
Advance – For Review 
This user guide will walk you through the process of reviewing packets for which you have been assigned 

as a faculty reviewer. 

 
1. Log into Advance. 

 
2. Click on For Review tab. 

 
 
 
 
 
 
 
 
 

 
3. Click on the name of the faculty whose packet you want to review. 

 
 
 

 
4. Click on the tabs to view the various elements of the packet 



a. The Summary tab shows you the faculty member’s action history as well as the 

summary of recommendations for the current packet you are reviewing. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

b. The CV tab shows you the version of the CV that the faculty member copied into the 

packet. You can use the filter to see only the last year, more recent years or the entire 

CV by clicking on the hyperlinks to the right of “Filtered by”. 



c. The Attachments tab shows you any attachments that have been added to the packet. 

Click on the hyperlink under File Name to view each attachment. 

 
 
 
 
 
 
 
 
 

 
d. The Teaching Evaluations tab shows you formal course evaluations that have been 

attached to the packet. Click on the hyperlink under Document to view each evaluation. 

 
 
 
 
 
 
 

 
e. The References tab shows you references letters that have been submitted for the 

proposed action. This includes intramural, extramural and teaching reference letters. 

Click on the date hyperlinks under View Ref to read each individual reference letter. 



f. The Chair Letter will allow you to view the contents of the chair letter. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Once you have finished reviewing all the contents of the packet, click on Packet and check the 

box under the Review Complete column. Then click Save. 



6. This will complete your review of this packet and move it to the Review Completed section. 


