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Faculty Ac�vity Reports  

The University ini�ates the Faculty Ac�vity Report input period for each semester and no�fies 
the faculty and administrators that the report period is open.   
 
Faculty Review and Approval of Ac�vity Report 
 

 Log into Interfolio via the “Sign in with Partner Ins�tu�on” link for Florida Atlan�c 
University.  Go to My Tasks.  Click the link for the Faculty Ac�vity Report. 

 
 Both the administrator and the faculty will be able to view the ac�vity reports for 

the target semester at this point. 
 
 The ac�vi�es shown are auto populated.  In contrast to Faculty Assignments, 

Faculty Ac�vity Reports should include all overload ac�vi�es.   
 
 Faculty will not be able to enter FTEs for the ac�vi�es listed.  However, they will 

be able to enter ac�vi�es that are not listed but should be.  It is the 
chair’s/director’s responsibility to enter appropriate FTEs for the Faculty Ac�vity 
Reports.   

 
 Faculty and administrators should review the Faculty Ac�vity Repor�ng 

Defini�ons document for full descrip�ons of ac�vity categories. 
  

 The ‘Ongoing’ func�on for ‘End Term’ in the Ac�vity Reports is intended for 
ac�vi�es that will not change from one semester to the next.  The informa�on 
provided at the �me of the Start Term will carry forward to the subsequent 
semester if Ongoing is selected for the End Term.  Note that if Ongoing is 
selected, and ac�vity details are revised during a subsequent semester, the 
revision will retroac�vely modify the informa�on for the prior semester.  This 
may result in the unintended consequence of modifying the prior semester’s 
total FTEs to less than or more than 100%. 

 
 Faculty should be aware that Interfolio provides a way to enter ac�vi�es into the 

system at any �me during any semester.  This func�onality is described in the 
“Ac�vi�es” sec�on of the “Introduc�on to Interfolio” playbook.  The advantage 
of entering ac�vi�es as they occur makes comple�ng the Ac�vity Report more 
efficient by elimina�ng the �me spent recalling or digging up records of ac�vi�es 
performed during the semester.  To use this func�onality, click the “Ac�vi�es” 
link on the le�-hand side of the Interfolio home page.  The entered informa�on 
will automa�cally populate in the Ac�vity Report for the semester in which the 
ac�vity is designated.     

https://www.fau.edu/iea/documents/pdf/faculty180/far-assignment-definitions.pdf
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The Ac�vity Reports include ac�vi�es organized under the following categories. NOTE: 
The ‘Total FTE’ sec�ons throughout the ac�vity report are to be completed by the 
chair/director, not the faculty member.  
 
Teaching shows the course sec�ons taught by the faculty member during the semester.  
Faculty will need to click the ADD buton to confirm they taught the course sec�on.  
When confirming, the faculty will see a form showing “Addi�onal Course Data”.  Faculty 
should not change the informa�on in the form and click the save buton.  If there is an 
error in the Teaching sec�on, faculty should no�fy the chair/director.   
 
Instruc�on Related efforts can include a range of types, such as ‘Other Instruc�onal 
Effort.’  Examples would include pedagogical cer�fica�ons (e.g., ACUE) and par�cipa�on 
on disserta�on commitees.    

 

  
 

 

 

 

Scholarly Contribu�ons and Crea�ve Produc�ons is the category of research that most 
faculty without grants will use.  New research projects can be added by first clicking the 
ADD buton and then using the Manual Input op�on shown below, and selec�ng the 
appropriate scholarly ac�vity (e.g., Journal Ar�cle).  Then click the Con�nue buton. 

 

 

 

 

 

The next step takes the user to an Input form shown below.  If the faculty member is in 
the process of adding a new project (following the process described above), the Input 
form will automa�cally appear.  If recording progress for an exis�ng project, faculty 
should select the edi�ng func�on (i.e., the pencil icon) and the Input form will appear.   
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The system requires that data be entered in each field of the Input form even though the 
data might not yet be determined.  Unfortunately, there is no way to make those fields 
unrequired.  That is a default sec�on in the system, and we do not have edi�ng rights to 
it. Faculty will have to enter something (e.g., TBD), but in subsequent semesters, they 
can edit informa�on in the respec�ve fields as needed to more accurately reflect things.    

 

 

 

 

 

 

 

 

 

 

 

 

 

Complete the Ac�vity Classifica�on form. 

 

 

If 

recording progress for an exis�ng project, faculty should next click the “Manage Status” 
at the top of the Input form shown on the previous page.  A form like the one below will 
appear. 
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If the status of the research ac�vity has changed for the target semester, it will be 
necessary to click the Add buton and enter the new Status, along with the Term and 
Year.    

Grant informa�on entry follows a similar but slightly different sequence of steps.  When 
adding a grant, the following forms will appear:  Input Form, Dates and Funding Periods, 
Funded Accounts, and Ac�vity Classifica�ons.  Each of these forms is unique to grant-
related ac�vity.  For comparison purposes, the following grant-related images are 
different from the forms for Scholarly Contribu�ons and Crea�ve Produc�ons shown 
above.  
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To record progress during the target semester for an existing grant-funded research 
project, follow the sequence described for Scholarly Contributions and Creative 
Productions on the prior pages of this document. 

Service ac�vi�es include four categories: (1) Professional Service, (2) Community 
Service, (3) Other Service, and (4) University Commitees.  Most faculty in the university 
will use University Commitees and Professional Service.   

Different Service ac�vi�es may require different informa�on resul�ng in the need for 
different Input Forms.  For example, below are two Input Forms, one for University 
Commitees and the other for Professional Service. 
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Other Assigned Du�es is the final major faculty ac�vity category.  This category includes 
the following four subcategories: (1) Academic Administra�on, (2) Auxiliary Effort, (3) 
Leave of Absence with Pay, and (4) Release Time.  The Input Form, shown below, is the 
same for all the subcategories.  

 

 

 

 

 

 

 

 

 A�er the faculty member has completed their ac�vity input, the faculty member should 
click the Submit Ac�vity Report buton which moves the Faculty Ac�vity Report to the 
chair/director for their final approval. 
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