
New Activity Screen and Report 

Required/Expected Supporting Documents Activity Screen

Purdue Fort Wayne Previous Reappointments and Evaluation Letters Report

The following guide describes what can be placed on the new activity screen 

and how this information pulls into our Workflows as reports for reviewers.

This new availability will save faculty time in having to upload required 

documents into Workflow for each of their reappointment submissions. 



Logged into Faculty Success we will navigate to the Activities tab to view the new screen 

option titled Required/Expected Supporting Documents. This screen will be used as storage 

for our faculty to upload their completed documents for future use by reviewers in Workflow. 



All documents uploaded to this area will pull into the report 

titled Purdue Fort Wayne Previous Reappointments and 

Evaluation Letters 

1. Each upload is a separate entry (one completed 

reappointment or one annual productivity report).

2. The Term and Year are to be for the term and year the 

feedback was received by the faculty

3. Document Title needs to be clear to our reviewers 

Example: May 2023 Reappointment Review Report

4.   Document Upload is for the COMPLETED .pdf 

document itself. 

If uploading a reappointment, a completed document has all 

signatures and comments up through the Chancellor. 

Annual reviews will have the Chair’s letter/comments. If 

you need to access completed reappointments please 

contact the Office of Academic Affairs. 
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Logged into Faculty Success we will navigate to the Reports tab to view the new Report 

option titled Purdue Fort Wayne Previous Reappointments and Evaluation Letters. This 

report will be automatically pulled for reviewers in Workflow. 



Clickable links to our 
document uploads for 
reviewers



You can also add documents
directly into the report titled 

Purdue Fort Wayne Previous 

Reappointments and 

Evaluation Letters by 

selecting    +Add New Record
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The Previous Reappointment and Evaluation Letters Report is 

automatically attached to the faculty Workflow Submission screen.

Please make sure you have ALL information uploaded correctly to 

the Required/Expected Supporting Documents screen prior to 

submitting your reappointment in Workflow.


