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Key Terms and User Roles
(For informational purposes only)

Unit – Units are created based on the organizational structure of the University

Template - Building blocks of the RPT module. Templates are created at the Provost level only

Case – The lifecycle of a candidate as they progress through a standardized review cycle

Packet – The collection of materials used to review the candidate for promotion and/or tenure. 

Committees – Individual or Groups of users set up to review the candidate materials. Such as Department 
Chair, Dean or P&T Review Committees.
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User Roles within RPT

Institutional Administrators – System and Campus level only

Case Manager-Unit P&T Coordinator will fulfill this same role by uploading 
recommendation letters, addenda etc. on behalf of the chair, committee, or 
Dean. All recommendations should be sent to the unit P&T coordinator who 
will notify the candidate and upload with the other case materials.

Committee Members – Committee Members have basic access to review a 
candidate’s case. Includes, Chair, committees and Dean respectively.

Candidate – Faculty member submitting their materials to be reviewed for 
the promotion and tenure process.



User Roles within RPT

Case Packet Consists Of Two Sections:

*Candidate Packet
Materials submitted by the candidate or Chris for review of promotion and 
tenure

*Internal Section
Materials submitted by the committee, department chair, dean, and staff 
such as recommendation letter, voting form, external reviews, and checklists.  
At no time does the candidate have access to any materials within the 
Internal Section.



Case Review Steps

• Step 1 Holding Step-Admin Review
• Step 2 External Evaluator Review-Not Using this Year and therefore 

we will skip
• Step 3 Department P&T Committee Review & Recommendation
• Step 4  Department Chair P&T Review & Recommendation
• Step 5 Unit P&T Committee Review & Recommendation
• Step 6 Dean P&T Review & Recommendation
• Step 7 Campus P&T Committee (CPTC) Review & Recommendation
• Step 8 Provost Provost Review & Recommendation
• Step 9 Chancellor Review & Final Recommendation



Committee-Chair-Dean
Getting Started
• Navigate to your myVITA account.



RPT (Review, Promotion and Tenure) selections are listed in 
middle to the left of the screen below the myVITA menu 
items. To see all cases created for your department, select 
“Cases” in the RPT menu 



Email Alert



John Adams

Susan Smith



John Smith

Click Read Case to load all accessible case materials into the document viewer where they 
can be viewed online



Packet sections are bookmarked in the column to the 
left. All supporting documents/attachments will also 
appear on the left.  Click on each section so that it 
expands fully.

P&T CV on the right.











•Case Materials Are Not Available for Download



Recommendations

• All unit level recommendations should be sent to the Unit P&T 
Coordinators. They will notify the candidate and/or include any 
rebuttal and/or response if applicable. Coordinators will then include 
the recommendation letter into the RPT system with the other case 
materials. As a reminder, committees must have a vote tally either 
within the narrative or as an addendum and signatures of all 
members on letter of recommendation (an official electronic 
signature is okay).


