
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

        

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dr. Connie Walton  
Provost, Vice President of Academic Affairs 
 

PROMOTION & TENURE SITE 

USER GUIDE 

DIVISION OF ACADEMIC AFFAIRS 

Fall 2020 



ACCESSING THE PROMOTION AND TENURE SITE 

 

The Promotion and Tenure Site access will be limited to the candidates and reviewers for the 

current academic year.  The candidates and evaluators will receive a shared file to gain access to 

the Promotion and Tenure Site. 

Once you received the shared file, click on the file and then you will be prompted to login with 

your Office 365 Credentials.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After you have logged in click on Promotion and Tenure 

THEN you will see your assigned folder(s).  

(For Example, the Dean will see their assigned college, and The Candidate will see only their folder). 

CLICK to open your folder 

******* 

johns@gram.edu 



Candidate will see the following: 

 

 

Department Head’s & College Committee will see the following: 

 

The Dean’s will see the following: 

 



The University Promotion and Tenure Committee, Provost and President will 

see the following: 

 

CLICK on the folder associated with your department 

You will see the Candidates that are in your department 

 

Reviewing the Candidate’s e-Portfolio 

CLICK on the Candidate’s Name 

 

 

 



 

CLICK to Download the Candidate’s Folders 

 

 

 

 



Then file will appear at the bottom of the screen 

 

 

CLICK on the file and it will begin to download 

CLICK on the Candidate Folder  

 

 

 

 

 

 

 

 



CLICK on each folder to review the Candidate’s information 

 

CLICK on the folder of which the Candidate falls under, to review the Candidate’s Folders 

 In the departmental folders will be the Candidate’s folder  

 

CANDIDATE & EVALUATOR uploading Files 

Once the candidate has opened their folder, they will begin uploading their documents within the 

designated folder.  

 

 

 

 

 

 



CLICK on the each Folder and upload required documentation 

 

 

CLICK on upload  

Then CLICK on file 

Then the Candidate will begin to upload their documents for that folder. 

 



 

After you have selected and open your file, it will be added to your folder. You will complete 

this step until you have uploaded all required documentation.  

(**Please note you will not upload in the Current Evaluation Folder) 

Make sure to check each folders to ensure that all documentation was uploaded 

successfully.  

 

REVIEWERS/EVALUATORS 

When the Dean, Department Head or the College Committee logs on they will see the following. 

You will only have access to your specific college candidates.  

 

 CLICK on the Folder based on your Title 

 

 



You will be able to see all the Candidates Folders. 

CLICK on each of the Candidates folders to review their documentation.   

 

After you have reviewed the Candidate’s Folders and completed your evaluation, then you will 

upload your evaluation report in the Evaluation Folder.  

CLICK on the Departmental Evaluation Folder 

 

You will find two folders  

 

 

 

 

 

Candidate Folder 

Candidate Folder 

Candidate Folder 

Candidate Folder 



Click on the folder that applies to the candidate 

 

CLICK on the Candidate Folder then a list of the Committee Members  

 

CLICK on your respective folder 

 This is where you will upload your evaluation form. 

CLICK File and you will be prompted to search and upload the file, or you can drag and drop 

the file. 

 

Candidate Folder 

Candidate Folder 

Dr. Johnny Doe 

Dr. Jane Doe 

Dr. Vickie Green 

Dr. Becky Joe 


