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OnBase RTP Process - Deans & School/URTP Committee Chairs

Overview

This document outlines OnBase Retention Tenure and Promotion system procedures for the Dean and School/University
RTP Committee Chairs.

Deans and School/University RTP Committee Chairs will receive email notifications from the OnBase RTP system with
instructions for what to do at that point in the process. At the bottom of the emails will be links to the Working
Personnel Action Files (WPAF) for their candidates.

Deans and RTP Committee Chairs use the OnBase RTP system to attach Recommendation, Minority Report and Meeting
Summary documents, indicate the Recommended/Not Recommended actions, and sign the Record of Action Taken.

RTP Calendar

The RTP process is controlled by the RTP Calendar. An example is below. Each columnis an “RTP Schedule”.

2017-2018 Reappointment, Tenure, and Promotion (RTP) Calendar
1st TTyearatSSU |2 2nd PY/2nd TT ] 3rd & 5th PY 4 4th PY,

PY=Probationary Year 1

Enaﬁales aiﬁ Epl R I P CUI’T‘IIT'IIHEEEES dain

TT = Tenure Track

Penodic Review

Performance Review

Periodic Review

Tenure & Promaotion

Performance Review

access to electronic WPAF platform:

WPAF is declared complete:

October 9, 2017

October 27, 2017

August 22, 2017

September 5, 2017

December 1, 2017

January 26, 2018

September 25, 2017

October 13, 2017

Dept. RTP recommendation due:

Candidate acknowledges receipt and may
request meeting by:

Next level accesses WPAF:

November 3, 2017

November 13, 2017

November 20, 2017

September 12, 2017

September 22, 2017

September 29, 2017

February 2, 2018

February 12, 2018

February 19, 2018

October 20, 2017

October 31, 2017

November 7, 2017

School RTP recommendation due:

Candidate acknowledges receipt and may

October 6, 2017

March 9, 2018

December 5, 2017

request meeting by: N/A October 16, 2017 March 26, 2018 December 15, 2017
Next level accesses WPAF: October 23, 2017 April 2, 2018 January 19, 2018
Dean's recommendation due: ~ December 5, 2017 October 30, 2017 April 20, 2018 February 16, 2018

Candidate acknowledges receipt and may
request meeting by:

December 15, 2017

November 9, 2017

April 30, 2018

February 26, 2018

Next level accesses WPAF: January 22, 2018 November 16, 2017 May 7, 2018 March 5, 2018
University RTP recommendation due: December 1, 2017 April 6, 2018
Candidate acknowledges receipt and may N/A N/A
request meeting by: December 11, 2017 Apnl 17, 2017
President/Designee accesses WPAF: December 18, 2017 April 24, 2018
President or designee notifies February 15, 2018 February 15, 2018 June 1, 2018 June 1, 2018
candidate of decision by:
Fall 2017 Spring 2018

Semester Begins: Aug 21

Semester Begins: Jan 22

Thanksgiving: Nov 22-24

Spring Break: Mar 19-23

Finals: Dec 11-15

Finals: May 14-18

Semester Ends: Dec 21

Semester Ends: May 24

Each RTP candidate will be in one of these RTP Schedules. Notification emails will be sent on the dates specified in the
RTP Schedule — when the WPAF is being passed to you for action, and when a deadline is coming due or is overdue and
you have not taken action.
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OnBase RTP Process - Deans & School/URTP Committee Chairs

Open Access to WPAFs Notification to Dean or School/University RTP Committee

At 6am on the date that the Dean or School/University RTP Committee gains access to the WPAFs for that RTP Schedule,
the Dean or all RTP committee members will receive an email like this, saying that it is the start of the time to review.

From: MNoReply@onbase.sonoma.edu Sent: Fri8/17/2018 11:15 AM
To: Ken Beck; Vanessa Poblano; Michole Perry; Peter Flores

Cc Faculty Affairs

Subject: RTP Motification - Open Access to WPAFs for 4th PY, Tenure and Promotion Performance Review

You are receiving this email in your capacity as a School RTP Committee member. The WPAFs for candidates in the 4th PY, Tenure and Promotion Performance Review RTP schedule for 2016- iz)
2017 academic year are ready for review. All committee members should review the WPAFs by clicking one of the links below. -

Close your browser window when done (no one else can update a Record of Action Taken if you have it open).

The committee chair is then responsible for completing the following actions by 8/15/2018.
- Upload the School RTP committee's recommendation
- Check the box(es) to indicate the recommendation
- Sign
Click "Save" at the bottom of the form to save your changes and attachment(s).
Close your browser window when done, so that the candidate can confirm receipt of your recommendation.

To replace a document you have attached and Saved, first upload the new version and then contact Faculty Affairs at FACULTYAFFAIRS@ SONOMA.EDU or 664-3236 to delete the old
document.

You can access the folder containing all your candidates for this RTP schedule by clicking or copying/pasting to your browser one of the links below.
From an on-campus wired office workstation, please use this link:

https://onbase-app.sonoma.edu/AppNet/FolderPop/FolderPop.aspx?KT172 0 0 0=2016-
2017&KT221 0 0 0=4th+PY,+Tenure+and+Promotion+Performance+Review&FT=116&clienttype=html&chksum=930ba95de7cf35bd6942a973fc08a243dffa3c351c773602c5cap10a5934a15

From off-campus or campus Wi-Fi, please use the following link. Multi-Factor Authentication (MFA) is required to access OnBase in this manner. You can contact the IT Helpdesk to sign-up
for MFA.

https://onbase-proxy.sonoma.edu/Remote/FolderPop/FolderPop.aspx?KT172 0 0 0=2016-
2017&KT221 0 0 0=4th+PY,+Tenure+and+Promotion+Performance+Review&FT=116& clienttype=html&chksum=5930bag5de7cf35hd6942a9713fc08a243dffa3c351c773602c5¢ca610a5334a15

You can access the folders for all RTP schedules by clicking or copying/pasting to your browser one of the links below.
From an on-campus wired office workstation, please use this link:

https://onbase-app.sonoma.edu/AppNet/FolderPop/FolderPop.aspx? &FT=115&clienttype=html&chksum=930bas5de7cf35hd6942a97f3fc08a243dffa3c351c773602c5ca610a5934a15

From off-campus or campus Wi-Fi, please use the following link. Multi-Factor Authentication (MFA) is required to access OnBase in this manner. You can contact the IT Helpdesk to sign-up
for MFA.

https://onbase-proxy.sonoma.edu/Remote/FolderPop/FolderPop.aspx? & FT=115& clienttype=htmI& chks um=930ba%5de 7cf35bd6942a97f3fc08a243dffa3c351c77360205¢ca610a5934515

If you wish, you may contact Faculty Affairs at FACULTYAFFAIRS@SONOMA.EDU or 664-3236

You will receive only one email, covering all of your candidates, on the date you gain access to the WPAFs.

There are 4 links in the email.
e The first 2 (on campus link and off campus/Wi-Fi link) go to the “RTP Schedule” folder, containing a folder for
each of your candidates for that RTP Schedule.
e The second 2 links (on campus link and off campus/Wi-Fi link) go to the “RTP WPAF Working Personnel Action
File Cabinet”, containing a folder for each of the 4 RTP Schedules. You can drill down to any of your candidates
in any of the RTP Schedules using this link.

You must sign up through the IT Helpdesk for Multi Factor Authentication to be able to use one of the off-campus/Wi-Fi
links.

The next pages show you how to navigate through the folders to view the candidates’ WPAFs.
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OnBase RTP Process - Deans & School/URTP Committee Chairs

Navigating WPAF Folders, Documents and Record of Action Taken Form

If you click one of the first two links in the
“Open Access” email on the previous page,
you will be taken to the “RTP Schedule”
folder at right.

The upper left corner shows folders for all
of your candidates for that RTP Schedule.

The same folders are listed in both the
upper left “Folder Type Dynamic” pane and
the lower left “Child Folders” pane.

Click on the folder for one of the
candidates to see that candidate’s WPAF
(single click in the upper left pane, or
double click in the lower left pane).

If you click one of the second two links in
the “Open Access” email on the previous
page, it shows you folders for all the RTP
Schedules.

Click on one of the RTP Schedule folders to
drill down and see your candidates for that
RTP Schedule.

The same folders are listed in both the
upper left “Folder Type Dynamic” pane and
the lower left “Child Folders” pane.

To see the contents of the folder, either
single click a folder in the upper left pane,
or double click a folder in the lower left
pane.

E FAC RTP Schedule Info: 2nd PY and 2nd TT Performance Review 2017-2018 - Internet Explorer

OnBase' '+

Folder Type: Dynamic v
v [ RTP Schedule: 2nd PY and 2nd TT Performance Review 2017-2018
» [ RTP WPAF for BACH, ROBERT G (2nd PY/2nd TT, NURS, 65 Science & Technology)
> [l RTP WPAF for BECK, KENNETH A (2nd PY/2nd TT, NURS, 65 Science & Technology)
> [ RTP WPAF for VALDEZ, CASEY R (2nd PY/2nd TT, CSClI, 65 Science & Technology)

o |

Document List
CHILD FOLDERS RELATED FOLDERS c v
V Contains

™ RTP WPAF for BACH, ROBERT G (2nd PY/2nd TT, NURS, 65 Science & Technology)

[l RTP WPAF for BECK, KENNETH A (2nd PY/2nd TT, NURS, 65 Science & Technology)
[&) RTP WPAF for VALDEZ, CASEY R (2nd PY/2nd TT, CSCI, 65 Science & Technology)

< >

Items: 3

OnBase™ ¢

Folder Type: Folders Only v
v = RTP WPAF Working Personnel Action File Cabinet

» [L] RTP Schedule: 1st Year in Tenure Track Pericdic Review 2016-2017

» [ RTP Schedule: 2nd PY and 2nd TT Performance Review 2016-2017

» [l RTP Schedule: 3rd and 5th PY Periodic Review 2016-2017

» [ RTP Schedule: 4th PY, Tenure and Promotion Performance Review 2016-2017

=

Document List

CHILD FOLDERS  RELATED FOLDERS

c v
7 Contains.

[L] RTP Schedule: 2nd PY and 2nd TT Performance Review 2016-2017

[ RTP Schedule: 3rd and 5th PY Periodic Review 2016-2017

D RTP Schedule: 4th PY, Tenure and Promotion Performance Review 2016-2017

< >
Items: 4

=10]x|

No Document Selected

No Document Selected

Once you drill down to a specific candidate, you will see a screen similar to that shown on the next page.

Last Updated 9/28/2018 by Ken Beck
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OnBase RTP Process - Deans & School/URTP Committee Chairs

When you click to go to a particular candidate’s WPAF, it brings up this screen:

/& FAC RTP Current WPAF for BECK, KENNETH A (BUSAD) 2018-2019 - Internet Explorer

OnBase' '+

Folder Type: Dynamic v

D RTP WPAF for BECK, KENNETH A (3rd PY/3rd TT, BUSAD, 43
Business and Economics)

Document List A
DOCUMENT NAME |

7 Contains...

@l FAC RTP Current WPAF for
BECK, KENNETH A (BUSAD) 2018~
2019

[[] FAC RTP President's Letter
Reappointment to a 2nd PY for
BECK, KENNETH A (UNIV)

Drag the parallel lines to _—%

change the sizes of the panes.

ltems: 2

CHILD FOLDERS RELATED FOLDERS

W Contains

™ FAC - SETEs for BECK,
KENNETH A 2016-7 Fall

§al FAC - SETEs for BECK,
KENNETH A 2017-3 Spring

[] FAC - WPAF for BECK,
KENNETH A 2017-2018 (2nd
PY/2nd TT)

[ FAC - WPAF for BECK,
KENNETH B 2016-2017 (1st

"RELATED FOLDERS"
shows folders containing
SETEs and WPAFs from
previous RTP cycles.

PY/1st TT) .
Double click those folders
to open new window to
see SETEs or previous
ltems: 4 “T:\FS

Candidate Name
[KENNETH A BECK

Action Request

| ‘Reappointmenl

Department School Academic Year Present Rank
BUSAD 43 Business and Economics 2018.2019 Assistant Professor

Current Probationary Year Years of Service Initial Date Initial Rank
3 3 Fall 2016  Assistant Professor

Please attach PDFs, which are easier to view than Word or Excel files. For changes to attached documents that
have been Saved, attach the new version here and contact Faculty Affairs to delete the old version.

Candidate WPAF Documents (click to show/hide attachments)
cv

Department RTP Criteria

| Attach Department RTP Criteria |

Self-Assessment

Attach Self-Assessment

Peer Observation(s) - one for brief Periodic Reviews; two for full Performance Reviews

Artach Peer Obsenation

Index of Materials Available in Department Office

| Amach Index of Marerials Available

First Year Progress Meeting Summary (Required for Second Tenure Track Year only)

| ‘Attach First Year Progress Meeting Summary |

Department Chair Report (optional)

| Attach Department Chair Report (optional |

SETE Supplements - Aggregates, Instructor Profiles and/or Summary Table (optional)

Attach SETE Supplement

Colleague Letter {(optional)

| Attach Colleague Letter (optional) ‘

Other Item (optional)

Candidate must attach all WPAF documents and
Declare WPAF Complete by

Candidate Declares that the WPAF is Complete

0 Note(s)

The pane in the upper left shows the folder you are in right now (“RTP WPAF for BECK, KENNETH A...” above).

The middle left pane (“Document List”) shows most of the documents in that candidate’s current WPAF, plus any

President’s Letters from previous RTP cycles.

The lower left pane (“CHILD FOLDERS” ... “RELATED FOLDERS”) shows folders containing the candidate’s SETEs and
WPAF documents from previous RTP cycles. Be sure to click “Related Folders” instead of “Child Folders” to see SETEs
and WPAFs. Double click the folder for SETEs or WPAF to open it. It opens in a separate window. Note:

e “RTP WPAF” folder contains WPAF documents for the current RTP cycle.

e “FAC WPAF” folders contain documents from previous RTP cycles.

=lelx|

The pane at right shows whichever document from the middle left pane that you are viewing. When you first go in, it’ll

show the top document, which is the “Record of Action Taken” Form. Single click a document in the middle left pane to

view that document in the right pane.

Use the double blue lines between panes to make the panes bigger or smaller.

Last Updated 9/28/2018 by Ken Beck
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OnBase RTP Process - Deans & School/URTP Committee Chairs

Reappointment, Tenure, and Fromotion - Record of Action Taken

Current Frobationary Yea  Years of Senac

Candidate WPAF Docisments {click 1o show/hide attachments)

WIAS was Declased Complete by When Declared Complete

® [ Resppoinement [ Temure [l Promotson [l Earty Tenure [ Earty Promotion

! O meappoimtment [l Tenure [l Promosion 7 Easly Tenure [ Farty Promosion

Dept RTF Comméntes Chair Sigrature | Approval signed By

When tigaed

Candsdane Response click 10 show/hid

EAchigh aF Eurvaioun it Castrnind &/ Eafidurs  Whas Coaliraid

RTP Commirtes Action (click to shovw/hide attachments)

tarty Tenure 1] Garky Pramotion

ure ] Earty Prometion

Eexeipt of School Recommendation Confimed By (Candidate) When Confirmed

Dhean Action (click b shin hide sttachments)

ure [ Promesion 0 Earty Tenure Earty Promasion

ITenure [l Promoticn ] Earty Tenre [ Earty Promaticn

Saned by

- sponve 10 Dean’s felick to

Hecript of Dean's Hecommendation Confirmed By (Candidate) When Confirmed

Universiry KTP Commiriee Actian (click to show|Tide atachments)
e [l Promotion L Early Tenure L Early Promotion

e [ Promotion [ Larty Tenare (] Ly Premation

hair signed By

— Candidate Respon ek Thidde optional

Eexript of URTP Rrcommendation Confirmed By (Candidaie) When Confirmed

Camsdilate Action Section

sagnesd fy

Last Updated 9/28/2018 by Ken Beck

This is what the entire Record of Action Taken form looks like.

RTP Committee members always see all sections. Those with update
access (candidates, RTP committee chairs and Deans) will not see the
sections of the form below the section that is waiting for them to update.

These are the sections of the form:

The top section identifies the candidate, department, school and RTP
cycle information.

“Candidate WPAF Documents” section shows whether the candidate
has declared the WPAF complete.
You can click the header to see candidate documents.

“Department RTP Committee Action” section shows the department
RTP committee recommendation.
You can click the header to see department documents.

“Candidate Response to Department Recommendation” section
shows whether the candidate has confirmed receipt of the department
recommendation.

You can click the header to see any candidate response (rebuttal).

“School RTP Committee Action” section (which is only present if there
is a School review) shows the school RTP committee recommendation.
You can click the header to see school documents.

“Candidate Response to School Recommendation” section shows
whether the candidate has confirmed receipt of the school RTP
committee recommendation.

You can click the header to see any candidate response (rebuttal).

“Dean Action” section shows the Dean’s recommendation.
You can click the header to see Dean’s documents.

“Candidate Response to Dean’s Recommendation” section shows
whether the candidate has confirmed receipt of the Dean’s
recommendation.

You can click the header to see any candidate response (rebuttal).

“University RTP Committee Action” section (which is only present if
there is a URTP review) shows the URTP recommendation.
You can click the header to see the URTP documents.

“Candidate Response to URTP Recommendation” section shows
whether the candidate has confirmed receipt of the URTP
recommendation.

You can click the header to see any candidate response (rebuttal).

“Candidate Action” section shows the candidate’s signature at the end
of the RTP process.
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OnBase RTP Process - Deans & School/URTP Committee Chairs

Dean or RTP Committee Chair Attaches Documents, Recommends and Signs

To drill down to a particular candidate, click the appropriate folder in the
upper left pane:

,é FAC RTP Schedule Info: 2nd PY and 2nd TT Performance Review 2017-2018 - Internet Explorer
OnBase '+

Folder Type: Dynamic v

v [ RTP Schedule: 2nd PY and 2nd TT Performance Review 2017-2018
> [l RTP WPAF for BACH, ROBERT G (2nd PY/2nd TT, NURS, 65 Science & Technology)
> [ RTP WPAF for BECK, KENNETH A (2nd PY/2nd TT, NURS, 65 Science & Technology)
> [:_| RTP WPAF for VALDEZ, CASEY R (2nd PY/2nd TT, CSCI, 65 Science & Technology)

Below is what the “FAC RTP Current WPAF” Unity Form looks like for the Dean
or RTP Committee Chair after the WPAF has been forwarded to this level of
review and before it is forwarded on to the next level. The rest of the RTP
Committee does not see the same thing, because they can only look at the
form. Only the RTP Chair can update it.

School RTP Committee Action (click to show/hide attachments)

Minority Report (optional)
| Attach Minority Report (optional) | ?_

Meeting Summary (optional)

Recommendation *

| Attach Recommendation |

Please attach PDFs, which are easier to view than Word or Excel files. For changes to attached documents that
have been Saved, attach the new version here and contact Faculty Affairs to delete the old version.

Give Recommendation to Candidate and Sign by 02/07/2019.
Candidate: KENNETH BECK. Action Request: Reappointment.
Recommended [ geappointment []Tenure (] Promotion [ Early Tenure [ Early Promotion

Not Recommended [ geappointment [ Tenure [] Promotion [ Early Tenure [ Early Promotion

School RTP Committee
ARTY P SCULLEY (BECKKEN - Chair), DEBORAH ROBERTS, MELINDA BARNARD, GEOFF CIRULLO, PETER FLORES,

MATT PETERSON, MOE CALVEZ

cycle in order to view recommendations at subsequent levels.

School RTP Committee Chair Signature /Approval * Signed By

My signature acknowledges that I, and all members of the committee, have access to the e-WPAF throughout the

Click to Sign Document |\M1en U

Last Updated 9/28/2018 by Ken Beck

Update the form as follows:

1) Use the buttons to “Attach” the
Recommendation document, and
Minority Report, if any.

e Attach PDFs, not Word/Excel.

e You can “Remove” an
attachment before you “Save”,
but after you “Save”, you must
contact Faculty Affairs if you
want to replace or remove an
attachment.

2) Check the boxes for what is being
“Recommended” and “Not
Recommended”.

3) “Click to Sign Document”.

e You can “Clear” your signature
and start over until you
“Save”. After you “Save, you
can’t change the signature.

e How your signature looks is
not so important. How people
know you signed is that the
“Signed By” field is set
automatically to your name
and login ID. “When Signed” is
set to the date/time signed.

4) Click the “Save” button at bottom.

Once all of the above is done, the
candidate is notified to review and
confirm receipt of recommendation.

You can’t attach documents or
update the Form if someone else
accesses it first. Either try again later
or contact Faculty Affairs, who can
remove the lock so you can update.

You can attach one or more
documents and save before you sign.
You sign only after you have attached
the Recommendation (and Minority
Report, if any), and checked the boxes.

If the candidate requests a meeting

after seeing the recommendation, the

Summary” and “Save” before the date
the WPAF is sent to the next level.
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OnBase RTP Process - Deans & School/URTP Committee Chairs

Attach PDF
Please attach PDFs instead of Word or Excel files.

If one attaches a Word or Excel =10l
file, then this is what it looks like OnBase s Document Edit Process Previous Document  Next Document

when someone tries to look at Folder Type: Dynamic .

that document. il [RIGWEARIOILERZREN L) ot Cuprent WPAF 05, OV for L BRARIAN 24TH, AUGUSTUS (LIER) 2016-2017

24TH, AUGUSTUS (3rd MS Word Document

. E.\t;ﬂird)TT, Wiz e (Depending on your Operating System settings, this document may open externally in
Instead Of ShOW|ng the forary, the native application.)

document, it asks you to Open =

. . L. . Document List C v
or Save it, which is inconvenient BOCUMENT NAME |
for viewing, and leaves a copy of  Contains.
that file on the workstation used (] FACRTP Current
. WPAF for LIBRARIAN
to view the document. RTP 24TH, AUGUSTUS

(LIBR) 2016-2017

WPAF documents should not be A —

viewed by unauthorized LA AC oy
LIBRARIAN 24TH,

persons, so one should not leave AUGUSTUS (LIBR)

20162017

a copy of the document on one’s
workstation, where someone
else might find it.

Items: 2
CHILD RELATED
FOLDERS FOLDERS c e
No it Do you want to open or save FAC_RTP_Current_WPAF_05.CV_for_LIB....docx from onbase-app.sonoma.edu?
o
Open | Save | 'l Cancel | E
|f one attaches a PDF then |t can /& FAC RTP Current WPAF 19. First Year Progress Meeting for LIBRARTAN 24TH, AUGUSTUS (LIBR) 2016~ ] 4]
’
be eaS|Iy Vlewed by CIICkIng the OnBase ¥ Document  Edit Process Previous Document Next Document
document name, and it does not A
Folder Type: Dynamic v
leave a copy of the document on .
. ) ) [ RTP WPAF for ~ Meeting Summary
the viewer’s workstation. LIBRARIAN 24TH,
AUGUSTUS (2nd
PY)fznd TT’ LIBR’ 90 v Government Cabinet member: 1 think we should take up the tax!”.
Libra ry) Grouchs Marx: *l think we should take up the carpet”
. = Government Cabinet member: “No, | really think that we should take up the tax!™.
Document List c h Grouchs Marx: “He's right, you know — you have to take up the tacks before you can take up the carpet™.
DOCUMENT NAME
% Contains... Government Cabinet member: “I'm talking about TAXES!".

Groucho Marx: "l have an uncle who lives in Taxes™.

] FAC RTP Current
WPAF for LIBRARIAN Government Cadinet member: “No, I'm talking about DOLLARS!".
24THJ AUGUST US Groucho Marx: “That's where he lives — ‘Dollars’, Taxes™".
(LIBR) 2016-2017

G FAC RTP Current Final conclusion from Groucha Marx: “I'd never join a club that would have me 25 3 member!”.
WPAF 10. Peer

Observations for

LIBRARIAN 24TH,

AUGUSTUS (LIBR)

2016-2017

@l FAC RTP Current
WPAF 19. First Year
Progress Meeting for

LIBRARIAN 24TH,
AUGUSTUS (LIBR)
2016-2017

Items: 3

CHILD RELATED
FOLDERs FOLDERs C© ¥

No items to display Revision 1 of 1 0 Mote(s) =
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OnBase RTP Process - Deans & School/URTP Committee Chairs

Recommendation Missing Required Document(s) Notification to Dean or RTP Chair

If the Dean or RTP Committee Chair signs and Saves the form before attaching the Recommendation document, the
system will send an email similar to this to the Dean or RTP Committee Chair.

@ This message was sent with High importance.

Fram: MoReply @onbase.sonoma.edu sent Thu &/23/2015 10:24 AM
To: Ken Beck

Cc

Subject: RTP Motification - Your Recommendation is Missing Required Document(s)

You are receiving this email because you have signed the School RTP Committee Action section of the Record of Action Taken form for
Earl E Tenyer, but you have not completed all of the actions you are responsible for.

e

The Recommendation document is missing.

Please attach the required document(s) and click the “Save” button before the due date, 8/15/2018.
Then close your browser window (no one else can update the Record of Action Taken when you have it open).

To replace a document you have attached and Saved, first upload the new version and then contact Faculty Affairs at
FACULTYAFFAIRS@SONOMA.EDU or 684-3236 to delete the old document.

¥ou can access the Folder containing the Record of Action Taken form and all the other WPAF documents by clicking or copying/pasting
to your browser one of the links below.

From an on-campus wired office workstation, please use this link:

https://onbase-app.sonoma.edu/Appnet/FolderPop/FolderPop.aspx?
KT102 0 0 0=08152015&FT=117&clienttype=html&chksum=963da7c68013171aa0761b8faa40936486079625ddbclabd248e6c36c6f04a11

From off-campus or campus Wi-Fi, please use the following link. Multi-Factor Authentication (MFA) is required to access OnBase in this
manner. You can contact the IT Helpdesk to sign-up for MFA.

https://onbase-proxy.sonoma.edu/Remote/FolderPop/FolderPop.aspx?
KT102 0 0 0=08152015&FT=117&clienttype=htm|&chksum=963da7c68013171aa0761bAfaad0936486079625ddbclabd248e6c36c6f04all

If you wish, you may contact Faculty Affairs at FACULTYAFFAIRS@SONOMA.EDU or 664-3236

If you receive an email like this one, you should click one of the links to access that candidate’s form, attach the
Recommendation (and Minority Report, if any), and click “Save”.
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OnBase RTP Process - Deans & School/URTP Committee Chairs

Recommendation Overdue Notification to Dean or RTP Committee Chair

RTP committee members can only look at the WPAFs, but the RTP Committee Chair must, for each candidate, attach the
Recommendation document (and, if present, Minority Report), and update the Record of Action Taken form with
Recommended/Not Recommended actions and signature.

At 5pm on the date that the RTP Recommendation is due, if the Record of Action Taken Unity Form has not been signed,
the “Recommended”/”Not Recommended” check boxes checked, or the Recommendation document not attached, then
the system sends an email similar to the example below to all members of the RTP Committee, and CCs Faculty Affairs.

A separate “Overdue” email is sent for each candidate that requires action.

The RTP Committee Chair should click one of the links at the bottom of the above email, attach the remaining
documents, check the “Recommended”/”Not Recommended” check boxes, sign, and then click “Save”.

Other RTP Committee members and Faculty Affairs may follow up with the RTP Chair to make sure this is done.

© This message was sent with High importance.

From: MoReply @onbase.sonoma.edu Sent: Thu 8/23/2018 10:50 AM
Tos Ken Beck; Vanessa Pablano; Michale Perry; Peter Flores
Co Faculty Affairs
Subject: RTP Motification - Overdue - Recommendation (Earl E Tenyer)
. E4
Dear 5chool RTP Committee: =

You are receiving this email because you have not completed some or all of the required actions for your RTP candidate, Earl E Tenyer,
which were due 8/23/2018.

The committee chair is responsible for the completing the following actions:

- Upload the School RTP Committee’s recommendation

- Check the box(es) to indicate the recommendation

- 5ign

Click "Save" at the bottom of the form to save your changes and attachments.

Then close your browser window (no one else can update the Record of Action Taken when you have it open).

To replace a document you have attached and Saved, first upload the new version and then contact Faculty Affairs at
FACULTYAFFAIRS@SONOMA.EDU or 664-3236 to delete the old document.

You can access the Folder containing the Record of Action Taken form and all the other WPAF documents by clicking or copying/pasting
to your browser one of the links below.

From an on-campus wired office workstation, please use this link:

https://onbase-app.sonoma.edu/Appnet/FolderPop/FolderPop.aspx?
KT102 0 0 0=08152015&FT=117&clienttype=htmi&chksum=963da7c68013171aa0761bafaa40936486b79625ddbclabd248e6c36c6f04a11

From off-campus or campus Wi-Fi, please use the following link. Multi-Factor Authentication (MFA) is required to access OnBase in this
manner. You can contact the IT Helpdesk to sign-up for MFA.

https://onbase-proxy.sonoma.edu/Remote/FolderPop/FolderPop.aspx?
KT102 0 0 0=08152015&FT=117&clienttype=htmi&chksum=963da7c680131713a0761b8faa40936486b79625ddbcl abd 248e6c36c6f04al1

If you wish, you may contact Faculty Affairs at FACULTYAFFAIRS @SONOMA.EDU or 664-3236

Click one of the links at the bottom of the above email to access that candidate’s form, attach the remaining documents,
check the “Recommended”/”Not Recommended” check boxes, sign, and then click “Save”.
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OnBase RTP Process - Deans & School/URTP Committee Chairs

Response Has Been Uploaded Notification to Dean or RTP Committee
If and when a candidate attaches a “Response” to the Dean or RTP Committee Recommendation, the following email is

immediately sent by the system to the Dean or RTP Committee.

From: MoReply@onbase. sonoma.edu

To: Ken Beck; Vanessa Poblano; Michole Perry; Peter Flores

Cc

Subject: RTP Maotification - A Response has been uploaded by Candidate Earl E Tenyer

Your RTP candidate, Earl E Tenyer, has uploaded a response to your recommendation. To view the response, please access the WPAF by

clicking or copying/pasting to your browser one of the links below.
From an on-campus wired office workstation, please use this link:

https://onbase-app.sonoma.edu/Appnet/FolderPop/FolderPop.aspx?

Sent: Thu &/16/2018 7:09 PM

2

KT102 0 0 0=08152015&FT=117&clienttype=html&chksum=40b221457b6acc469301bd56fb8c691c596363e%aldbe0fddIded7058e40563bc

From off-campus or campus Wi-Fi, please use the following link. Multi-Factor Authentication (MFA) is required to access OnBase in this

manner. You can contact the IT Helpdesk to sign-up for MFA.

https://onbase-proxy.sonoma.edu/Remote/FolderPop/FolderPop.aspx?

KT102 0 0 0=08152015&FT=117&clienttype=html&chksum=40b221457b6acc469301bd56fb8c691c596363e9a0dbe0fdd3e87058240563bC

If you wish, you may contact Faculty Affairs at FACULTYAFFAIRS@SONOMA.EDU or 664-3236

b

Upon receiving this email, the Dean or RTP committee members should click one of the links at the bottom to open the
candidate’s WPAF, find the document in the middle left panel called “FAC RTP Current WPAF 03.b School Candidate

Response...” (or “...02.b Dean...” or “...01.b URTP...”), click on that document and read it.

Attaching Summary of the Dean or RTP Committee Meeting with Candidate

The candidate may request a meeting with the Dean or RTP Committee after the Recommendation is given. Requesting

a meeting is done outside of the system.

School RTP Committee Action (click to show/hide attachments) (1)

Recommendation *
EFAC RTP Current WPAF 03. School RTP Committee Recornmendation for BECK, KENNETH A (BUSAD) 2018-2019

| Anach Recommendation

Minority Report (optional)

| Attach Minority Report (optional) |

Meeting Summary (optional)

| Artach Meeting Suramary (optional) | ?

Please attach PDFs, which are easier to view than Word or Excel files. For changes to attached documents that
have been Saved, attach the new version here and contact Faculty Affairs to delete the old version.

Give Recommendation to Candidate and Sign by 02/07/2019.

Candidate: KENNETH BECK. Action Request: Reappointment.
Recommended Reappointment [ Tenure []Promotion [ Early Tenure [] Early Promotion
Not Recommended [ peappointment [ Tenure [J Promotion [J Early Tenure [ Early Promotion

School RTP Committee
ARTY P SCULLEY (BECKKEN - Chair), DEBORAH ROBERTS, MELINDA BARNARD, GEOFF CIRULLO, PETER FLORES,
MATT PETERSOM, MOE CALVEZ

My signature acknowledges that |, and all members of the committee, have access to the e-WPAF throughout the
cycle in order to view recommendations at subsequent levels.

Last Updated 9/28/2018 by Ken Beck

If the Dean or RTP
Committee meets with
the candidate, then the
Dean or RTP
Committee Chair
should attach the
meeting summary to
the candidate’s form.

The Dean or RTP
Committee Chair will
only have the ability to
attach the meeting
summary until the
candidate’s WPAF is
forwarded to the next
level of review, so the
meeting summary
should be attached
before then. If you
miss the deadline, then
contact Faculty Affairs.
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