FACULTY INFORMATION SYSTEM HOW-TO DOCUMENTS

How to Reactivate a Record

If a faculty member or postdoc leaves the university and then returns, the FIS
record must be reactivated.

1. Under Administration, select Faculty Details New Faculty in the top navigation menu.
2. Enter one of the following three options:

a. Employee ID (e.g., 123456)

b. CWRU ID (abc123)

c. Last Name, First Name, Middle Name (optional), and Birth Date

Click Check Record.

New Faculty

The Search/Match process below is used to identify whether the faculty member you are about to enter already exists in the FIS.
Enter a CWRU ID or Employee ID. If none of these are known, then provide a combination of Last Name, First Name, and Birthdate. If no match is found, then proceed to create a new record for the new
faculty member.

Search by EMPLOYEE ID or CWRU ID

EMPLOYEE ID CWRU ID
employee id OR case id

Or search by LAST NAME, FIRST NAME and BIRTH DATE

Last Name First Name Middle Name Birth Date
last name first name middle name ]
Check Record

3. Because the faculty member is returning to CWRU, an existing record will appear. Click Go.
4. Select from the drop-down menus:

a. School

b. Academic Year

c. Status: Active

d. Home Department
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e. Hire Date

f.  Email

g. Sex

h. Reported Race/Ethnicity

Click Go on the bottom of the screen to continue.

Add New Faculty

Please enter the details below for the new faculty record. All fields are required.
If the screen 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.

FIS ID: CASE Emplid: CWRU ID:
Last Name: Doe First Name:Jennifer Middle Name: Birth Date: 01/01/1989
* School:

CAS v

* Academic Year:

2025-2026 v
* Status:
Active v

* Home Department:

Chemistry (192050) v
* Hire Date:
07/01/2025 &5

5. On the Personal tab, add demographic information (previous names, suffix, degree
category, etc.). Click Submit on the bottom of the screen to save the information.

.
Personal Information
Required fields are marked with an asterisk. Faculty can edit Gender, Pronoun, Self-ldentified Race/Ethnicity, First Generation College Graduate, and Country of Origin.
Faculty Information Last Update: 6/30/2026, Ixj242
Employee 1D: CWRU ID: * Date of Birth (Required):
: 1/1/1989 B
* First Name (Required): * Last Name (Required): Middle Name:
Jennifer Doe
Preferred First Name: Preferred Last Name: Preferred Middle Name:
Jennifer Doe
Previous First Name: Previous Last Name: Previous Middle Name:
Suffix: Prefix: Professional Suffix:
v v
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6. Click on the Appointment tab on the left navigation menu and enter the Rank
Appointment Date, Tenure Clock Start Date (if applicable), and Board Appointment
Date (if applicable)

Appointment

This section lists academic appointments at CWRU, including secondary and joint appointments.

General Info

Rank Appointment Date Separation/Decedent Date

7/16/2013 ] month/day/year B
Tenure Extension Tenure Extension Reason

0 - Select...
Tenure Clock Start Date Out of Tenure Track Date

7/16/2013 = month/day/year B
Tenure Award Date Mandatory Tenure Date

month/day/year = 06/30/2019

a. Under the Current Academic Year column, enter:
i. Academic Rank
ii.  Location (school or hospital affiliation)
iii.  Tenure Status

iv.  Appointment Status: “New” (Note: Next Academic Year should read
“Reappointed”)

v.  Academic Unit (usually the same as Home Department from the Personal
Tab)

vi.  Division (for SOM)
vii.  Appointment Type (Primary, Secondary, or Visiting)
viii.  Full Time/Part Time

Click Submit to save the information.
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Current Academic Year: 2025-2026 Next Academic Year: 2026-2027
Record Status: Active Active
Academic Rank: Assistant Professor v Assistant Professor v
Location: CAS v CAS v
Track: In Track v In Track v
Appointment Status: Reappointed v Reappointed A
Academic Unit: (MATH) Mathematics, Applied Mathematic... ¥ (MATH) Mathematics, Applied Mathematic... ¥

7. Click on the Address tab on the left navigation menu and enter the home address by
clicking + Add Address. (Note: This information is required for IDs to be created.)

8. Add information to the other tabs, as needed: Citizenship, Degree, Phone,
Administration, Salary, School-Specific.

Related Instructional Guides:

Appointment Tab Quick Guide
Add a Short-Term Faculty Member
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