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Instructions for the N-Drive Promotion and Tenure packets can also be 
found on the Academic Affairs website:
https://www.missouriwestern.edu/acadaff/



The Headlines
• Axiom Mentor has gone away.
• We will now be doing Promotion and Tenure packets on our own internal N-drive using a system

set up by Tech Services.
• N-drive packets will only be visible to people actively involved in the process (candidates, 

committee members, etc.). 
• Nothing about the Promotion and Tenure packet requirements or deadlines has changed – check 

the Faculty Evaluation Procedures section of the Policy Guide for all requirements and deadlines.
• If you have a folder you need created for a candidate or a person you need added to a candidate’s

review process (committee member, chair, dean, etc.), please reach out to Regina Young in 
Academic Affairs.

• Only Regina can add someone to the N-drive, which will give them permission to view the packets 
assigned to them.

• All systems can have issues and glitches – you MUST keep a separate, off-line copy of your packet 
in case of emergencies. Reviewers should also keep a separate, off-line copy of recommendations 
and external reviews.



The Candidate Folders
• Candidate folders are automatically created once entered into Regina’s master spreadsheet and 

use the candidate’s first initial and last name (e.g., jsmith). 
• Each folder has the following sub-folders, which align with the Policy Guide’s packet 

requirements: 
• Introductory materials (narrative overview, CV, mid-term letters, packet checklist, etc.) 
• External Reviews (this folder will not be visible to the candidate – department chairs will need to 

add any external reviews)
• Teaching (teaching narrative and supporting materials)
• Scholarship/Creative Activity (scholarship/creative activity narrative and supporting materials)
• Service (service narrative and supporting materials)
• Recommendations (this is where committees, chairs, etc., place their recommendation letters 

following packet review)
• Candidate Response to Recommendations (voluntary candidate responses)



Uploading & File Names

• The folders themselves work like any Microsoft or Google Drive folder 
– you click upload in the sub-folder and select the appropriate file or 
you simply drag and drop your file into the sub-folder.

• File names should strive for clarity and ease of reference.
• For example, file names might include the last name of the candidate 

and a brief description of the file’s content (e.g., “Smith Teaching 
Narrative”, “Smith Example Syllabus for MAT 110”).

• References to supporting artifacts in the narratives should use the file 
name (e.g., “My applied learning assignment for this course is 
included as ‘Smith Applied Learning Assignment for MAT 110’”).



Getting to the N-drive through 
SERV-U



Scroll to the bottom of the homepage (missouriwestern.edu) 
and select Faculty/Staff Member



On the intranet page, select O and P Drive 
Access



Select “Click Here to Enter Serv-U”, then log in using your 
single sign-on credentials from e-mail, etc.



Select N Drive (Common), then Groups



Select Promotion & Tenure, then the current 
academic year



• After this point, you go where the faculty member is . . . 
• First, select the appropriate college.
• Second, select the appropriate department.
• Third, select the individual faculty member.
• If you can’t see that individual faculty member’s packet, you may not 

be assigned to the committee or as a reviewer. Reach out to Regina.



This gets you to the individual candidate’s folder. Note the 
upload button in the top-left. If you are the candidate, you 
should not see the External Reviews folder.



Getting to the N-drive from on-
campus/network computer

1. Select File Explorer.
2. Select This PC at the bottom 

left.
3. Select “Common (N)” drive.

From there, you take the same 
exact steps as you would in SERV-
U:
1. Select Groups.
2. Select Promotion & Tenure.
3. Select the academic year.
4. Select the college.
5. Select the department.
6. Select the candidate.
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