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College of Business 

Faculty Success Guide 
This guide will explain how to enter data into Faculty Success and help determining where to store 

specific activities.  The sections of this guide mirror the main sections of Faculty Success (excluding the 

Promotion and Tenure section): 

¶ General Information 

¶ Instructional Activities 

¶ Scholarship/Research/Creative Activities 

¶ Professional Development and Recognition 

¶ Service Activities 

¶ Faculty Annual Self Evaluation and Planning Reports 

Each of these main sections is broken down into subsections and contains screen shots and instructions 

for entering the specific type of activity. For a basic overview of the different screen types and buttons, 

consult the Faculty Success Introduction Guide at the Office of Institutional ResearchΩǎ ǿŜōǎƛǘŜ ŀǘ 

https://uca.edu/ir/faculty-success/guides/. 
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On the following pages you will find information on what to fill out in each subsection.  Fields 

that are part of the Faculty Annual Self-Evaluation and Planning Report are highlighted in yellow.  At the 

beginning of each subsection, this document will list any fields in the screen that are updated by the 

Office of Institutional Research (OIR) or by your department chair/ dean.  Fields highlighted in green are 

fields that your college specifically collects on various reports, such as for accreditation agencies. 

General Information  
The General Information section is the first section under the main menu.  This section includes the 

following subsections:

I. Personal and Contact Info 

II. Administrative Data - Permanent Data 

III. Administrative Data - Yearly Data 

IV. Academic, Government, Military, and Professional Positions ς External to UCA 

V. Administrative Assignments ς Internal to UCA 

VI. Education 

VII. External Connections and Partnerships 
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I. Personal and Contact Information 
OIR updates the following fields: First Name, Middle Name, Last Name, Suffix, E-mail Address, Date 

of Birth, Gender, Race/Ethnicity, U.S. Citizen or Permanent Resident?  

 

 

 

 

 

 

 

 

 

Office Location: 

Adcock International House 

AETN 

Arkansas Hall 

Baridon Hall 

Bear Hall 

Bernard Hall 

Brewer-Hegeman 

Buffalo Alumni Hall 

Burdick Hall 

Child Study Center 

College of Business 

Conway Corporation Center for 

Sciences 

Doyne Health Sciences Center 

Estes Stadium 

Farris Center 

Harrin Hall 

HPER Complex 

Hughes Hall  

Irby Hall 

Laney Annex 

Laney Hall 

Lewis Science Center 

Main Hall 

Mashburn Hall 

Mathematics & Computer                  

Science 

McAlister Hall 

McCastlain Hall 

Meadors Hall 

Physical Therapy Center 

Prince Center 

Schichtl Studio Arts 

Short/Denney Hall 

Snow Fine Arts 

Speech Language Hearing Center 

Stanley Russ Hall 

State Hall 

Student Center 

Student Health Center 

Thompson Hall 

Torreyson Library 

Wingo Hall 
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I. Personal and Contact Information (continued)
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I. Personal and Contact Information (continued)
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II. Administrative  Data ɀ Permanent Data 
OIR updates all fields on the following screen. 
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III. Administrative Data ɀ Yearly Data 
OIR updates the following fields: College, Department/Academic Unit, Faculty Rank, Tenure Status, 

Graduate Faculty, Date of Last Rank Promotion, On Leave? Leave Start Date, Leave End Date 

Department Chair/Dean updates the following fields (indicated with a red R): AACSB: Normal 

tǊƻŦŜǎǎƛƻƴŀƭ wŜǎǇƻƴǎƛōƛƭƛǘȅ όŎƘŜŎƪ ŀƭƭ ǘƘŀǘ ŀǇǇƭȅύΣ !!/{.Υ tŜǊŎŜƴǘ ƻŦ ¢ƛƳŜ 5ŜŘƛŎŀǘŜŘ ǘƻ ǘƘŜ {ŎƘƻƻƭΩǎ 

Mission, AACSB:  Qualification (2003 Standards), AACSB: Sufficiency, AACSB: Teaching Classification, 

AACSB: Does this faculty member have a join appointment with another department or another 

institution? AACSB: Qualification, Brief Description for Basis of Qualification 
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II I. Administrative Data ɀ Yearly Data (continued) 
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II I. Administrative Data ɀ Yearly Data (continued) 
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IV. Academic, Government, Military and Professional Positions ɀ External to UCA 

 

  

Experience Type: 

Academic ς Post  

   Secondary 

Academic ς P-12 

Professional 

Military 

Government 
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V. Administrative Assignments ɀ Internal to UCA 
Administrative assignments are those for which a faculty member is paid all or part of her/his salary 

from an administrative salary line and which take the place of at least half of her/his normal 

instructional load. A 12-month appointment is also often associated with such an assignment. 

 A one-course reassignment to act as coordinator of Freshman Writing or to be graduate program 

coordinator in a department would normally be considered a service activity rather than an 

administrative assignment. Faculty in such roles are normally paid as full-time faculty and most often 

remain on a 9-month contract. 

 Academic department chair, director of a university program (e.g., UCA Core) or other academic unity 

(e.g., Student Transitions), and associate dean of a college are all examples of administrative 

assignments. 

       

 

  

Scope: 

College 

Department 

University 
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VI. Education 
OIR updates the following fields:  5ŜƎǊŜŜΣ 9ȄǇƭŀƴŀǘƛƻƴ ƻŦ άhǘƘŜǊέΣ CL/9 /ƻŘŜΣ LƴǎǘƛǘǳǘƛƻƴΣ [ƻŎŀǘƛƻƴ ƻŦ 

Institution, Terminal Degree, and Year Completed 
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VI. Education(continued) 

 

  

Honor/Distinction: 

Cum Laude 

Magna Cum Laude 

Summa Cum Laude 

Egregia Cum Laude 

 

 

 

{ŜƭŜŎǘ ά¸Ŝǎέ ŦƻǊ 

highest degree 

earned. 
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VII. External Connections and Partnerships 

 

   

Activity:  

Field Trip 

Fundraising 

Recruitment 

Service Learning 

Speaker 

Other 

 

 

 

 

 

 

 

Activity Description:  

Arts & Culture 

Business Development 

Community &              

Economic Development 

PK-20 Education 

Human Development 

Governance and Policy 

Science and Tech. 

Communication & Public 

Relations 

Public Health & Safety 

Environmental Issues 

Other 
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VII. External Connections and Partnerships(continued) 
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Instructional Activities  
The Instructional Activities section is the second section under the main menu.  This section includes the 

following subsections: 

I. Scheduled Teaching 

II. Evaluation Results 

III. Reassigned Time 

IV. Academic Advising 

V. Directed Individual Student Learning (e.g., independent study, theses, dissertations) 

VI. Directed Group Student Learning (e.g., field experience, service learning, study abroad) 

VII. Curriculum Development 
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I. Scheduled Teaching 
 OIR updates all fields on the following screen. 
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II.  Evaluation Results 

 

 

  

Store teaching 

evaluation pdfs here 
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III. Reassigned Time 
Department Chair/Dean updates all fields (indicated with a red R). 

 

 

 

IV. Academic Advising 

 

  

Terms: 

Fall 

Fall six months 

Spring 

Spring six months 

Summer 
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V. Directed Individual Student Learning (e.g., independent study, theses, 

dissertations)                   

 

  

Outcomes: 

Artistic Performance 

/ Exhibit 

Presentation 

Publication 

Other 

 

 

 

Stage of 

Completion: 

Completed 

In Progress 

Proposal 

 

 

 

 

 

Involvement Type: 

Dissertation Committee Chair 

Dissertation Committee Co-Chair 

Dissertation Committee Member 

Doctoral Advisory Committee Chair 

Doctoral Advisory Committee Member 

Honors Thesis Advisor 

Honors Thesis Committee Member 

Honors Tutorial Advisor 

Independent Research Advisor 

Independent Study Advisor 

Internship Advisor 

Master's Examination Committee Chair 

Master's Examination Committee Member 

Master's Thesis Committee Chair 

Master's Thesis Committee Co-Chair 

Master's Thesis Committee Member 

Study Abroad Advisor 

SURF Advisor 

Teaching Activity Supervisor 

Other 
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V. Directed Individual Student Learning (e.g., independent study, theses, 

dissertations) (continued) 

 

  

https://uca.edu/ir/faculty-success/guides/


Version 5  November 4, 2021 
https://uca.edu/ir/faculty-success/guides/.  Page | 23 
 

VI. Directed Group Student Learning (e.g., field experience, service learning, study 

abroad) 

 

 

 

  

Type of Activity: 

Field Experience 

Group Research 

Service Learning 

Study Abroad 

Other 

 

 

 

 

 

 

 

Stage of 

Completion: 

Completed 

In-Progress 

Proposal 

 

 

 

 

 

Outcome: 

Artistic Performance 

/Exhibit 

Presentation 

Publication 

Other 
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VII. Curriculum Development 
 

 

  

Type:  
Existing Course Redesign: Compensated 

Innovations in Course Content / Presentation 

New Course Creation/Delivery: Conventional 

New Course Creation/Delivery: Online 
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Scholarship/ Research/Creative Activities  
The Scholarship/Research/Creative Activities section is the third section under the main menu.  This 

section includes the following subsections: 

I. Publications 

II. Presentations 

III. Grants and Contracts 

 

I. Publications 
Contribution Type Options:
Art Works in Publication 
Article in Academic Journal 
Article in In-House Journal 
Article in Professional Journal 
Article in Public or Trade Journal 
Book Review 
Book, Nonfiction 
Book, Novel 
Book, Play 
Book, Poetry 
Book, Scholarly-New 
Book, Scholarly-Revised 
Book, Short Fiction 
Book, Textbook-New 
Book, Textbook-Revised 
Chapter in Scholarly Book-New 
Chapter in Scholarly Book-Revised 
Chapter in Textbook-New 
Chapter in Textbook-Revised 
Conference Proceeding 
Instructor's Manual 
Interview 
Law Review 
Magazine/Trade Publication 
Manuscript 
Material Regarding New Courses/Curricula 
Monograph 

Music Composition 
Newsletter 
Newspaper Article 
Newspaper Editorial 
Nonfiction in Anthology 
Nonfiction in Online Journal 
Nonfiction in Print Journal 
Photography in Publication 
Play in Anthology 
Play in Online Journal 
Play in Print Journal 
Poetry in Anthology 
Poetry in Online Journal 
Poetry in Print Journal 
Regular Column in Journal or Newspaper 
Research Report 
Short Fiction in Anthology 
Short Fiction in Online Journal 
Short Fiction in Print Journal 
Software 
Software, Instructional 
Study Guide 
Technical Report  
Translation or Transcription 
Working Paper 
Written Case with Instructional Material 
Other
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I. Publications (continued) 

 

 

Reference 

page 25 for 

options. 

 

 

 

Engagement Activity Type: 

Professional Engagement 

Activity 

Academic Engagement 

Activity 

 Red star means 

field is required 

for this activity 

to display in 

reports 
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 I. Publications (continued) 

 

 

  

AACSB Classification: 

Basic or Discovery Scholarship 

Applied or Integration / Application Scholarship 

Teaching and Learning Scholarship 

 

Additional 

author(s) can 

be added by 

clicking here. 

 

 

 

 

Student Level: 

Undergraduate 

Graduate 
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I. Publications (continued) 

 

 

 

Current Status: 

Work in Progress 

Submitted 

Revising to Resubmit 

Not Accepted 

Accepted 

Published 

 

 

For PRJs this should 

ōŜ ƳŀǊƪŜŘ ά¸ŜǎέΣ 

other publications 

should be marked as 

appropriate. 
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