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This Job Aid walks through the steps to reports with promotion and tenure details in GUS HR.   
 
Audience: Employees with Promotion and Tenure Data 
 

Step Action 

1. On the Gus Cloud springboard, select My Dashboard. 

 
 

2. 
 
 
 
 
 
 

On the My Information Dashboard, click on either the Promotion Details tab or the 
Tenure Details tab. 
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3.  Look for the Print icon on the right side of the tab.  Click on the Print icon, then PDF.  
A pdf document will open or download depending on your computer settings. 
 
Note:  You will need to contact your IT technical support if you have problems 
downloading the document or accessing it on your computer. 
 

 
 

4.  Your promotion or tenure details are found in the document.  See examples, below. 
 
Contact the Provost’s Office (x. 4113) if you have questions about your data. 

5. Promotion Details Example:                             Tenure Details Example: 

 

 


