Academic Forms On-line

Request Non-Salaried Research Positions (Research Associate,
Research Fellow or Associate In in the A.E.S.)

General Guidelines:

This information explains the procedures and routing of requests for
academic appointments under a Research Associate, Research
Fellow or Associate In in the A.E.S. title.

Please refer to Academic Personnel Manual Section APM 355 for
criteria and policy regarding academic appointments under a
courtesy title before you begin.

e Appointments under these titles require a Ph.D.

FOR ASSOCIATE IN IN THE A.E.S. (title code 3050):

¢ Maximum appointment term is two years and can be renewed.

e Briefly describe appointee’s credentials, qualifications and experience
(Specific degree not required)

e Briefly describe nature of project, research, etc.

e Biography form (signed original can be retained in department) or CV

Renewals/reappointments:

o Written approval required to continue/extend appointment beyond
end date

e Submit department letter signed by chair

e Renewal term can be up to two years

e Biography form/CV not required, unless major changes made since
initial request.

Procedures

Initiating Forms:

Administrative Staff may initiate and edit forms for initial appointments or
renewals of appointment, and save drafts.


http://www.ucop.edu/academic-personnel/_files/apm/apm-355.pdf

Staff, Department Chairs and Deans also have access to two additional
tabs, Review and Reports.

First, log into the Forms On-Line system with a campus ID and Kerberos
password.

After initial login, go to the Forms tab in the gold ribbon at the top of the
page.

Forms Review Reports [worFrames]

Each of these functions may be performed by selecting the appropriate tab
in the gold ribbon at the top of the page.

e Select Forms when you want to create a new form

e Select Review when you want to review a form already created and
send it to the next review/approval level

e Select Reports when you want to view all the actions for a particular
type of form for a specific department in a given year.

Under the heading Academic Personnel Forms for Staff select

Courtesy WOS

This link will take you to the template. Fill out all fields and provide a brief
description of the qualifications, position description and funding source (if
applicable). Drop down menus are provided for the Department and Title
fields. Attach a CV or Biography via the final box.

After the form has been filled out, you may save it as a Draft. Drafts can be
accessed by clicking the Review tab at the top of the screen and by then
clicking on either the _Draft’ or _Edit" link.

After the form has been completed, the form must then be submitted. Click
the Submit text in blue at the bottom of the form.

Submit Draft Undo Changes



javascript:StaffChooseForm('DeanAppointment')

This action will send the form to the next level of review, and an email is
generated to alert the person that an action has been submitted to him/her
for their review and action. The screen will ‘reload’ and you will see a copy
of the completed form. You may then save your document to your
computer by clicking Download document at the top of the form. A template
of the form that was filled out may also be created by clicking Template
new reqguest at the top of the form. This feature can be used if more than
one time appointment request needs to be submitted.

Download document Template new request

Once the form has been submitted, it will be routed to your Department
Chair, Dean’s Analyst and Dean for final approval. An email is
generated to the form initiator and all staff in the routing chain
when a final approval has been made.

Reviewing Forms

If you are a Reviewer, Department Chair, Dean or other approving
administrator, select the REVIEW tab in the gold ribbon at the top of the
screen. All reviewer lists may be sorted by the type of form, by specific
department, or by person.

Use the drop down boxes to:

» View Form: to choose a specific type of form
> View Department: to select by a specific department
> View Person: to sort by records for an individual

If no forms have been submitted using the Forms On-Line system, then no
records will appear. The list may also be downloaded by clicking on the
Download Records List next to the update button.

View Action Items View Pending Items [ View All Other Items [
View Form: - View Department: -

View Person: - Include Past Faculty Names [

Update Download Records List




View Action ltems

You may select actions that require your review and submission only by
checking the View Action Items ™ box at the top of the screen, then

clicking the _*° | button. A list of actions for your review will appear

containing the name, status, type of form submitted, last update date and a
more detailed description of the form request. Select the View link at the
right side of the row for the person you would like to review. This will bring
up the form for your review.

Returning a Form for Correction or Information

Users may return the form for additional information by selecting Return* at
the bottom of the form if the submitted form is not complete or if changes to
the form are required. Please note that all returns require a comment in the
Comments field explaining the reason for the return of the form before the
action can occur. An email is generated when a form is returned alerting
the submitter that action is required.

After corrections are submitted, the administrative staff member may then
Submit the form to the Department Chair for review. The Department Chair
may then Submit the form to the Dean's Office staff, or Return* the form to
the administrative staff for further corrections or information. Dean’s office
staff will then review and Submit or Return* the form, then the Dean will
review and either Submit, Approve or Return* the form. Dean’s office staff
may also edit the form for correction. If edits occur, an email alert is
generated to the faculty person and all department staff previously in the
routing chain.

View Pending ltems

You may also view a list of actions you have reviewed and submitted but

have not yet been approved, by checking the View Pending ltems ¥ box

at the top of the page, then clicking the _****| putton. A list of actions will

appear. Note that these actions will show a status of En Route in the Status
column. Select the View action link at the right side of the row for the
person you would like to review. This will bring up the form for your review.
At the bottom of the form you will see [+/-] View Routing History. Click on
the [+/-] symbol to open (or close) a table outlining the routing history of the
form. This table shows the date and time the form was routed to the next




person, if the action was submitted, reviewed, returned, denied or approved
by a user, and where the form currently resides in the routing system. You

may return to your list of actions by clicking the ﬂl button again.

View All Other Items

A list of completed forms may be viewed by checking the View All Other

ltems ¥ box at the top of the page, then clicking the _***® | button. A list of

actions will appear. This will allow you to review all past actions that have
been reviewed and approved and select specific forms if needed.

Creating Reports

Select the Reports tab at the top of the screen in the Gold ribbon.

Review Reports

This will allow you to run reports by department if you are located in a
department, or by College/School if you are located in a Dean's office or
central administrative office. Reports may be created for a particular year,
or for a particular type of report. First, select the department or college from
the drop down menu. For a report on Outside Professional Activities, enter
the year of the report you would like to create. Next, select View, Excel or
Email* to create the report and view it on-line, download it to Excel, or
Email it to another office. Similar reports may be created for other types of
forms.

Junior Specialists

Although the form may not be used for new Junior Specialist appointments it can be
used to view past Junior Specialist appointment forms. From the Review tab click on
the ‘View All Other Items’ checkbox, select additional filters, and then click ‘Update’.


https://academicpersonnel.ucdavis.edu/FormsOnLine/Review.cfm

