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APPOINTMENT ACTIONS 
 

An Appointment Action is a change to a current faculty appointment. 
Appointment actions can be any of the following:  
 

• Percent Time/Salary Change 
• Secondary Appointment 
• Promotion from Instructor to Assistant Professor 

---take note Promotion requests for advanced rank (Associate 
Professor or Professor) as well as tenure request are all required to go 
through the annual Promotion and Tenure Retreat that is held in late 
Fall. Questions about this please call the Faculty Center @ (501)526-
4661 

• Separation Action (which are terminations or voluntary resignations) 
---Patient letters can be started with this appointment action 

• Tenure Track Change 
 
Below is a list appointment actions for faculty members whom NOT paid 
by the College of Medicine and a Financial Business Plan is not required. 
These are: 
 

• Locum (Contract) 
• Adjunct Appointment 
• Academic Only Appointment  

(these faculty members are paid by ACH, ASH, CAVHS and NCTR) 
• Regional Programs Appointment 
• NW Campus Appointments (Paid and Adjunct) 

 
 

https://jfr.uams.edu/


 
APPOINTMENT ACTION SCREEN 

 
Role: NW User 

 

Click “Appt Actions” 
  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Click “View” to review the details of any appointment action. 
 

 
 
Click ‘New Appointment Action’ to create a new appt. action. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Choose the appropriate request “Type”. 
1. Percent Time/ Salary Change  

(…for current faculty who need to change their percent time or any salary 
changes) 

2. NW Campus Paid Faculty  
(…for all paid faculty and executive leadership position) 

3. NW Adjunct  
(…for all adjunct request) 

 

 

 
 

CANDIDATE FORM SCREEN 
 

 



 
Click “Save”. 
(All request included a required documents section) 
 

 
 

 
REQUIRED DOCUMENTATION 

The required documents for regional program and NW 
appointments are: 

1. Faculty CV 
2. Letter from NW Director 
3. Letter to P&T Committee 

(only for advanced ranks: Associate Professor & Professor)  
4. Recommendation Letters  

(only for advanced ranks: Associate Professor & Professor) 
 

 
 

 
 
 



 
 
 

SUBMITTING APPOINTMENT ACTION 
 

Click “submit” for request to go through the approval process. 
 

 
 

 
The workflow is the process of approval all NW appointment actions go 
through before being finalized and approved. 
 
 
 

NW Appointment Action Workflow 

Save        – (NW User) 
Submit        – (NW User) 
Dept. Approval      – Dept. Admin (NW User) 
Faculty Affairs Review/Approval  – Systems Admin 
Dean Review/Approval    – Dean’s Administrator 
Vice Chancellor Review/Approval  – VC’s Admin.  
Request is Approved     – Appt. Action Complete 

 


