AP REVIEW

Candidate Guide

AP REVIEW – Candidate screens and instructions
This guide details the steps necessary for the Candidate role to:
A–
B–
C–
D–

Open the file
Upload documents
Inspect the file, add a response, and sign the Certification of Departmental Review
View the departmental recommendation letter, add a response, and sign the Departmental
Recommendation Access Certification
E – Receive notification of the Dean’s final action
F – View the request for additional information, the departmental response for additional information
and supporting documents, add a response, and sign the Additional Information Certification
G – Receive notification of the Vice Provost’s final action

A. Opening the review file
1. Candidate will log into the Review system.

Log In Information:
Go to: http://www.ap.uci.edu/review/. On the Welcome page, click the link, “Login to Review”

You will be asked to authenticate with your UCInetID and password.
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2. The Candidate can create the review file by clicking “Review Files” on the home screen and then
clicking “Create File.” However, it is assumed that the Department Staff will create the review file.
3. Once the Candidate’s review file is created, the file name will appear on a list of files for academics in
your department. (Candidate should see his/her file and those files on which the Candidate is eligible
to vote.) In the example below, only one file is listed, but ordinarily you would see several. Note that
this screen also shows the current status of the file, “File Prep.” The status will change as the file
moves through the review process.
4. Click the Candidate name (your name) to open the review file detail screen.

5. You will see five sections: File Preparation, Departmental Review, Campus Review, Final
Authority, and Post Audit. The File Preparation section will be expanded to display the various
types of documents that may be included in the file, with an “Upload” button for each type. The
other sections will be collapsed at this point in the review process.

► Note: Referee ID List (noted in the screen below) can only be uploaded by the department
staff or chair.
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B. Uploading documents
1. Once the Department Staff creates the file, the Candidate can then upload file documents. Department
Staff can also upload file documents, and the Candidate will then verify the accuracy of these
documents.
The Candidate may upload all of the review file documents except the departmental teaching
evaluations.
File Documents must be in PDF format (maximum of 20 megabytes MB).

► Please note that Candidates’ publications should not be uploaded into the online review file. Hard

copies of your publications can be submitted outside of the online review system. Alternatively, if
publications are available on a website or department server, a PDF with links to those publications can
be uploaded into AP Review, under “Other”.
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Note: Documents should be finalized prior to uploading into the system. Working drafts can be shared
outside of the system, using the same method the Department currently utilizes.
Note: In lieu of the Candidate’s signature on various documents (e.g., the Review Profile, personal
statement, etc.), the Candidate’s signature on the Certification of Departmental Review (explained
below) constitutes confirmation that the review file documents are complete and correct.
See “Department Academic Personnel Staff Guide” , Section III. “File Preparation” for additional
instructions on uploading file documents including reordering, replacing and deleting.

C. Inspecting and certifying the file for departmental review

► It is strongly recommended that the Candidate check the uploaded documents during the file

preparation process, before he or she is asked to sign the Certification of Departmental Review (see
next step). This way, documents can be easily corrected and replaced. If a document must be replaced
after the certification has been signed, it will be necessary to ask the Candidate to sign the certification
again.

1. When the department has determined that the review file is complete and is ready for departmental
review by the Voting Faculty and Department Chair, the department notifies the Candidate to inspect
the file and sign the Certification of Departmental Review. The following is the email notification the
Candidate receives.
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2. Upon receiving this email message, the Candidate clicks “Review Files” on the home screen. The
candidate’s file will be listed, preceded by an exclamation point indicating that action must be
taken. The Status column will show that the Certification of Departmental Review is pending.
The Candidate will click the file name to open the review file detail screen.

3. The review file detail screen will display a message directing the Candidate to sign the
Departmental Review Cert or request External Referee Letters (if applicable).
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4. The Candidate should inspect the file (see next step) before clicking “Sign” or “Req Ltr” (if
applicable).
5. To inspect a bundled file containing all of the file documents that have been uploaded, the Candidate
will select “Candidate” on the Select File Type drop-down menu and click “View.”

6. A new window/tan will open and the Candidate can navigate through the bundled PDF file either by

using the bookmarks at the left side of the screen or by clicking on an item in the Table of Contents.
The candidate can then close the window/tab to return to the review file detail screen.
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7. The Candidate should then click “Sign” to open the Certification of Departmental Review. If the candidate wishes
to request access to External Letters, please follow Step 10 below.

8. In the certification, the Candidate will click “I accept,” use the “Browse” button to upload a response to
materials in the file (if desired), and then click ”Confirm.” The title of the uploaded document will
appear below the Browse button.
The Candidate’s response to the file materials is a document created and converted to a PDF file
outside AP Review for uploading into the file.
The Candidate should then click “Confirm” to electronically sign the certification.
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9. The Candidate can verify that his/her response to the materials in the file appears in the PDF bundle.
On the review file detail screen, the Candidate should select “Candidate” on the Select File Type dropdown menu and click “View” to open the bundled file (see Step 5. above). The response to the
materials in the file will appear in the Bookmarks and the Table of Contents. The Candidate should
close the window/tab to return to the review file detail screen.

10. Should the Candidate wish to request for access to External Letters (if applicable), click “Req Ltr”
instead of “Sign”.
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11. A box will appear and the Candidate should click “Confirm”. An automatic email will be sent to your
department manager, notifying them of your request.

12. Once external letters have been redacted and uploaded to your file, your department manager will send
you an email notification.

13. You will log into AP Review, locate and click on your file which will take you to the file detail screen.
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14. To view the redacted letters, select “Candidate” from the Select File Type drown down box and click
“View”. A new tab/window will open, with the PDF bundle of your review documents, including redacted
external letters.
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15. After review of your documents, return to the previous tab to sign the Departmental Review Cert.
Please refer to Steps 7-8 as they are the same.
16. Note that the Candidate can click “View File Tracking” at any time to see where the file is in the review
process.

17. When the Candidate clicks “View File Tracking,” a list of actions completed or pending is displayed in
reverse chronological order. This order can be changed by clicking the down arrow.

D. View the departmental recommendation letter, add a response, and sign the departmental
recommendation certification
1. After the department faculty’s review and vote are completed, the departmental recommendation letter
will be prepared and uploaded, and voting faculty may have the opportunity to inspect the
recommendation letter and submit dissenting letters. Note: Faculty vote outside of this system.
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Once this is complete, the department chair will then inform the Candidate of the departmental
recommendation outside AP Review. This may be done in a meeting between the Chair and the
Candidate.
The department then notifies the Candidate via email that he/she can view the departmental
recommendation letter, dissenting letters (if any), and should complete the departmental
recommendation certification. The following is the email notification that the Candidate receives:

2. When the Candidate logs in, the Status column on the Review Files screen will show that the
departmental recommendation cert is pending. The Candidate should click the file name to open the
review file detail screen.
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3. The review file detail screen will display a message directing the Candidate to review their file, and then
sign the departmental recommendation cert. There will be a “Sign” link in the Departmental Review
area of the screen.
The Candidate should read the departmental recommendation letter and dissenting letters (if any)
before signing the certification. To do so, the Candidate will select “Candidate” on the Select File Type
menu and click “View.”

4. The Candidate can navigate to the letter by clicking the document name in either the Bookmarks
column or the Table of Contents. The Candidate should then close the window to return to the review
file detail screen.
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5. The Candidate can then click “Sign” to open the departmental recommendation certification.

6. In the certification, the Candidate should click “I accept” and then use the Browse button to upload his
or her response to the departmental recommendation, if desired.
The response document is created and converted to a PDF file outside AP Review for uploading into
the review file.
After the response is uploaded, the document name will appear below the Browse button.
The candidate should then click “Confirm” to electronically sign the cert and return to the review file
detail screen.
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7. The review file detail screen (not shown) will indicate that the certification has been signed.
8. If the file is returned by the Dean’s office for corrections and the Candidate is asked to re-sign the
Departmental Recommendation Certification, the Candidate can delete his/her response to the
materials in the file (if any) by checking the delete box, and a new response can be uploaded.
Alternatively, the original response can be left in place, and a new response can be added as well.
(Note: this can be done any time the Candidate is asked to re-sign any certification.)
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E. Candidate is notified of Dean’s final action, when Dean is final authority
1. After the department has submitted the file to the Dean for review and the Dean has uploaded and
signed the final action letter, the Dean will inform the department of his/her decision and direct the
department to notify the Candidate.
2. When the Department sends this notification, the Candidate will receive the following e-mail.

► Once the candidate has been granted access to the final action letter, they will have access to their file,

including the CAP report (in a CAP reviewed file), Chair’s independent letter, and Dean’s recommendation
letter (in a CAP reviewed file), in addition to previously submitted materials.

F. Candidate response to request for additional information
1. If the VP issues a request for additional information, the VP notifies the Dean, and the Dean notifies
the department.
2. The department, working with the Candidate, will upload a response letter and any additional
materials and will notify the Candidate that he/she can view the department’s response, add his/her
own response, and should sign the Certification of Additional Materials.

3. The following is the notification the Candidate will receive regarding the request for additional
information.
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The Candidate will see a message on the review file detail screen directing him/her to sign the
Additional Materials Cert or request External Referee Letters, if applicable.

5. The candidate should review the information that has been added on his/her behalf via the PDF bundle
by selecting File Type “Candidate” and clicking “View”.
6. After reviewing the PDF bundle, the Candidate should click the “Sign” or “Req Ltr” link. For next steps,
please refer to Steps C3-15 above as the steps are the same.
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7. In the certification form (if Candidate clicked “Sign”), the Candidate will check “I accept” and can then
click the Browse button to upload a response to the additional materials, if desired. The name of the
document uploaded will appear below the Browse button. The Candidate will then click “Confirm” to
electronically sign the certification and return to the review file detail screen.

G. The Candidate is notified of VP’s final decision
1. When CAP and the VP have reconsidered the file following a request for additional information (or if
they agreed with the department’s proposed action and there was no request for additional
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information), the VP will issue a final action letter and will inform the Dean that the letter is available,
The Dean, in turn, will inform the department.
2. The department must notify the Candidate that he/she can view the final action letter. The following
is the e-mail the Candidate receives.

► Once the candidate has been granted access to the final action letter, they will have access to their file,

including the CAP report (in a CAP reviewed file), Chair’s independent letter, and Dean’s recommendation
letter (in a CAP reviewed file), in addition to previously submitted materials.
THIS IS THE END OF THE CANDIDATE PROCESS
Back to Top
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