
Postgraduate Dental College

Online Faculty Appointment & Promotion Workflow



Who should you recommend for a USU PDC 
Faculty Appointment?

• Individuals who provide regular and consistent support to your residency program 

should be considered for a PDC faculty appointment, when supported by your local 

command.

• A good guideline to follow is to include only those individuals who you would list 

on a documented course or curriculum description (either didactic, clinical, or 

laboratory) that you would present as part of your program’s CODA self-study.

• A full (unmodified) appointment would be appropriate for an individual who 

contributes at least 50 hours of teaching/per year (approx. 1 hr/wk).

• An adjunct (modified) appointment would be appropriate for an individual who 

contributes less than 50 hours or contributes less frequently.

• The level of the appointment (Assistant Professor, Associate Professor, or 

Professor) is determined by their level of experience and scholastic achievement 

via the PDC CAP process and USU approval.



Steps in Process

1. Request/Obtain a USU Single-Sign-On account

2. Log onto Appointment/Promotion Workflow

3. Apply for Appointment at the appropriate level

4. Download the application form templates

5. Complete the documents, obtain approval signatures to complete your 

application Portfolio (one .pdf file), then submit to your Service Dean for review

6. Upload to the Workflow, once returned from your Service Dean with signed 107D

7. Await notice from USU CHR for signature of faculty appointment letter, then 

download, sign, upload back to workflow.

8. Receive completed USU Faculty Certificate



Step 1 – SSO Account
• A USU Single-Sign-On (SSO) account is required

• If the faculty member has a USU SSO, confirm the accuracy of the SSO 

account email at: https://apps.usuhs.edu/usussoprefs

• If the faculty member does not have a USU SSO, request an account at:   

https://apps.usuhs.edu/account-registration/

• Identify Dr. Jay Graver, jay.graver@usuhs.edu as the sponsor

https://apps.usuhs.edu/usussoprefs
https://apps.usuhs.edu/account-registration/
mailto:jay.graver@usuhs.edu


Step 2 – Log onto Workflow

• The Appointment & Promotions Workflow is located at: 

https://workflow.usuhs.edu/

• You will need to sign-in using your USU SSO (CAC-enabled)

https://workflow.usuhs.edu/


Step 2 – Log onto Workflow

• Select the Postgraduate Dental College Tab



Step 2 – Log onto Workflow

• Select the appropriate blue “Go” radio button

• “Request a PDC Faculty Appointment” for a new request



Step 3 – Select Appt. Level

• Select the appropriate faculty appointment type from the drop-

down.



Step 4 – Download Templates

• Click on “Download PDC Templates…..”

• They are numbered according to the order in the final Portfolio



Step 5 – Complete Documents

• Your PD will complete the Letter of Recommendation and 107D 

(the Dean or his/her delegate recommends PD appointments)

• You will complete the CV & Scholarly Activities document

• Once you have completed these documents and the appropriate 

signatures have been obtained on the Letter of 

Recommendation/Commander’s Concurrence and 107D, then you 

will send the application as one .pdf Portfolio file to your Service 

Dean (or his/her delegate) for review and approval.

• Once your Service Dean has signed your 107D, then the completed

.pdf Portfolio will be sent back to you.



Step 6 – Upload Portfolio

• Choose file from your computer

• Upload the file to the Workflow and Submit
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Step 7 – USU Review & Acceptance

• Once you have submitted your application it will be coordinated for USU 

review.

• The time required for Instructor and Assistant Professor appointments to complete the 

review/approval process will typically be 2-4 weeks.

• The time required for Associate Professor and Professor appointments to complete 

review/approval can take up to 2-3 months, depending upon when it is submitted. Since 

these higher level appointments must be vetted by the PDC Committee on Appointments

& Promotions, endorsed by the PDC Executive Dean, then approved by the USU President, 

the review process will require additional time to process.

• Once approved, you will be sent a Appointment Acceptance Letter from USU 

CHR

• If you accept the faculty appointment, then you will download the letter, 

digitally sign and upload it back to the Workflow

• Confirm your current address for delivery of your Certificate in the remarks 

section when you upload your acceptance letter.



Step 8 – Faculty Certificate

• Your USU Faculty Certificate will be mailed to you to complete the 

faculty appointment or promotion process.



POCs

For additional information, please contact:

• jay.graver@usuhs.edu

• annitta.shareef.ctr@usuhs.edu

• drew.fallis@usuhs.edu

mailto:annitta.shareef.ctr@usuhs.edu
mailto:drew.Fallis@usuhs.edu



