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Accessing the Title Promotion Application 
 
1. Go to the One Stop Shop (OSS) landing page https://oss.ces.ncsu.edu 
 

 
 
 
 
 
Tour of the Title Promotion Home Page 

 
 
 
 

1. Begin the Title Promotion process with the Intent to Apply 
2. Click here for your current Title Promotion Package 
3. Click here to view past Title Promotion Packages 
4. If you are a supervisor, you can see the status of employee packages currently 

in the title promotion process and see title promotion packages previously 
submitted by your staff  

 

2. Click on the Title Promotion 
Application Link  
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Submission of the Intent to Apply for Title Promotion 
 
Intent to Apply: Anyone considering submission of a title promotion package shall 
submit an Intent to Apply form by December 15. Submission of the Intent does not 
require you to submit an actual title promotion package; however, you cannot access 
the title promotion application until the Intent to Apply has been submitted.   
The purpose of the Intent to Apply is to prompt discussions about title promotion 
between the applicant and their supervisor, between the applicant and a mentor, and to 
provide the title promotion committee with an estimate of the number of potential 
applicants. 
    
1. From the Title Promotion Home Page, Click on Get Started to begin your Intent to 

Apply.  

 
 
 

2. Select your Current Title and Sought Title from the dropdown lists. 
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3.  From the dropdown list select the name of the individual who will serve as you Title 
Promotion Mentor.  

A Title Promotion Mentor is an Extension Employee who has successfully 
navigated through the promotional process and achieved the rank you are 
seeking. This individual will help guide you by providing suggestions, tips and 
advice as you are putting together your title promotion package and they will 
review your final package before you submit it. You can select the mentor that 
you think is a good fit for you. If you need assistance in identifying a mentor, ask 
your CED to help you identify a list of suggestions. 

 
4. Provide your Extension work experience in years and months as of July 1st of the 

year the Title Promotion will be finalized. Indicate the beginning date you started in 
your current position.  

 
5. Review the Performance Ratings that were auto populated for accuracy, make any 

corrections if errors are detected.  Employees without 5 years of ratings with 
Extension and positions not using the XPM system may not have ratings and may 
have to complete this section by selecting the correct rating in the dropdown boxes.  
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6. Review the list of responsibilities and associated percentages for accuracy. If 
you need to make any corrections to your responsibilities click on the Update my 
Responsibilities button.  

 
 
If you click on Update My Responsibilities, you will be taken to the Areas of 
Responsibilities Application to update your areas of responsibilities and associated 
percentages.    https://xemp.ces.ncsu.edu/responsibilities/ 
 
7. Once finished, click on Submit Intent 
 
 

Your Intent to Apply is complete. You can return to the Title 
Promotion Application in January to begin to prepare your 
Title Promotion Package.  


