JFR- PATHWAY CHANGE REQUEST
Instructions

1. Login to JFR
2. Click Appt Actions; the system transfers control to the Appointment Actions screen 

3. Click New Appointment Action at the bottom of the screen; the system transfers 
    control to the Create New Request screen.
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4.  Complete the fields on the Create New Request screen; selecting Type: Tenure Track
     Change
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Reguired documents:

Tenure Track Change Effective Date: 1173012007 3 (mm/ddryyyy)

Jeannette Shorey M.D. _Pick/Change
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Associate Professor New Rank: Professor <

ltest
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Letter from the faculty member to his/her Department Chair requesting a change in pattway which explains the reason for
the request

Letter from the Department Chair to the Dean requesting the pathway change

Faculty member's Curticulum Vitae

Pathway Change Request





5. Click Save to save the record.  The system transfers control to the View Request Details screen
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6. Click on Document Templates: Pathway Change Request Template  
[image: image4.png]‘View Request Details. Ve Log]

Saved [Dest]

Type: Tanure Tk Changs Efoctie Do 10z
Staus Soed Do) Tarue Dae:
Facuty. desmette Shorey M.
Recuesing Oeparmert. Kt Fist Reauesting SubDepaiment s it Ll Rock
Corent Patway. Clnca Educto T6) New Pathy: ClnicalEducstor (1E)
Curent Rank: Assoiae Pessor Now Rk Prfeseor
Notes: et
Documert Templtes: Pt Che S
Document Lising oot ugoas:
A Document Form
Fie e —
e [FEC Apporiment Request Leter =]
o] el
DocumentTite DocumentType Upload Date
8 Tenure Track Change Letier Edd Tanure Track Change Ltter Novernber 20, 2007 e}





7. When the window opens asking if you want to OPEN or SAVE the document, click SAVE and select the location on your local machine for the file to be stored.  The file will be downloaded to the location selected.  
8. Open the Pathway Change Request file and complete the form. (Note: 2-page form)
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To bo complted & signed by Department Chair

Faculty Member's Name,__ _
Faculty Member's Department/Division

Current Rak:

Current Pathway —
Dat of this sppointment to curreat razk and pathwvay.

Isthis faculty member already tenured at AMS? YES  NO

History of previous appointments at other institutions — including rank, dates, and yers
inrank.

History of previous promotions at UAMS - including rask, dates, and years in rank:

History of any previous pathway changes o requests here

New Patliway Requested
Tustification for Requesting fo Change to New Pathway

Wihat will this person do going forward which is more consistent with the new pathiway
than the old one? (For example, for a clinical educator, it might be tha the faculty
member will erve as jusior cledkehip director)

Brclose PTE allocation tomplate sheat consistont with new patloway.

Signature of Department Chair
Date:





9. Upload the completed Pathway Change Request document on the View Request   

    Details screen under Upload Document Form section selecting Type: Pathway Change 

    Request.       
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10. Download the applicable Financial Billing Plan and save to your desktop.  (The Financial Billing Plan Template can be accessed from the View Request Details screen or on Useful Links.)  Retain the tab (sheet) for the new track; delete all other tabs (sheets) in the workbook.  Complete the form.
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11. Upload the completed FTE Allocation Form selecting TYPE: FTE Allocation Form.        
12. Upload a current CV as an attachment selecting the TYPE: CV.
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