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Administrators can now click the candidate’s name in the Review Workflow tab to view their
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e Default notification settings are being updated so candidates will only receive emails when
they have a task due, rather than each time their workflow moves to a new step.
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5*General FEA Workflow Review

¢ FEA Definitions:

o Reviewer - An individual with access to a workflow step

o Review Author - The person responsible for completing the task and moving the
workflow forward.

e The Review Workflow Tab:

o Visible only to administrators; used to track and make changes to workflows.

o Not for completing assigned tasks. Those must be accessed through your FEA
homepage, the My Tasks tab, or the notification email you receive when a task is
assigned.

o Use caution when making changes! You should never need to delete a Promotion &
Tenure work step if the correct template as used to create a workflow.

? This Week’s FAQs

I've uploaded documents in the Upload Annual Evals & Criteria or Upload External Letters step, but
the workflow isn’t advancing.

o After selecting the task on your FEA homepage, uploading the required files, and clicking Save
and Complete, you must also check the box next to each candidate name and select Submit
Review. Once this step is complete, the workflow will move forward to the next step.

Review Workflows o :
All 4 [ 0 4 ]
Fitter Candidates. Y Filter =
Candidates per page: 20 v Showing 1 - 4 of 4 Candidates
4 Candidates Selected X Clear Selection I
@ Faculty Name Academic Unit Status
= — N co —
= I ] Comiced Revenacuty >
I ] ot ety
o — — o s

Can in-progress publications be added to a candidate’s packet?

e Yes, alist of submitted publications may be included in Section 27. Further Information.



When can I add the review panel to the Department Faculty Review step?

e This step can be configured at any time if it is not In Progress or Complete. Note: The workflow
moves to this step immediately after administrators upload External Letters, so reviewers
must be added correctly by then.

If a candidate is added as a reviewer in their own Department Faculty Review step, will they have
access to their packet?

¢ Yes. Anyone listed in this step can access the packet. Please review carefully to ensure
candidates do not have access to their External Letters.

Can administrators move the workflows back to previous steps without assistance from the Office
of the Provost?

e Yes, but note that reviewers will receive new notifications, and tasks must be resubmitted. For
help, contact FEA-support@mail.ufl.edu

Are there instructions for Faculty to upload their updated dossiers in response to the
Chair/Director letter?

¢ Yes. A document has been added to the Faculty Promotion Partners Team in the Files tab under
Documents>General>Workflow & Process Management.

Where can I find recordings and agendas for past Office Hour meetings?

e These have also been uploaded to the Faculty Promotion Partners Team under
Documents>General>Workflow & Process Management

Open Q&A
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