6 University of

Academic Program Quality Ceniral

Florida

Faculty Qualifications Management System (FQMS):
Reviewing an eFQMS Form

The Electronic FQMS Form

The University of Central Florida is committed to employing high quality faculty members to achieve standards of
excellence. The institution is required to justify and document the qualifications of its faculty as part of its
accreditation process under the Southern Association of Colleges and Schools Commission on Colleges
(SACSCOC); in particular, to demonstrate compliance with SACS Comprehensive Standard 3.7.1 (Faculty

Competence).

The certification of faculty teaching qualifications exists as an online form—the electronic Faculty Qualifications
Management System (FQMS). Some of the key features of the electronic form include degree information
automatically populating from PeopleSoft, required fields built into each page, and comments being kept in the

history of the form at every review level for future reference.
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Recommended/Supported Browser Requirements

v

AN

Firefox 24, 30

Internet Explorer 9, 10, 11
Safari 6, 7

Chrome 35

Logging In

Log in through MyUCF (Staff Applications>>> Campus Solutions) to access PeopleSoft.

Accessing the FQMS Main Page

Click Main Menu>>>FQMS Custom>>>FQMS eForms Home Page

Main Menu

Search Menu:

Depariment Seff Senice
Manage GT eForms (eFQMS) Home Pag
Self Service

Manager Self Service
Workforee Adminisiration
Workforce Development
Enterprise Leaming

Fi Custom

SetUp HRMS

SetUp SACR

Worklist

cooooeoeorooro

pdated. Only forms

il be sccessible

[

Reporting Tools
CS&T Custom
PecpleTaols
COM Gustom
CSA Custom
EPAY

v e e v e e e e e e e e e v e e v w

Reports ’
Setup »
FQMS Worklist

FQMS Cusiont
GRAD Custom
HR Custom
FQMS eForms Home Page
eAPD Hole Page

Housing Applications

momP D

ISC Custom

SF Custom 3
SR Gustom 3
UCF Processes '
UCF Webcourses ’

Federated Logout

e e e R B B R R

My Persanalizations

My Dictionary
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Getting Started: the FQMS Home Page

Fawvorites - Main Menu - » FOMS Cusiom = > FQOMS eForms Home Page

) Home Page

This option displays forms pending review

Click here to begin a new Teaching
Certification

Select this option to work on an eFQMS
form that needs to be updated or
withdrawn. eForms that have been saved or
placed on hold can also be retrieved through
this menu option.

Electronic Faculty Qualifications Mgmt System (eFQMS)
v Work the items that have been routed to you.
Start a Mew eFQMS -
Start a new eFOMS, which will then be routed o the appropriste approvers.
Resubimit. Change, or Withdraw an eFGMS F
P hiake chanpes to an =FOMS that has besn regycled or needs to be updated. Cnby fom
that haws not had final approwal or been processed into the system will be accessible
/|  Viewan eFGMS F
=k, View a submitted eFOMS, including information about its handling so far. This is area
¥

Choose this option to see the form’s status
in the workflow or to view a submitted
eFQMS form
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Viewing the Worklist

The Worklist shows a summary of all the eFQMS forms in the designated reviewer’s folder.

Worklist for

Deetail View

Ergm

Lance Tomei
Mehin Rogers
Mehin Rogers
Mehin Rogers
Lance Tomel
Lance Tomei
John M McGuire
John M McGuire
Nancy A Stanlick
Mancy A Stanlick
Lance Tomei
Lance Tomel
Lance Tomei
Chuck Reilly
Mancy A Stanlick
Chuck Reilly
Chuck Reilly
Lance Tomei
Lance Tomei
Lance Tomei
Chuck Reilly
John M McGuira
Foard Jones
Jean Leuner

Jean Leuner

Date From
040172013

032972013
03/29/2013
03/292013
037282013
03272013
02252013
03/222013
03/2112013
037212013
01972013
03182013
031872013
031502013
031472013
02052013
03052013
030472013
0272212013
0272212013
0272002013
0211872013
0211412013
02132013
02132013

Work ltem
Evaluate Form

Evaluate Form
Evaluate Form
Evaluate Form
Evaluate Form
Evaluate Form
Evaluate Form
Evaluate Form
Evaluate Form
Evaluate Form
Evaliiate Form
Evaluate Form
Evaluate Form
Evaluate Form
Evaluata Form
Evaluate Farm
Evaluate Form
Evaluate Form
Evaluate Form
Evaluate Form
Evaluate Form
Evaluate Farm
Evaliiate Form
Evaluate Form

Evaluate Form

Work List Filters:

Worked By Activity
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing
eForm Routing

eForm Routing

Priority Link
~ |[EQMS TC: Mitchell *

~ EQMS TC: Miler

« |FQMS TC: A
* EQMS TC

EQMS

QM3 TC: Suh Jonatha
- |[EQMS TC: Vie Stephanie

* FQMS TC: Roozen, Kevin

EQMS TC: Tavlor, Vicky
 EQM3 TC: George, Staven
* FOMS TC: Tavior, Vicky

w* FOMS TC: Richardson, Kathleen

- FQMS TC: Gibbe, Didi

« EQMS TC: Raghavan Seaths
« |FQMS TC: Pefring, Glenna

« |EQMS TC: Stewart Daniel

- EQMS TC Abreu-Shaw, MNaline
- |[EQMS TC: Xia Jun

* FQMS TC: Cartar, Shawn

- FQMS TC: OKeefe, Danial

« |[EQMS TC: Galura Sandra

Clicking any of the blue
underlined links will take the
reviewer to that eForm.

The Priority drop-down
menu allows the
reviewer to set the
urgency of reviewing a
particular form.

Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign
Reassign

Pressing Reassign
allows the reviewer to
send the form to
another person in the
same role.
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Evaluating a Teaching Certification: Page 1

A reviewer can make changes to the form or
continue to the next page by clicking Next. He or
she can make comments in a designated section at
the end of the eForm.

Departments or programs develop statements of
good faculty teaching qualifications practices within
their respective teaching discipline(s) to provide an
appropriate context for
review, called Discipline 3
Descriptions (DDs). It is Lesasssssssnsssssssnssanad
important that the reviewer/approver become
familiar with the unit’s discipline description. Each
discipline description is available at the following
link: http://afia.ucf.edu/fq/fqteaching/dd/

Step 1 of 4. Enter Tea

Section 1: Teaching A

*CIP Code:

Level*
8 Baccalaureate
Scope of Eligibility*

Broad Eligibility

_) Restricted Eligibility

Guidelines at-a-glance

Means of Qualification

% Degree Alone

Level*
Baccalaureate
Scope of Eligibility*
® Broad EI igibility
) Restricted Eligibility

Gasdelines at-s-glance
Means of Qualification

O] Jegree Alone

Complete ng
Comment” fizld to be included wat
FOMS Org:

Personal Information

Empl 1D Fi

ssignim

Add Teaching Certification

Ssignment
h this form.
College
rst Name Last Name: eForm ID
ent Information Find F 10f1 L
Q 2=
Find F 2of2 L:
Throughout the eForm, sections
O GraduatefFirst Professional will have an “add” or “delete”
button symbolized by an
Qualified to tesch sppresimately 5 or more courses in dissipling addition or subtraction sign. This
fied to teach approsimately 4 or fewer courses in discipii feature allows the user to add
entries to an existing section.

) Other qualifications

) GeaduateFirat Profesaional

o

CQusified

! Other qualifications

) Master's degree equivalency

to teach spprocimately 5 or mare courses in discipline

to teach spprovimately 4 or fewer courses in disc

Master's degree & 18 hours

Proposed Thesis/Dissertation Committee Role(s)
Will apply through CGS abilty to:  [] serve on TC [ Chair TC

Grad Faculty Criteria [ serve on bc [l chairbc Clwa

=< Search
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Evaluating a Teaching Certification: Page 2

Add Teaching Certification

Step 2 of 4: Enter Degree and Coursework

Complete

n form below

ny relevant comments in the "Your

e Teaching Certific

Comment

id to be includ: is. form.

FQMS Org
Personal Information

Empl ID: First Name: Last Name eForm ID:
[ check here if the faculty member has no degree

Current Degree Information

Degree Institution Country Major Graduation Date
[0 1 Associste of Ars BCC USA
[0 2 Bachelorof Arts UCF UsA
a of Arts UCF Usa
B 4 Doctor of Philosophy University

Section 2: Qualifyin

Find First of Last
3=
Institution: Country Q
High alify egree(s, Find First of1 ‘b Last
%=
Degree major/program Degree: Degree confer date
¢ "
Dissertation/thesis title:
Additional information or area of specialization
- snnnde aman
F .
H Section 2
.
Ltasssssssssssassnnasnnnnas
Section 3: Qualifying Coursewerk Find First ‘&' 10of1 Last
+ -
Institution: Country: QL

Qualifying Coursewor Find First 'A' 1of1 ‘&' Last
Course prefix & number: Course Title: Hours: ¥ Hour:
e O
Comments:

Choose associated discipline(s)
CIP Code

O 1 44.0401

Descripfion

Puiblic Administration

Semester Hour Summary
CIP Code
1 44.0401

Caleulate
Description Total

Section 3

Public Administration
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Evaluating a Teaching Certification: Page 2

If master’s degree equivalency was selected as the means of qualification at the undergraduate level for any of the disciplines, then

section four will appear on the second page of the form.
In the absence of a completed master’s degree, a concentration may also be established via acceptable documentation confirming that
1.) as part of the individual’s doctoral or terminal degree program, master’s degree equivalency was achieved AND 2.) at least 18
graduate semester hours in the teaching discipline or related discipline have been successfully completed (see the UCF Minimum Faculty
Teaching Qualifications Guidelines at-a-glance at http://afia.ucf.edu/files/MinFacTchQuals at-a-glance.pdf for more information).

Section 4

O

Certification of Mazter's Level Equivalency

Based on a review of the faculty memier's official doctoral or terminal degree transenpt. (s)he achieved master's
degree equivalency. Master's degree equivalency requires the successil completion of coursework, equivalent in
amount and rigor to that of & typical master's degree program, in a program that requires knowledge of the
tergture of the same or similar discipline. In addifion, the coursework ensures ongoing student engagement in
reseanch andfor appropriste professionsl practice and treining experience. (Mote: At least 18 graduate semester
hours in the teaching discipline or a related discipline must be listed in Section 3.)
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Evaluating a Teaching Certification: Page 2

If Other Qualifications was selected for any teaching discipline or level at the beginning of the form, then this section will

appear below Section 3.

Please make sure that appropriate, relevant experience is provided in the sections allotted and that the narrative section
properly addresses how the professional experience relates and sufficiently prepares the faculty member for the teaching
assignment in lieu of academic credentials.

Section 3 Other Qualifications

Choose associated discipline(s)
CIP Code

O 1 44.0401

Description

Scholarly track record in the field

Public Administration

Contract/grant work in the field

Date From Date To

n i O

Work experience in the field

Year
= Year To OR Present

1 O

Organization

Professional licensure and certification in the field

Year Diescription

Honors, awards, competencies, achievements in the
field
Year Description

OR Present Funding agency

Example: During the period from MMWDDMN ™YY to
MWM/DDN ™Y, professor X had Y pubdicstions in A, B, C,
kinds of jowrnals and'or research.

Description of contract/grant

Personalize | Find | View All | 2| (& First

Personsfze

Perzonzsfze

Personalize | Find | View a1l | Y| = First ‘&' 10f1 &/ Last

1of1 "} Last

Title i...,...r .................

Connection of other qualifications and teaching assignment

Please dearly describe the relationship between the qualifications listed in Section § abowe and the proposed tesching assignment from Secfion
1.

When necessary to "make the case." please describe the course content and/or expected leaming outcomes of the course(s) that will be
assigned to the faculty member. If the faculty member is qualified based on work experience in the field. describe his'her relevant job duties and
explain how they relste to the intended teaching assignment.

It is important to make a clear and compelling case. Do not assume the reviewer is familiar with the discipline. Explain relevance and
significance of the accomplishments, as sppropriste.
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Evaluating a Teaching Certification: Page 3

The reviewer can
open and view the
supporting
documentation.

Reviewers can use this
area to add general
comments or explain the
specific reason for
decision especially if
Recycled or Denied.

p

Evaluate Teaching Certification

Step 3 of 4: Evaluate Supporting Documents

If the form meets your approval, chck Approve. If you want the onginator to make changes and
resubmit the form, enter an explanatory note and click Recycle. If the form should not be executed
click Deny, which will stop processing of the form

Enter any relevant comments in the “Your Comment™ field to be mcluded with this form
FOMS Org:
Personal Information
Empl 1D:

First Name: Last Name:

b Check to confirm an official transcnpt (U 5. equivalency evaluation and copy of transenpt for non-U_S. degree) is on file for all qualifying

d in Section 2 and 3

degrees and course

eForm ID:

Storage Location:

Note: The transcript must be legible, if not | .
Pressing the Approve button is

your electronic signature
recommending approval for the
next level of review in the

Check hera if you are sending a legiblg

File Attachments

1-Transcripts®

The Deny button should be
reserved for instances where
a case cannot be made for
the faculty members
teaching qualifications.

workflow.

Comments << Pravious

Your Comment:

The Recycle button

[l sendsthe FQMS form
back to the originator
for changes/edits.

omment History:

Selecting Hold will
save the form for
later review.

Clicking the Save button will

save any changes or comments

associated with the eFQMS
form.
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Review Decisions on the Teaching Certification
Selecting Yes or No to the review decisions on the previous page is the final “step” in the review process.

©)

If you select Approve

Approve this form? (20002,26)

The form will be sent on to the next approver for evaluation, or, if you are the final approver, the form will be loaded into the system. Please use the comments box for any additional information

Yes No |

o

o

If You select Deny

Are you sure you want to deny this form? (20002 24)

Denying an action permanently ends form processing. The forrn will be archived.

Yes Mo |

If you select Recycle

Recycle this form? (20002,25)

Recycling a form sends it back to its originator for changes. When recycling, you should give directions in the Comments section that will help the originator make acceptable changes.

Yes Mo

o

If you select Save

Save this information? (20002 64}

If you choose Yes,' this information will be immediately saved to the PeopleSoft system. Ifthis information is not yet ready to be saved, choose "No.

Yes | Ma
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FQMS Reviewer and Approver Checklist
v" Does the selected CIP code coincide with the intended teaching assignment?

v' Are the appropriate teaching levels selected for each discipline (CIP code) identified?

v" Should any teaching restrictions be listed on the form?

v' Is the correct means of qualification selected for each teaching level?

v Is the highest qualifying degree listed (in addition to any other qualifying degrees, if applicable)? Does the information listed match the
transcripts?

v' If “other qualifications” was selected on page one, was work experience in the field (and/or any other applicable fields) included in
section 5 on the form? Does the connection of other qualifications and teaching assignment narrative make a clear and compelling case
for the faculty member’s teaching assignment in lieu of appropriate academic credentials in the discipline?

v' Are supporting documents attached to support all of the faculty member’s qualifications (e.g., transcripts for every institution attended

and claimed on the form, resume/CV, etc.).
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