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2. �&�O�L�F�N���R�Q��Reports
3. �&�O�L�F�N���R�Q��Promotion and Tenure CV Template
4. �6�H�O�H�F�W���W�K�H��Date Range���±���W�K�L�V���Z�L�O�O���S�X�O�O���D�Q�\���L�Q�I�R�U�P�D�W�L�R�Q���W�K�D�W���\�R�X���D�O�U�H�D�G�\���K�D�Y�H���H�Q�W�H�U�H�G���L�Q�W�R���'�L�J�L�W�D�O

�0�H�D�V�X�U�H�V���I�R�U���W�K�D�W���G�D�W�H���U�D�Q�J�H��

NOTE:���,�I���\�R�X���G�R�Q�¶�W���K�D�Y�H���D�Q�\�W�K�L�Q�J���H�Q�W�H�U�H�G�����R�U���H�Y�H�U�\�W�K�L�Q�J���L�Q���)�D�F�X�O�W�\���6�X�F�F�H�V�V���W�K�D�W���\�R�X���Z�D�Q�W���W�R���L�Q�F�O�X�G�H���R�Q
�\�R�X�U���&�9�����V�L�P�S�O�\���D�G�G���L�W���W�R���W�K�H���:�R�U�G���G�R�F�X�P�H�Q�W���W�H�P�S�O�D�W�H���I�U�R�P���\�R�X�U���H�[�L�V�W�L�Q�J���&�9���G�R�F�X�P�H�Q�W�����$�W���W�K�L�V���S�R�L�Q�W��
�I�D�F�X�O�W�\���V�X�E�P�L�W�W�L�Q�J���G�R�V�V�L�H�U�V���W�K�L�V���I�D�O�O���Q�H�H�G���W�R���I�R�F�X�V���R�Q���S�U�H�S�D�U�L�Q�J���W�K�H�L�U���D�U�W�L�I�D�F�W�V���D�Q�G���V�H�F�W�L�R�Q�V���R�I���W�K�H�L�U
�G�R�V�V�L�H�U�V�����7�K�H���&�9���W�H�P�S�O�D�W�H���S�U�R�Y�L�G�H�V���W�K�H���V�W�U�X�F�W�X�U�H, while details can be added at anytime.

5. �&�O�L�F�N���R�Q��Run Report���±���W�K�L�V���Z�L�O�O���J�H�Q�H�U�D�W�H���D�Q�G���:�R�U�G���G�R�F�X�P�H�Q�W���W�K�D�W���\�R�X���F�D�Q���H�G�L�W���I�R�U���\�R�X�U���&�9���I�L�O�H��

6. �&�K�R�R�V�H���H�L�W�K�H�U��Open or Save As…
7. �2�Q�F�H���\�R�X���K�D�Y�H���W�K�H���:�R�U�G���G�R�F�X�P�H�Q�W���R�S�H�Q�����\�R�X���F�D�Q���H�G�L�W���D�Q�G���D�G�G���W�R���L�W�����$�Q�\���F�K�D�Q�J�H�V���R�U���D�G�G�L�W�L�R�Q�V���W�R���W�K�H

�:�R�U�G���I�L�O�H���D�U�H���1�2�7���D�X�W�R�P�D�W�L�F�D�O�O�\���H�Q�W�H�U�H�G���L�Q�W�R���'�L�J�L�W�D�O���0�H�D�V�X�U�H�V���±���L�W���L�V���D���V�W�D�Q�G���D�O�R�Q�H���G�R�F�X�P�H�Q�W��

�<�R�X���Z�L�O�O���Q�H�H�G���W�R���V�D�Y�H���\�R�X�U���I�L�Q�D�O���&�9���G�R�F�X�P�H�Q�W���D�V���D���3�'�)���I�L�O�H���W�R���X�S�O�R�D�G���L�Q���\�R�X�U���G�R�V�V�L�H�U��

1. Login to Faculty Success--

2. Click on Reports
3. Click on Promotion and Tenure CV Template

Download Instructions for the CV/Vita Template For Promotion and Tenure Submissions ���S�D�J�H������
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4. Select the Date Range – this will pull any information that you already have entered into Faculty
Success for that date range.

Download Instructions for the CV/Vita Template For Promotion and Tenure Submissions ���S�D�J�H��2��

5. Click on Run Report – this will generate and Word document that you can edit for your CV file.

6. Choose either Open or Save As…
You will be prompted to save and open the file once it is generated. Depending on your browser 
and computer OS, your screen may look different. 
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