Reopening a Step

Instructions on Reopening a Step (Associate/assistant dean and Faculty)

Reopen a Task and Return It to a Faculty Member

A task can be reopened and returned to one or more faculty members to make necessary updates.

Open the task for the direct report Action ltems
that needs to be reopened and
returned. tem

Complete Objectives (AY2T) for Direct Report(s)

Click Bulk Actions.

Associate/Assistant Dean: Review

and Sign Off >
0/1 reviews completed Ove rview
Overview
As we begin planning for AY2026-
Bulk Actions Each faculty member is required t

* Service
* Professional Development

Bulk Actions:

1. Under Assigned Step, click the drop-down arrow and select the step to reopen.

2. Select the check box for one or more employees.

o Only select multiple employees if the reason for reopening the step is the same.
o Otherwise, reopen one employee's task at a time.

3. Click Reopen Step.

e The Reopen Step window opens.

Bulk Actions

Reopen  SignOff  Submit

Select Review Steps you would like to reapen in bulk. Please note that only 1 step type can be reopened at a time.
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Click the Calendar icon and select
a due date for the reopened step

to be completed and returned.

5. In the Comment for Reviewer
field, enter the reason for
reopening the step.

e The faculty member can
view this comment when
the task is reopened.

6. Click Reopen Step.

Reopen Step

Are you sure you want to reopen Faculty: Create Objectives, Meet, Discuss with Assoc/Asst Dean Objectives
& Serv Credits, & Sign Off step for 1 reviewee?

The current step will be closed and will not be available to you until the Faculty: Create Objectives, Meet,
Discuss with Assoc/Asst Dean Objectives & Serv Credits, & Sign Off step is submitted. Please select the new
due date for Faculty: Create Objectives, Meet, Discuss with Assoc/Asst Dean Objectives & Serv Credits, &
Sign Off step.

Faculty: Create Objectives, Meet, Discuss with Assoc/Asst Dean Objectives & Serv Credits, & Sign Off due
date

|. M/DfY |E|

Comment for reviewer e
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A confirmation message indicates the
step was successfully reopened. Click

Close.

©

You successfully reopened Faculty: Create
Objectives, Meet, Discuss with Assoc/Asst Dean
Objectives & Serv Credits, & Sign Off step for 1
reviewee!

Close

IMPORTANT: If a task is reopened and returned to a faculty member, it is temporarily removed from the

associate/assistant dean's queue.

The task reappears after the faculty member completes the requested updates and resubmits it.

If an associate/assistant dean manages multiple faculty members, reviews for other faculty members

remain visible unless those tasks have also been reopened.

Emails:

An email is automatically sent to the faculty member when the review is reopened.

When the faculty member resubmits the task, an email is automatically sent to the associate/assistant

dean with the subject line "Performance Review Assigned to Manager" followed by the faculty

member's name.

This email notifies the associate/assistant dean that the review is ready for review and action.




Reopen, Resubmit, and Return a Task to Assoc/Asst Dean

After the associate/assistant dean
reopens the task, an email is
automatically sent to the faculty
member.

Action ltems

The task appears in the Action Items *m
section of the faculty member's Complete Objectives (AY27)
COMPASS Welcome page.
Click the task link to open the review
and complete the requested updates.
Overview

The Overview page opens.

Click Next.

As we begin planning for A¥2026-2027, full-time instructional faculty are asked to engage in the objective-setting process to support alignment with dep
Each faculty member is required to create at least one objective in each of the following four categories, provided the category represents 5% or more c
« Service
« Professional Development / Scholarship / Research / Creative Endeavors
* Teaching / Clinical
« Administrative / Other Duties
Faculty: create your objectives, meet and discuss with Associate/Assistant Dean ebjectives and service credits, sign off and submit task.
Associate/Assistant Dean: review, sign off and submit task.
Character Count Limit: To stay safely within the 3,000-character count limit, it is best to aim for approximately 2,700 characters. Do not use HTML. D1 and help prevent you
from exceeding the character limit.
Click here to access FACULTY CENTRAL To return to the task, click your browser's back button (top left).
Below are live links. Click to access:
Instructional Faculty Evaluation Rubric.
How to Upload Attachments to A COMPASS Task
How to View Attachments After a COMPASS Task is Completed

To advance to the next page, scroll down and click Next.

Review Overview

Faculty: Create Objecti
Credits, & Sign Off

, Meet, Di Dean Objectives & Serv

Associate/Assistant Dean: Review and Sign Off

A message in red indicates that the
step has been reopened (*This step
has been reopened.).

Click View Comments to view
comments entered by the individual
who reopened the task.

Click Close to return to the review and
complete the requested updates.

Assistant Professor
Review period: 8/24/2026-5/14/2027 Due by: 8/21/2026
A This step has been reopened. You must complete this step before advancing to the next step.

Reopener's comments
® Manager AUG 20, 20286

Adjust per our meeting




Comments: ©

Make the necessary updates in the
Comments field(s)

BIUSHXux I, =
F o« BEE B=
When all updates are complete, click o

Submit. g

Save for Later Next m

A confirmation message asks whether | Are you sure you want to submit your Faculty: Create
the review is ready to be submitted. Objectives, Meet, Discuss with Assoc/Asst Dean
Objectives & Serv Credits, & Sign Off?

CIICk lsu.bmlt rev_lew to Complete the You will not be able to modify once you have submitted.
submission, or click Cancel to return to Are you sure you want to submit now?

the review.

Cancel

A confirmation message indicates the °
task was submitted successfully.
) . You have successfully submitted the Faculty: Create Objectives,
Click Exit. Meet, Discuss with Assoc/Asst Dean Objectives & Serv Credits, &
Sign Off!
Emails:

An email is automatically sent to the associate/assistant dean when the task is resubmitted.

If you need further assistance, email humanresources@tri-c.edu.
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