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Accessing the Site

Access is limited to current year candidates and reviewers. Please work with your department and/or
college P&T representative to arrange your access.

The following is the link to the P&T SharePoint Site https://share.uh.edu/pandt. Please save the link to
your Favorites. NOTE: SharePoint works best when using Internet Explorer as your browser. For
MAC users, Firefox is suggested.

Upon clicking the link, enter your Cougarnet username and password. IMPORTANT: Type
“‘cougarnet\” before your username (Example — cougarnet\jdoe):

Windows Security lﬁ

Connecting to share.uh.edu.

— | cougarnetiajmoon |

h |
|D | iiiiiiiiiiil |
| Dormain: cougarnet

Remember my credentials

[ Ok ] | Cancel |

If you need to reset your Cougarnet password call the helpdesk at 3-1411 or reset it online by going to
http://www.uh.edu/infotech/password.

FAQOs

| keep getting an error message when | try to log in.
If you get an error message that says “Access Denied,” you may need to reset your password.
| have a current password but | still cannot access. What should | do?

Make sure you are typing in “cougarnet\” before your username. If you still cannot access
contact andy@uh.edu

SharePoint prompts me for a password way too often. Is there any way | can reduce the
number of times | have to log on?

Using Internet Explorer, follow these steps:

1. Go to the Tools menu (if you don't see Tools, press the Alt key and the menus will pop up);
Choose Internet Options; and then go to the Security tab

4. Click the icon labeled Local Intranet or Intranet Zone; Click the Sites button

6. Click the Advanced button; Enter (or copy and paste) https://share.uh.edu and click Add

8. Enter (or copy and paste) https://mysite.uh.edu and click Add

9. Click the Close button; Click OK, then click OK again.

*NOTE: These instructions are only for IE users. Mac users should use their Keychain to
manage SharePoint login information.
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Candidate

Getting Started

If you plan to be a candidate, please inform the department chair and the college P&T
representative. The college representative will then prepare an electronic Face Sheet
(candidate information form). Once this is done, the candidate will receive an email

notification confirming access to the P&T Site.

Training on the use of the P&T SharePoint site is offered through this user’s guide and an
online video. A face-to-face training class is also offered usually in early May. If you would
like to attend this optional training, you may register for the class through the P&T Site using
the Signup for a P&T Training Class link.

Uploading Documents

Once you are logged on, your screen should look similar to the following:

steadions v i B QS Page

Promotion and Tenure » Home

This s the site dedicated to the promotion and tenure process at the University of Houston

Promation and Tenure

Libraries

2016 PRT Documents

Lists
2016 Candidates

5 Recycle Bin
2 A site Content

Welcome to the electronic Promotion and Tenure site!

For any Technical Assistance please contact sharepaint@uh.edu,

For people nawto SharePaint, here are some basic tips and tricks,

Promotion and Tenure Guidelines 2016-2017 Promotion and Tenure User's Guide
Promotion and Tenure Timeline Signup for PAT Training class (Optional)
Training Videos for Promotion and Tenure Candidates, click here if you have completed your Dossier/Folder!

Download checklists for Appointments, College level reviews, Department level reviews, External reviews, or the Complete Dossier
Archived Promotion and Tenure Guidelines

2016 P&T Documents

D Type Name Category
H College : College of Architecture (17)

# College : Callege of Business (10)

Search this site...

UNIVERSITYof HOUSTON

PROMOTION AND TENURE

PDFs are the preferred format for uploading documents. The maximum file size for each pdf
is 200mb. To download Adobe Acrobat Pro Xl, please see pages 24 of this guide. For music
or video files, please use MP3, Quicktime, or AVI.



https://share.uh.edu/pandt/Lists/Signup/NewForm.aspx

e Click the + sign next to your college’s name, then the + sign next to your name

2014 P&T Documents

[] Type MName

@"EQE : CLASS (2)
@andidate : Andy Moon (1)

# Candidate : Clga Selley (1)

g Add document

e Click the Document set labeled “<your name> Candidate Docs”

2014 P&T Documents

[] Type MName
= College : CLASS (2)

= Candidate : Andy Moon (1)
Ij Andy Moon's Candidate Docs

# Candidate : Olga Selley (1)

gk Add document

Note: Once you are in your document set, you can save the URL to your
Favorites or Bookmarks for quicker access to your upload folder.



e Click on the Documents tab at the top of the screen (circled in red in the screenshot

below) and then you can upload using the Upload Document button (circled in green in
the screenshot below).

Site Actions = | Y | Browse

Upload lew Edit
Document = /Folder  Document

Documents

Site Actions - ) BEICNEM Documents

Promotion and Tenure » 201¢

Document

Op

Promotion and Tenure , ,
| ibraries

e Click the Browse button in the Submit Document dialog

Submit Document

Content Organizer: Documents uploaded here are automatically moved to the correct library
and folder after document properties are collected.

Submit Document
Mame:
Browse to the document you
intend to submit,
Submit Multiple Files, .,

0K | | Cancel |




Choose the file in the file browser dialog and click Open

ﬁ-" - Desktop » b
Organize v New folder

%y Recently Change # S

“ Libraries Moon, Andy
& Searches | :'JJ System Folder )& System Folder
J Public -

B Desktop . ' | Computer = , Network
& Downloads =SS! System Folder Lf System Folder
| Recent Places |-

6 5 Adobe Reader X desktop.ini
| My Documents Shortcut Configuration settings

43 SharePoint Sites 1.97 KB 174 bytes

3 \J Identity Finder iTunes
4 Libraries g ‘ Shortcut Shortcut
> B Documents [P 193 ke (A 174 ke
> g Music m McAfee Security Scan Plus Mozilla Firefox
Shortcut Shortcut
& 1.82KB 112KB

I =] Pictures
> Videos o
~ NXPowerl ite @, OuickTime Plaver

File name: ~ [AuFiles )

[ Open Iv] { Cancel

Click OK in the Submit Document dialog

Submit Document

Content Organizer: Documents uploaded here are automatically moved to the correct library
and folder after document properties are collected.

Submit Decument
Mame:

Fronse to the document you C:\Users\ajmoon2 COUGARNET\Pictur

Submit Multiple Files...

I' Cancel




e Pick the document category (circled in red below); the candidate name should be pre-

filed. Then click Save.

2015 P&T Documents - College Level Review Checklist.pdf

HB8 0., X
= =3 Copy
Save  Cancel Paste Delete
Item

Commit Clipboard Actions
Mame * |C|:-||Egn.=_' Level Review Chechklist |.|:||:|f
Candidate Andy Moon %
Category L |scholarship with one page outline ol -
Created at 4/13/2015 4:00 PM by Moon, Andy (B | Save | | Cancel
Last modified at 4/13/2015 4:00 PM by Moon, Sndy |8

The candidate is responsible for uploading a total of (4) pdfs. One for each of the following

categories:

Candidate's Statement and Curriculum Vitae

Research, Scholarship, Creative Work with a 1-page table of contents
Teaching and Student Learning with a 1-page table of contents
Service with a 1-page table of contents

Candidate’s Statement and Curriculum Vitae

The Candidate’s Statement should be no more than three pages long. The Candidate’s

Statement and CV are submitted as one pdf. The CV should be appropriate for the
discipline.

Corroborating Material

The documentation for the other three categories should support the Candidate’s Statement

and CV. Each pdf must have a one-page table of contents.



Please contact the department chair or appropriate associate dean for guidance on the
material to submit for the three categories (Research/Scholarship/Creative Work, Teaching,
and Service). Please review the department, college, and university guidelines about the
supporting documentation.

The maximum file size for each pdf is 200 mb. Please contact the college’s IT department or
Andy Moon (andy@uh.edu) if you need advice on how to minimize the size of a file.

Deadline and Completion

Your department and/or college determine the deadline for completing your portion of the
folder. Please contact your department chair or college representative to confirm the
deadline.

Once you have completed your portion of the folder:
e Verify that all (4) required documents have been uploaded and have the appropriate
category;
e Make sure you have a full copy of all uploaded documents.

To confirm your completion, click the Candidates click here if you have completed your
dossier/folder link on the P&T Site (circled in red below). This will trigger the removal of
your access to the folder and site. You will no longer have view or upload permission to the
folder.

Welcome to the electronic Promotion and Tenure site!

For any Technical Assistance please contact sharapoint@uh.edu

For peaple new to SharePoint, here are some basic tips and tricks

Promotion and Tenure Guidelines 2014-2015 Promotion and Tenure User's Guide

Promotion and Tenure Timeline
Training Videos for Candidates, Representatives, and Reviewers Candidates, click here if you have completed your Dossier/Folder!

Download checklists for Appointments, College level revie,melagagblaval reviews. or Futerna


mailto:andy@uh.edu

IMPORTANT

A candidate may update the dossier/folder before the materials are sent to the next review
level. A candidate should contact the appropriate reviewing party to request the documents
be added to the dossier/folder.

Document Checklist

A general document checklist is found on the P&T SharePoint site. This checklist will give
you an overview of the various documents that go into a candidate dossier/folder (as
applicable) in preparation for University-level review.

Tips
As soon as possible, it is highly recommended that you:
e Thoroughly review the department, college, and university guidelines
e Verify the department/college deadline for completing the candidate’s portion of the
folder.
e Discuss with the department/college the documentation needed for the external review
process. NOTE: External reviewers do not have access to the P&T SharePoint site.
e Determine type and amount of supporting documentation expected by the department
and/or college.
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College P&T Representative

A college representative will be given access to the P&T Site usually in late April to begin the
process of creating Face Sheets for the candidates in the college.

Once you are logged on, your screen should look similar to the following:

steAdions - o B WUl o

Promotion and Tenure » Home

S50 This i the sie dedicated to the promotion and tenure process at the University of Houston

Promotion and Tenure Search this site...

Libraries
2016 PAT Documents . . .
Welcome to the electronic Promotion and Tenure site! UNIVERSITYof HOUSTON
Lists For sny Technical Assstance plesss contact sharepointgun.edu. PROMOTION AND TENURE
2016 Candidates For people newto SharePoint, here are some basic tips and tricks.
{2 Recycle Bin Promoetion and Tenure Guidelines 2016-2017 Promotion and Tenure User's Guide

Promotion and Tenure Timeline Signup for P&T Training class (Optional)
Training Videos for Promotion and Tenure Candidates, click here if you have completed your Dossier/Folder!
Download checklists for Appointments, College level reviews, Department level reviews, External reviews, or the Complete Dossier

3 Al site Content

Archived Promotion and Tenure Guidelines

2016 P&T Documents L

0 Tyee Name Category
1 College : College of Architecture (17)

1 College : College of Business (10)

Creating the Face Sheet

After you have logged in, click the Candidates link on the Quick Launch section on the left
side of the screen under the heading “Lists” (circled in red on the screenshot below).

Promotion and Tenure » Home

Thiz iz the site dedicated to the promotion and tenure process at the University of Houston
Promotion and Tenure

Libraries
2016 P&T Documents

Welcome to the electronic Promotion and Tenure site!

For any Technical Assistance please contact sharepoint@uh.edu.

Ists

016 Candidate For people new to SharePoint, here are some basic tips and tricks.

‘Al Recycle Bin Promotion and Tenure Guidelines 2016-2017 Pror
—jl Al Site Content Promotion and Tenure Timeline Signup
Training Videos for Promotion and Tenure Candidates, click h

Download checklists for Appointments, College level reviews, Department level re
Archived Promotion and Tenure Guide
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You will see the list of candidates you have entered, as pictured below. Click the “Add new
item” link at the bottom of the list and you will be presented with a form to fill out with all of the
candidate’s information, as pictured below.

L ShareUH - Home

\ . . 2
(] Promotion and Tenure » Candidates » My Candidates -
welt
Promcton and Tenure Search thes <he P
§ Frsthame Last Name Department Canddate FuUll Name Acoords) requested Tenwre Requested Fresert Status Currently Tenw
sts z : sication -
Calendar Mg
B condcetes Clige e ege " - .
« = =
= 2|

Candidates - New Item

H E e @j 3
43 copy

Save Cancel  Paste Attach  Speliing

File =

Commit Clipboard Adtions_ Spelling

First Name * |

Last Name *

College [

Department [

[s] [

Action(s) requested

Tenure Requested

Present Status

m

Currently Tenured @

Initial Appointment Date

Initial Appointment Rank F

) Full Professor

) Associate Professor

(@ Assistant Professor
Years in present rank

Was there an extension of probationary period?

US Citizen or Permanent Resident @

12



Once a Face Sheet is created, the Provost’s Promotion and Tenure Liaison is automatically
notified. The Face Sheet will be reviewed and then access to the folder will be given to the
candidate.

Department Representatives

The college representative is responsible for contacting the department chairs to identify the
department representatives for those departments that have candidates. The college
representative should provide the Provost’'s Promotion and Tenure Liaison with a list of
department representatives as soon as possible.

Department Completion of Folder

The department representative is responsible for informing the college representative that the
folders are ready for college-level review. It is the college representative’s responsibility to
verify the department has uploaded all required documents prior to notifying the Provost’'s
Promotion and Tenure Liaison that department-level access should be removed.

College Committee and Dean — Access

The college representative is responsible for providing the Provost’'s Promotion and Tenure
Liaison with a list of college committee reviewers. The list should include:

e Full name of committee member (as listed in PeopleSoft)

e Which candidate the member is reviewing
The college representative is responsible for notifying the committee and dean when the
folder is ready for review and providing access instructions.

Uploading Documents

Each candidate dossier/folder must include the following documents:

e P&T Guidelines (College/Department P&T guidelines given to tenure-track candidate
at hiring) - (UPLOADED BY DEPT/COLLEGE)

e Dean and College Committee - (MUST INCLUDE COMPLETED CHECKLIST)
(UPLOADED BY COLLEGE)

e Department Chair and Department Committee - (MUST INCLUDE COMPLETED
CHECKLIST) (UPLOADED BY DEPT/COLLEGE)

e Appointment Materials - (MUST INCLUDE COMPLETED CHECKLIST) (UPLOADED
BY DEPT/COLLEGE)

e External Reviews - (MUST INCLUDE COMPLETED CHECKLIST) (UPLOADED BY

DEPT/COLLEGE)

Candidate's Statement and Curriculum Vitae

Research, Scholarship, Creative Work with a 1-page table of contents

Teaching with a 1-page table of contents

Service with a 1-page table of contents
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The required checklists are found on the P&T site (circled in red below). Each checklist
identifies the documents that should be included in that particular pdf. The items should be
uploaded in the order found on the checklist with page 1 as the completed checklist.

PDFs are the preferred format for uploading documents. The maximum file size for each pdf
is 200mb.

Welcome to the electronic Promotion and Tenure site!

For any Technical Assistance please contact sharepoint@uh.edu.

For people new to SharePoint, here are some basic tips and tricks.

Promotion and Tenure Guidelines 2016-2017 Promotion and Tenure User's Guide

Promotion and Tenure Timeline Signup for P&T Training class (Optional)

Training Videos for Promoti - e = 5 ompleted your Dossier/Folder!
Download checkli or Appointments, College level reviews, Department level reviews, External reviewsdr the Complete Dossier

To upload a document:

e Click the + sign next to the college’s name, then the + sign next to the candidate name

2014 P&T Documents

[] Type Mame

@;IIEQE : CLASS (2)
@andidate : Andy Moon (1)

H Candidate : Olga Selley (1)

g &dd document

¢ Navigate to the candidate’s Confidential folder (labeled with the candidate’s name
followed by the word Confidential, circled in red below). Click on the folder.

=l College : College of Liberal Arts & Social Sciences (4)

=l Candidate : Andy Moon (4)

:.ll Andy Moon's Candidate Docs

:.ll Andy Moon's Confidential Docs

'E AndyMoonresume

'E College Level Review Chechklist

14



e Click on the Documents tab at the top of the screen (circled in red in the screenshot
below) and then you can upload using the Upload Document button (circled in green in

the screenshot below).

ihrary Tool

Site Actions = |8 | Browse

¢

MNew

Site Actions ~ Documents

Promotion and Tenure » 201¢

New Edit
Document = B Folder Document
Op
Promotion and Tenure . .
I ihraries

e Click the Browse button and find the file to upload, and then click Open.

e Click OK in the Submit Document dialog

Submit Document

Content Organizer: Documentz uploaded here are automatically moved to the correct library
and folder after document properties are collected.

Submit Decument
MName:

Brawse to the document you C:\Users\ajmoon2.COUGARNET\Pictur

intend to submit,
Submit Multiple Files...

15



e Pick the document category (circled in red below); the candidate name should be pre-
filled. Click the Save button.

2015 P&T Documents - College Level Review Checklist.pdf

HEB8 B0 X
=l 53 Copy
Save  Cancel Paste Delete
Item
Commit Clipboard Actions
MName * |CDIIEgE Lewvel Review Checkhst |.|:|l:|f
Candidate Andy Moon
Category Scholarship with one page outline E
Created at 4/13/2015 4:00 PM by Moon, Andy [ | Save | | Cancel
Last modified at 4/13/2015 4:00 PM by Moon, Andy &
IMPORTANT

The candidate loses access to the P&T SharePoint site once he/she completes their portion
of the folder. This should occur before the review process begins.

A candidate may update the dossier/folder before the materials are sent to the next review
level. The candidate should contact the appropriate reviewing party to request the
documents be added to the dossier/folder. If it is an appropriate update, the representative
should upload using the “Update” category. The representative should then inform the
reviewers that an update has been added.

Vote Tabulation

The college committee vote tally is entered on the Face Sheet. The dean’s recommendation
(yes or no) is also entered on the Face Sheet. If there is an appeal, the associated votes
must also be added to the Face Sheet.

Completion
For each dossier, verify the following:

¢ Face Sheet complete with all votes entered

e All required documents have been uploaded WITH APPROPRIATE COMPLETED
CHECKLISTS AND IN THE PROPER ORDER

e A copy has been made of each folder for the college record.

16



Once this is done, inform the Provost’s Promotion and Tenure Liaison (pandt@uh.edu) that
the college folders are complete and ready for university-level review. Shortly thereafter,
access to the site at the college level will be removed.

NOTE

If your college does not have departments please review the Department Representative
section and determine what is relevant to your college situation.

17
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Department P&T Representative

Department P&T representatives receive access to the SharePoint site once the Face Sheet
is created by the college representative and the name of the department representative is
provided to the Provost’s Promotion and Tenure Liaison.

Once you are logged on, your screen should look similar to the following:

steAdions + b B ERRE Paoe

Promotion and Tenure » Home

This is the site dedicated to the promotion and tenure process at the University of Houston
Promotion and Tenure Search this site...
Libraries

SRS Welcome to the electronic Promotion and Tenure site! UNIVERSITYof HOUSTON

Lists PROMOTION AND TENURE

2016 Candidates

3 Reevele Bin Promoetion and Tenure Guidelines 2016-2017 Promotion and Tenure User's Guide

Q Al Site Content Promotion and Tenure Timeline Signup for P&T Training class (Optional)

Training Videos for Promotion and Tenure Candidates, click here if you have completed your Dossier/Folder!
Download checklists for Appointments, College level reviews, Department level reviews, External reviews, or the Complete Dossier
Archived Promotion and Tenure Guidelines

2016 P&T Documents L

O Type Name Categary
1 College : College of Architecture (17)

1 College : College of Business (10)

You will have upload permission to a folder that is not viewed by the candidate. Itis a secure
folder. This allows you to begin uploading prior to the candidate completing their folder.

Candidate Completion of Folder

The candidate is responsible for confirming completion of their portion of the dossier/folder by
clicking the Candidate click here if you have completed your dossier/folder link on the
P&T site. This will trigger the removal of the candidate’s access to the site. The department
representative and department chair will be notified once the candidate no longer has access.

Department Committee and Chair — Access

The department representative is responsible for providing the Provost’s Promotion and
Tenure Liaison with a list of department committee reviewers. The list should include:

e Full name of committee member (as listed in PeopleSoft)
¢ Which candidate the member is reviewing

The department representative is responsible for notifying the committee and chair when the
folder is ready for review and providing access instructions.
18




Uploading Documents

Each candidate dossier/folder must include the following documents:

P&T Guidelines (College/Department P&T guidelines given to tenure-track candidate
at hiring) - (UPLOADED BY DEPT/COLLEGE)

Dean and College Committee - (MUST INCLUDE COMPLETED CHECKLIST)
(UPLOADED BY COLLEGE)

Department Chair and Department Committee - (MUST INCLUDE COMPLETED
CHECKLIST) (UPLOADED BY DEPT/COLLEGE)

Appointment Materials - (MUST INCLUDE COMPLETED CHECKLIST) (UPLOADED
BY DEPT/COLLEGE)

External Reviews - (MUST INCLUDE COMPLETED CHECKLIST) (UPLOADED BY
DEPT/COLLEGE)

Candidate's Statement and Curriculum Vitae

Research, Scholarship, Creative Work with a 1-page table of contents

Teaching with a 1-page table of contents

Service with a 1-page table of contents

The required checklists are found on the P&T site (circled in red below). Each checklist
identifies the documents that should be included in that particular pdf. The items should be
uploaded in the order found on the checklist with page 1 as the completed checklist.

PDFs are the preferred format for uploading documents. The maximum file size for each pdf
is 200mb.

Welcome to the electronic Promotion and Tenure site!

For any Technical Assistance please contact sharepaint@uh.edu.

For people newta SharePaint, here are some basic tips and tricks.

Promotion and Tenure Guidelines 2016-2017 Promotion and Tenure User's Guide

Promotion and Tenure Timeline Signup for PAT Training class (Optional)

Training Videos for Promotion rrteeri : leted your Dossier/Folder!
Download checklists gintments, College level reviews, Department level reviews, External reviews e Complete Dossier

Archived Promotion and Tenure Guidennes
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To upload a document:

e Click the + sign next to the college’s name, then the + sign next to the candidate name

2014 P&T Documents

[] Type Mame

@"EQE : CLASS (2)
@andidate : Andy Moon (1)

H Candidate : Olga Selley (1)

gk Add document

¢ Navigate to the candidate’s Confidential folder (labeled with the candidate’s name
followed by the word Confidential, circled in red below). Click on the folder.

=l College : College of Liberal Arts & Social Sciences (4)

=l Candidate : Andy Moon (4)

|:1| Andy Moon's Candidate Docs

|:1| Andy Moon's Confidential Docs

'E AndyMoonresume

'E College Level Review Chechklist

e Click on the Documents tab at the top of the screen (circled in red in the screenshot

below) and then you can upload using the Upload Document button (circled in green in
the screenshot below).

ibrary Tool

Site Actions ~ | i Browse Documents

-

Site Actions ~ i) GG Documents

Promotion and Tenure » 201¢

MNew MNew Edit
Document = N plent « Folder Document
MNew Cp
Promotion and Tenure . .
| ihraries
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e Click the Browse button and find the file to upload, and then click Open.

e Click OK in the Submit Document dialog

Submit Document

Content Organizer: Documents uploaded here are automatically moved to the correct library
and folder after document properties are collected.

Submit Document
Name:

Fronse to e document you C:\Users\ajmoon2 COUGARNET Pictur
Submit Multiple Files. ..

e Pick the document category (circled in red below), the candidate name should be pre-
filled. Click the Save button.

2015 P&T Documents - College Level Review Checklist.pdf

HB8 0. X

=3 Copy
Save  Cancel Paste Delete
Item
Commit Clipboard Actions
Mame * |CDIIEQE Level Review Chechklist |.|:||:If
Candidate Andy Moon %
Category

Created at 4/13/2015 4:00 PM by Moon, Andy (8 |

Save | | Cancel
Last modified at 4/13/2015 4:00 PM by Moon, Andy (8
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IMPORTANT

The candidate loses access to the P&T SharePoint site once he/she completes their portion
of the folder. This should occur before the review process begins.

A candidate may update the dossier/folder before the materials are sent to the next review
level. The candidate should contact the appropriate reviewing party to request the
documents be added to the dossier/folder. If it is an appropriate update, the representative
should upload using the “Update” category. The representative should then inform the
reviewers that an update has been added.

Vote Tabulation

To access the Face Sheet, click the + sign next to the college name, and then click the
candidate’s name, circled in red below. Click Edit Item.

Promotion And Tenure Documents

Type Mame DocumentCategory DocumentType

=l College : Business (3)

® Cardidat

& College : CLASS (1)

% Add document

The department committee vote tally is entered on the Face Sheet. The chair's
recommendation (yes or no) is also entered on the Face Sheet. If there is an appeal the
associated votes must also be added to the Face Sheet.

Completion
For each dossier, verify the following:

e Votes have been entered on the Face Sheet
e All required documents have been uploaded WITH APPROPRIATE COMPLETED
CHECKLISTS AND IN THE ORDER LISTED

e A copy has been made of each folder including the candidate materials for the
department records.

Once this is done, email the college representative and the Provost’s Promotion and Tenure
liaison (pandt@uh.edu) that the folders are ready for college-level review. Shortly thereafter,
access to the site at the department level will be removed.
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Reviewer

The following is the link to the P&T SharePoint Site https://share.uh.edu/pandt. Please save the link to
your Favorites. NOTE: SharePoint works best when using Internet Explorer as your browser. For
MAC users, Firefox is suggested.

Once you are logged on, your screen should look similar to the following:

steactions - i [ ISV

Promation and Tenure » Home

This is the site dedicated to the promotion and tenure process at the University of Houston

Promotion and Tenure Search this site.
Libraries
2016 P&T Documents R . )
Welcome to the electronic Promotion and Tenure site! UNIVERSITYof HOUSTON
Lists For any Tachnical Assistance plassa contact sharepoint@uh.edu PROMOTION AND TENURE
2016 Candidates For people new to SharePoint, here are soms basic tips and tricks.
T Recycle Bin Promotion and Tenure Guidelines 2016-2017 Promotion and Tenure User's Guide
—~ Promotion and Tenure Timeline Signup for P&T Training class (Optional)

3 All Site Content
2 Training Videos for Promotion and Tenure Candidates, click here if you have completed your Dossier/Folder!

Download checklists for Appointments, College level reviews, Department level reviews, External reviews, or the Complete Dossier
Archived Promotion and Tenure Guidelines

2016 P&T Documents - O

O Type Name Category
i College : College of Architecture (17)

& college : College of Business (10)

Please note that you will only see the candidates you are responsible for reviewing.
Accessing the Candidate Documents

To access the candidates by college, click the + sign next to the college name. Click the + sign by the
candidate’s name to see the list of documents. Click the name of any file to open and review it, as
pictured below.

Promotion And Tenure Documents

|:| Type Mame CocumentCategory DocumentType

=l College : Business (3)

=] & @ Andy Moon (3)
I!j r-E'-' Curriculum Vitae Curriculum Vitae
133 Koala & mew External Reviews Letters

Eﬂ Koala ML External Rewviews Letters

Accessing Candidate Face Sheets

To access the Face Sheet (candidate information sheet), click the + sign next to the college name,
and then click the candidate’s name, circled in red below.

Promotion And Tenure Documents

[ Twpe MName CrocumentCategory CocumentType

= College : Business 32

= college : CLASS (1)

= ~dd decument

Exiting the Site

To exit the Site, close your browser by clicking the X button at the top right corner of the window.
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Downloading Adobe Acrobat Pro XI
Log in to AccessUH at http://accessuh.uh.edu with your Cougarnet credentials. Unlike
SharePoint, AccessUH does not need the cougarnet\ in front of your user name (see the

screenshot below).

€ & university Of Houston (US) | htty wccessuh.uh.edu/login.php?error
Visitors

UH Home ~ Apply to UH Students Faculty & Staff Alumni Parents

UNIVERSITYof HOUSTON

“ Your session expired at 04/27/14 10:21:23 AM.
Please log off from all other applications and close the window.
CougarNet Login myUH (PeopleSoft) Login
N
{ i CougarNet ID:  gjmoon2 Don't know your CougarNet ID?
3 Ui CougarNet Password: ceececcscecs Change your CougarNet Password.

v/
Login to AccessUH

Find the Software Download link (circled in red in the screenshot below) and click it.

= |8 - viine open microphone »

€ au 5 i v uh.ed! <
UH Home ~ Apply to Ul Students acully & Staf Alurmni arents Visitors a.

UNIVERSITYof HOUSTON

AccessUH Online Services | List of Services

University Services

o '
O ainariia
s
2 >
Blackboard 1 CSATS
Learn
FamiS
s Blackboard Learn 9  Computer Security CougarCard Facility Work Order
areness Trainin 9 System

Get Involved Parking Self-Service

AccessUH FAQs
= What is AccessUH?

= What is available through AccessUH?

Scroll down to the Utilities section, looking for Adobe Acrobat Professional 11 and click the
Download link. Make a note of the License Key, which you will need when you set up
Acrobat for the first time (the key is not in this document for security purposes).

Utilities

7-Zip 7-Zip D
¥ Download i
7-Zip is open source software. ofiisite

You can use 7-Zip on any
computer, you don't need to register or
pay for 7-Zip.

Adobe Acrobat Pro 11 License Key:

& Download fsite
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