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An online view of faculty data is available in the Administrative Systems.  The option 
“VIEW FACULTY DATA FORM” is available to users with the HR OFFICER responsibility.  
The VIEW FACULTY DATA FORM allows you to view data related to faculty appointments. 
This form is for viewing purposes only; it is not available for update.   
 
 
HR Officer → HR Transaction → HR Data View → View Faculty Data Form 
 
 
 
1. Click on VIEW FACULTY DATA FORM.  The FACULTY DATA - FIND window opens.  

 

 
 
2. The FACULTY DATA – FIND window works similar to the ACT FIND WINDOW.  You are 

able to search for an individual faculty member using one of the following flex fields: 
 

• Social Security Number (SSN) 
• Employee ID  -- click in field to activate LOV 
• Full Name  -- click in field to activate LOV 
• Primary Appointment Organization -- click in field to activate LOV 

 

 
 
3. Once you have located the faculty member you wish to view, click the DATA INQUIRY 

button.  The FACULTY DATA FORM opens. 
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Note: The data provided on the Faculty Data Form is entered directly into the 

Administrative Systems database from the Faculty Data Form submitted by 
the appointing Department.  Please contact HRM Records Administration at 
4-4408 with questions regarding the accuracy and completeness of the 
data presented.  

 
4. The affiliated Organizations are displayed at the top of the form. 

 

 
 

APPOINTMENT ORGANIZATION – Organization in which the Faculty Appointment is 
affiliated. 
 
PRIMARY ASSIGNMENT ORGANIZATION – Organization in which the Faculty 
member’s Primary Assignment is affiliated.  
 

5. The title buttons are non-active at this time. 
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6. The data is divided into two sections:  
 

• PERSONAL INFORMATION, and 
• FACULTY APPOINTMENT DATA 
 

Personal Information
 
The PERSONAL INFORMATION displays the faculty member’s NAME, EMPLOYEE ID, 
ASSIGNMENT CATEGORY, ETHNIC ORIGIN, CITIZENSHIP, GENDER, CAMPUS ADDRESS and 
TENURE STATUS.  
 

  
 
Faculty Appointment Data 
 
The FACULTY APPOINTMENT DATA contains four tabs of data: 
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Note:   to view appointment details click on the appointment you wish to view, or click on 

the  button located to the right of the appointment.   The APPOINTMENT 
DATA window will open.  

 

 

Click on or  to scroll between Appointments. 
Click the CLOSE button to return to the ADDITIONAL APPOINTMENTS form. 
 

 
 
7. When finished viewing the data, click the CLOSE button to return to your PERSONAL 

HOME PAGE, or click on the FLASHLIGHT  to continue with a new search. 
 
Return to top
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