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WKU Continuance Boomi Workflow—Faculty Directions (revised 8/2/24) 
 
Faculty members will follow department/school/college guidelines to build the same packet for 
both Continuance and Annual Evaluation; they should submit the same packet into the two 
different workflows (Full-time Faculty Evaluations and Faculty Continuance). Before beginning 
the workflow, save the packet on your PC and label it with this nomenclature:   
 

• Lastname-Firstname-AAcP-2023-24.pdf (i.e., Red-Big-AAcP-2023-24.pdf) 
 
1. Go to this page https://app.wku.edu/workflow/, and click on Dashboard under Faculty 

Continuance. You may need to log-in using normal WKU credentials. 
 
2. When you arrive at the continuance workflow, click “Create New Faculty Continuance”.  

 
3. You will arrive at a page that looks like this: 
 

 
 

4. Double-check that your chair/director and dean are listed correctly in the approval chain at 
the bottom of the page.  If not, contact your chair to make the correction before submitting 
your packet. If you need to make that correction has been made, start over. 

https://app.wku.edu/workflow/
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5. If the approval chain is correct, click the green Add Documents button.  You will arrive at a 
screen that looks like this:  

 

 
 

6. Follow the directions on the page to either Drag and Drop or Click and Select your packet. 
Once you’ve added it, you will get to a screen that looks like this: 
 

 
7. Click the green ADD SELECTED button to correctly upload the file—forgetting this step is 

the most common error in the process (don’t be common 😉). You will arrive at a screen 
that looks like this:  

 

 
 

8. Click the red Continue button.  You will arrive at a screen that looks like this: 
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9. Click the red Submit button, and you will then see a Success page.   
 
Note: Throughout the review process, faculty will receive email notifications from the system 
with links to recommendation memos from all levels. 
 


