
 

How to Add a Secondary Appointment 

 

 

 

Secondary Appointment Within the Same School 

1.​ On the Appointment tab of the faculty record, click Add New located at the bottom 
of the page. 

 

A number 2 will appear at the bottom of the page. 
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2.​ For the secondary appointment, complete the following: 

a.​ Rank Appointment Date: Date the secondary appointment begins 

b.​ Academic Rank: Same as the primary academic rank, unless otherwise 
specified 

c.​ Location 

d.​ Track: “Track Not Applicable” (secondary appointments are not eligible for 
tenure) 

e.​ Appointment Status: “New” 

f.​ Academic Unit: Department of the secondary appointment 

g.​ Appointment Type: “Secondary” 

h.​ Full Time/Part Time: “Part Time” 

3.​ Click Submit to save the information.  

 

 

Secondary Appointment at a Different School 

A secondary appointment in a different school is treated as a brand new faculty record – at 
that school – and is a separate FIS record from the primary FIS record. Secondary 
appointments at a different school are the responsibility of the secondary school, as are all 
subsequent entries related to that secondary appointment. 

1.​ Under Administration, select Faculty Details �  New Faculty in the top navigation 
menu. 
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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. 

3.​ Because the faculty member already has a primary appointment at 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: “Not Home Based” (secondary appointments in a 
different school do not have a home department in that school) 

e.​ Hire Date 

f.​ Email 

g.​ Sex 

h.​ Reported Race/Ethnicity 

Click Go on the bottom of the screen to continue. 
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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. 

6.​ Click on the Appointment tab on the left navigation menu and enter the Rank 
Appointment Date for the secondary appointment. 

a.​ Under the Current Academic Year column, enter: 

i.​ Academic Rank: Same as the primary academic rank, unless otherwise 
specified 

ii.​ Location 

iii.​ Track: “Not Applicable” (secondary appointments are not eligible for 
tenure) 

iv.​ Appointment Status: “New” 

v.​ Academic Unit: Department of the secondary appointment 
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vi.​ Appointment Type: “Secondary” 

vii.​ Full Time/Part Time: “Part Time” 

Click Submit to save the information. 
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