
GRADUATE FACULTY NOMINATION 
 
Select My Client Groups 
Select Show More 
Select Change Assignment 
Search for Employee Record 
 
Action Details – When and Why 
 When does the assignment change start:  Date Dr. Shekhar signed nomination form 
 What’s the way to change the assignment:  Existing Faculty Details Update 
 Why are you changing the assignment:  Membership of Grad Faculty 
 
Continue 
 
Assignment  
 Nothing needs change in this section 
 
Additional Assignment Info 
 Faculty Details 

1. Select the pencil (edit) to update current record 
2. Enter END DATE ONLY (this will be the day before Dr. Shekhar’s signature on the 

nomination form) 
3. Click OK 
4. At the top of Additional Assignment Info section click ADD (right corner) to create 

new record 
5. Enter new start date (do not enter END DATE) 

a. NOTE: the new start date will be the date Dr. Shekhar signed the nomination 
form 

6. Reenter all information from previous record not changing any fields including 
contract dates except the Graduate Faculty field – you will change to MEMBER 

7. Click OK 
 
Continue 
 
Include required attachments 
 
Submit 
 



REQUIRED ATTACHMENTS NEEDED 
 

1. Email from the office of Faculty Affairs 
2. Nomination packet (CV is included) 

 
 
 


