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JFR: HOW TO CREATE  

A NEW FACULTY APPOINTMENT 
https://jfr.uams.edu 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NEW FACULTY APPOINTMENTS 
 

ALL new faculty appointments within the College of Medicine 

go through the JFR Process. 

 

There are 3 important phases to getting a faculty appointment 

approved and finalized. 

 

1. The POSITION must be approved 

a. Business plan is reviewed 

See pages 2 - 7 

2. the CANDIDATE must be added & must accept our offer 

a. Candidate info is reviewed 

b. Offer letter info is reviewed & approved 

c. Credentialing packet 

See pages 8 - 12  

3. The APPOINTMENT must be approved. 

a. FIS form submitted for FGP benefits 

See pages 13 

 

Once these three steps have been approved within JFR the faculty 

appointment will be finalized. 

QUESTIONS? 

CONTACT US! 
 

If you have any questions, please contact the 

Faculty Affairs Office at (501)526-5090 

https://jfr.uams.edu/
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CREATING A NEW POSITION 
 

First, click ‘Create Position’ on the left hand menu options. 
 

 
 

This will give you the Add New Position screen shown below, now you 

will need to fill out as much information as possible for the position. 
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CREATING A NEW POSITION 
 

 

Once you’ve put in all the information for the position, then be sure to 

click “Save & Upload” at the bottom.  
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CREATING A NEW POSITION 
 

 

After clicking Save & Upload the screen below will display for you to 

review all position information.  

Click “Edit” to change position info or click “Submit Position” for 

approval. 
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CREATING A NEW POSITION 
 

Once the position has been submitted be sure to upload the appropriate 

documentation for the position. 

 

***The documents required to approve a new position consists of the 

following: 

 

1. Financial Business Plan  
(This templates can be found in the Useful Links  titled Financial Business 

Plan Template - - JFR) 
 
Additional nonessential documents 

1. Staffing Support Letters 

2. Hospital Data 

3. Staffing Support Letter 

4. Research Support Letter 

5. Space Support Letter 

 

Below is a screen shot of the section that allows you to review, upload, 

and remove documents. 
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CREATING A NEW POSITION 
 

Be sure to select the appropriate document type as you 

individually upload the files into the JFR request. 

 
 

Once all of the documentation has been uploaded click the “submit” 

button for the request to go through the approval process. 
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NEW POSITION APPROVAL PROCESS 
 

Once you have submitted the appropriate info for the new 

position it goes through the approval process. The complete 

workflow and the parties responsible for approving each step is 

of position information listed below: 

 

Workflow     Responsible Party 

Save      - Dept. Admin (You) 

Submit     - Dept. Admin (You) 

Leadership Review   - COM CFO  

COM COO 

ICE COO 

ICE CFO 

ICE CCO  

Pending Committee Review - Dean’s Office 

Position Approved 
 

 

 

 

 

 

 

 

 

 

 

NOW that your position is APROVED. 

The NEXT STEP is to 

  

*** ADD YOUR CANDIDATE. *** 
 

SEE THE FOLLOWING PAGES 

QUESTIONS? 

CONTACT US! 
 

If you have any questions at this point about 

position, please contact the Faculty Affairs 

Office at (501)526-5090 or the Dean’s Office. 
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ADDING A CANDIDATE 
 

Click “Add Candidate” to being inputting candidate information. 
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ADDING A CANDIDATE 
 

Now the “Enter New Candidate Info” page will show up (see 

below) and you will need to fill out all the required information for 

your Candidate. 

 

 
 

Then click “Add Candidate” at the bottom of the screen. 
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ADDING A CANDIDATE 
 

Once you’ve added the candidate please follow the Action items in 

the Green Action Box.  

 

You will need to upload the following: 

1. Candidate CV 

2. Offer Letter  
(be advised a template will be available in the document section of the JFR for you 

to edit) 
3. Commitment Support Letter/Email (if necessary) 

 

Once documents are uploaded…click “Submit”. 

 

 
 

 

 

 

 

 

StephensKierion
Highlight



11 
 

 

ADDING A CANDIDATE 
 

Please be advise once the offer letter is approved by the Dean’s 

office and the candidate accepts the offer you will need to log back 

into the system and: 

 

1. Upload the Candidate’s Acceptance Letter (this is the signed 

copy of the offer letter) 

2. Then click “Accepted” at the bottom of the JFR (see screenshot 

below) 

 

If the candidate reject you need to: 

 

1. Click “Rejected” at the bottom of the JFR (see screenshot 

below) 

2. Upload counter offer for approval 

…..or….. 

3. Add a new candidate 

 

This will be located in the Approval Form at the bottom of the JFR. 
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CANDIDATE APPROVAL PROCESS 
 

Once you have submitted your offer letter it will go through the 

approval process. The complete workflow and the parties 

responsible for approving each step for offer letters is listed 

below: 

 

Workflow       Responsible Party 

Submit Offer      - Dept. Admin (You) 

Offer Pending Faculty Affairs  - Faculty Center  

Offer Pending Dean Approval  - Dean’s Office 

Offer Pending Candidate Acceptance - Dept. Admin (You) 

 

Offer Approved 
 

 

 

 

 

 

 

 

 

 

 

Now that your OFFER is APROVED. 

The NEXT STEP is to 

  

*** SUBMIT YOUR APPOINTMENT LETTER *** 
 

SEE THE FOLLOWING PAGES 
 

QUESTIONS? 

CONTACT US! 
 

If you have any questions at this point about 

offer letter, please contact the Faculty Affairs 

Office at (501)526-5090 or the Dean’s Office. 
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SUBMITTING APPOINTMENT 
 

Once you have clicked that the candidate has accepted the offer 

another green action box will show up. 

 

All you have to do now is click the “Submit App. Letter” button 

and the appointment will go through the approval process to be 

finalized. 

 
 

Workflow       Responsible Party 

Submit Appointment Letter   - Dept. Admin (You) 

Appointment Submitted    - Faculty Center  

Appointment Pending VC Approval - VC’s Office 

 

!!!!!! JFR COMPLETE !!!!! 
 

 

QUESTIONS? 

CONTACT US! 
 

If you have any questions at this point about 

appointment letter, please contact the Faculty 

Affairs Office at (501)526-5090 or the Dean’s 

Office. 
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