
 
 

How to Find a Faculty or Postdoc in FIS 
 

 

 

FIS Record Search Bar 

1)​ Use the FIS Record Search bar located on the far right of the top navigation bar. 

a.​ Type in the name (full or partial) of the faculty member, then click Enter or 
the magnifying glass (🔍). 

 

 

 

b.​ A list of partial or complete matches will appear. The records will either be 
labeled “Faculty” or “Postdoc” under the Departments column. 

c.​ If you have access to open the record, the information under the 
Departments column will be hyperlinked. Click the link. 
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https://fis.case.edu/Home/Contact


 
 

 

Faculty or Postdoc Lookup 

1.​ Under Administration on the top menu, select Faculty Details → Faculty Lookup 
to find a faculty record. To find a postdoc record, select Postdoc Details → Postdoc 
Lookup. 

2.​ Update the series of drop-down menus to select School, Academic Year, Status, and 
Faculty. 

 

 

New Faculty or Postdoc 

1.​ Under Administration on the top menu, select Faculty Details → New Faculty to 
find a faculty record. To find a postdoc record, select Postdoc Details → New 
Postdoc. 

2.​ Add either the Employee ID, CWRU ID or a combination of Last/First/Middle  
names and Birth Date. 

3.​ Click Check Record. 

 

1.​ If no record of the proposed postdoc exists, this message will appear: “This postdoc 
doesn’t exist in the current system, click “Add” to add this postdoc.” Click Add to 
continue. 
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a.​ If a postdoc record does exist, the existing record will appear. If it is the same 
person, click Go to continue. If it is a different person, click Add As New 
Postdoc. 

2.​ Select from the drop-down menus: 

a.​ School (you may only have access to one particular school) 

b.​ Academic Year 

c.​ Status: Active 

d.​ Home Department 

e.​ Hire Date 

f.​ Email 

g.​ Sex 

h.​ Reported Race/Ethnicity 

Click Go on the bottom of the screen to continue. 

 

 

Related Instructional Guides: 

Introduction to FIS Records 

How To Add A New Postdoc Record 
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https://docs.google.com/document/d/1dysdXzvd4VNd4MV_Gq1dGu4FpjuIywlQ/edit
https://docs.google.com/document/d/1nEn-j_jt5kmxjOcF4ZcYL682L61xF5wD/edit?usp=sharing&ouid=109810564418043440073&rtpof=true&sd=true
https://fis.case.edu/Home/Contact


 
 

ID Creation for New FIS Records 

Appointment Tab Quick Guide 
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https://case.edu/faculty-information-system/sites/default/files/2024-09/FIS%20ID%20Creation%20V5.pdf
https://docs.google.com/document/d/1jUcnthDL7PxkmAiaXEfirMc9ChWsXjcWAyTXnQponQE/edit?tab=t.0
https://fis.case.edu/Home/Contact
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