FACULTY INFORMATION SYSTEM HOW-TO DOCUMENTS

How to Add an Administrative Role

1. On the Faculty Details page of an individual’s record (e.g., Andrew Timothy), select the Administration
Tab.

2. Using the drop-down menus, select the following fields:
a. Academic Unit
b. Location
c. Division (if applicable)
d. Administrative Title

Add the Start Date (and End Date if applicable)

4. An entry in the signature field is optional; this is what will appear on any appointment forms or letters
generated in FIS.

5. Check the “Is Primary” checkbox for the administrative title to appear on the appointment form. If the
checkbox is not checked, the administrative title will not appear on the appointment form.

6. Click [Add] to save the information.

w

Faculty Details

SCHOOL: ACADEMIC YEAR: STATUS: FACULTY:

CSE v 2018-2019 v Active v Timothy, Andy M. v m

scrooL: School of Engineering FACULTY ID: 201774 FACULTY NAME: Andy Matthew Timothy
CASE EMPLID:477102 CWRU ID: amt113 HIRE DATE AT CwRU: 07/01/2018

HOME ical & Aerospace Engineering (396100 VEARS AT SCHOOL: 0 Ace:43

JOINT HOME DEPARTMENT: N/A. YEARS AT CWRU: O JOINT APPOINTMENT: N/A

Email Tab. Address Tab. Phone Tab. - Missing information.

PERSONAL | APPOINTMENT | CITIZENSHIP | DEGREE | ADDRESS | PHONE | EMAIS | ADMINISTRATION |SALARY | PROMOTION | CHANGE OF STATUS | LEAVE | SCHOOLSPECIFIC | HISTORY | ANNUALREVIEW | EXTERMAL | AACSE

(ADMN) DEANS OFFICE v | ‘ CSE v ‘ ‘ ASSOCIATE DEAN v | ‘ 3/6/2024 ] month/daylyear B | Andrew M.Timothy, Dr. - ADD l

To edit existing records:
1. Make changes directly to the specific field.
2. Click [Save] under Action to record changes.

To remove an existing record:
1. Click under Action to remove the entry.

PERSONAL | APPOINTMENT | CITIZENSHIP | DEGREE | ADDRESS | PHONE waul ADMINISTRATION Isaww PROMOTION | CHANGE OF STATUS | LEAVE | SCHOOL-SPECIFIC | HISTORY | ANNUALREVIEW | EXTERNAL | Aacse

(ADMN) DEANS OFFICE = CSE v ASSOCIATE DEAN

SELECT... v SELECT.. ~ SELECT..
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