FACULTY INFORMATION SYSTEM HOW-TO DOCUMENTS

How to Find a Faculty Member in FIS

There are three ways to search for a faculty member’s existing record in FIS:

1) Use the button located at the top of the page
a. Type in the name (full or partial) of the faculty member, then click the button with the magnifying
glass ()

Faculty Information System Resources Contact

Andrew Timothy

b. A list of partial or complete matches. If you have access, the information under Departments will
be hyperlinked.
c. Click the link.

Faculty Search

201716 Timothy Andrews Timothy Andrews

and Biomolecular Engineering

School of Engineering

2018- 9

Mechanical & Aerospace Engineering
Aclive

amti13 201774 Andrew M._Timothy Andy M. Timothy

2) Select Faculty Lookup from the left Navigation Menu: Administration — Faculty Details — Faculty Lookup.
Use the series of drop-down menus to select:

1. School (if you have access to more than one)
Academic Year

Status (active, proposed, inactive, etc.)
Faculty

Click [Load]

ok wN

Faculty Details
SCHOOL: ACADEMIC YEAR: STFU 3 FACULTY:
CSE v 2018-2019 v Active v Timothy, Andy M.

» | New Faculty

.I Faculty Lookup [
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3) Select New Faculty from the left Navigation Menu: Administration — Faculty Details — New Faculty.
a. Add either the Employee ID, CWRU ID or a combination of Last/First/Middle name and Birth Date
b. Click [Check Record]

Impersonation
0 0 0 ontaci
Hide Me [ )
Faculty Details - New Faculty

d o
Faculty Details New Faculty 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 » | Faculty Dwokup 1 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 re|
Referance Tables » | Edit Salary govre CWRUID
Other Action ) Recomll'ne'ndatlons or [wzs
Reporting >

L . OR SEARCH BY LAST NAME, FIRST NAME AND BIRTH DATE

Activity Reporting s LAST NAME FIRST NAME MIDDLE NAME BIRTH DATE
Annual Review - Delegate last name first name middle name ]
My Information
Annual Review _
Iy Defails r

c. If a faculty record exists, a message (“Faculty Records Already Exist”) will appear
d. Click [Go] to proceed

Faculty ID Faculty Name Birth Date School

201000 Test Test 10/22/1054 College of Arts and Sciences ! E l

e. Select the appropriate School, Academic Year, Status, Home Department, Hire Date from the
drop-downs on the next screen.
f. Click [Go] to proceed to the record

Impersonation

Faculty Search Select v|H

) ; )
[e] CASE WESTERN RESERVE Faculty Information System Resources Contact

If the screen freezes, do not click Refresh. Go back to the Faculty Details - New Faculty page and search for the record with name and date of birth.

Haevens @)
Facuity Details - New Faculty

Faculty Details »
Form and Letters » Faculty ID: 201900 CASE Emplid CWRU ID: 111123
First Name:Test Middle Name: Birth Date: 10/22/1954
Reference Tables 3 SCHOOL
Other Action » CSE v
Reporting > ACADEMIC YEAR

Activity Reporting 2023-2024 >

. STATUS
Annual Review - Delegate

[ewe 7
My Information
HOME DEPARTMENT

Annual Review

| Biomedical Engineering - GASE (333100) v ‘
My Details HIRE DATE
My Activities > 312024 i}

Forms and Letters

——
My Faculty a
5

Faculty Forms and Letters

Faculiv Annnal Raviews
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