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Are you a faculty going up for a major review in AY26-27?
Faculty Undergoing a Review guidance webpage (this page includes videos and screenshots)
Elements is being used to manage the review process including digitizing faculty dossiers and providing one system for UO reviewers to use to look at files. Elements is NOT being used to introduce new metrics or quantified assessments into reviews. All processes are dictated by the United Academics CBA and all evaluation standards are based on unit policy.
Starting Your Assigned Review Dossier
While each review will have different dossier components, accessing and starting each review/dossier is the same for all faculty (Pro Tem, tenure track faculty, career instructional faculty, or career research faculty).   
Access Your Dossier 
· Log in to the system: 
· https://uo.elements.symplectic.org/
· On your homepage, under My Actions, find the review card and click the START button next to your review.
· Alternatively, you move your mouse to the left-hand menu, go to evaluation and review, go to my submissions and review processes. Both of these options will take you to your dossier to get started.

Dossier Sections 
· The introduction is the first page of each dossier that contains relevant information and process instructions pertaining to that specific review.
· Read through the instructions in the blue box, then click NEXT, which is located above the blue text box on the right side.
· Alternatively, you can click the Overview tab on the left side.
· Overview: The overview lists all the components that are in the dossier and allows you to click into that page by clicking on the > symbol to the right. Once you have clicked into the page, you can upload appropriate documents by clicking the + symbol.  
CV
· Faculty can upload a version of their own CV in their dossier. We strongly encourage faculty to complete their profile and activity in Elements so that the activity sections below will auto-populate with their work. However, reviewers will have access to their CV in addition to their activity. 
Scholarly Activity
· For 2026-2027 reviews, activity sections will be present in faculty dossiers for those in CAS, LCB, KCASI, Law, COE, Ballmer, and Libraries. Activity sections will be optional or not included for those in Design, OVPRI, SOMD, SOJC, MNCH, and PERC. These activity sections pull from the four core areas of your Elements profile. Some data is pulled from outside or UO sources. Some content will need to be added by the faculty member. Read through our scholarly activity guidance and support page for help. Training videos and step-by-step instructions are included.
· "Non review period" scholarly activity: is to be used by faculty to include something outside of the formal review period that they would like reviewers to know about. A good example would be a scholarly work that was on the cusp of publication between their last review and their current review. This publication was not previously counted in the faculty's review and should be included even though it falls outside of the typical review period. These grey areas are a case-by-case basis and faculty should discuss with their unit head so they are not double counting their work. 
· Dates used by Elements for activity lists: The Elements system is pre-set to pull activity over using June 1, STARTING REVIEW YEAR through June 1, ENDING REVIEW YEAR. For example, June 1, 2021 through June 1, 2027 (for a typical six year period for promotion and tenure). Your review period is dictated by the CBA, university policy, and unit policy. 
· Contextual documents: If you have a contextual document to add to the activity section, you can select the "+" sign and upload a PDF. A good example would be a statement by the faculty member explaining how a change in the federal government impacted their funding opportunities. Other materials, such as sample documents, can be included in the supplemental dossier. 
Sponsored Project Activity
· For 2026-2027 reviews, activity sections will be present in faculty dossiers for those in CAS, LCB, KCASI, Law, COE, Ballmer, and Libraries. Activity sections will be optional or not included for those in Design, OVPRI, SOMD, SOJC, MNCH, and PERC. These activity sections pull from the four core areas of your Elements profile. Some data is pulled from outside or UO sources. Some content will need to be added by the faculty member. Read through our sponsored project guidance and support page for help. Training videos and step-by-step instructions are included.
· "Non review period" sponsored project activity: is to be used by faculty to include something outside of the formal review period that they would like reviewers to know about. These grey areas are a case-by-case basis and faculty should discuss with their unit head so they are not double counting their work. 
· Dates used by Elements for activity lists: The Elements system is pre-set to pull activity over using June 1, STARTING REVIEW YEAR through June 1, ENDING REVIEW YEAR. For example, June 1, 2021 through June 1, 2027 (for a typical six year period for promotion and tenure). Your review period is dictated by the CBA, university policy, and unit policy. 
· Contextual documents: If you have a contextual document to add to the activity section, you can select the "+" sign and upload a PDF. A good example would be a statement by the faculty member explaining how a change in the federal government impacted their funding opportunities. Other materials, such as sample documents, can be included in the supplemental dossier. 
Teaching Activity
· For 2026-2027 reviews, activity sections will be present in faculty dossiers for those in CAS, LCB, KCASI, Law, COE, Ballmer, and Libraries. Activity sections will be optional or not included for those in Design, OVPRI, SOMD, SOJC, MNCH, and PERC. These activity sections pull from the four core areas of your Elements profile. Some data is pulled from outside or UO sources. Some content will need to be added by the faculty member. Read through our teaching activity guidance and support page for help. Training videos and step-by-step instructions are included.
· "Non review period" teaching activity: is to be used by faculty to include something outside of the formal review period that they would like reviewers to know about. These grey areas are a case-by-case basis and faculty should discuss with their unit head so they are not double counting their work. 
· Dates used by Elements for activity lists: The Elements system is pre-set to pull activity over using June 1, STARTING REVIEW YEAR through June 1, ENDING REVIEW YEAR. For example, June 1, 2021 through June 1, 2027 (for a typical six year period for promotion and tenure). Your review period is dictated by the CBA, university policy, and unit policy. 
· Contextual documents: If you have a contextual document to add to the activity section, you can select the "+" sign and upload a PDF. A good example would be a statement by the faculty member explaining how a change in the federal government impacted their funding opportunities. Other materials, such as sample documents, can be included in the supplemental dossier. 
Service Activity
· For 2026-2027 reviews, activity sections will be present in faculty dossiers for those in CAS, LCB, KCASI, Law, COE, Ballmer, and Libraries. Activity sections will be optional or not included for those in Design, OVPRI, SOMD, SOJC, MNCH, and PERC. These activity sections pull from the four core areas of your Elements profile. Some data is pulled from outside or UO sources. Some content will need to be added by the faculty member. Read through our sponsored project guidance and support page for help. Training videos and step-by-step instructions are included.
· Service activity is mostly manual and for AY26-27, faculty can choose to only list their service activity on their CV. However, we strongly encourage faculty to include their service work in their Elements profile. 
· "Non review period" service activity: is to be used by faculty to include something outside of the formal review period that they would like reviewers to know about. These grey areas are a case-by-case basis and faculty should discuss with their unit head so they are not double counting their work. 
· Dates used by Elements for activity lists: The Elements system is pre-set to pull activity over using June 1, STARTING REVIEW YEAR through June 1, ENDING REVIEW YEAR. For example, June 1, 2021 through June 1, 2027 (for a typical six year period for promotion and tenure). Your review period is dictated by the CBA, university policy, and unit policy. 
· Contextual documents: If you have a contextual document to add to the activity section, you can select the "+" sign and upload a PDF. A good example would be a statement by the faculty member explaining how a change in the federal government impacted their funding opportunities. Other materials, such as sample documents, can be included in the supplemental dossier. 
Awards
· Faculty can include awards on their CV, enter awards into the appropriate activity section in Elements, or create and upload a separate document into the Awards section of their dossier. Prize/award is an activity type in sponsored projects, which is commonly used for prestigious awards faculty receive during their careers. Faculty can also include teaching and service awards in the teaching and service activity sections of their Elements profile. Our guidance pages help clarify where to put content. 
Candidate Statement
· Faculty create and upload a document with their candidate statement. Follow the instructions in your dossier.
Dept/Unit Criteria (review and promotion policy)
· Faculty include their unit's review and promotion policy link. Follow the instructions in your dossier.
Supplementary Dossier
· Faculty can include their supplemental documents as attachments in this section of their dossier. 
 
Continuing and Submitting Your Dossier
Access Your Dossier Again
· Log in to the system.
· On your homepage, under My Actions, click the Continue button next to your review. 
· You can start/stop working on your dossier anytime.
Navigate and Review Progress 
· Use the Overview tab to see where attachments have been added and which sections still need work.
· Use the Next/Previous arrows or the left-hand menu to move between sections. 
Complete Dossier Sections 
· Activity Sections: Follow blue box instructions or consult support staff.
· Awards: Upload a PDF if required.
· Candidate Statement: Ensure it’s uploaded.
· Letter of Waiver: Upload the appropriate document. 
Upload Required Documents 
· Locate the desired section (e.g., CV)
· Click the plus (+) button to add the required document.
· Drag and drop a PDF or click Browse to upload.
· Click Save and use the eyeball icon to preview the uploaded file.
· Review a downloadable word document with guidance on reducing file sizes and solving upload issues.
Add Department/Unit Criteria Link 
· Go to Department and Unit Promotion and Tenure Criteria.
· Click the blue button to find your department’s policy.
· Copy the link and click the plus (+) button to paste it.
· Check for a valid link (✅) or broken link (❌).
· Click Save and Exit. 
Supplementary Dossier (Optional) 
· Upload additional documents if applicable.
· Skip this section if not relevant. 
Final Review and Submission 
· Use the Overview tab to double-check your dossier.
· Click Submit when ready.
· Read the blue confirmation box.
· Check the box to confirm your submission.
· Click Confirm to finalize. 
Completion 
· Your dossier is now submitted and moves to the Support Staff phase. 
What will reviewers see and how will they know what to review?
· UO reviewers, like those on a personnel committee or your unit head, will see the same format and material that the faculty member does in Elements. 
· Components required in the dossier for every review are dictated by the CBA, university policy, and unit policy. Elements is the tool we use to create the dossier and share it with reviewers.
· Reviewers are given instructions in the Elements system to help them read your dossier and understand the material provided. Instead of creating guidance documents to teaching reviewers how to engage with Elements, the system has section-by-section instructions and help text for reviewers. Faculty who are putting their dossier together will only see instructions and help text applicable to them. Other information will be available to reviewers based on their role. For example, personnel committees receive their instructions when they review your dossier and deans receive their instructions when it is their turn to complete a review. 
· Reviewers still use unit policy to evaluate faculty work. Elements does not change review criteria. 


	
	
	



