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Sabbatical Leave Application 

Candidate Submission 

The following steps describe the process to submit a Sabbatical Leave Application using the university’s 

Faculty 180 and Review, Promotion and Tenure (RPT) system.   

1. Candidates will be notified through their University of Toledo email once a sabbatical case has

been made available.  Using the ‘View Case’ link provided in the notification, login and select the

‘Your Packets’ link in the menu on the left.

2. Ensure your Curriculum Vitae 
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*Troubleshooting tip: If your CV is loaded in Faculty 180 but is not displaying in your case, select the

‘Activities’ section of the Faculty 180 menu on the right.  On the page that follows, select the edit button

(pencil icon) on the right-hand side for your uploaded CV.  Ensure that the End Semester for your CV is

set to ‘Ongoing’ then select ‘Save’.

3. Next, attach your Sabbatical Leave 
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4. Lastly, once all information has been uploaded and confirmed select the box located below the

Overview header, in the upper right-hand section of the case.  This will select all case sections.

When ready, select ‘Submit Sections’.  This will notify the Department Chair that your proposal

is ready for review.
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