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Blue outline indicates Faculty input
Green outline indicates Department Level input
Orange outline indicates Post-Department Level input

Faculty member creates a "Portfolio and Narrative Review" screen item for the type of review he/she is completing.


Faculty member reviews the Portfolio report for accuracy and, if necessary, edits information on the various screens and re-runs the Portfolio until it is accurate.


Department Chair "manages" data" for the the faculty member and creates a "Portfolio Review" screen item for the current type of review.


Faculty member uploads final Portfolio to the current "Portfolio and Narrative Review" screen item.


Faculty member enters the information required for the type of review he/she is completing (i.e., CV information, Narrative, reassigned time) using the various screens in Activity Insight.


Faculty member has five working days, from when a review letter is uploaded by each revlew level, to upload a response letter to their current "Portfolio Review" screen item in order to respond to any factual inaccuracies found in the review letter.


Department Chair runs the "Departmental Portfolio Review" report in order to access the faculty member's Portfolio as well as the review information and letter from the Departmental RTP Committee.


Department RTP Committee Chair runs the "Departmental Portfolio Review" report and emails it to all committee members in order to provide access to the faculty Portfolios via hyperlinks contained within the report.


Faculty member runs a "Portfolio" report which automatically includes all of the components required for the type of review selected on the most current "Portfolio and Narrative Submission" screen item.


Department Chair "manages data" for the faculty member in order to add review information and upload a review letter to the faculty member's curent "Portfolio Review" screen item.


Subsequent review levels use the "Summative Portfolio Review" report to access the faculty member's Portfolio as well as the review information from the previous levels of review. May request additional information if approved by Provost.


Subsequent review levels "manage data" for the faculty member to enter review information and upload a review letter to the faculty member's current "Portfolio Review" screen item. 


Department Chair archives the Narrative and Portfolio files (so they can no longer be modified by the faculty member).


Department RTP Committee Chair "manages data" for the faculty member in order to add the Committee's review information and upload a review letter to the faculty member's current "Portfolio Review" screen item.


Faculty member can make changes to the Narrative and Portfolio if requested by a Department Level review. After that, the files may not be  modified.


