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Beginning the 
Review 
Process

Once you have submitted your packet, your case will move on to the 
first step of the review process.

Below is an example of what the review process will look like. This 
will vary by case and unit.



Required 
Acknowledgment

In some cases, you will have an opportunity to acknowledge the materials submitted by 
your unit head and Dean. You will receive an email when you need to acknowledge.

These required acknowledgments are most common in annual review and sabbatical cases. 
To respond, click View Files in the email. 



View Documents
When you get the email, click on the View File link and it will 
take you to the documents. Click on Committee Files at the top 
to review both documents. Once you have finished reviewing 
and you are ready to acknowledge, click Send Response.

Clicking Send Response will take you to a 
pop-up screen where you will upload your 
acknowledgment document.



Upload Your 
Acknowledgment

Upload or Drag and Drop your acknowledgment file. When you see Success 
you know that your document has been uploaded. Enter a title of your 
response and click Send.



Next Review Steps
Once you have submitted your acknowledgment, your case can then move forward to the 
next review step. 

If you have any questions or issues regarding case acknowledgments, please get in touch 
with your college�s Dean�s office staff so they can assist.


