FACULTY INFORMATION SYSTEM HOW-TO DOCUMENTS

How to Create a New Faculty Record in the FIS

During the hiring process, administrators will create a new faculty record for candidates who are approved by
the Board of Trustees or appointed by the Dean. All faculty appointments - Board-appointed and special - should
be added to the FIS.

1. Select Administration ® Faculty Details X New Faculty from the Navigation Menu on the left side of the
screen

Faculty Details - New Faculty

dy exists i the FIS.
to create a new record for the new faculty memiber.

My Details

2. Enter one of three options:

a. Employee ID, or

b. CWRU ID, or

c. Combination of Last Name, First Name, Middle Name (optional) and Birth Date
3. Click [Check Record]

Faculty Details - New Faculty

Reparting

Activity Reporting

Ad-hos Reporting

Academic Analytics

DIEX

4. If no record of the proposed faculty member exists, this message will appear:“This faculty doesn’t exist
in the current system, click “Add” to add this faculty.”
5. Click [Add] to continue
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% Faculty Details - New Faculty

Faculty Details . The Sear ther the faculty membs ter already exists in the FIS

n of Last Name, First Name, and Bir ate a new record for the new faculty memb-r

Reparting oR
Activity Reporting .
Ad-hot Reporting

Burke Jerome David 9171992
Academic Analytics

QIEX .

=]

6. Select from the drop-down menus
a. School (you may only have access to one particular school)
Academic Year

c. Status: Active

d. Home Department
e. Hire Date

f.  Email

7. Click [Go] to continue

— . If the sereen freezes, do not click Refresh. Go back to the Faculty Details - New Faculty page and search for the record with name and date of birth
Faculty Details - New Faculty

Faculty Details »
Form and Letters - Faculty ID: CASE Emplid: CWRU ID: 111123
T T Middle Name: Birth Date:
Reference Tables v SCHOOL
Other Action » MSASS L
Reporting » ACADEMIC YEAR
2023-2024 w
Activity Reporting >
= STATUS
Elections »
Ad-hoc Reporting .
HOME DEPARTMENT
ell= i MSASS (494635) L4
Academic Analytics » HIRE DATE
Annual Review - Delegate 2/26/2024 B
My Infarmation CWRU EMAIL (EG., FIRSTNAME LASTNAMESCASEEDU) OR NON-CWRU EMAIL
Annual Review mti23@case.ed ]
My Details 3 E
My Activities b

8. On the Personal Tab, add demographic information (Names, suffix, degree, race/ethnicity, sex, etc.)
9. Add the IM Start Date, the date the faculty member enters the system and services (e.g., library access,
etc.) should begin
10.0n the bottom of the page, enter:
a. Home Department — The department in which the faculty member hold an appointment (this field
is tied to the budget code)
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i The Next Academic Year will automatically populate when the Current Year is selected

b. Hire Date — The date the faculty member will start the position, usually the same date as the IM
Start Date

c. Select “Active” as the status
11.Click [Submit] to record the information

T preulty berals

SCHODL ACADOMNC TEAR ST
Faculty Detalls

Form and Letters »

Reference Tabled

Orther Action

Arperting

Acthiity Reporting

Mmtvaal Resrew - Dekgate

.

My Deails

EMPLOTEE D 1 owo w09 BT BATE B o
My Activities . o - - o
Forms and Letters " LAST oA ST A N MIDCLE NANAL CCmAs
Bty Faculty
My Faculty FREFERRED LAST HobhiE PP FREFERKED FRTT hakE " FREFERRED MECLE NARE 38 P
Facuity Forms and Letters .

PREVICUT LAST KA Pr— RS FRET ALK PREMICUS MIDCLE MANS
Faculty Anssaal Riview
Pl . PROFEREXIMAL SUFFIX DECREE CATECOR: ELECT . ALUMn
Faculty Actrrity Track -
Facutty Adwising [ - X UNENCWN . - PRONOUN
Faculty Citation -
¥ i SHLFIC
EPORTED RACEATHMCITY RACERTHRETY

Faculty Comrse Evaliuations e
Faculty Creative Work - AT DT B A N DATE . B o CATREORY - 5 CALCLLATED FLAN
Faculty External Activities
Faculty Granks
Faculty Honees and Awards IELICABUE START DATE " ’ ] SELICALE END DATE

Fazulty License

aculty Mentoring

FacuMty Meon-Credit Teacking m
L L

12.0n the Appointment Tab, enter the Rank Appointment Date, Tenure Clock Start Date (if applicable), and
Board Appointment Date (if applicable)
13. Under the Current column, enter:
a. Academic Rank
Location (school)
Tenure Status
Appointment Status: “New” (Note: Next Academic Year should read “Reappointed”)
Academic Unit (usually the same as Home Department from the Personal Tab)
Division (for SOM)
Appointment Type (Primary, Secondary, or Visiting)
Full Time/Part Time
14. Click [Submit] to record the information

S@E 0 00T
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Faculty Details
Feem and Letters
Reference Tabler
Oher Action
Reporting
Activity Reporting

Annual Beview - Delegate

Arnual Reves
Wy Dartais
Py Ao tivvities

Formy and Letters

Faculty Foams and Letters v

Faculty Annual Revie
Faculty Activity Track

Faculty Adviting

Faculy
Faculty Courte Evaluatioad
Faculty Creative Work
Faculty Extemal Activities
Faculty Grams

Faculty Honors and Awards
Faculty License

Faculty Mentoriag

Faculty Nona-Credit Teaching

Fagulty Patenty

m —

LA VILARE AT FREV. BT
BOARD
a8 DAL PR SIS (D DATE | TRARE B FROFTISDESHI M

OTAL SCAIM i CATECouy v ke

UL TRALSAET THaE
oo ruaEnT EnasER,
STHRMAL EOMFOENTIAL) RELLA

LAST UPEAFE FURRUS NS0

=]

AT NEW

15.0nce the Personal Tab and the Appointment Tab have been completed, add information to the Degree,

Address, Phone, and Email tabs.

|
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