
 

LOUISIANA STATE UNIVERSITY ELEMENTS TRAINING   SUBMITTING A P&T PACKET FOR REVIEW | 1  
UPDATED 08/20/2025 

Elements SUBMITTING A P&T PACKET FOR REVIEW 

 

 
 

PROMOTION AND TENURE 

SUBMIT A PROMOTION & TENURE PACKET FOR REVIEW (FACULTY SUBMISSION STAGE) 
The promotion & tenure review assessment launches in the MY ACTIONS box of the applicant’s Elements’ 
homepage. 

• Click ‘Start’ under Start your Promotion & Tenure Packet. 

  
• In the Faculty Submission stage, you will complete fields and upload documents in section A. Applicant Provided 

Information. Once this section is complete, you will submit the packet to the External Letters stage. 
• Click A. Applicant Provided Information.  

 
• Click + to add attachments. Faculty annual reviews (one file order from earliest review to most 

recent review), CV, candidate statement and course evaluations (if required by college) should be 
loaded in this section. 
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PROMOTION AND TENURE 

 

• Click the drop-down menu and select the ‘Type’ of file you want to attach. 
• Drag and drop the file in the ‘Choose a file’ box or click ‘browse’ to select the file. 

 
• Click ‘SAVE’. 
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PROMOTION AND TENURE 

• Documents should appear in the Attachments section with the file name and type. Click the eye icon to open 
attachments and confirm they loaded correctly. 

 
• Once required documents are attached, provide answers to questions in the Candidate Information, Education 

History and Professional Experience sections (this replaces the previous paper cover page). 
• Click the + icon to open each section. 
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PROMOTION AND TENURE 

• Fields with ! are required fields and must be completed inorder to save the information. 
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PROMOTION AND TENURE 

• Once you have completed entering the information in the section, click the ‘Save and exit’ button. 

 
 

• Once you have entered in the all the necessary information in sections Candidate Information, 
Education History and Professional Experience, click the SUBMIT button. 

 
• The Summary page will appear with the following message: ‘You are about to move this review 

process to External Review Letters’. 

 
• Click CONFIRM. 

 

 
• The ‘current stage’ displayed in the upper right corner of the screen will change to External Review 

Letters. This means your promotion and tenure packet is now with the department for review. 
External letter writer information is confidential and therefore the candidate does not have access 
to see this stage.  
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PROMOTION AND TENURE 

• Once the packet routes to the Unit Review stage and the unit leader provides their review, the 
packet will route back to the candidate at the ‘Candidate’s Letter of Response/Rebuttal’ stage. 

• When the packet appears back in the candidate’s MY ACTION box, click ‘Continue’. 

 
• Click on F. Candidate’s Letter of Response/Rebuttal to the Department Head Recommendation in 

the lefthand menu. 

• Click the + icon. 

• Select yes or no from the ‘I would like to provide a response/rebuttal to the unit’s recommendation’ 
dropdown box. 
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PROMOTION AND TENURE 

• If you would like to provide a response to the review, type the response in the provided textbox and 
click ‘Save and exit’. 

   
• Click SUBMIT to move the packet to the Dean Review stage. 

 
• Select ‘Dean Review’. 

 

 
• Click the acknowledgement check box and then click ‘CONFIRM’. 
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PROMOTION AND TENURE 

 
• The current stage will change to ‘Dean Review’. 

 
• Upon completion of the dean’s review, the packet will route back to the candidate at the ‘Candidate’s Letter of 

Response/Rebuttal (dean recommendation)’ stage. 
• The packet will reappear in the candidate’s MY ACTIONS box. Click ‘Continue’. 
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PROMOTION AND TENURE 

• Click ‘H. Candidate’s Letter of Response/Rebuttal to Dean Review’ in the lefthand menu. 

 

• Click the + icon in the Information section. 

 

• Select ‘yes’ or ‘no’ to the ‘I would like to provide a response/rebuttal to the dean’s recommendation’ 
dropdown box and write your response if you select to give one. 

 

• Click the ‘Save and exit’ button. 
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PROMOTION AND TENURE 

o Click ‘SUBMIT’
 

 
• Select ‘Dean Review’ if you had a response to the dean’s recommendation. Select ‘Academic Affairs Review’ 

if you did not have a response to the dean's recommendation. 
 

 
• Click the acknowledgement check box and then the CONFIRM button. Note: this is the final step for the 

candidate to complete in the submission process. 
 

 


	Submit a promotion & tenure packet for review (faculty submission stage)



