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This manual is meant to serve as an introduction and guideline to
the basic aspects of Faculty Success. This document will go over the following:

e Lloggingin

e Task List

e Home Tab

e Main Menu

e Fields

e How to add and delete items

Summary & detail screens

For detailed, college-specific guides that help you to enter data, consult the Faculty Success Guides page
at the Office of Institutional Research’s website at https://uca.edu/ir/faculty-success/guides/.

Login Page: myUCA

Faculty can access Faculty Success from the myUCA portal. Log in to myUCA using the same password

used to log in to your office computer and e-mail. Navigate to the Roles tab and select the Faculty page.
The Faculty Success icon, as shown below, should be visible. Click on the icon and you will automatically
log into Faculty Success.
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Staff any favorites.
Cuen wie swan winany task to add it here.

| UCA Library Blog | UCA Police | UCAeduAtoZ | UCAAlert Contact Info
View updated information including Learn policies and safety tips at UCA View an indexed list of sites at uca edu Update your contact information for the
o0 research tips, library services, new Palice's official webpage " University's emergency alert system
resources, hours, and events o UCAAlert
- T @ w O O GO
| Update Personal Info | Vector Solutions I Voter Information | Watermark Faculty Success
Change your personal information in <s7 Vector Access the online training platform for ' Check your v P Access UCA's secure online database
Self-Service K the university = &/ register to vol for faculty activities, annual reporting,
= l;' ballot, and le: and more (formerly Digital
elections o Measures)
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| Zoom Video Conferencing

Access Zoom for Education to join or

ZOOIT hostan online meeting
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Home Tab
After logging in, the first is the “Home Tab” where you will see the Task List & To-Do menu and where
you can manage activities. This list is not required to enter activities.

hibversity of
o
@ vecome e

Test Test

n Y= Tasks & To-Dos
Home Once items have been reviewed or completed, they will be moved to Complete.
Sl Click the From the Home Tab,
=Y
by i S “Completed” Button  FEESS®SE Selecting the “Add

Ankara da Bulunan Cografi isaretli Gida Uriinlerinin Gida Giivenlig

to view Rejected

Ankara from the Perspective of Food Safety and Sustainability)

Activity” button takes

= Journal of Tourism and Gastronomy Studies kject Publication
CV Imports . . o ege
Publications. you back to the Activities
“ Possible Duplicate Publication Found und July 2, 2025 .
® - Database Main Menu.
Reports ResearchHub TechnologieWync. Reject Publication
% New Publication Found Found March 6, 2025
Recueil des Cours, Collected Courses, Vollyge 399 (2007)
Brill Reject Publication
. ‘-
% New publication Found Click the blue icons Found March 6, 2025 CIICk the ReJeCt
;Ee:u:lrt:es Gours, Colleted Courses, Volume 399 (2007) t (o) “ E d |t & s ave Reject Publication P u b | I Ca t IO n “
’

% Possible Duplicate Publication Found A p p rove or R eJ e Ct Found January 30, 2025 b u tt on tO reJ e Ct
corresponding the corresponding
ulilfesitan? publication.

Add Activity

Selecting “Add Activity” opens a page with several sections as seen below, each with a list of screens
where activities/data can be viewed, entered, and modified. Clicking on each of the blue links takes you
to that activity screen. Illustrations of the different activity screens are seen in detail on the college
guides.
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@ Select Activity Type

@ Add Details

Top Activities

0 2

Faculty Development Activities

Media Appearances and Interviews Attended

e do

Professional Memberships Public

All Activities

Q search Activities

Each link in blue

will take you to a

£

Licensures and Certifications

B

Awards and Honors

Each link in blue will
take you to a different
activity screen. This is

comparable to the old

menu

different activity

General Information screen.

Academic, Government, Military and Administrative Assignments - Internal to
Professional Positions - External to UCA UCA

Media Appearances and Interviews

Instructional Activities

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

Academic Advising

Curriculum Development

Scholarship/Research/Creative Activities

Publications Presentations

Professional Development and Recognition

Professional Memberships Faculty Development Activities Attended

Licensures and Certifications

Service Activities

University College
Professional

Student Activities

Public Consulting

Version 6.0
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External Connections and Partnerships

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

Grants and Contracts

Awards and Honors

Department/Academic Unit

Non-Credit Instruction Taught

September 9, 2025
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Faculty Annual Self-Evaluation and Planning Reports

Other Instructional, Scholarship, Annual Teaching Goals Annual Scholarly Goals
Professional Development, and Service -
Not Reported Elsewhere

Each link in blue will

Annual Professional Development Goals Annual Service Goals Archived Reports

take you to a different

activity screen. This is
comparable to the old

Application Narratives Evidence Binder menu

Promation and Tenure

Recommendation Letters

My profile

The listed pages below can only be found in the “My Profile” section of Faculty Success. Clicking on each
will take you to a different activity screen.

e Administrative Data - Permanent Data
e Administrative Data - Yearly Data

e Education

e Scheduled Teaching

e Evaluation Results

e Reassigned Time

e Summary Evaluation

University of

°
Central Arkansas e 2

G ‘Qgearch ‘ l SEARCH | Search Tips CUSTOMIZE DISPLAY

Test Test

ON®) Show categories with no records in profile

A » Personal and Contact Information

Home

& ~ Permanent Data
MyPDmlEIe

o The listed blue links can
CV Imports .

B » Yearly Data only be found in “My

" Sy
p o , Edueation profile”. Clicking on each

will take you to a
, Scheduled Teaching different activity screen.

» Evaluation Results

» Reassigned Time
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Fields

Clicking on a purple link in the main menu, directs you to the corresponding activity screen, in the case
below, the Personal and Contact Information screen. Fields that cannot be changed are called “Locked”
fields and are identified by the lock icon. Generally, fields with rectangular text boxes can be edited.

Firgn Hame &

e e This field is

—— “Locked” and can’t
be modified.

Lirs| Marsay

Caltix &

Angrsutiee Marr Tou Pubiis Undse (9.9, in seglicined name), i any
Wi Acdddrewn <
BT U T

Bilding Whens Four Offics s Locates

‘Di#fica Bosm Humber

Cifice Phone

Qe PToE ATEaCanE Gt P Presio Crttice Prang Sutlia

Department Fhone

Department Phone Arescods Department Phane Fralia Departmant Phane Suffis
Fax

Fan Areaods Fas Prafia Fan Sulfis

Date of Birth

Marih i Day & Yeardl

MacaEthneity B @

LB Cinizen o7 Permanen Resident ? i These fields can be

modified.

Bried Brography (30 Woets e Fawar)
B I B » n -

Taaching interastis)
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Note: If you believe the “Locked” information is incorrect, please contact Amber Hall, Director of Institutional

Research and UCA’s Faculty Success University Administrator, at amberh@uca.edu or 501-450-3663.

Adding Items

Some screens, called summary screens, show individual items which are activity entries for a given

category in the main menu. In the summary screen of a category, such as University, items can be seen.

Some items can be added by the user and some like those in Scheduled Teaching are imported by the

Office of Institutional Research. When adding, editing or viewing an item individually you are directed

to the detail screen. The below is an example of items in the summary screen of the University category.

When creating items, be very careful with dates. Dates are used in reporting and should be accurate to

when the items contents took place. Also dates should encompass the entire length of the item, an item

should NOT be created for each year. For example, if you are on a committee as a member for two

years, create only one item with a two year length and not two items each with one year time spans.

You only need to create a new item if data in the item other than the date changes. For example, if your

role changes from member to chair of the committee then a new item should be created for this change

with the start date as the date of the role change.

Clicking the item allows you to edit the record, saving this edited record will permanently change the

data it contained. (i.e. changing the status of a publication from “under review” to “accepted”).

If you

want to keep the old record but create a new one with only a few changes, use the “Duplicate” button

(i.e. changing the role on a committee from “Member” to “Chair”). The “Compare button” compares

two or more records. After clicking to add, edit or duplicate an item you’ll be directed to the detail

screen for that item where you can type in information.

l Q search.

Filters: None

l I SEARCH l Search Tips  Rapid Reports

COMPAR

DUPLICATE

[)  COMMITTEE/PROGRAM/ORGAN. N~ v MONTH,STAR. =~ DAY,STARTD.. =~ VEARSTART.. =~ MONTHENDD.. v DAV,ENDDATE ~

O Faculty Senate

Faculty Emeritus/Emerita
Gommittee:

o ember items. To compare, you must select the

Compare Icon: Compares two or more

o oneer records (2 or more) by clicking the records’

Duplicate Icon: Copies the item and creates a

o duplicate record. Use this when changing critical

o : parts of the data. To duplicate you must first

o select a record by clicking the record’s check box.

o Othe Memb:
Clicking “Add A New Item”, “Duplicate”,
“compare” or clicking the item to edit brings
you to the detail screen on the next page.
Version 6.0

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

VEAR,ENDDA.. ~

SELECT COLUMNS

Click this to “Add a
New Item.”

Click this to “Select or
Unselect desired

Columns”.

September 9, 2025
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Deleting Items

To delete an item, navigate to the summary screen containing the item. Shown below is the
“University” summary screen, containing the item to be deleted. To delete the item, click the checkbox
on the right-hand side of the screen (highlighted in the below example) related to that item and then
click the “Delete” button. This will trigger a prompt that will ask if, you are sure. Review the checked
item to ensure it is the one you want deleted, if it is click OK.

lQSeavch_. ] [ searcH ] SearchTips  Rapid Reports m
DELETE DUPLICATE COMPARE SELECT COLUMNS &« >

fa] PROGRAM/ORGAN.. ~  POSITION/ROLE ~  EXPLANATION.. ~ MONTH,STAR.. ~ DAY,STARTD.. ~ VEARSTART.. =~ MONTH,ENDD. ~ DAY,ENDDATE <~ VEAR,ENDDA. ~

O Faculty Senate Senator August 2019

Faculty Emeritus/Emerita
Committee

O Unhersty Resesen Counc 4 Second click the “Delete” icon to

Megoe

delete the item you have checked.
First click the checkbox b i

Member 2014

to select the item you

Program Director June 2022

would like to delete.

Member January 2019 September 2021

Faculty Senate President August 2018 2019
O Faculty Senate Secretary August 2017 September 2019
O Faculty Senate Senator August 2015 August 2019
O Other Member August 2016 December 2076

Are you sure you want to delete this record?
This action cannot be undone.

ol

This prompt
should appear,
make sure you

have the correct
item checked then
click the “delete”

button to delete

Detail Screen
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Below is an example of a detail page for an item in the University screen. You navigate it by clicking on
the Home Tab, then select “Add Activity”. Remember that dates should be inclusive of the entire item

@ 2

Wiicome sl From the Home Tab, Selecting \
the “Add Activity” button takes
you back to the Activities

Test Test

A} Y= Tasks & To-Dos

Home Once items have been reviewed or completed, they will be moved to Complete. Data ba se M ain M enu.
ToDO COMPLETED
&
My Profile
% New Publication Found Found July 2, 2025

Ankara da Bulunan Cografi Isaretli Gida Uriinlerinin Gida Givenligi ve Sirdirile bilirik
Deg i Indicated Food Producst in

o
Ankara from the Perspective of Food Safety and Sustainability)

"
(& Journal of Tourism and Gastronomy Studies Reject Publication
CV Imperts
% Possible Duplicate Publication Found Found July 2, 2025
(_L,,D test
Reports ResearchHub Technologies, Inc. Reject Publication
% New Publication Found Found March 6, 2025
Recueil des Cours, Collected Courses, Volume 399 (2007)
Brill Reject Publication
% New pubiication Found Found March 6, 2025
TEST title
Recueil des Cours, Collected Courses, Volume 399 (2007) Reject Publication
% rossible Duplicate Publication Found Found January 30, 2025
Test
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Add Activity

University

SAVE ACTIVITY

° Select Activity Type ~ ———— Add Details

Fields marked with * are required.

Activity Details

Save item and

return to the
Summary Screen

If “Other” is T ——

I

ever selected
‘Was this pro bono?

Return to the Summary

it should be [

Screen without saving.

accompanied Served Ex-Officio?

by a

Responsibilities/Brief Description (30 Words or Fewer)

description. B iU XX

Brief Description of Key Accomplishments

B i U x* x 1

Note: For activities that are/were only on one day, leave the start date blank and specify
the end date. For activities that you started but have not yet presently completed,
specify the start date and leave the end date blank.

Start Date

Month Day  Vear
End Date

Month Day Year

\ JCC ]

Click here to expand

this text box to full
screen.

D a t es are essen t | a I t 0 ts, LLC and its affiliates. All Rights Reserved. Sitemap | Terms & Conditions | Privacy Policy | Accessibility Policy

Faculty Success.
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