HR Data Views Documentation
Viewing the Faculty Data Form

An online view of faculty data is available in the Oracle HR Administrative Systems. The
option “VIEwW FACULTY DATA FORM” is available to users assigned the HR OFFICER
responsibility and is not restricted to access security. The VIEW FACULTY DATA FORM
allows you to view data related to any faculty appointment. This form is for viewing
purposes only; it is not available for update.

HR Officer — HR Transaction — HR Data Views — View Faculty Data Form

Faculty Data Find Window

1. Click on VIEW FACULTY DATA FORM. The FACULTY DATA - FIND window opens.

{XXX-XX-XAXX)

e 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

2. Once you have located the faculty member you wish to view, click the DATA INQUIRY
button. The FACULTY DATA FORM opens.

e The PRIMARY APPNT ORGANIZATION flex field allows you to retrieve a list of faculty

members with active and end dated primary appointments in a specific organization
code.

it 311652200 Ped - Gastroenterology
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[© Faculty Data Form

ot 11652200 Ped - Gastroenterolog

3. Once the listing
displays, select the
faculty member you

Persons Within Faculty Organization

wish to view; the Full Nerme
selected Faculty b 311652400 Ped - General Pediatrics 1000746
H 311652200 Ped - Gastroenterolog 1013829
Data Form will &
. *% 311652200 Ped - Gastroenterology |1006672
display.
hree, Example 311652200 Ped - Gastroenterology |10235631

Ten, Exam ple 311652200 Ped - Gastroenterology |1045360

** | isting will take several minutes to display.

4. If you choose to export the listing, go to FILE, EXPORT.

Save and Proceed |
[{Ext Step ‘

Elaze am Nagatur

Log on as a Different User... }
Switch Fesponsibility.. .

Brint...

Close Farm
Exit Oracle Applications |

The following box will display while information is being exported.

Exporting data...
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5. Once the data has been exported, the FILE DOWNLOAD window will appear. Click on
the SAVE button.

File Dovenload rzl

Do you want to open or save this file?

E Mame: Fnd_gfr.tsw
Type: FoOO000O1, 1735 bykes

From: oadew.tucc.uab,edu

[ Open ] [ Sawve ] [ Cancel ]

Almaps azk before opening this twpe of file

l--"\-l wWihile files from the Internet can be uzeful, zome files can potentially
@ harm your computer. If pou do not trust the source, do not open or
= zave this file. What's the risk?

Note: If the above window does not appear after the exporting process
runs; hold the CTRL key on the computer keyboard and perform the
export again. Be sure to hold the CTRL key during the entire export
process.

6. After you click on the SAVE button, the following window will appear. Your window
may have a different folder. You can save this file anywhere on your hard drive or
network drive.

Save As El rz|

Save in: |@‘ Drezkiop vl ) 4 % El,

BMV Documents

=1
N :; j My Computer
My Recent Sy Metwork Places
Documents 1Z] frd_afrm

X

by Docurments

by Computer
. File narme: | w | I Save l
by Network Save as ype: | _tew Document - | [ Cancel ]

7. Before you click on the sAVE button, write down the name of the file or rename it.
Make sure you also note the folder name. The file extension can stay as a .tsv file.
Excel will know how to import the data.

8. Click on the Save button.

9. Open Excel; use File, Open or the file open icon on the toolbar to open the file.
You may have to change Files of Type to All files in order to locate the document.
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Navigating the Faculty Data Form

Person/Primary Assignment Information

Full Three, Example N[ 10235631

Eth . e . 01 Regular FT
Campus
Address

N Employee

Building |ACC b
Room |618

Building Name |Ambu|atory Care Center

City |Birmingham State |AL
Zip Code (352330011

Faculty Appointment Data

Primary Additional Data Additional Appaointments | Schools and Colleges
Administrative Title 00 Mo Admin Title
Special Appnt Title

Tenure Status

Faculty Rank |20 Assoc Professor
Faculty Rank Date 01-0CT-2007

Discipline Graduate Faculty No

School 310000000 School of Medicine Dean Office Appointment Change Date
Departrment ‘311552200 Ped - Gastroenterology Effective Date End Date
Division 311652200 Ped - Gastroenterology 01-0CT-2002

Faculty List

Note: The data provided on the Faculty Data Form is entered directly into
the Administrative Systems database from the paper 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.

10. The APPOINTMENT ORGANIZATION and the individuals PRIMARY ASSIGNMENT
ORGANIZATION displays at the top of the form.

O Faculty Data Farm

ntrment

11311652200 Ped - Gastroenterology T US54 1652200 Ped - Gastroenterology

APPOINTMENT ORGANIZATION — Organization in which the Faculty Appointment is
affiliated.

PRIMARY ASSIGNMENT ORGANIZATION — Organization in which the Faculty
member’s Primary Assignment is affiliated.
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The PERSON/PRIMARY ASSIGNMENT
INFORMATION:

NAME h Asi Z GEﬂderm
EMPLOYEE ID
PRIMARY ASSIGNMENT

CATEGORY ETHNIC ORIGIN

Person/Primary Assignment Information

CITIZENSHIP
GENDER Buig ACC
CAMPUS PRIMARY ADDRESS fon 8

Buling Name ‘Ambulatory Care Center

Clly ‘Birmingham

Zp Code 362330011

The FACULTY APPOINTMENT DATA contains five tabs of data:

Faculty Appeintment Data

Frimary Additional Data Additional Appointments | Schools and Colleges Tenure Status
Adrninistrative Title |00 No Admin Title Faculty Rank |20 Assoc Professor &
Special Appnt Title | Faculty Rank Date M

Discipline Sraduate Faculty |No
School {310000000 School of Medicine Dean Office Appointment Change Date ¥ N
Department (311662200 Ped - Gastroenterology EftciveDEe Sl e
Division 311652200 Ped - Gastroenterology |°1'DCT'2°°2 ‘ -

Faculty Appeintment Data

Primary Additional Data Additional Appointments | Schools and Z6lleges Tenure Status
Administrative Title |00 No Admin Title peClity Rank 30 Asst Professor =
Special Appnt Tie | Ifadditional datais L o oo 01 06T-2002

available the scroll bar will
Discipline be activated. Data may be Graduate Faculty |No
School [310000000 School of Me{ Viewed by scrolling us_ing Appointment Change Date
Department |31 1652200 Ped - Gastro {f?euaggg\f\?nogrsgv\t/:poﬂ r;/gour Effective Date End Diate
Division 311652200 Ped - Gastro keyboard. 01-0CT-2002 |30-SEP-2007 L

11. Click on each individual tab to view other information.

Faculty Appointment Data

Primary Additional Data Additional Appointments | Schools and Colleges Tenure Status
Special Rank| Special Title |
Hosp Staff Priv | Restrictions |

Original Appnt Date (01-0CT-2002  Appnt Length [12
Termination Date Status Code 101 Regular FT Faculty Status Change Date ’7

-

Updated 27-May-2010 5



Appoint, Change and Terminate (ACT) Documentation
Viewing the Faculty Data Form

Faculty Appointment Data

Frimary Additional Data Additional Appointments | Schools and Colleges Tenure Status

Appointment Details
|310000000 School of Medicine Dean Office||310009200 Minority Health & Research Center||C|01-MAR-2004|[[01- =

Note: to view appointment details click on the appointment you wish to view, or

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

pointrment Data

Appointment Change Date
Effective Date End Date

Click on the PREVIOUS button or NEXT button to scroll between appointment records.
Click the cLOSE button to return to the ADDITIONAL APPOINTMENTS form.

Faculty Appointment Data

Frimary Additional Data Additional Appointments | Schools and Colleges Tenure Status
Establishrment Type Degree Discipline TOF Date
[Foreign University HD 802 Bachelor of Medicine & Surgei 51.12 - Medicine (MD).  |Yes 26-JUL-1991

I ] ||
I ] ]

Faculty Appointment Data

Frimary Additional Data Additional Appointments | Schools and Colleges Tenure Status

Status Track Date Award Date Status Change Date
|Not On Track | ‘ | =

| | ‘ | -
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12. When finished viewing the data, click the CLOSE button to return to your PERSONAL

) Faculty List o )
HOME PAGE, or click on to return to the faculty listing or click on

the ﬁ_ to continue with a new search.

Return to top
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