
All available faculty for your department(s) will be shown on the Potential 
Candidates screen.  To search for a particular person, click “show filters” and search 
by last name.  To add a candidate to the P&T cycle, click “select” to the left of their 
name.  



After you’ve added a candidate, you’ll see the confirmation message in green at the 
top.  When you’ve added all the faculty you need to, click “Selected Candidates” to 
proceed.



This page will show all of the candidates you’ve added to this cycle. To add more 
faculty, click “Potential Candidates.”  To begin uploading files and adding referees, 
click “Edit” to the left of the candidate’s name. 



This is the Candidate screen.  Select the “Candidate Type” and confirm that the “Full Name” 
is your candidate’s preferred name.  For example if Dr. Caryn E. Johnson is professionally 
known as Dr. Whoopi Goldberg, change the “Full Name” field to “Goldberg, Whoopi”.  Click 
“Save” when you’re done.



After confirming the information on the Candidate screen, you’re returned to the 
Selected Candidates page.  Again click “Edit” next to the candidate you’re working 
on.



Now, click “Orgs” in the upper right.  This will display all the departments your 
candidate has an appointment in.  Right now, we’re only working on primary 
appointments.  Click “Edit” to the left of the candidate’s name.



Here you’ll need to update the proposed track, rank, and term for your candidate.  
Click “Save” when you’re done.



After you save, you’ll be returned to the Organizations screen.  Click “Documents” 
next.



To begin uploading documents for your candidate, click “New”



Select your doc type from the drop-down, click “Choose File” to find the document 
on your computer, and then click “Save” when you’re done.



After you’ve saved, you’ll be returned to the Documents screen.  Everything you’ve 
uploaded will be visible here.  After you’ve uploaded all of the files you need to, click 
“Referees”



To begin adding referees, click “New.” 



Select the Type, Rank, and Status, from the drop-downs, and then complete the 
Prefix, First Name, Last Name, Institution, Phone, and Email fields.  Click “Save” 
when you’re done.



After saving, you’ll be returned to the Referees screen, where you can see all the 
referees that have been entered.  Click “New” to add additional referees, and 
continue until you’ve entered all 20.



• And that’s it!  At any time you can click the UVA logo in the upper left 
to return to the home screen, or use your back button.  

• This app is being developed even as we use it, so things may change 
or some options may be moved from where they are in these slides.  

• Feel free to call (2-3353) or email (ck8h) me with questions or 
concerns.
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