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Faculty Information System (FIS): Activities Screen

• Entering information/data 
into the Faculty 
Information System(FIS) 
generates the VPAA-160 
Annual Report for your 
Annual Review

• The following slides 
provide an overview of how 
to enter the information on 
the various Activities in FIS 
that are relevant for the 
Annual Review



VPAA-160 Annual Report: 

You can check the accuracy of your VPAA-160 by clicking “Rapid Reports,” and selecting “Annual Report- VPAA 
160” and the applicable “Start Date,” “End Date,” “File Format” 



I. General Information: Awards and Honors



Awards and Honors:

Enter the information on Awards and Honors:

• Select “Type” such as “Award,” “Honor,“ “Position”

• Enter the information in the required fields: “Award or Honor 
Name,” “Organization/Sponsor,” ”Nominated or Received,” 
“Scope,” “Country,” and “Date Received /Date Ended”

• If applicable, upload supporting documentation in “Upload 
File”



I. General Information:  Faculty Development Activities



Faculty Development Activities:

Enter activities related to faculty development:

• Select “Activity Type” such as “Conference Attendance,” 
“Faculty Development Leave,” “Seminar,” “Workshop,” “Other”

• Enter the information in the required fields: “Title” of the 
development activity, “Country,” ”Sponsoring Organization,” 
and “Start Date/End Date”

• If applicable, upload “Support Documents”

Don’t forget to enter the “End Date” of the 
activity



I. General Information: Professional Memberships



Professional Memberships:

Enter the required information into FIS :

• ”Name of Organization,”  “Organization Type,” 
“Country,” and “Start Date/End Date

Enter the information on the “Scope of Organization”

Don’t forget to enter the “End Date” of 
membership if applicable



II. Teaching: Teaching Innovation and Curriculum Development



Teaching Innovation and Curriculum Development: Summary Screen



Teaching: 
Teaching Innovation and Curriculum Development

Enter the information on activities related to teaching. In 
the drop-down menu “Activity Type” you can select items 
such as:

• Taught Existing Course for the First Time
• Revised Existing Course
• Revised Existing Degree/ Certification Program
• Revised Existing Study Abroad Program

Provide brief “Description of Activity,” upload the syllabus, 
and enter “Start Date” and “End Date”



II. Teaching: Awards, Honors, and Recognition of Students



Teaching: 
Awards, Honors, and Recognition of Students
• Enter the names of students you have mentored/supervised to receive Awards (speech contests, 

university awards, etc.), Honors, and Recognition
• You can also enter names of students for whom you had written letters of recommendation for 

the Award, Honors, and Recognition they received 
• Select the ”Type” of Recognition (“Acceptance to Graduate School,” “Award,” ”Honor,” 

”Internship,” “Student Job Placement”) and Name of the “Award, Honor or Job Placement”
• Give a description of your “Professor Role” such as “Faculty Mentor,” ”Faculty Supervisor,” 

“Instructor,” etc.
• Enter the information in the remaining fields and upload “Additional information [such as letter of 

recommendation] regarding Awards, Honors or Job Placement” if applicable
• Don’t forget to enter the “Date” by when the student was notified of the recognition



II. Teaching: Directed Student Learning (e.g., theses, dissertation)



Directed Student Learning (e.g., theses, dissertation): Summary Screen



Enter the information on activities related to directed student learning. 
In the drop-down menu “Involvement Type” select items such as:

• Undergraduate Honors Thesis
• Supervised Teaching Activity
• Supervised Research
• Dissertation Committee Member
• Master’s Thesis Committee Member

Fill-in the required fields “Student’s Home Department,” Title of 
Student’s Work,”  “Stage of Completion” (Completed, Proposal, In-
Process, Discontinued), “Date Started/Date Completed”

In “Comments” you can provide a brief summary of the activity

Teaching: 
Directed Student Learning (e.g., theses, dissertation)



III. Service: University



Service: University

Enter activities related to University Service:

• Select “Service Type” from drop-down menu:  Department, 
Program, College, University, UNT System

• Select “Position/Role” from the drop-down menu such as 
Committee Chair, Committee Member, à for Committee 
Secretary, select “Other” and fill-in the field “Explanation of 
“Other” Role

• Enter the information in the required fields “Committee Name/ 
Entity,” “Institution,” and ”Start Date / End Date”



III. Service: Professional



Service: Professional
Enter activities related to Professional Service:

• Select “Position/Role” such as “Reviewer Journal Article,“ “Officer 
President Elect,” “Officer Secretary,” “Editorial Board Member”, “Guest 
Speaker,” “Workshop Organizer,” “Other”

• Enter the information in the other required fields: “Organization/ 
Committee/Club,” “Did you perform this activity as part of your UNT 
workload,” and “Start Date/End Date”

• If applicable, upload “Supporting Documentation”



IV. Scholarship/Research: Publications



Scholarship/Research: Publications

Enter the following information into FIS:

• Contribution Type
• Current Status (“In Preparation,” “Not Yet Submitted,” “Submitted,” etc.) 
• Provide indicators of quality if available: Impact Factor, Acceptance Rate, 

Circulation Rate
• Information on authorship
• Journal Name
• Publisher
• City and State of Publisher
• Country of Publisher
• Volume
• Issue Number/Edition
• Page Numbers or Number of Pages
• Word Count
• Was this peer-reviewed/refereed 
• Type of Review: “Blind.” Double-Blind,” ”Editor,” “NR,” “Not sure”
• Upload “Full-text of this item”
• Enter the applicable information: “Expected Date of Submission,” ”Date 

Submitted,” ”Date Accepted,” ”Date Published”



IV. Scholarship/Research: Presentations



Scholarship/Research: Presentations
Enter the following information into FIS:

• Select Presentation Type: “Keynote,” “Invited Talk,” “Paper,” etc.

• Select “Did you perform this activity as part of your UNT workload?”: 
“Yes/No”

• Enter information on “Conference/Meeting Name,” ”Sponsoring 
Organization,” “Location”

• Enter “Presentation Title” and information on “Presenters/Authors” 
(specify ”Role” by selecting  the applicable designation)

• Select the “Meeting Type” (“Conference,” ”Panel,” “Workshop,” etc.)

• Select “Academic or Non-Academic, ”  “Scope” (”International,” 
”National,” “Regional,” “State,” “Local”)

• Specify the “Country” where your presentation was held

• Select “Invited or Accepted”

• Upload the information on the panel/seminar/workshop you 
presented at in “Presentation” (PDF copy of conference program, 
schedule, flyer, etc.)

• Provide the “Website Name” and “Website Address” of the 
conference/ workshop if applicable

• If the conference was cancelled/postponed, you can select the 
applicable “Status”

• Enter “Start Date” and “End Date” (follow instructions in FIS)



IV. Scholarship/Research: Contracts, Fellowships, Grants and Sponsored Research



Scholarship/Research:
Contracts, Fellowships, Grants and Sponsored 
Research

Enter the following information into FIS:

• Select “Type”: “Contract,” “Fellowship, “Grant-Research,” etc.
• Enter information on “Title”
• Select “External or Internal” (Internal are grants from UNT)
• Enter name of “Sponsoring Organization”
• Select level of “Awarding Organization is”
• Select “Country”
• Provide additional information on “Investigators” if applicable
• Enter “Amount”
• Upload the “Award Letter” as evidence of fellowship/ grant 

received
• Select “Current Status”: “Currently Under Review,” Funded,” 

”Not Funded”
• Select “Research/ Project Status”: “Active,” “Pending,” 

“Complete”
• Enter the applicable information: “Date/Expected Date 

Submitted for Funding,” ”Start Date of Funding,” ”End Date of 
Funding”


