FACULTY INFORMATION SYSTEM HOW-TO DOCUMENTS

How to Change the Location in a Faculty Record

In FIS, change in location is similar to the change in department/academic unit within a school. Change in
location is most often used by the School of Medicine, but can be used by other schools if a faculty member
changes schools.

Changing a location is a three-step process:
1. Update the Personal Tab
2. Update the Appointment Tab
3. Add the location change to the Change of Status Tab

Update the Personal Tab
1. On the Personal Tab, select the new Home Department in the Current and/or Next Academic Year
columns

2. Click [Submit] to save the change
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Update the Appointment Tab

1. Select the Appointment Tab

2. Add the date of the location change in the Rank Appointment Date field and Board Appointment Date
field (if applicable)

3. Select the new Location in the drop-down menu if it is an immediate change, select the location in both
the Current and Next Academic Year. If it isn’t until next year, just in the Next Academic Year field.

4. Click [Submit] to record the change
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Add to the Change of Status Tab
1. Select the Change of Status Tab
2. Click on the [+Change Status] button
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CHANGE STATUS

CHANGE OF STATUS NOT FOUND.

Select “Change in Location” from the drop down

Select the current academic year (or next academic year) from the Academic Year drop down
Select the relevant appointment from the Appointment drop down

The Current Value will autofill

Select the new location in the New Value drop down

Add the Effective Date of the new location

Click [Submit] to record the new data
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Add New Change of Status
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