
 
 

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 

 

 
 

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 

 

 
 

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

 

 
  

 V3 / MARCH 2024 / 1 

 



 
 

​
 

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) 
c.​ Hire Date (same as IM Start Date) 
d.​ Status (“Active” – will automatically select the same in Next Academic Year Status) 
e.​ Click [Submit] 

 

 
 

7.​ Select the Appointment Tab, adding the new appointment information: 
a.​ Rank Appointment Date 
b.​ Academic Rank 
c.​ Location 
d.​ Appointment Status – New 
e.​ Academic Unit 
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f.​ Appointment Type 
g.​ Full Time/Part Time 
h.​ Click [Submit] 
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