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High Level Workflow
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Update Curriculum Faculty Self Supervisor | Faculty Revision (if | Faculty Comments
Vitae Evaluation Comments applicable) |
eReview/Update eFaculty receives eSupervisor applies eSupervisor eFaculty enters

personal information email to begin rating and receives final comments
and preloaded data. process. approves/denies resubmission and submits.
eEnter any e After submission, goals. email. eFaculty, Supervisor

accomplishments from Faculty and eFaculty receives eSupervisor and Chair receive
review year. Supervisor receive email with approves/denies completion email.

emails. instructions for goals.

next step. eFaculty receives
email.

« The Faculty Management System has two components that
faculty will use on a regular basis — Electronic CV and Annual
Performance Review.

 The data in the CV feeds the accomplishment sections of the
Annual Performance Review.

{I) Rl ISH Rush is a not-for-profit health care, education and research enterprise comprising Rush University Medical Center, Rush University, Rush Oak Park Hospital and Rush Health.



Accessing the Faculty Management System
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There are three ways to access the Faculty Management System

1. Desktop Icon - When logged in at Rush, faculty
have access to a green desktop icon called: “Rush
University Faculty Management System”. The
default browser is Internet Explorer

2. RUFaculty.rush.edu — If you would like to use a
different browser or you are not at your Rush
desktop, you can type RUFaculty.rush.edu into any
browser.

3. Email Link — If you are doing your Annual
Performance Review, you will receive an email with
a link.
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Faculty
Management
System



http://www.rufaculty.rush.edu/

Access Page
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You will need to sign in using your Rush credentials. Depending on the
browser you use whether you are inside the Rush network, the format might
be slightly different.

!“E 8 = signin L
P QO | A conshes w| = £
Q
——
: What's the Wi-Fi? Stay safe the next time you connect to free public
‘ networks with these simple steps.
Please col ntact the Help Desk at 2-HELP {2-4357) or help@ edu with Is5ues or g ,&.Utheﬂﬂ[ﬂtlﬂﬂ Requwed x
https://sso.rush.edu requires a username and password.
 UserlD and password User Name: | misic
 Rush\UserID and password Password; | """

 Email address and password

Log In Cancel



Faculty Summary Page

Donny Test, MD

Current Actions
@ Event

Annual Performance Review

Appointment

@ Department

Rush Medical College, Anesthesiology, Pain Management

Preferred Contact
(@ Description
Work email

Office Phone

%+ Phone

312-042-1111

%+ Date

2018-07-31

%+ Track

Non-Tenure

%+ Email

donny@rush.edu

%+ Status
In Process
4 Current Rank %+ Eff % Hire
Assistant Professor 07iD1/2015 07/01/2015
Assistant
(@ Description & Phone
Preferred Address
Office
1234 W Harrison

Chicago, IL, United States 60611
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Editing Donny Test
View Profile
% Link
View in Workflow
4+ End % Retired % Status Type
nia nfa Primary
4+ Email % URL

 When you use the icon or type RUFaculty.rush.edu, you will land on the
Faculty Summary page.

This page is a summary of information from other pages and cannot be
edited.

The Annual Performance Review can be accessed from the Current
Actions at the top.


http://www.rufaculty.rush.edu/

Demographics
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Summary
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Donny Test

Faculty Summary
Personal Demographics Appointment
Addresses & Contacts @ Department 4+ Track
Faculty Classifications Pain Management Mon-Tenure
Center/Institute

|____Documentation

Curriculum Vitae
Preferred Contact

-- Education

Ak
-

) Description
-- Leadership Training

-- Academic Appointments

-- Non-Rush Academic
Appointments (Previous &
Current)



Curriculum Vitae

-- Education

-- Leadership Training

-- Academic Appointments

-- Non-Rush Academic
Appointments (Previous &
Current)

-- Administrative Titles
-- Employment

-- Certification/Licensure
-- Board/Specialty

-- Hospital Privileges

-- Honors and Awards

-- Leadership Service and
Leadership Positions

-- Professional Society
Memberships

-- Teaching

-- Consulting Experience
-- Community Service

-- Clinical Excellence

-- Committee and Administrative
Service

-- Funding History

-- Scientific and Scholarly
Activities

-- Scopus - Import Publications

--- Bibliography - Self Entered
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Adding Entries into CV

{U RUSH UNIVERSITY

Scientific and Scholarly Activities

Please add any current ar previous Scientific and Scholarly Activities that you wish to display on your CV. Add new information by clicking on the + sign.
Delete existing records by clicking the - sign.

Patents &

) status 4+ Status Date 4 Name/Description 4 Hyperlink/URL & Patent Number(s) & A
Presentations &
O Type 4+ Presentati 4 Presentation End Date 2 Description 2 Additior

Click the green + icon to
open data input pages



Adding Entries into CV

Edit - Scientific and Scholarly Activities

Patents
* Status
* Status Date
* Name/Description
Hyperlink/URL

Patent Number (5)

Additional Explanation

| Save I Save & Add Another I Cancel |

{J RUSH UNIVERSITY

Enter appropriate
information

* Denotes a required
field

Take care with entering
dates, there are
different types of date
fields (i.e. 01/01/1900,
YYYY)

Click “Save” to go back
to data summary page
Click “Save & Add
Another” to continue
data entry



Adding Entries into CV
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. . . e Editing Donny Test
Scientific and Scholarly Activities View Profile

Please add any eurrent or previous Scientific and Scholarly Activities that you wish to display on your CV. Add new information by clicking on the + sign. Edit existing information by clicking on the pencil.
Delete existing records by clicking the - sign.

Patents &) =
O status ¢ Status Date ¢ Name/Description ¢ Hyperlink/URL ¢ Patent Number(s) 4 Additional Explanation 4 s
Awarded 01/01/1900 Test Patent 7@

- Pencil icon allows editing
- Red minus sign deletes the
record



Accessing Annual Performance Review Pages
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Click the “View in Workflow” link on the Faculty Summary page

Current Actions

@ Event + Date & Status + Link

Annual Performance Review 2018-07-31 In Process View in Workflow

Click the link the in email you received

From: donotreplyfms

Sent: Monday, April 30, 2018 11:35 AM

To: Faculty Affairs

Subject: ACTION REQUIRED: FY18 Faculty Performance Evaluation Due

Dear Sally,

As was the case last year, the annual faculty performance review process will be completed using the Faculty Management System. All faculty
will have a formal review conducted by a supervisor.

The first step in the review process is for each faculty member to complete a self-evaluation. Since the Faculty Management System now has
a Curriculum Vitae (CV) component, the annual performance review pages have been enhanced to automatically populate with the
achievements that have been entered in your Faculty Management System electronic CV. It is recommended that you begin your self-
evaluation by updating your electronic CV with your accomplishments for the review year.

To begin your self-evaluation, please click on the CV link at the end of this email to access your CV pages and login using your Rush credentials
to access the system. If you wish to go directly to your annual performance review, there is also a link for that below. You can always access
your CV Faculty Summary page through the Faculty Management System icon on your desktop.

The deadline for completing all evaluations is July 1, 2018.

If you have further questions, please contact the Office of Faculty Affairs at Faculty Affairs@rush.edu. Do not reply to this email.

Annual Performance Review Link
CV Link




Session Timeout!
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Timeout Warning! b

Your system will time out in 5 minutes. Save
your work frequently.

g

Acknowledge ‘
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Demonstration
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Questions?
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