FACULTY INFORMATION SYSTEM HOW-TO DOCUMENTS

How to Reactivate a Faculty Member (From Inactive to Active)

For Faculty and Special Faculty members who have left the university and returned.

1. Use the orange Faculty Search box at the top of the screen to search for the faculty member’s existing
inactive record

Impersonation
CASE WESTERN RESERVE i Re C
e esources ontact
:l UNIVERSITY Faculty Information System Andrew Timothy Q Select v |+l
’ Faculty Search
Administration Y
Form and Letters * School of Engineering
2023-202
Reference Tables 3 201716 Timothy Andrews Timethy Andrews 2003-2024 )
Chemical and Biomolecular Engineering
Other Action 3 Active
Reporting 3 School of Engineering
18-2019
vi i 77 Andrew M " Andy M. Timothy
Activity Reporting L4 IE ST ndrew M. Timothy vty I nical & Aerospace Engineering
Annual Review - Delegate :

2. Using the information returned, select Faculty Details - New Faculty in the Navigation Menu on the left
side of the screen
3. Search by Employee ID or CWRU ID, or by Name and Birth Date
a. Click [Check Record] to search the FIS database for the exact record
b. The results of the database search will appear below
c. Click [Go] to begin the reactivation process

Faculty Details - New Faculty

Administration
Faculty Details " The Search/Match process below is used to identify whether the faculty member you are about to enter already exists in the FIS.
Form and Letters o 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
Referance Tables N SEARCH BY EMPLOYEE ID OR CWRU ID
EMPLOYEE ID CWRU ID

Other Action 3 employee id OR 1123
Reporting S

. . OR SEARCH BY LAST NAME, FIRST NAME AND BIRTH DATE
Activity Reporting 3 LAST NAME FIRST NAME MIDDLE NAME BIRTH DATE
Annual Review - Delegate last name first name middle name ]

My Information
Annual Review -
Check Record

My Details 3

My Activities » Faculty ID Faculty Name Birth Date School

L ot Test V220185 ge of Arts and Sciences
Forms and Letters 201300 Test Te: 1012211954 College of Arts and Science: -I
My Facuity

4. Select the correct School, Academic Year, Status (“Active”), Home Department, and Hire Date
5. Click [Go]
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Faculty Details - New Faculty

Faculty Details 3
Form and Letters v Faculty ID: 201300 CASE Emplid CWRU ID: 11123
Last Name: Test First Name:Test Middle Name: Birth Date: 10/22/1954
Reference Tables » R
Other Action » CSE -
Reporting 3 ACADEMIC YEAR
Activity Reporting » 2023-2024 M
STATUS

Annual Review - Delegate

‘ Active
My Information
HOME DEPARTMENT

Annual Review

Select -
My Details & HIRE DATE
My Activities » 31172024 &l

Forms and Letters

My Facuity

6. Select the Personal tab first, adding:
a. IM Start Date (date of the new appointment)
b. Home Department (new home department - will automatically select the same for Next
Academic Year)
Cc. Hire Date (same as IM Start Date)
d. Status (“Active” — will automatically select the same in Next Academic Year Status)
e. Click [Submit]

Faculty Details

SCHOOL: ACADEMIC YEAR: STATUS: FACULTY:

Faculty Detalls " CSE v 2018-2019 v Active v Timothy, Andy M. v
Form and Letters »
Reference Tables , | sceooL: School of Engineering FACULTY I0: 201774 FACULTY NAME: Andy Matthew Timothy
CASE EMPLIDATTI02 cwRU 1D amt113 HIRE DATE AT CWRU: 07/01/2018
Other Action s HOME . ical & Aerospace Engineering (396100 VEARS AT SCHOOL: 0 AGE: 43
Reporting | JOINTHOME DEPARTMENT: N/A VEARS AT EWRU: 0 JOINT APPOINTMENT: N/A
Activity Reporting 5

Email Tab. Address Tab. Phone Tab. - Missing information.
Annual Review - Delegate :

My Information

Annual Review PERSONAL | APPOINTMENT = CITIZENSHIP | DEGREE = ADDRESS = PHONE = EMAIL = ADMINISTRATION = SALARY = PROMOTION = CHANGE OF STATUS | LEAVE = SCHOOL-SPECIFIC | HISTORY = ANNUALREVIEW | EXTERNAL = AACSB
My Details >
My Activities . EMPLOYEE D 477102 4 CWRUID amett3 * BIRTH DATE 611211980 B ORCID
Forms and Letters * LaST NAME Timothy * FIRST NAME Andrew MIDDLE NAME WMatthew Quiexsase 1D
Ly PREFERRED LAST NAME Timothy PREFERRED FIRST NAME Andy PREFERRED MIDDLE NAME Matthew
Faculty Forms and Letters  »

PREVIOUS LAST NAME PREVIOUS FIRST NAME. PREVIOUS MIDDLE NAME.
Faculty Annual Review >

supFX o PROFESSIONAL SUFFIX or DEGREE CATEGORY: | PHD o AwmniC)

Faculty Activity Track

Faculty Advising PREFIX v TSEX MALE v GENDER | MAN - PRONOUN  HE, HIM, HIS v
Faculty Citation . o SELF IDENTIFIED -
REPORTED RACE/ETHNICITY WHITE @ RACE/ETHNICITY WHITE @
Faculty Course Evaluations
[ *IM START DATE 712018 | I IM END DATE month/day/y ] IM CATEGORY SELECT. v SIS CALCULATED PLAN
Faculty Creative Work

Faculty External Activities

Faculty Grants
INELIGIBLE END DATE monthidayfyear | E&

Faculty Honors and Awards

Faculty License
HOME DEPARTMENT: * MECHANICAL & AEROSPACE ENGINEE. v N | y N /E 5M4/2020
_—

Faculty Mentoring

Faculty Non-Credit Teaching

7. Select the Appointment Tab, adding the new appointment information:
Rank Appointment Date

Academic Rank

Location

Appointment Status — New

Academic Unit
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f.  Appointment Type
g. Full Time/Part Time
h. Click [Submit]

PERSONAL | APPOINTMENT I CITIZENSHIP = DEGREE = ADDRESS | PHONE EMAIL = ADMINISTRATION = SALARY = PROMOTION = CHANGE OF STATUS = LEAVE SCHOOL-SPECIFIC = HISTORY = ANNUALREVIEW EXTERNAL = AACSB

I RANK APPOINTMENT DATE: 27172018 =] I SEPARATION DATE monthidayiyear |3
TENURE EXTENSION: ) - OUT OF TENURE TRACK DATE monthiday/year |
TENURE EXTENSION REASON: Select... TENURE CLOCK START DATE: month/day/year ﬁ
TENURE AWARD DATE: 7M/2018 ﬂ MANDATORY TENURE DATE:
YEAR IN TENURE TRACK: NON-TENURE YEAR: N/A
YEARS AT CURRENT RANK: 1 RANK YEAR EXTENSION RANK YEARS AT PREV. INST:
BOARD APPOINTMENT DATE: 712018 ﬂ
CIDOWER PROFESSORSHIP EFFECTIVE 71172018 ] ENDOWED PROFESSORSHIP END DATE: month/day/year | (51| YEARS IN PROFESSORSHIP: 1
TOTAL ACADEMIC RANK YEARS: 1 TOTAL ACADEMIC CATEGORY YEARS: 1

NEXTACADEMIC YEAR
RECORD STATUS: ACTIVE ACTIVE
ACADEMIC RANK: ASSOCIATE PROFESSOR B ASSOCIATE PROFESSOR -
LOCATION: CSE v CSE v
TENURE STATUS: TENURED v TENURED Ad
PPPOINTMENT STATUS: v REAPPOINTED v
capemiC unIT: (EMAE) MECHANICAL AND AFROSPACE ENGINEERING v (EMAE) MECHANICAL AND AEROSPACE ENGINEERING v
HONORIFIC TITLE:
ENDOWED PROFESSORSHIP: €. BENSON BRANCH PROFESSORSHIP IN CHEMICAL ENGINEERING - €. BENSON BRANCH PROFESSORSHIP IN CHEMICAL ENGINEERING -
[rFromTmenT TvPe: PRIMARY v PRIMARY v
[FULL TIME/PART TIME: FULLTIME v FULLTIME hd
APPOINTMENT REMARK: SELECT. v SELECT. X
INTERNAL (CONFIDENTIAL) REMARK:
CUSTOM REMARK:
4 2
LAST UPDATE STATUS:5/14/2020
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