PEAFACIiE the banner form that maintains faculty rank and tenure datéthin this form the following



1. Click onToolsand selecRank Records
2. PLEASE NOTEEVERhange or delete existing information
3. Toenter new information go back to thEoolsmenu and seledew Date







6. ClickSavelocated in the bottom right hand corner.
7. 1 P Z °~ v]vP Z “Joo }v  WARNING: This facBity*action is
not approvedX _

MESSAGE TO DISREGARD:

8. Click onNext Sectiontwice (located at the bottom left hand cornef the screen) to update
the Decision for Rankield to anApprovedStatus. If it already stateSpprovedno action is
required.

9. OntheA



Step3: Appt or Tenure Records

Click orStart Overand presssoto return to theFaculty Action Trackinblockof the PEAFACTDrm.
Thengo toToolsand seleciAppt or Tenure Records

Clear Record

If employee is moving from a ndanure track position to a Tenure traghosition,please note the
instructions inAppendix A For all othercaseslease follow the below:

1. Go toToolsand seleciNew Date.Enter the below:
a. Enter theNew Action Datethis isthe date of the transaction

b. Enter theProposed Effective &te- this is the start of the academic year regardless of which
semester the faculty will be teaching in.

Create New Action PEAFACT 9.3.11 (TSTR})

Mpap, Artinn Nate

2. Ignore the warning message that appears by clicking into the yellow box with thenbar:



3. Update the information inthe below fields and click save:
a. Appt or Reappt Begin Dateshould be the current academic year.
b. Effective Date



8. ] P Z ~ v]vP Z “Joo }v  WARNING: This facBity*action is not
approvedX _
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APPENDIX A.
Faculty member moving from netienure to tenure position

Follow the above stepEXCEPT for Stepl8stead, dllow the below instructions to update the
Appointment and Tenure Records.

1. GotoToolsand click omAppt or Tenure Records

2. When on this form you will see the most re¢ékppt/Tenure record. Click didext Sectiortwice
to check whether or not the recdrhas an approval status. If there is an appt®tatus, change
the status toNone. ClickSave Then click on th€losebutton to return to the original form.



