ierunncnranssennnsns 10
ion letter Departmental Ad Hoc Report - Unredacted........ ... ... ... it ininnnnnnnnn 11

[r Response to Departmental Ad Hoc Report - Redacted.......... .. . ... .. it innnnnn 12
Certification: Response to Certification: Departmental Review. .........cuieueronrnarsonransasss 13
Eepar‘tmen:tjali Candidate Personal SEACemMENT. ... ..o neia e ia e a e s aanananiannnnn 14
ecommenda
e feress Course Load and Student Directionm FOrm. .. ... ... ... ...t am i ia e 15

P Response to Evidence of Teaching Effectiveness
Certification: CRPE Reports (summaries, stat sheebs) .. .. ...t iiia i e 1é
Departmental CADE Reports (summaries, SEAt S8HEeLS) .. ..vveevueeneeneenennennennennenns 17
:d Hoc CRPE Reports (summaries, stat sheetS) .. ... ... ...ttt aannn 18

ccess

P Departmental Departmental Teaching EvaluabiolS. ... ..ot ti e et e et e e e e e e ee e 13
Ad Hoc Departmental Teaching Evaluatiolnb. ... eu e ennnseenannareennnsonnnnsnennn 20
Report - Departmental Teaching Evaluatiolnb. ... eu e ennnseenannareennnsonnnnsnennn 21
Unredacted Other Evidence of Teaching Effectivensss.......... ... ... ...iiuunninaaannn 22

o gsp;rtmen‘tal Other Evidence of Teaching Effectivensss...........c.iiiiiiiniininineannn 23

oc
Report - Other Evidence of Teaching Effectiveness............c.iiuieiinninninnnnnsnn 24
Redacted Biography/Bibliography . . . ..t it e e e e e e e e e 25
[P Response to Sabbatical ReDorh . . ...ttt i it e e e e e e e 26

Certification: ~

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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Home Review Files Committees AP Data External Tools

YELLOW, Candidate - MeritOSD - 07_01_18

View | Certs & Notifs | View File Tracking

Return to Depart it || Confi
Status: Dean Final Authority Review Pending F;eu:c“zn;pa ment_{v] 7@

Accept for Dean Review

Return to Department

0 Accept or return to department

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN FINAL AUTHORITY REVIEW

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.

Home Review Files Committees AP Data External Tools

YELLOW, Candidate - MeritOSD - 07_01_18

Certs & Notifs | View File Tracking

File Acti ~ || Confi
Status: File returned to Dept. by Dean’s Office _ ile Actions onfirm

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

" Yellow's Review Committee (Ad Hoc Confidential] COMPLETE

= Yellow's Review Committee Bundle | Yellow's Review Committee PDF BUNDLE

" Report - Unredacted | Depf ad hoc report - unredacted. pdf Uploaded 06/19/17 by STAFFT YELLOW

= Report - Redacted | Dept ad hoc report - redacted. pdf Uploaded 06/19/17 by STAFF1 YELLOW

= Certification: Departmental Committee Report Access | Signed 06/19/17 by CANDIDATE YELLOW

= VOTING FACULTY REVIEW

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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Home Review Files Committees AP Data External Tools

YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type [v| [ View | Certs & Notifs | View File Tracking

File Actions... | Confi
Status: File returned to Dept. by Dean's Office yT— E _D

File Actions...

Fonward to Dean's Office
(fF_{eturn to File Prep

0 Dean's office has returned the file. Make corrections as discussed then forward the file to the Dean’s office.

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW ASSIGN COMMITTEE
® Yellow's Review Committee (Ad Hoc Confidential) COMPLETE Re-Motify

B Wallrude Drsn Cammmitban Domdla | Vellmode Dacinse Sammmmitban DN AT E A7

3. The following screen will appear. Clicking “Confirm” will return you to the review file detail
screen.

Please confirm YELLOW, CANDIDATE - MeritD - 07_01_18 is to be returned to the File Preparation stage.

Confirm | Cance||

4. After the necessary correction has been made in File Prep, the Candidate must be notified to re-
sign 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 = Return File to file prep
Step 2 = (optional) Add/replace/delete files

Step 3 = Ask the Candidate to re-certify Certification of Departmental
Review

Step 4 = Forward to Dean’s Office

Scenario 2 — Changes to the Vote and/or Proposed

Step 1 = (optional) Change or add a vote and/or
= (optional) Changing anything on the Proposed

Step 2 = Forward to Dean’s Office

Scenario 3 — Replacing the Department Letter

Step 1 = Replace the Department Letter

Step 2 = (optional) Ask Chair to e-sign the new letter

Step 3 = (optional) Notify Voting Faculty to review the new letter
Step 4 = (optional) Upload/Delete/Replace dissenting letters

= Ask the Candidate to re-certify the Certification of Departmental
Recommendation Access

Step 6 = (optional) Upload/Replace the Chair’s Independent Letter
Step 7 = Forward to Dean’s Office

Step 5

Scenario 4 —Replacing/Deleting/Uploading the Chair’s Independent Letter

Step 1 = Replace/Delete/Upload the Chair’s Independent Letter
Step 2 = Forward to Dean’s Office

Scenario 5 — Engaging (or re-engaging) the Ad Hoc

Step 1 = Notify Ad Hoc to review the file option is not available if ad hoc was
engaged in previous step

Step 2 = Replace/Delete/Upload Ad hoc report. System will delete the
redacted Ad Hoc report if it exists (with warning)

Step 3 = Ask the Candidate to re-certify Certification of Ad Hoc Report
Step 4 = (optional) Notify Voting Faculty to review the revised file

Step 5 = (optional) If changes to the departmental letter are required, follow
workflow in Scenario 3.

Step 6 = 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
Step 2 = Ask the Candidate to re-certify

Step 3 = (optional) Upload/Replace the Chair’s Independent Letter (CIL)

Step 4 = 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.”

Home Review Files Commitiees AP Data External Tools

YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type [~ || View Certs & Notifs | View File Tracking

Status: Dean Final Authority Review Pending

0 Accept or return to department

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN FINAL AUTHORITY REVIEW

— COMMITTEE REVIEW

— FINAL ACTION

A
Return to Department

= Final Action Letter

+ POST AUDIT

Terms & Conditions (2 | Feedback (@

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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Do vou want to accept YELLOW, Candidate - MeritD - 07_01_15 for Dean review?

Confirm | )Cancel

3. The Status line on the review file detail screen will show that the file has been accepted for Final
Authority review.

YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type |« | View Certs & Notifs | View File Tracking

File Acti ~ | | Confi
Status: Accepted for Dean Final Authority review h f& Actions e

[¢] Assign committees (optional), enter data to proceed with Dean Final Authority review or switch to Campus Review.

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN 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.

P 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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Home Review Files Committees AP Data External Tools

YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type |~ || View Certs & Notifs | View File Tracking

. 5 File Acti ~ | | Confi
Status: Accepted for Dean Final Authority review ~e ACons o

0 Assign committees (optional), enter data to proceed with Dean Final Authority review or switch to Campus Review.

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

— DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW ASSIGN COMMITTEE

- FINAL ACTION

= Final Action Letter QEdit Data &notatiun Disagree As Proposed

2. 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.”

Choose Data To Edit
YELLOW, Candidate - MeritD - 07_01_15

DATA TYPE RECOMMENDATION DATE
DEPARTMENT RECOMMEMNDATION AS PROPOSED 2014-08-11 10:25:36.0

Edit Selected Cancel

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 hew 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 detalil
screen.
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Data Edit Annotations
YELLOW, Candidate - MeritD - 07_01_15

Record Just Edited:

DATA TYPE RECOMMENDATION DATE

DEPARTMENT RECOMMENDATION AS PROPOSED 2014-08-11 10:25:36.0
Annotation:

For this normal merit action and after] discussion with the department staff, the Step has
been corrected from Step 2 to Step 3.

Jay Jones, ext. 25698, 8M1/2014

Save | | Cancel

NOTE: The edited data has already been saved. Pressing "Cancel” will cancel the edits to this annotation only.
Y

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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Home Review Files Committees AP Data External Tools

YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type |~ || View Certs & Notifs | View File Tracking

. 5 File Acti ~ | | Confi
Status: Accepted for Dean Final Authority review ~e ACons o

0 Assign committees (optional), enter data to proceed with Dean Final Authority review or switch to Campus Review.

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

— DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW ASSIGN COMMITTEE

- FINAL ACTION

= Final Action Letter Edit D@nnotatiun %agree As Proposed

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.

Annotations
YELLOW, Candidate - MeritD - 07_01_15

Content Type A Page No. A A

File Summary

MOTE: Your annotation is not saved until you click the "Save™ button

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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Annotations
YELLOW, Candidate - MeritD - 07_01_15

Content Type A Page No. A A

File Summary

Attention:

= The Page field refers to where the page to be annotated exists in the bundled PDF. Obtain this page
number from the bundle using the "View File" link on the file detail page prior to entering the
annotation(s).

= Only one annotation entry allowed per page number of the bundle; adding an annotation using the
same page number as an existing annotation will delete the existing annotation text. To edit an
existing annotation, click on the Edit button of the Content Type annotation to be edited.

= Annotations will appear as the last item on the Table of Contents of the file.

Type: -- Please Select -- E]

Page: Biography/Bibliography
Candidate Personal Statement
Annoti Chair's Independent Letter
Course Load and Student Direction Form
Departmental Ad Hoc Report - Redacted
Departmental Ad Hoc Report - Unredacted
Departmental recommendation letter
Dissenting Letters from Voting Faculty
Employment History
Evidence of Teaching Effectiveness: CAPE Reports (summaries, stat sheets)
Evidence of Teaching Effectiveness:Departmental Teaching Evaluations
Evidence of Teaching Effectiveness: Other Evidence of Teaching Effectiveness
Response to Certification: Departmental Ad Hoc Access
Response to Certification: Departmental Recommendation Access

Re ertification: Departmental Review
Sabbatical Report

Add to List] [Cancel]

NOTE: Your annotation is not saved until yvou "Add to List” and click the "Save"” button on the next
screen

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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Annotations
YELLOW, Candidate - MeritD - 07_01_15

Content Type A Page No. F'y A

File Summary

Attention:

= The Page field refers to where the page to be annotated exists in the bundled PDF. Obtain this page
number from the bundle using the "View File" link on the file detail page prior to entering the
annotation(s).

= Only one annotation entry allowed per page number of the bundle; adding an annotation using the
same page number as an existing annotation will delete the existing annotation text. To edit an
ewisting annotation, click on the Edit button of the Content Type annotation to be edited.

= Annotations will appear as the last item on the Table of Contents of the file.

|
Typef_ Sabbatical Report hd
ol

Add to List

NOTE: Your annotation is not saved until you "Add to List” and click the "Save” button on the next
SCreen

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.

Annotations
YELLOW, Candidate - MeritD - 07_01_15

Content Type A e No. F 3 A
% Emplovment History

File Summary

Sabbatical Report

.,
([Add Maore DSave ][ Cancel ]
N~ _—

NOTE: Your annotation is not saved until you click the “"Save” button

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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Annotations
YELLOW, Candidate - MeritD - 07_01_15
Content Type 4 Page No. A A

File Summary

Employment History

Sabbatical Report

Attention:

= The Page field refers to where the page to be annotated exists in the bundled PDF. Obtain this page
number from the bundle using the "View File"” link on the file detail page prior to entering the
annotation(s).

= Only one annotation entry allowed per page number of the bundle; adding an annotation using the
same page number as an existing annotation will delete the existing annotation text. To edit an
existing annotation, click on the Edit button of the Content Type annotation to be edited.

= Annotations will appear as the last item on the Table of Contents of the file.
Type: | Sabbatical Report
Page: -2

Annotation:
Sabbatical was taken in academic year 2012-13, not 2013-14.

Add to List] [Cancell

NOTE: Your annotation is not saved until you "Add to List” and click the "Save”™ button on the next
screen

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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Annotations
YELLOW, Candidate - MeritD - 07_01_15
Content Type A Page No. F'y A

'1 .
Employment History

File Summary

2 .
Sabbatical Report

—
Add Mar SaveJDCa ncel ]

NOTE: Your annotation is not saved until yvou click the "Save” button

7. To add further annotations, the Dean Staff can again click “Annotation” on the review file detail
screen.

- COMMITTEE REVIEW ASSIGN COMMITTEE

- FINAL ACTION

= Final Action Letter Edit D@nnotatiun %agree As Proposed

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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Annotations
YELLOW, Candidate - MeritD - 07_01_15

Content Type A Page No. A A

File Summary

1 :

Employment History
2 .

Sabbatical Report

.
(ﬁ.dd Annutatimﬂ [Save] [Cancel]
~—_ —

NOTE: ¥Your annotation is not saved until yvou click the "Save” button

9. The Dean Staff will then click “Save” to exit the Annotations screen and return to the review file
detail screen.

Annotations
YELLOW, Candidate - MeritD - 07_01_15

Content Type A Page No. F'y A

File Summary

‘] N
Employment History
2 .
Sabbatical Report

Add Annotation( Save >

NOTE: Your annotation is not saved until you click the "Save” button

P> 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.

HELLQ STAFF GRAY | SIGN-OFF

ACADEMIC PERSONNEL ONLINE UC San Diego

Home: Revielll| Committees AP Data External Tools

Review Files

Create and manage review files

Committees

Choose which groups people are assigned o

AP Data

Enter data for paper review files

2. Click the “Create New Committee” button.

ACEDEMIC PERSONNEL ONLINE UC SaﬂDiegO

Home: Review Files Committees AP Data External Tools

Committee List

Committee Type: All Selected (3) ~ Unit: | Al Selected (2) ~ © Create New Committee
Files

Committee Name E Committee Type Unit Assigned Reviewing Action

JEB Property Test - Il standing Committee GRAY 0 0 [ ]

Enter the committee’s name.
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.

koW
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b. No: Data entry will not be enabled for this committee.
8. Click the “add member(s)” button.

ACADEMIC PERSONNEL ONLINE UC Sal’l Diego

Home Review Files Committees AP Data External Tools

Committee List > Create New Committee
Create New Committee

Properties

Name:

R 3

Committee name is visible to candidate
Please keep confidentiality in mind.

Type:
(O Standing Committee

@® Ad Hoc Committee
Unit: | BLUE o
Confidentiality: | Mon-Confidential o

Recommendation Data:
O Yes

@ No

Members

O Iz Name Title/Series Department Membership o © Add Member(s)
—

No data available in table .
M Delete Members

Save Cancel

UC San Diego 9500 Gilman Dr. La Jolla, CA 92093 (858) 534-2230
Copyright ©2017 Regents of the University of California. All rights reserved

Terms & Conditions Feedback

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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Add Committee Member

Search

Name Series
PROFESSORIAL-TENURE - Full;
Results
O Name 12 Title Series
O GRAY, Academic 3 PROF-AY PROFESSORIAL-TENURE -
O GRAY, CHAIR PROF-AY PROFESSORIAL-TENURE -

Showing 1 to 2 of 2 entries

Unit

GRAY,

Full

Full

© D

Unit Committees
GRAY 0
GRAY 2

Previous MNext
oc@wnca

4

11. Optional-designate a “Chair” member in the membership value column.

12. Click the “Save” button.

Home: Review Files Committees AP Data External Tools

Commitiee List > Create New Committee
Create New Committee

Properties

Name:

Prof. Gray's Review Committee

Committee name is visible to candidate
Please keep confidentiality in mind.

Type:

(O Voting Faculty
O Standing Committee
® Ad Hoc Commitiee

Unit: | GRAY Vi

Confidentiality:  Confidential
Members

[} 1¢  Name Title/Series Department

] GRAY, Academic 3 PROF-AY GRAY

O GRAY, CHAIR

PROF-AY GRAY

Assigning Committees

Membership

=
1]
3
o
]
[<]
=]

© Add Member(s)
i Delete Members

=]

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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Home Review Files Committees AP Data External Tools

GRAY, CANDIDATE - AccelMerit - 07_01_18

Select File Type |~ || View Certs & Notifs | View File Tracking

. File Actions... ~| | Confi
Status: Accepted for Dean review ile Actions onfirm

0 File ready for review.

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN REVIEW

- COMMITTEE REVIEW ASSIGN COMMITTEE

- DEAN RECOMMENDATION

* Dean Recommendation Letter Edit Data Annotation As Proposed Disagree

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.

Assign a Committee to:

GRAY, CANDIDATE - AccelMerit - 07_01_18
Committee Name Files Assigned Reviewing

Ad Hoc Committee(s)

O JEB Ad Hoc MC Rec 1 (Confidential) 0 0
Standing Committee(s) %
® JEB Final Property Test (Non-Confidential) 0 0
To recuse an individual from reviewing this file, deselect (un-check) their name from the list below.
GREEN, Academic 1 (PROF-AY, GREEN)
L1 GREEN Academic 3 (PROF-AY. GREEN)
GREEN, Academic 4 (ASS0OC PROF-AY, GREEN)
O JEB Property Test X (Confidential) 0 0
O JEB Standing Conf NR (Confidential) 0 0

O JEB Standing Conf Rec (Confidential) 0 Q 0 p

Cancel Save Save & Notify
P

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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o Committee Review must be completed before the Dean Recommendation Letter can be uploaded

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN REVIEW

- COMMITTEE REVIEW ASSIGN COMMITTEE

= Brandy Name Change Test Committeee (Standing Non-Confidentiall PENDING NOTIFICATION ( Motify Unhbssign

* Brandy Name Change Test Committeee Bundle | Brandy Name Change Test Committeee PDF BUNDLE (i

" Report - Unredacted

7. 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.

GRAY, CANDIDATE - AccelMerit - 07_01_18

The following committee members are assigned to review the file.

Brandy Name Change Test Committeee (Standing}
" Academic 1 GREEN

" Academic 3 GREEN
" Academic 4 GREEN

To:
Academic 1 GREEM =GreenAcal@ucsd.edu=; Academic 3 GREEN =GreenAca3@ucsd.edu=; Academic 4 GREEN =GreenAcad@ucsd.edu=
CC:

Subject:

File Ready for Committee Review: (GRAY, CANDIDATE - AccelMerit- 07_01_18)

Message:
File Ready for Committee Review: (GRAY, CANDIDATE - AccelMerit- 07_01_18)

Flease type your message here:

You have been identified as a member of a divisional review committee for the above academic review file. If you feel that you have been contacted in error, please contact
your Dean’s Office.

The academic review file for this candidate is now ready for review by the divisional review committee. To view this academic review file, log on to AP On-Line (hitps:iiwww-
actucsd.edufapoliapol) and click on the link for the file.

Committee members are reminded that University of California policy requires that personnel decisions be based solely upon the materials contained in the academic
review file. Access to this information is provided to you as a departmental committee member solely for the purpose of providing a recommendation on this personnel
action. Breach of the established rules governing confidentiality in personnel procedures is a violation of the Faculty Code of Conduct.

If you have any questions about the review process, please contact your Dean's Office.

Thank you for your senvice on this commitiee.

€D s

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.

ACADEMIC PERSONNEL ONLINE UC SanDiegO

Home Review Files Committees AP Data External Tools

GRAY, CANDIDATE - AccelMerit - 07_01_18

Select File Type |v | View Certs & Notifs | View File Tracking

. . File Actions.. ~ || Confi
Status: Dean Committee Review fe Actane et
o C i Review must be pleted before the Dean Recommendation Letter can be uploaded
+ FILE PREPARATION
+ DEPARTMENTAL REVIEW
- DEAN REVIEW
- COMMITTEE REVIEW ASSIGN COMMITTEE
= Brandy Mame Change Test Committeee (Sfanding NDn-Ganr'denir'af'IN REVIEW I ( End Access Re-Notify Unass)gn
T
* Brandy Name Change Test Committeee Bundle | Brandy Name Change Test Committeee PDF BUNDLE
* Report - Unredacted Recommendation Data Entry * As Proposed Disagree
- DEAN RECOMMENDATION
= Dean Recommendation Letter | As Proposed Disagree

Committee Review must be completed before the Dean Recommendation Letter can be uploaded

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. Inthis 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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LYELLOW, Candidate - MeritOSD - 07_01_18

Select File Type [+ | View Certs & Notifs | View File Tracking

| File Actions... v | Confirm

Status: Accepted for Dean Final Authority review

‘ [ 1] Assign committees (optional), enter data to proceed with Dean Final Authority review or switch to Campus Review.

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW ASSIGN COMMITTEE

- FINAL ACTION

" Final Action Letter Edit Data Annotation Disagre¢ As Proposed

+ POST AlINDIT

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.

Proposed Status

YELLOW, Candidate - MeritD - 07_01_15
Department: YELLOW
Title, Rank & Step: 1200 - ASSOCIATE PROFESSOR-ACAD YR , Step 3
Total Salary: $79,200.00
Scale Rate: £79,200.00 (07/01/2014 SCALE) From Scale:
Basis: Mot Available % OF TIME: 100%
Effective Dates: 07/01/2015 - 01/01/2079

As Proposed Cancel
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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.

YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type |~ | | View Certs & Notifs | View File Tracking

File Acti . ~|| Confi
Status: Accepted for Dean Final Authority review ile Actions onfirm

0 Assign committees (optional), enter data to proceed with Dean Final Authority review or switch to Campus Review.

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW ASSIGN COMMITTEE

- FINAL ACTION

= Final Action Letter Q Upload E)t Data Annotation Disagree As Proposed®
,__,_./

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.

YELLOW, Candidate - MeritOSD - 07_01_18

%ect File Type |~ | | View Certs & Notifs | View File Tracking

File Actions.. ~ | | Confi
Status: Accepted for Dean Final Authority review fe Actions T

(1] Motify Dept of Final Action or notify Dean to sign letter.

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

— DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW

— FINAL ACTION

* Final Action Letter | Dean's final action letfer.pdf (7' Uploaded by DEANSTAFF1 BLUE on 06/19/17. ( Notify Dean to Sign JEdit Data Annotation Disagree As Proposed” Replace Delete

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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%(ELLOW, Candidate - MeritOSD - 07_01_18

Select File Type [v | View Certs & Notifs | View File Tracking

File Actions.. ~ | | Confi
Status: Accepted for Dean Final Authority review ile Actions onfirm

o Dean has been notified to sign the final action letter h

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN FINAL AUTHORITY REVIEW

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.

Ly
YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type |~ || View Certs & Notifs | View File Tracking

File Actions... ~| | Confirm
Status: Accepted for Dean Final Authority review

© Final Action Letter is waiting your signature

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW

- FINAL ACTION

* Final Action Letter | Dean's final action letter.pdf (% Uploaded by DEANSTAFF1 BLUE on 06/19/17 C ﬁgnn Data Annotation Disagree As Proposed® Replace Delete
Final Action Letter is waiting your signature S

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

ITam signing Final Action Letter for Review File YELLOW, Candidate - MeritOSD - 07_01_18

G@ancel

9. The review file detail screen will then show that the final action letter has been signed.
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YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type ||| View Certs & Notifs | View File Tracking

Status: Accepted for Dean Final Authority review

© HNotify Dept of Final Action

+ FILE PREPARATION

+ DEPARTMENTAL REVIEW

- DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW

- FINAL ACTION

File Actions ~ | | Confirm

* Final Action Letter | Dean's final action letter paf (& |EJecfroﬁfcaHy signed by Division Deant BLUE on 06/19/17. |

Edit Data Annotation Disagree As Proposed® Replace Delete

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.

Home Review Files Access Rights Committees AP Data External Tools

YELLOW, Candidate - MeritOSD - 07_01_18
Select File Type . View Certs & Notifs | View File Trackiﬂg

Status: Accepted for Dean Final Authority review

@ Notify Dept of Final Action

+ FILE PREPARATION

+ DEPARTMENTAL REVIEW

— DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW

- FINAL ACTION

File Actions...

==

Notify Dept of Dean Final Action
eturn to Department—

* Final Action Letter | Dean's final action letter.pdf (2 Electronically signed by Division Dean BLUE on 06/19/17

+ POST AUDIT

UC 8an Dieg
Copyright @20

500 Gilman Dr. La Jolla, CA 92093 (858 2230
ts of the University of California. All rights resenved.

Feedback

1

:

Terms & Conditions
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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.

File Tracking

Date

081214 11:25:04
08M2M14 10:49:11
08114 1004332
08M1M1410:27:34
08114 10:27:08
081114 10:27:06
08M114 10:26:23
081114 10:24:32
081114 08:28:16
08M1/14 08:21:47
081114 08:16:19
08/08M14 11:47:52
08/08/M14 11:32:33
08/04/14 10:34:58
08/02M14 16:09:24
08/02M14 15:29:00
08/02M14 14:17:33
08/02M14 14:17:32
08/02/14 14:06:26
08/02M14 14:0512
08/02M14 13:36:12
08/02/14 13:04:06
08/02M4 12:36:25

¥ Action

Final Action

Final Authaority Review with annotations
Accepted for Final Authaority review
Final Authority Review Pending
Departmental Review

Dept Recommend Cert signed
Dept Recommend Cert pending
File returned to Dept. by Dean's Office
Final Authaority Review Pending
Departmental Review

Dept Recommend Cert signed
Dept Recommend Cert pending
Departmental Review

Dept Ad Hoc Cert signed

Dept Ad Hoc Cert pending
Department Ad hoc Review
Departmental Review

Dept Rev Cert signed

Dept Rev Cert pending

File Prep

Dept Rev Cert pending

File Prep

File Created
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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.

Certs & Notifs Tracking

YELLOW, Candidate - MeritD - 07_01_15
Cert Date il

031114 102708
Certification of Departmental Recommendation Access

031114 08:16:20
Certification of Departmental Recommendation Access

03/04/M14 10:34:59
Certification of Departmental Ad Hoc Report Access

m

03/02M4 141733
Certification of Departmental Review

Notification Date
0811214 112507

Notify Department Final Action Letter Available

031214 10:58:33
Notify Dean Final Action Letter Uploaded and Need to Sign

031114 10:26:26
Notify Candidate Departmental Recommendation Letter Available

031114 10:26:00
Notify Voting Faculty Access to Departmental recommendation letter

031114 10:24:19
Notify Chair Departmental Recommendation Letter Uploaded and Need to Sign

031114 10:23:30

Notify Voting Faculty Access to Departmental recommendation letter

03/08M14 11:47:56
Notify Candidate Departmental Recommendation Letter Available
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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.

= Zubject: Final action letter completed (YELLOVY, Candidate - MeritD - 07_01_15)

= Text: The letter regarding the dean’s final action on the academic review file noted above is now available. To view
the letter, log on to AP On-Line (https:/fwww-act.ucsd. edufapol) and click on the link for this review file.

After the department chair has informed the candidate of the result of this review, the candidate must be provided
access to the final action letter. You may do =o via the File Action drop-down menu.

Pleaze notify candidate of final action letter.

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.

YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type |v | | View Certs & Notifs | View File Tracking

. . File Actions... ~ | | Confirm
Status: Dean Final Action

© Final Action is complete - notify candidate

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW

P> 16.0utside 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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YELLOW, Candidate - MeritOSD - 07_01_18

Select File Type |~|  View Certs & Notifs | View File Tracking

Status: Dean Final Action

Q Final Action is complete - notify candidate

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW

- FINAL ACTION

™ Final Action Letter | Dean's final action lefter pdf Electronically signed by Division Dean BLUE on 06/18/17

File Actions.. EG@

File Actions..
Notify Candidate of Final Action Letter
Return to Dean

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

Email Notification
YELLOW, CAMDIDATE - MeritD - 07_01_18

From:bmisquez@ucsd.edu
ToYELLOW, CANDIDATE <YELLOWCAND@UCSD EDU=
Cc:

Subject:
Final action letter available (YELLOW, CANDIDATE - MeritD - 07_01_18)

Message:
Final action letter available (YELLOW, CAMDIDATE - MeritD - 07_01_18)

e e e e e e e
Flease type your message here:
Congratulations aon your merit advancement!

Brandy
®12345|

6047 character(s) left

S s s

The letter regarding the final action on your academic review file (noted above) is now available. To view the letter, log on to
AP On-Line (hitps:fwww-act.ucsd.edufapol/) and click on the "Review Files™ tab. You may access your completed review file
by clicking "Show all files™ and click the link for your current review file. Under "Select File Type™ in the file detail screen,
highlight "Candidate™ and click the "View” button. A new tabfwindow will open with a view of the bundled file, including the

final action letter.

Ifyou have any questions about the departmental review process, please contact your department.

Gand)ycanal

her completed review files.
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ACADEMIC PERSONNEL ONLINE UC SaﬂDiegO

Home Review Files Access Rights External Tools

Review Files | Create New File @

Search

Alert File Name I& Dept Name Div Name Status Last Action

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 drop-
down 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.

ACADEMIC PERSONNEL ONLINE UCSan Diego

Home Review Files Committees AP Data External Tools

Committee List

Committee Type: Al Selected (3) ~ Unit: | All Selected (2) © Create New Committee
Files
Committee Name = Committee Type Unit Assigned Reviewing Action
o R
JEB Property Test - Il Standing Committee GRAY 0 0 \Cj &
JEB Property Test I s Voting Faculty GRAY 0 0 G ST

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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ACADEMIC PERSONNEL ONLINE UC Sal’l Diego

Home Review Files Committees AP Data External Tools

Committee List > Committee Details > Committee Properties

Prof. Gray's Review Committee : Details o@m

Members Files

Committee Type: Ad Hoc
Unit: GRAY
Confidentiality: Confidential

( System Properties: 1

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.

ACADEMIC PERSONNEL ONLINE UCSan Diego

Home Review Files Committees AP Data External Tools

Committee List > Committee Details = Edit Committee

Edit Gray Department Review Committee

Properties
Name:
System Info:
‘ Gray Department Review Committee | Date Created: 06/13/2017 Date Last Changed: 06/13/2017
Committee name is visible to candidate
. . Created By: GRAY, STAFF Last Changed By: GRAY, STAFF
Please keep confidentiality in mind

Type:

O Voting Facul% o

@ Standing Committee
O Ad Hoc Committee

unie
Confidentiality: | Non-Confidential

Members

O 1z Name Title/Series Department Membership © Add Member(s) o
O GRAY, Academic 3 PROF-AY GRAY o o =
M Delete Members
O
O m

GRAY, CHAIR PROF-AY GRAY

RED, Academic 2 SR LECT SOE-AY RED

Changes to the committee will appear in the committee properties change log.
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Gray Department Review Committee : Details

Members Files

G Edit Tl Delete

Committee Type: Standing
Unit: GRAY
Confidentiality: Non-Confidential

System Properties:
Date Created: 06/13/2017
Created By: GRAY, STAFF

rd

Property

Committee Properties Change Log:

User

Deleting Committees

Old Value

Date

Date Last Changed: 06/13/2017
Last Changed By: GRAY, STAFF

New Value

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.

ACADEMIC PERSONNEL ONLINE UCSan Diego

Home Review Files Committees AP Data External Tools
Committee List
Committee Type: Al Selected (3) Unit: | All Selected (2) ~
Committee Name E Committee Type
JEB Property Test - II Standing Committee
JEB Property Test lll I} Voting Faculty

GRAY

© Create New Commities

Files

Assigned Reviewing Action
0 oocfi L] @
0 0 (e |

You may also click on the committee’s name to bring up the committee details page and click the

“Delete” button.

ACADEMIC PERSONNEL ONLINE

Home Review Files Commitiees AP Data External Tools

Committee List > Committee Details > Committee Properties

Prof. Gray's Review Committee : Details

Members Files

UC San Diego

S copy Tl Detete '
e

Committee Type: Ad Hoc
Unit: GRAY
Confidentiality: Confidential

( System Properties:

3. Click the “delete” button on the confirmation pop-up window.
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Are you sure you want to delete Gray Department Review Committee?

% Properties
Name: Gray Department Review Commitiee system Info:
Type: Standing
Date Created: 06/13/2017 Date Last Changed: 06/13/2017
Unit: GRAY
Created By: GRAY, STAFF Last Changed By: GRAY, STAFF
Confidentiality: Non-Confidential
Members
Name Title/Series Unit Membership
GRAY, Academic 3 PROF-AY GRAY Chair
GRAY, CHAIR PROF-AY GRAY Member
RED, Academic 2 SR LECT SOE-AY RED Member

D@

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.

Click on the committee name hyperlink to enter the committee details screen.

Click on the “Files” tab on the committee details page.

4. Within the “File(s) Pending Notification” section, click the “Assign File” button.

wnN

Home Review Files Committees AP Data External Tools

Commitiee List > Commitiee Details > Commitiee Files

Gray Department Review Committee : Details

= File(s) Pending Notification

‘ [+] Assign File I @ Package File(s) and Notify @ Unassign File(s)

O Name 1% Date Assigned I Department

No data available in table

- File(s) in Review

© End Committee Access | Re-Motfy | @ Unassign File(s)

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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Assign File(s) to Committee

Search

File Name Department File Status
Deparimental Review, Q, search
Results
File Name I Department File Status
e GRAY, CANDIDATE - AccelMerit - 07_01_18 GRAY Departmental Review
Showing 1 to 1 of 1 entries Previous - Next

M@Cancel
——— A

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.

% Home: Review Files Committees AP Data External Tools

Committee List > Committee Details = Committee Files

Gray Department Review Committee : Details
Properiies Members

= File(s) Pending Notification

0 ASSIC 9

| & Package File(s) and Notify -] Unassign File(s)

O Name |: Date Assigned 1t Department

o GRAY, CANDIDATE - AccelMerit - 07_01_18 06/13/2017 GRAY

g

- File(s) in Review

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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Section E — Campus Review

This section contains:

Dean’s review and recommendation when Dean is not the final authority ..............cccccoeiiii i, E-1
Department’s response to request for additional information or prelim...............covviiiiiiii e, E-5
Candidate’s certification of additional MaterialS ...........cooooiiiiiiiii e E-12
Submitting the department’s prelim response to the Dean ..o E-16
Dean’s letter commenting on the department’s response to the prelim ..........cccooooovviiiiiiii e, E-16

Dean’s review and recommendation when Dean is not the final authority

If the Dean does not have final authority for the action proposed, he or she will review the file and make
a recommendation that will be added to the file for the EVC's consideration. In the scenario below, the
Dean does not support a proposed normal merit, so the case becomes a contested merit, and the EVC
has final authority.

1. Changing a normal merit to a contested merit

When the Dean disagrees with a proposed normal merit, the Dean’s office will notify the
department outside AP On-Line, and will change the file type to “Contested Merit” in Review.

a. To do so, the Dean Staff will click “Disagree” on the review file detail screen to switch to
Campus Review.

Home Review Files Committees AP Data External Tools

YELLOW, Candidate - MeritOSD - 07_01_17

Select File Type |~ | | View Certs & Notifs | View File Tracking

y . . File Actions ~ | | Confirm
Status: Accepted for Dean Final Authority review

0 Assign committees (optional), enter data to proceed with Dean Final Authority review or switch to Campus Review.

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

— DEAN FINAL AUTHORITY REVIEW

- COMMITTEE REVIEW ASSIGN COMMITTEE

- FINAL ACTION

* Final Action Letter Edit Data ﬁ\nnutatiulf[-)is;u;e\ks Proposed
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b.

The Final Action Data screen will appear. The Dean Staff will enter data reflecting the
Dean’s recommendation and will change the action to “Contested Merit.” (See next page for
example of completed screen.)

Final Action Data

YELLOW, Candi

date - MeritOSD - 07_01_17

Proposed Status Final Action Data
Department: YELLOW Result: --SELECT-- v
Title, Rank & Step: 1200 - ASSOC PROF-AY, Step 2 0S5 Title Code: --SELECT-- B
Total Salary: $89,700.00 i
Step 8 0S: Offscale: (]
Scale Rate: $77,300.00 (07/01/2016 SCALE) From Scale: scale Rate:
Market OS: $12,400.00 NO DISPO cale Rafe: $0.00 From Scale: []

Bonus O5:
Basis:

Effective Dates:

C.

$0.00 Total Salary: £0.00
Mot Available % OF TIME: 100%

07/01/2017 - 01/01/2079

Scale Date:
Action: --SELECT-- “

Years Accel:

Save Cancel

Below is an example of a completed Final Action Data screen. The asterisked fields must
be completed in order to save the screen.

Note that in this example, the Dean recommends an upward modification to a merit with a
bonus offscale, but any disagreement with the normal merit originally proposed by the
department makes the case a contested merit.

The Offscale box is checked, which expands the salary fields to include market and bonus

offscale salary options. “Merit - Contested” is selected on the drop-down Action menu.
Clicking “Save” saves the new data.
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Final Action Data

Result: UPMOD bl
Title Code: 1200 - ASS0C PROF-AY
Step & O3: 2 Offscale:
Scale Rate: £77,300.00 From Scale: []
Total Salary: £02,000.00
Scale Date: 7/1/2016
Market O5 Dispo: NO DISPO w
Market O5 Amount: $12,400.00
Bonus OS Dispo: MEW w
Bonus OS5 Amount: $2,300.00
Action: ' MERIT - CONTESTED
Years Accel:
Save Cancel

2. Uploading the Dean’s recommendation letter

Note that there is an asterisk next to the “Disagree” link. This is intended to serve as a reminder to
the Dean and Dean Staff that the Dean disagreed with the action proposed by the Department.

%’ELLOW, Candidate - MeritOSD - 07_01_17

Select File Type |« | | View Certs & Notifs | View File Tracking

Status: Accepted for Dean review

0 File ready for review.

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN REVIEW

- COMMITTEE REVIEW

- DEAN RECOMMENDATION

File Actions... ~ | | Confirm

ASSIGN COMMITTEE

= Dean Recommendation Letter

( Upload ail Data Annotation As Proposed Disagree®
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a. The Dean’s recommendation letter must be created and converted to a PDF outside
Review.

b. When the letter has been uploaded, a message will direct the user to submit the file to
the EVC or notify the Dean to sign the letter.

QELLOW, Candidate - MeritOSD - 07_01_17

Select File Type |~ || View Certs & Notifs | View File Tracking

. File Actions... ~ | | Confirm
Status: Accepted for Dean review

‘ @ Submit file to EVC or notify Dean to sign letter.

+ FILE PREPARATION

+ DEPARTMENTAL REVIEW

- DEAN REVIEW

- COMMITTEE REVIEW

- DEAN RECOMMENDATION

* Dean Recommendation Letter | Dean's recommendation letter.pdf (® Uploaded by DEANSTAFF1 Motify Dean to Sign Edit Data Annotation As Proposed Disagree® Replace Delete
BLUE on 06/19/17.

c. Select “Submit file to EVC” on the File Actions drop-down menu and click “Confirm.”

YELLOW, Candidate - MeritOSD - 07_01_17

Select File Type |~ || View Certs & Notifs | View File Tracking

- Submit file to EVC Confi
Status: Accepted for Dean review womi e (@

@ Submitfile to EVC or notify Dean to sign letter.

+ FILE PREPARATION

+ DEPARTMENTAL REVIEW

- DEAN REVIEW

- COMMITTEE REVIEW

- DEAN RECOMMENDATION

* Dean Recommendation Letter | Dean's recommendation lefter pdf (¥ Uploaded by DEANSTAFF1 Motify Dean to Sign Edit Data Annotation As Proposed Disagree® Replace Delete
BLUE on 06/19/17

b. On the subsequent screen (not shown), the Dean Staff will click “Confirm” to verify that the
file is being submitted to the EVC for review by CAP and a decision by the EVC.
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Department’s response to request for additional information or prelim

Following CAP’s review, the EVC may request additional information, issue a preliminary decision, or
do both in succession. The request for additional information and/or the preliminary decision will be
communicated to the department via the Dean.

This manual contains only the screens and instructions for the Department’s and Dean’s responses to a
preliminary assessment (“prelim”), because the steps for responding to a request for additional
information are very similar, with similar screens and notifications.

The scenario for the following prelim process is that the department has proposed a normal merit
advancement from Associate Professor, Step Il, to Associate Professor, Step lll. The dean has
recommended a normal merit with the addition of a half-step bonus offscale salary component instead,
and CAP agrees, so the EVC's preliminary assessment is that an upward maodification to a normal merit
with a new bonus off-scale salary component is warranted. The department does not feel the bonus
offscale is justified, so it rebuts the prelim and reiterates its original proposed action (normal merit, no
bonus offscale).

1. Deanis informed of prelim

a. When the EVC's prelim letter has been uploaded, the Dean will receive a notification that a
prelim has been issued and will be directed to provide access to the department. Below is
the e-mail notification the Dean will receive.

® Subject Preliminary assessment issued (GREEN, CANDIDATE - MeritCR - 03_01_18)
= Default Subject: Preliminary assessmentissued
= Text: Preliminary assessmentissued (GREEN, CANDIDATE - MeritCR - 03_01_16)

R R R R R R R e e R

The EVC is issuing a prelim, recommending accelerated merit advancement to Assaociate Professor, Step 3. Please
provide access to the department so they may read reviewers’ comments and have the benefit of their feedback.

Please submit the response to the prelim to APS no later than 30 days from the date of the prelim letter.
Brandy x12345

R R R R R R R e e R

The Executive Vice Chancellor has issued a preliminary assessment for the academic review file noted above. To
view the assessment, log on to AP On-Line (hitps:/iwww-act. ucsd edu/apolfapol) and click the link for this review file.

After you have viewed the letter, please discuss the assessment with the depariment chair and then provide the chair
access to the assessment and campus reviewers' letters via the File Action drop-down menu.

Please do not reply to this email, as messages sentto the AP On-Line email address are not monitored.
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b. The review file detail screen will display a message directing the Dean to forward the prelim
to the department. The Dean Staff will click “Forward prelim assessment to Dept” on the
File Actions drop-down menu and then click “Confirm.”

Home Review Files Committees AP Data External Tools

YELLOW, Candidate - MeritOSD - 07_01_17

Select File Type |~ || View Certs & Notifs | View File Tracking

. F d preli t to D Confi
Status: Prelim Assess to Dean onward prelim assessment to Dept C@

O Forward prelim assessment to department

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN REVIEW

- COMMITTEE REVIEW

c. The natification to the department will appear. The Dean Staff can add instructions in the
message box at the bottom of the screen and then click “Send.”
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Email Notification
GREEN, CANDIDATE - MeritCR - 03_01_16

From:bmisquez@ucsd.edu
To:GREEN, CHAIR <GreenChair@ucsd.edu=
Cc:

bmisquez@ucsd.edu bmisquez@ucsd.edu
Subject:
Preliminary assessment (GREEN, CANDIDATE - MeritCR - 03_01_18)

Message:
Preliminary assessment (GREEN, CANDIDATE - MertCR - 03_01_16)

O T
FPlease type your message here:

Please review the preliminary assessment and upload your response within two
weeks. Ifyou have any questions, let me know.

Brandy
®12345|

6048 character(s) left

T T e T s

This is to inform you that the preliminary assessment of the academic review file noted above and campus reviewers' letters
are now available. To view and respond to these materials, log on to AP On-Line (hitps:ifwww-act.ucsd.edu/apoliapol) and
click the link for this review file.

After the department's response to the preliminary assessment has been uploaded, the candidate must be notified that new
material has been added to the review file and asked to sign the appropriate certification. This can be done via the File
Action drop-down menu.

([senayeres]

2. Department uploads response to prelim

a. Below is the prelim notification the Department will receive.
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= Subject Preliminary assessment (GREEMN, CAMNDIDATE - MeritCR - 03_01_16)
= Default Subject: Preliminary assessment
= Text: Preliminary assessment (GREEN, CAMNDIDATE - MeritCR - 03_01_16)

AR R A R R R R A A A A A A A A A A R R R A A A A A AR AR A A AR AR AR A AR AR A RRRRL

Please review the preliminary assessment and upload your response within two weeks. If you have any questions, et
me know.

Brandy
¥12345

L L L e e e e e e e e

This is to inform you that the preliminary assessment of the academic review file noted above and campus reviewers’
letters are now available. To view and respond to these materials, log on to AP On-Line (hitps:/fwww-act.ucsd.edu
lapolfapol) and click the link for this review file.

After the departments response to the preliminary assessment has been uploaded, the candidate must be notified
that new material has been added to the review file and asked to sign the appropriate certification. This can be done
via the File Action drop-down menu.

b. There will be a message on the review file detail screen directing the department to upload a
response to the prelim.

o YELLOW, Candidate - MeritOSD - 07_01_17
Select File Type |~ || View Certs & Notifs | View File Tracking

. File Actions ~ | | Confirm
Status: Dept response to prelim

[1] Upload response letter once prelim data is entered, unredacted and redacted external letter(s), if applicable, is uploaded.

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

c. Outside Review, the department must prepare a letter responding to the prelim, along with
any supporting materials it wishes to send as part of its response.

You will need to create PDFs of these documents to upload into the review file.

d. Note that there is no “Upload” link yet on the line for the response to the prelim. The
choices at this point are “As Proposed” (which means the department continues to
recommend the same action it proposed originally), “Disagree” (which means that the
department does not accept the prelim, but now disagrees with its own original proposed
action and is proposing a different action), and “Accept Prelim” (which means the
department accepts the EVC'’s preliminary decision).
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- PRELIMINARY ASSESSMENT

® Preliminary Assessment

® Response letter to preliminary assessment | As Proposed Disagree Accept Prelim
Upload response letter once prelim data is entered, unredacted and redacted external letter(s), if applicable, is uploaded. o

= Supporting documents

® Referee D List, including Solicitation Letter(s) Upload

® Certification: Additional Materials

= Chair's Independent Letter

The following three pages show you the screens you would see if you clicked on each of
the three options.

e. Clicking “As Proposed” would bring up the Proposed Status screen. The data reflects the
department’s original proposal (normal merit). You would check the data for accuracy and
click “As Proposed” to verify that it is correct and return to the review file detail screen.

x

Proposed Status
YELLOW, Candidate - MeritD - 07_01_15

Department: YELLOW

Title, Rank & Step: 1200 - AS50C PROF-AY , 5tep 3

Total Salary: $79,200.00

Scale Rate: £79,200.00 (07/01/2014 SCALE) From Scale:

Basis: Mot Available % OF TIME: 100%

Effective Dates: 07/01/2015 - 01/01/2079

As Proposed Cancel
P
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f. Clicking “Disagree” would bring up the Recommendation Data screen. Information
regarding the department’s new proposed action would be filled in by the Department Staff
on the “Recommendation” side of the screen. As an aid to filling in this data, the “Proposed
Status” side of the screen shows the data for the department’s initial proposed action.

Atfter filling in the Recommendation data, you would click Save to return to the review file
detail screen.

Recommendation Data r
YELLOW, Candidate - MeritD - 07_01_15

13

Proposed Status Recommendation
Department: YELLOW ‘Result: - SELECT-- IZ|
Title, Rank & Step: 1200 - ASSOC PROF-AY, Step 3 Title Code- SELECT- =
Total Salary: $79,200.00 Step:
Scale Rate: $79,200.00 (07/01/2014 SCALE) From Scale: =
Basis: Mot Available % OF TIME: 100% Offscale: O
Effective Dates: 07/01/2015 - 01/01/2079 ‘Scale Rate: From Scale: [
Total Salary:

Scale Date:

Cancel

(¥

g. Clicking “Accepting Prelim” would bring up the Accepting Prelim Assessment screen.
You would check the data to ensure that it reflects the action the department is accepting
and then click “Save” to return to the review file detail screen.

Accepting Prelim Assessment
YELLOW, Candidate - MeritD - 07_01_15

Result: UPMOD

Title, Rank & Step: 1200 - AS50C PROF-AY, Step 3 05
Offscale: 0

Total Salary: £81,500.00

Scale Rate: $79,200.00 (07/01/2014 SCALE) From Scale:
Market Offscale

Disposition:

Market Offscale $0.00

Amount:

Bonus Offscale MNEW

Disposition:

Bonus Offscale Amount: $2,300.00

Cancel
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h. In this scenario, the department stands by its initial proposed action, so you would click “As
Proposed.”

i. Since the department is reiterating its original proposed action, the Proposed Status screen
will show the data for that action. Verify that the information is correct and click “As
Proposed.”

x

Proposed Status
YELLOW, Candidate - MeritD - 07_01_15

Department: YELLOW

Title, Rank & Step: 1200 - ASSOC PROF-4Y , Step 3

Total Salary: $79,200.00

Scale Rate: £79,200.00 (07/01/2014 SCALE) From Scale:

Basis: Mot Available %% OF TIME: 100%

Effective Dates: 07/01/2015 - 01/01/2079

As Proposed Cancel
i

j-  Upload links now appear on the lines for the department’s response to the prelim and
supporting documents. The Upload button for the Referee ID List remains available in case
supporting documents include new external referee letters.

- PRELIMINARY ASSESSMENT

® Preliminary Assessment

= Response letter to preliminary assessment | CUgload s Proposed® Disagree Accept Prelim
Upload response letter once prelim data is entered, unredacted and redacted external letter(s), if applicable, is uploaded. ——

® Supporting documents ( Upload
® Referee ID List, including Solicitation Letter(s) @gload

® Certification: Additional Materials

= Chair's Independent Letter
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k. When you have uploaded the supporting documents, the review file detail screen will
show that they have been uploaded, the date they were uploaded, and the name of the
person who uploaded them. Note that the documents can be reordered if necessary.

Candidate’s certification of additional materials

1. Department notifies Candidate to sign cert

After the department’s response letter is uploaded, the review file detail screen will display a

message directing the Department Staff to notify candidate to sign the Additional Materials
Cert or notify Chair to sign letter.

YELUOW, Candidate - MeritOSD - 07_01_17

Select File Type |~ || View Certs & Notifs | View File Tracking

File Act - ~ || Confi
Status: Dept response to prelim ile Actions onfirm

‘ 0 Motify candidate to sign Additional Materials Cert or notify Chair to sign letter.

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

* Physical Chemistry Section (Ad Hoc Confidential) COMPLETE

a. You will see the following natification to the candidate. You can add supplemental
instructions in the message box and then click “Send.” (Note that in this example, the

Department Chair is the role sending the notification and has included his name in the
message box.)
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*®

Email Notification
GREEN, CANDIDATE - MeritCR - 03_01_16

From:obmisquezi@ucsd.edu

To:GREEN, CANDIDATE =GREENCAND@UCSD.EDU=

Cc:

Subject:

Response to preliminary assessment added to your file (GREEN, CANDIDATE - Merit

Message:

Response to preliminary assessment added to your file (GREEN, CANDIDATE - MeritCR - 03_01_16)

Please type your message here:

Hi Professor Green,

FPlease review the depantment response to the prelim and add your own response, if

desired, at the time you sign the cerification. Please contact Mary Smith, ext. 12345,

if you have any questionsl

5352 character(s) left

In response to a preliminary assessment of your academic review file from the Executive Vice Chancellor, new material has
been added to your file.

You may inspect all non-confidential documents added to your review file by logging on to AP On-Line (hitps:ihwaww-
actucsd.edufapolfapol) and clicking on the link to your file.

If confidential documents have been added to your file and you wish to obtain access to redacted copies of them (optional),
you may do so by clicking on the link in your file requesting access to these documents. You will be notified via email when
access has been granted.

When you have completed your inspection of the materials in your file, please complete the additional materials cerification.
You may upload a written statement in response to or commenting on materials in your review file when completing this
certification. This statement will be made available to reviewers prior to determination of their final recommendation.

If you have any questions about the academic review process or preparation of your academic review file, please contact
your department.

Bencel

]

2. Candidate inspects the file and signs certification

a. Below is the e-mail notification the Candidate receives.
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= Subject Response to preliminary assessment added to your file (GREEN, CANDIDATE - MeritCR - 03_01_18)
= Default Subject Response to preliminary assessment added to your file
= Text: Response to preliminary assessment added to your file (GREEN, CANDIDATE - MeritCR - 03_01_186)

T T e T s

Hi Professor Green,

Please review the depantment response to the prelim and add your own response, if desired, at the time you sign the
certification. Please contact Mary Smith, ext. 12345, if you have any questions

T T e T s

In response to a preliminary assessment of your academic review file from the Executive Vice Chancellor, new
material has been added to your file.

You may inspect all non-confidential documents added to your review file by logging on to AP On-Line (https: -
actucsd.edufapolfapol) and clicking on the link to your file.

If confidential documents have been added to your file and you wish to obtain access to redacted copies of them
(optional), you may do so by clicking on the link in your file requesting access to these documents. You will be notified
via email when access has been granted.

When you have completed your inspection of the materials in your file, please complete the additional materials
certification. You may upload a written statement in response to or commenting on materials in your review file when
completing this cerification. This statement will be made available to reviewers prior to determination of their final
recommendation.

If you have any questions about the academic review process or preparation of your academic review file, please
contact your department.

b. A message on the review file detail screen will direct the Candidate to sign the additional

materials certification.

YELLOW, Candidate - MeritOSD - 07_01_17

Select File Type |~

View | View File Tracking

Status: Add| Info Cert pending

I

0 Step 1: Review your file (select 'Candidate’ from the dropdown above and click "View." Your bundled pdf file will open in a new tab/window, and will include the department's

p

to the pr
Step 2: Sign the additional materials certification.

ry ).

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

= Physical Chemistry Section (Ad Hoc Confidentiall COMPLETE

= Physical Chemistry Section Bundle | Physical Chemistry Section PDF BUNDLE

= Report - Unredacted

" Report - Redacted

B Cadifaatione Nanndnantal Cameeittan Danad Anssee
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c. The Candidate should view the departmental response to the prelim before signing the
certification, then click “Sign” to access the certification. (Refer to pages C-22 — C-23 for
steps for viewing the bundled file.)

- PRELIMINARY ASSESSMENT

® Preliminary Assessment

® Response letter to preliminary assessment | Dept responding fo prelim - letter. pdf Uploaded by STAFF1 YELLOW on 06/19/17.

= Supporting documents

® Referee ID List, including Solicitation Letter(s)

= Certification: Additional Materials | & Sign
Step 1: Review your file (select 'Candidate’ from the dropdown above and click View.' Your bundled pdf file will open in a new tab/window, and will include the -

department’s response to the preliminary assessment).
Step 2: Sign the additional materials certification.

® Chair's Independent Letter

d. In the certification form, the Candidate will check “I accept” and can click the Browse button
to upload a response to the additional materials, if desired. (This response is created and
converted to a PDF outside Review.) The name of the document uploaded will appear below
the Browse button. The Candidate will then click “Confirm” to electronically sign the
certification and return to the review file detail screen.

Cértification: Additional Materials for Review File YELLOW, Candidate - MeritOSD - 07_01_17

| certify that:

1. 1was informed of the new material that was added to my review file after the departmental recommendation was determined and the review file was submitted for
campus review.

2. If the new material was confidential, | was provided the opportunity to inspect a redacted copy of the material.
3. |l was provided the opportunity to submit a written statement in response to or commenting on the new material for inclusion in my review file.

MNote: Your acceptance on this certification indicates only that you acknowledge that the procedures required by University policy were followed prior to submission
of new material for campus review. It does not imply your agreement or disagreement with any of the assessments or opinions in your academic review file. If you
have guestions, contact your department's academic personnel representative before accepting.

| accept

Upload New Response Document(s) (PDF's only) - This is optional.

Note: Do not upload PDF documents that require a password to open or modify.

Any apostrophe in your file name will be replaced with an underscore.

Browse...

Confirm | | Cancel

e. The review file detail screen will show that the cert has been signed.
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Submitting the department’s prelim response to the Dean

After the Candidate has signed the Certification of Additional Materials, there will be a message on the
review file detail screen directing you to submit the file with the prelim response to the Dean. Select
“Submit file to Dean” on the File Actions drop-down menu and click “Confirm.”

YELt OW, Candidate - MeritOSD - 07_01_17

Select File Type |~ || Wiew Certs & Notifs | View File Tracking

Submit file to Dy Confi
Status: Add'l Info Cert signed ubmit file to Dean GD

© Candidate signed Add'l Materials Cert. Upload Chair's Independent Letter, if appropriate, and/or submit file to Dean

+ FILE PREPARATION

- DEPARTMENTAL REVIEW

- COMMITTEE REVIEW

" Physical Chemistry Section {Ad Hoc Confidenfial) COMPLETE

® Physical Chemistry Section Bundle | Physical Chemistry Section PDF BUNDLE

= Report - Unredacted

® Report - Redacted

* Certification: Departmental Committee Report Access

Dean’s letter commenting on the department’s response to the prelim

1. After the department uploads its response to the prelim and resubmits the file to the Dean, the
file status becomes “Dean Review following prelim pending.” The Dean’s office must again
inspect the file and either accept it or return it to the department for corrections. In this scenario,
the Dean’s office is accepting the file as is.

a. The Dean Staff will select “Accept for Dean Review” on the File Actions drop-down menu
and click Confirm.

YELLOW, Candidate - MeritOSD - 07_01_17

Select File Type |~ || View Certs & Notifs | View File Tracking

z . File Actions... ] Co@
Status: Dean Review following prelim pending e -
Accept for Dean Review
1] Accept or return to department Return to Department

+ FILE PREPARATION

+ DEPARTMENTAL REVIEW

- DEAN REVIEW

- COMMITTEE REVIEW

b. On the subsequent screen (not shown), the Dean Staff will click “Confirm” to verify that the
file is being accepted.

3. The Dean Staff can annotate the file if necessary (as described on pages D-11 — D-17) and the
Dean will then review the file to determine his or her recommendation.
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e [f the Dean now decides to support the action originally proposed by the department, the
Dean Staff will choose “As Proposed.”

¢ |f the Dean still disagrees with the action originally proposed by the department and
accepts the EVC’s preliminary decision, the Dean Staff will choose “Disagree.”

a. Inthis example, the department is reiterating its original proposed action, and the Dean now
supports it, so the Dean Staff will click “As Proposed.”

— DEAN RECOMMENDATION

= Dean Recommendation Letter | Dean's recommendation letter. pdf Uploaded by DEANSTAFFT BLUE on 06/20/17.

- PRELIMINARY ASSESSMENT

- RESPONSE

® Preliminary Assessment

Y
* Response letter to preliminary assessment Edit Data Annotatioh As Proposed [isagree Accept Prelim
R

* Supporting documents

b. The Proposed Status Screen will appear. The Dean Staff should verify that the information
is correct and then click “As Proposed” to confirm the Dean’s response and return to the
review file detail screen.

Proposed Status

YELLOW, Candidate - MeritD - 07_01_15
Department: YELLOW
Title, Rank & Step: 1200 - AS50C PROF-AY , Step 3
Total Salary: $79,200.00

Scale Rate: $79,200.00 (07/01/2014 SCALE) From Scale:
Basis: Mot Available % OF TIME: 100%
Effective Dates: 07/01/2015 - 01/01/2079

@ Cancel

S ————

» Note: If the Dean accepts the preliminary decision (and the Dean Staff therefore clicks
“Disagree” to indicate disagreement with the action originally proposed by the department),
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a Recommendation Data screen will appear that will contain empty fields. The Dean Staff
will need to fill in the information for the action that is stated in the preliminary decision, as
this is what the Dean now recommends (same steps as on page E-15).

c. On the review file detail screen, there will now be an “Upload” link for the Dean’s response.
The Dean Staff will upload the Dean’s letter regarding the department’s response to the
prelim and may also upload any supporting documents.

» Note that any supporting documents must be uploaded first, because the Upload link
for supporting documents will be lost if the Dean’s response letter is uploaded first.

N PRELIMINARY ASSESSMENT

- RESPONSE

® Preliminary Assessment

" Response letter to preliminary assessment ( Upload EdiDData Annotation As Proposed” Disagree Accept Prelim
- — __.../
® Supporting documents Upload

d. The review file detail screen will display a message directing the user to submit the file to
the EVC. The Dean Staff will select “Submit file to EVC” on the File Actions drop-down
menu and click “Confirm.”

Home Review Files Committees AP Data External Tools

YELLOW, Candidate - AccelMerit - 07_01_18

Select File Type ~ || View Certs & Notifs | View File Tracking

Fila Actions

Status: Accepted for Dean review following prelim

Actions
Submit file to EVC

s . " . : 2 Return to Department
O Submit file with response to request for prelim assessment to EVC or notify Dean to sign letter. B

+ FILE PREPARATION
+ DEPARTMENTAL REVIEW

- DEAN REVIEW

e. On the subsequent screen (not shown), the Dean Staff will again click “Confirm” to verify
the action and return to the review file detail screen.

f. Note that after the file is submitted to the EVC, only the Dean, APO, and the EVC will be
able to see the second page of the File Summary screen:
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Mame: YELLOW, Candidate
Primary Department: YELLOW College:
Proposed File Action: MERIT - DEAN'S AUTHORITY Effective: 07/01/2015 - 01/01/2079
Reviewer's Recommendations
Role Recomm (TC Title Step |OS (Salary Base MOS BOS Scale From MOS BOS
end Scale Dispo Dispo
DEAN AS 1200 |ASSOC PROF- |2 $70.200.00 570,200.00 30.00 50.00 07/01/2014 K
PROPOSED AY
DEPARTM |AS 1200 |ASSOC PROF- |2 $70.200.00 570,200.00 30.00 50.00 07/01/2014 K
ENT PROPOSED AY
EVC UPMOD 1200 |ASSOC PROF- |2 0S5 [$21.500.00 570,200.00 30.00 $2,300.00 07/01/2014 ¥ MEW
AY
CAP UPMOD 1200 |ASSOC PROF- |2 oS [$21.500.00 570,200.00 $0.00 $2,300.00 07/01/2014 ¥ MEW
AY
DEAN UPMOD 1200 |ASSOC PROF- |2 oS [$21.500.00 570,200.00 $0.00 $2,300.00 07/01/2014 ¥ MEW
AY

Final Authority Decision ("final action”)

Role ‘Recomm TC ‘Tille ‘Step ‘os ‘Salary Base ‘MOS ‘BOS ‘Scale From |MOS BOS
end Scale Dispo Dispo
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Section F — EVC’'S Action as Final Authority

This section covers:

CAP reconsideration and EVC final deCiSION ..........coooiiiiiiiiiiii F-1
Notification to Dean of EVC final ECISION ........cooiiiiiiiie e e e F-1
Dean’s notification t0 dePArtMENT..........ooeuiiiiii e e e e e et e e e e e e e ara s F-2
Department’s Notification t0 CANUITALE ............uuuiuuiiiii e e F-4

CAP reconsideration and EVC final decision

When the file is submitted for the EVC's final decision, the CAP Review section of the review file detail
screen will be expanded. CAP will reconsider the file and make its final recommendation to the EVC,
who will render the final decision. The steps completed by CAP and the EVC are not shown in this
Manual.

- CAP REVIEW

- CAP RECOMMENDATION

® CAP Recommendation Letter | CAP recommendation letter - revised pdf Uploaded by STAFF CAP on 06/20/17

- PRELIMINARY ASSESSMENT

- RESPONSE

= Preliminary Assessment

® Review Letter - Preliminary Assessment | CAP reconsideration letfer following prelim_pdf Uploaded by STAFF CAP on 06/20/17

Notification to Dean of EVC final decision

1. When the EVC'’s final action letter is uploaded, a notification will be sent to the Dean and Dean
Staff roles.

Below is the naotification they will receive.
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Section F EVC's Action as Final Authority

= Subject: Final action letter completed (WELLOW, Candidate - MeritD - 07_01_15)

= Text: This iz an email generated by AP On-Line Review.

The letter regarding the Executive Vice Chancellor's final action on the academic review file noted above is now
available. To view the letter, log on to AP On-Line (hitps:Merww-act.ucsd edu/apolapol) and click on the link for this
review file.

After the dean has informed the department chair of the result of this review, the department reles must be provided
access to the final action letter. *You may do =0 via the File Action drop-down menu.

Pleaze do not reply to thiz email, as messages sent to the AP On-Line email addrezs are not monitored.

The EV'C's final action iz now available for your review.

Dean’s notification to department

The review file detail screen will display a message directing the Dean or Dean Staff to forward the
completed file, which includes the EVC'’s final action letter, to the department. In this example, the
Dean will do so.

1. The Dean will select “Notify Dept of Final Action Letter” on the File Actions drop-down menu and
click “Confirm.”

Home: Review Files Committees AP Data External Tools

YELLOW, Candidate - AccelMerit - 07_01_18

Select File Type ~ || View Certs & Notifs | View File Tracking

. . File Actions.. ~| | Confirm
Status: EVC Final Authority 4 D
File Actions.. -
Motify Dept of Final Action IEHR[
O Forward completed file to department Returm to Fmal authorty

+ FILE PREPARATION

+ DEPARTMENTAL REVIEW
+ DEAN REVIEW
+ CAMPUS REVIEW

- EVC FINAL AUTHORITY REVIEW

- FINAL ACTION

® Final Action Letter | EVC final action letter. pdf Uploaded by 1 APO on 06/20/17.

+ POST AUDIT

Terms & Conditions Fesdback
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2. The following natification to the department will appear, and the Dean can add instructions in
the message box and then click “Send.”

YELLOW, Candidate - AccelMerit - 07_01_14

From:bmisgquez@ucsd.edu

To:YELLOW, Chair <yellowChair@ucsd.edu=YELLOW, STAFF1 =bmisquez@ucsd.edu=YELLOW, STAFF2
=bmisquez@ucsd.edu=

Cc:

Subject:
Final action letter completed (YELLOWY, Candidate - AccelMerit- 07_01_18)

Message:
Final action letter completed (YELLOW, Candidate - AccelMerit- 07_01_18)

e S S R S E ]

Please type your message here:

G286 character(s) left

B e B B B e e e ]

The letter regarding the Executive Vice Chancellor's final action on the academic review file noted above is
now available. To view the letter, log on to AP On-Line (hitps:ifwww-act.ucsd.edu/apol) and click on the link
for this review file.

After the department chair has informed the candidate of the result of this review, the candidate must be
provided access to the final action letter. You may do so via the File Action drop-down menu.

C_S@an cel
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Department’s notification to Candidate

1. When the department receives the notification above from the Dean, it should inform the
Candidate of the decision outside of Review before providing access to the final action letter.

2. On the review file detail screen, there will be a message directing the user (Department
Chair/Department Staff) to notify the Candidate of the final action. In this example, the
Department Chair will do so.

3. On the File Actions drop-down menu, the Department Chair will select “Notify Candidate Final
Action Letter” and click “Confirm.”

Home Review Files Commitiees AP Data External Tools

YELLOW, Candidate - AccelMerit - 07_01_18

Select File Type [~ || View Certs & Notifs | View File Tracking

File Actions...
File Actions...

Status: EVC Final Action

Notify Candidate of Final Action Letter
Return to Dean l:

© Final Action Is complete - notify candidate

+ FILE PREPARATION

+ DEPARTMENTAL REVIEW
+ DEAN REVIEW

+ CAMPUS REVIEW

- EVC FINAL AUTHORITY REVIEW

4. The Candidate will see the following e-mail notification from the Department Chair.

= Subject: Final action letter available (WVELLOWY, Candidate - MeritOSCR - 07_01_15)

= Text: This iz an email generated by AP On-Ling, UCSD's electronic academic personnel system.

The letter regarding the final action on your academic review file (noted above) is now available. To view the letter,
log on to AP On-Line (hitps./’www-act.ucsd edu/apol’apel) and click on the link for your review file.

If you have any guestions about the departmental review process, please contact yvour department.

Followsing are any supplemental information and/or instructions provided by yvour department:

P> If the candidate is not provided access to the final action letter within two weeks after the letter
is uploaded, Review will generate an automatic notification to the Department Chair and Dean,
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with a cc: to the Department Staff, Dean Staff, and APO roles. The notification will be
repeated every two weeks until access is provided.

P> This manual does not show the steps for processing of the file by CAP and the EVC. However, the
sample File Tracking screen below shows the file review status points for a completed EVC
authority file, allowing you to see the process that occurs after the Dean submits the file to the EVC.

The file review status points on the File Tracking screen are listed in reverse chronological order. In
this example, they start at the point where the file has been accepted for the Dean’s review. (The
prior status points do appear on the screen, but were not captured in this screen shot.)

You can see the progress of the file through CAP’s review, the issuance of a preliminary
assessment, the department’s response to the prelim, CAP’s reconsideration of the file, and the
final action

File Tracking

Date ¥ Action

08M6M4 154157 Fost Audit and Store

081614 153732

081614 152552 Final Authority

08M6M4 15:25:20 Campus Review following prelim pending =
08/16/14 15:24:05

08M16M4 15:22:06 Accepted for Campus Review following prelim
08M6M4 15:00:23 Campus Review following prelim pending
08M6M4 13:57.44 Accepted for Dean review following prelim
08M6M4 13:53:27 Dean Review following prelim pending
081614 134746 Add Info Cert signed

08/M16/14 13:36:39
08M16/14 13:22:27
08/16/14 11:18:56
08/M16/14 11:06:26
08/16/14 11:05:40
08/M16/14 11:02:33
08/M16/14 11:01:35
08/M16/14 10:58:37
081514 08:54:34

Addl Info Cert pending

C Dept response to prelim >
C Erelim.ﬂxssesstn Dean >

Campus Review

Campus Review Pending
CAFP Review

Accepted for Campus Review

Camp i Pending

Accepted for Dean review
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Appendix 1 — Home Screens for Different Roles

The content of the AP On-Line Review home screen varies from role to role. Because this manual is
intended primarily for departmental academic personnel staff, the Department Staff home screen is the
default. The home screens for other roles are shown below.

Candidate home screen
The Candidate can click “Review Files” to go to the screen where his or her review file is listed (or

can be created), or can click “Access Rights” to designate one or more Candidate Alternates (see
Appendix 2). “External Tools” provides a link to the Academic Personnel Services website.

HELLO D IGN-OFF

ACADEMIC PERSONNEL ONLINE UC San Diego

Home Heview Files Access Highls Extemnal Tools

Review Files

Craate and manane raview filas

Access Rights

Choose who can access and edit your data

Terms & Conditions (' | Feedhack (37

Department Chair home screen

The Department Chair can click “Review Files” on the home screen to open a list of review files,
including his or her own file if a review is due.

Note that the Department Chair's home screen offers the “Access Rights” option for use when the
chair is a candidate for review and may wish to designate a Candidate Alternate.

Also, the Department Chair role can create departmental review committees and have access to the
AP Data Management System, so they have the appropriate tabs available for that purpose.
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HELLO

ACADEMIC PERSONNEL ONLINE UC San Diego

Home Review Files Access Rights Committecs AP Data External Tooks

Review Files

Craate and manage raview filas

Access Rights

Choose who can aceass and edit your data

Committees

Choose which groups people are assigned to

AP Data

Enter data for paper raviaw files

UC San 0

Copyright &30

Terms & Conditions (7 Feedback (&

Dean Staff home screen

On the Dean Staff home screen, three links are available: “Review Files” (a link to the list of files ready
for review or in process), “Committees”, and “AP Data” (a link to the AP Data Management System)

HELLO DEANSTAFF1 BLUE | SIGN-OFF

ACADEMIC PERSONNEL ONLINE UC San Diego

Home Review Files Committees AP Data External Tools

Review Files

Create and manage review files

Committees

Choose which groups people are assigned to
AP Data
Enter data for paper review files

UC San Diego 9500 Gilman Dr. La Jolla, CA 92093 (858) 534-2230
Copyright 2016 Regents of the University of California. All rights reserved

Terms & Conditions (3 Feedback (3

Dean home screen

The Dean’s home screen includes links for “Review Files”, “Access Rights”, “Committees” and “AP
Data”. The Dean will use Access Rights when he or she is a candidate for review.
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HELLO DIVISIONDEAN BLUE | SIGN-OFF

ACADEMIC PERSONNEL ONLINE UC San Diego

Home Review Files Access Rights Committees AP Data External Tools

Review Files

Create and manage review files

Access Rights

Choose who can access and edit your data

Committees

Choose which groups people are assigned to

AP Data

Enter data for paper review files

UC San Diego 9500 Gilman Dr. La Jolla, CA 92093 (858) 534-2230
Copyright ©2016 Regents of the University of California. All rights reserved

Terms & Conditions (2 | Feedback (&

CAP and EVC screens are not shown in this manual.
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Appendix 2 — Candidate Designates Candidate Alternate(s)

1. On the Candidate home screen, the Candidate can click “Review Files” to go to the screen
where his or her review file is listed (or can be created), or can click “Access Rights” to
designate one or more Candidate Alternates.

ACADEMIC PERSONNEL ONLINE UC Sal’lDiegO

Home Review Files Access Rights External Tools

Review Files

Create and manage review files

Access Rights _.

Choose whe can access and edit your data

n Dr. La Jolla, CA &

Copyright ©2 ents of the University of California. All ights reserved

Terms & Conditions (@ | Feedback (2

2. If the Candidate clicks “Access Rights,” the following screen will appear. The Candidate
will click “Add Alternates.”

Note: The Candidate can specify an access expiration date for the Candidate Alternate.
Otherwise, access expires by default when the Candidate signs the Certification of
Departmental Review.

ACADENJC PERSONNEL ONLINE UCSan Diego

Home Review Files Access Rights External Tools

Access Rights: YELLOW, CANDIDATE

Current Alternates@dd A\ternales)

Name Access Expiration Date Action

No Current Alternates

UC San Diego 9500 Gilman Dr. La Jolla, CA 92093 (858) 5634-2230
Copyright @2017 Regents of the University of California. All rights reserved

Terms & Conditions (2 | Feedback i@

3. The Candidate can either enter the Alternate’s name in the box provided or perform a search by
following the instructions on the screen.
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ACADEMIC PERSONNEL ONLINE UC San Diego

Home Review Files Access Rights External Tools

<« Return to Current Alternates

Access Rights: YELLOW, CANDIDATE

« Search in your home department by name in format: LAST, FIRST
« Entering fewer letters will widen search
Add Alternates: + Entering more letters will narrow search results
« Examples:
o To search for John Smith enter SMITH, JOHN
o To search for everyone in your department with last name "Smith”, enter SMITH
o To search for any last name in your department beginning with S, enter "S"

Find: |Enter alternate's name |[ searcn |

UC San Diego 9500 Gilman Dr. La Jolla, CA 92093 (858) 534-2230
Copyright ©@2017 Regents of the University of California. All rights reserved

Terms & Conditions Feedback
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Document Scanning Guidelines

Appendix 3 — Document Scanning Guidelines

1. Turn the “searchable text” option off (this is also referred to as Optical Character Recognition or
OCR). If OCR is on, the PDF will be too large to be uploaded in Review, and it would be too
large for most browsers to open.

P Note: Whenever possible, it is best to convert a Word document into a PDF than to scan a
document and convert it to a PDF. A Word document that has been converted is searchable; a
scanned document is not.

2. Unless color is absolutely necessary, always scan in black and white.
» 300 dpi (dots per inch) provides better readability

» 200 dpi is better for limiting document size, but text may not be clear

3. If color is necessary, either of the settings below is acceptable, but the first option is best for

keeping document size to a minimum.

* Full color scanning: 200 dpi
» Scan with desired color settings and dpi, but reduce the file size in Adobe Acrobat by clicking
Reduce File Size on the Document menu (see screen shot below).

Adobe Acrobat Pro

File Edit View [Docurent” Comments Forms Tools Advanced Window Help

"rj Create ~

Header & Footer
Background

‘Watermark

Insert Pages

Delete Pages..

Split Document. ..

35 Scan to PDF

Optimize Scanned PDF

OCR Text Recognition

Reduce File Size...

Examine Document. .

Compare Documents. ..

Add Bookmark
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Appendix 4 Candidate’s Certifications
Appendix 4 — Candidate’s Certifications

1. Certification of Departmental Review

Certification of Departmental Review for Review File WHITE, CANDIDATE - MeritD - 07_01_18

| certify that:

11 was informed of the impending academic review for this personnel action and of the relevant University of California policies and procedures related to the
academic review process.

2. | was provided the opportunity to ask questions and to supply pertinent information and evidence.

3. | have reviewed all non-confidential material in my academic review file.

4.1 was provided the opportunity to request redacted copies of confidential material (if any) in my academic review file.

5. | understand | may submit a written statement for inclusion in this file in response to or commenting upon matenal in the file.

6. If relevant to this review, | was given the opportunity to provide, in writing, names of persons who, in my view, might not be able to objectively evaluate my
qualifications and performance.

Note: Your acceptance on this certification indicates only that you acknowledge that the procedures required by University policy were followed prior to departmental
consideration of your file. It does not imply your agreement or disagreement with any of the assessments or opinions in the academic review file. If you have
questions, contact your department's academic personnel representative before accepting.

| accept

Upload New Response Document(s) (PDF's only) - This is optional.

Note: Do not upload PDF documents that require a password to open or modify.
Any apostrophe in your file name will be replaced with an underscore.

Browse...

Confirm | Cancel
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Appendix 4 Candidate’s Certifications

2. Certification of Departmental Committee Report Access

Certification of Departmental Committee Report Access for Review File YELLOW, Candidate -
MeritD - 07_01_18

| certify that:

1. | was provided an opportunity to obtain a copy of the department's (redacted, if applicable) committee report(s).
2. | was provided the opportunity to submit a written statement for inclusion in the academic review file in response to or commenting upon material in the
department committee report.

Note: Your acceptance on this certification indicates only that you acknowledge that the procedures required by Unjversity policy were followed prior to departmental
consideration of your file. It does not imply your agreement or disagreement with any of the assessments or opinions in the academic review file. If you have questions,
contact your department's academic personnel representative before accepting.

| accept

Upload New Response Document(s) (PDF's only) - This is optional.

Note: Do not upload PDF documents that require a password to open or modify.

Any apostrophe in your file name will be replaced with an underscore.

Browse...
x Cand response when re-signs Ad Hoc Cert pdf

Confirm || Cancel
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Appendix 4 Candidate’s Certifications

3. Certification of Departmental Recommendation Access

Certification of Departmental Recommendation Access for Review File YELLOW, Candidate -
MeritOSD - 07_01_18

| certify that:

1.1 was informed of the departmental recommendation.

2. | was provided the opportunity to inspect all non-confidential material (including the departmental recommendation letter) in my academic review file.
3. | was provided the opportunity to request redacted copies of confidential material (if any) in my academic review file.

4. | was provided the opportunity to include a written statement regarding the departmental recommendation and/or other file materials.

Mote: Your acceptance on this certification indicates only that you acknowledge that the procedures required by University policy were followed prior to departmental
consideration of your file. It does not imply your agreement or disagreement with any of the assessments or opinions in the academic review file. If you have
questions, contact your department's academic personnel representative before accepting.

| accept

Upload New Response Document(s) (PDF's only) - This is optional.

Note: Do not upload PDF documents that require a password to open or modify.
Any apostrophe in your file name will be replaced with an underscore.

Browse...
¥ Cand response when signs Dept Review Cert pdf

Confirm | | Cancel
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Appendix 5 Handling of Fourth-Year Appraisals

Appendix 5 — Handling of Fourth-Year Appraisals

An appraisal is normally conducted in the fourth year of an Assistant-level candidate’s appointment in
order to evaluate his or her achievements and potential for promotion to the Associate level. An
appraisal may be coupled with a review for a regular action, or it may be conducted as a stand-alone
action. (In the example below, the appraisal occurs at the same time as a review for a reappointment
and merit.)

If conducted at the same time as an academic review, the appraisal is formally documented in the
review file. If the appraisal is conducted a stand-alone action, the process is the same except where
noted, but you would choose just “Appraisal” as the action code, and the file name (circled below)
would be “YELLOW, Candidate — Appraisal — 07_01_15." In either case, “Appraisal” must be part of
the action code or you will not see the necessary screens.

Entering the faculty vote, appraisal vote, and proposed status data

You must notify Voting Faculty to review the file (see pages C-28 through C-34). Eligible faculty will
vote separately on the proposed review action and the appraisal rating for the candidate and will report
the votes to you outside AP On-Line.

1. After you have notified Voting Faculty to review the file, a “Vote” link and a “Proposed” link will
appear on the File Summary line on the review file detail screen. You should enter the votes
first to end Voting Faculty access to the file.

2. When you have been informed of the faculty votes, click “Vote” to open the Department Vote
form.

m| Review Files ‘ Group Admin m AP Admin

{Return to Review Files

YELLOW, Candidate - ReapptMeritAppraisal - 07_0@
SelectFile Type ~ | View | Certs & Notis | view File Tracking

Status: Departmental Review File Actions_ . -
FILE PREPARATION

2 DEPARTMENTAL REVIEW

= Departmental Ad Hoc Report - Unredacted

= Certification: Departmental Ad Hoc Report Access

= File Summary | GenfileSummarn:.pdf Uploaded 08/16/14 by 3 APO @ Prog@

= Departmental recommendation letter

= Dissenting Letters from Voting Faculty

= Cerification: Departmental Recommendation Access

= (Chair's Independent Letter
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Appendix 5 Handling of Fourth-Year Appraisals

This is the screen you will see.

Department Vote
YELLOW, Candidate - ReapptMeritAppraisal - 07_01_15

Review/Promotion Appraisal

For Favorable

Against Favorable wiReservations

Absent Unfavorable

|
|
Abstain | Problematic
|
|

Eligible (Bylaw 55) 0 Abstain

Absent

Eligible (Bylaw 55)

Explanation of
Abstain & Absent

255 character(s) left

Insert Department Viote Cancel

Mote: Saving a department vote will remove access to the file from the voting faculty.
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Appendix 5 Handling of Fourth-Year Appraisals

3. Enter the Review/Promotion vote and Appraisal vote (or just the Appraisal vote, if the appraisal
is conducted as a stand-alone action), along with an explanation of any abstentions or absences
in the boxes provided, and then click “Insert Department Vote” at the bottom of the screen. This
will return you to the review file detail screen.

Department Vote
YELLOW, Candidate - ReapptMeritAppraisal - 07_01_15

Review/Promotion Appraisal

For Favorable | o

Against Favorable wiReservations | 7

Abstain Problematic

Absent Unfavorable

Eligible (Bylaw 55) Abstain

Absent

Eligible (Bylaw 55)

Explanation of

Abstain & Absent Chair abstains; 2 approved absences

220 character(s) left

Insert Department Vote Cancel

v

Mote: Saving a department vote will remove access to the file from the voting faculty.
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Appendix 5 Handling of Fourth-Year Appraisals

4. On the review file detail screen, click “Proposed” to open the Proposed Status form.

APPLICATION TOOLS

m[ ReviewFiles] Group Admin m AP Admin

{Return to Review Files

YELLOW, Candidate - ReapptMeritAppraisal - 07_01_15
SelectFile Type = | View Certs & Notifs | View File Tracking

Status: Departmental Review File Actions. .. -

FILE PREPARATION

£ DEPARTMENTAL REVIEW

= Departmental Ad Hoc Report - Unredacted

= Cerification: Departmental Ad Hoc Report Access

= File Summary | GenfileSummarypdf Uploaded 08/16/14 by 3 APO Vo‘@ posed

= Departmental recommendation |etter

= Dissenting Letters from Vioting Faculty

= Cerification: Departmental Recommendation Access

= (Chairs Independent Letter

CAMPUS REVIEW
FINAL AUTHORITY

POST AUDIT

<= UCSanDiego @B Send us your feedback
Official Web site of the University of California, San Diego
University of California, San Diego, 2500 Gilman Dr, La Jolla, CA 52093
{858) 5342230

Copyright 82011 Regents of the University of California. All rights reserved.

Terms and Conditions of Use
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Appendix 5 Handling of Fourth-Year Appraisals

5. On the Proposed Status form, some of the “Present Status” fields will have been populated
automatically. Check carefully to make sure this data is correct.

» If it is not correct, stop work on the file and contact Academic Personnel Services to get the data
corrected before proceeding.

Proposed Status
YELLOW, Candidate - ReapptMeritAppraisal - 07_01_15

Present Status Proposed Status

Department: YELLOW Department: YELLOW

Title, Rank & Step: 1300 - ASST PROF-AY, STEP 2 Title & Rank: --SELECT-- |Z|
Total Salary: $61,100.00 Step & 0S: os: Al

ScaleRate:  $61,100.00 (FROM 07/01/2014 SCALE)

Market 05:  $0.00 Total Salary:
o0 90,00 SELEE From Scale: []
Basis: Academic
Scale Date:
% of Time: 100%

Years at Rank: | Basis:

Years at Step: % of Time:

As of: Effective Dates: (mmiddiyyyy)

(06/30/yyyy) LT
End: 01/01/2079
(Indefinite end date: 01/01/2079)
Action: REAPPT/MERIT/APPRAISAL |z|
Appraisal: —-SELECT-- E|
Years Accel:
Save Status Delete Status Cancel

6. Under “Present Status,” fill in the number of years the candidate will have served at his or her
present rank and step as of the next June 30, and fill in the “as of” year (note the required
format).

7. Under “Proposed Status,” fill in the information as instructed on pages C38 — C39. (If the
appraisal is conducted as a stand-alone action, the “Present Status” and “Proposed Status”
data—including title, rank, step, salary, and percentage of time--should be the same.)

» Note that this is the final opportunity for the department to correct the proposed action and other

data if it was entered incorrectly or if the proposed action has changed since the file was
created.
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Appendix 5 Handling of Fourth-Year Appraisals

8. Inthe “Appraisal” field, use the drop-down menu to select the appropriate appraisal rating based
on the faculty vote. In this example, the vote is “Favorable w/ Reservations.” Click “Save
Status” at the bottom of the screen when data entry is complete. You will be returned to the
review file detail screen, where you can continue processing the file.

Proposed Status
YELLOW, Candidate - ReapptMeritAppraisal - 07_01_15

Present Status Proposed Status

Department: YELLOW Department: YELLOW

Title, Rank & Step: 1300 - ASST PROF-AY, STEP 2 Title & Rank: 1300 - ASST PROF-AY |z|

Total Salary: $61,100.00 Step & 0S: 3 o0s: [
Scale Rate: $61,100.00 (FROM 07/01/2014 SCALE)
Market0S:  $0.00 TR Er $64,400.00
Bonus 0S:  $0.00 ‘Scale Rate: $54,400.00 From Scale:

Basis: Academic 3

Scale Date: 7/1/2014

% of Time: 100%

“Years at Rank: 4 Basis: Academic

“Years at Step: 2 % of Time: 100.0

¢ Effective Dates: (mmidd/yyyy!
As of: 06/30/2015 ] ! }

(06/30/vyvy) ‘Begin: 07/01/2015
End: 01/01/2079
(Indefinite end date: 01/01/2079)
‘Action: REAPPT/MERIT/APPRAISAL [=]
‘Appraisal: i --SELECT-— i~
Years Accel:

FAVORABLE W/RESERVATIONS

Delete Status Cancel UNFAVORABLE
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