OVERVIEW

ADMINISTRATIVE TAB OVERVIEW

PURPOSE

The portal on the Admin tab is used for posting administrative appointments academic employees may hold
in addition to another academic appointment. For example, a Professor may also hold an appointment as a
Dean, Provost or Department Chair. For the purposes of this database, appointments to the following titles
are considered to be administrative appointments which would be posted on the administrative appointment
screen:

Chancellor Assistant Director Provost, Acting Provost
Executive Vice Chancellor Dean, Acting Dean Department Chair, Acting Chair
Faculty Advisor Associate Dean Program Chair

Director, Acting Director Assistant Dean Dept Vice Chair

Associate Director Faculty Asst to the VC EAP Director

CARRY FORWARDS

Each employee with a current administrative appointment will have a new administrative record created
each July 1. These records are called Carry Forward records. They are created to allow for accrual of
service counts and to make reporting easier. Carry Forward records will be created centrally by the data
base manager. Appointments with a posted end date after the current academic year will be carried forward
to the next academic year. Appointments with a posted end date which is on or before the end of the
current academic year will not be carried forward.

ACCESS

Departments have access to administrative appointments for their faculty only. If you have a business need
to know the details of an administrative appointment outside your unit, call your academic division office,
or APO.
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