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Previewing and Submitting Your Report Overview 

After you have entered and updated all your activities and have completed the Conflict of Interest/Commitment Form, you are ready 
to preview and submit your Faculty Annual Report. If you wish to make changes after you submit your report, you may update 
activities anytime.  
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Previewing Your Report: Option 1 

1. Access your FAR by going to your Home page: Click 20XX Faculty Annual Report (note the year will be updated annually). 
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2. Click Preview. 
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3. The following window will appear.  Select a start and end semester (Spring 2018 and Fall 2018 for your 2018 report for 
example). 

 

4. Click and a pop-up browser window will appear with your report.  This is exactly how your Faculty Annual Report 
will appear to your department chair or dean when they download it. Your COI/COC Form appears at the end of the report. If 

you click , then the printer dialog menu will also open to enable you to print out the report immediately.  
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Previewing Your Report: Option 2 

1. Click on the Vitas and Biosketches on the left-side menu.  

 

2. On the row that says “Faculty Annual Report,” click on the eye icon  on the far right. 
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3. A new webpage will open.  The default Vita Options for report Type (Faculty Annual Report – University) is correct, as shown 
below, but you must select the begin and end semesters of the calendar year to display the correct Date Range for your FAR. 
Change the Begin semester to Spring and End semester to Fall of the calendar year, and  

then click  to update the display of your FAR.  Your COI/COC Form appears at the end of the report.   
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4. Click  to export your report into a Word document or PDF.   It is recommended that you do not share your 
FAR using the Web Link option.  

 

Click  to print out your FAR.  A new browser window will open, displaying your report, then you must use your browser 
menu to print it (i.e., the print dialog menu will not automatically appear).  
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Submitting Your Report  

 

 

To submit your Faculty Annual Report, go to the 20XX Faculty Annual Report page by (1) going to your Home page and clicking on 
the Faculty Annual Report under your Action Items or (2) going to Forms & Reports from the left hand side menu and clicking on the 
20XX Faculty Annual Report under Initiated Activity Input Forms. From this menu (shown above), click on the Submit For Review 
button. If there are unresolved items, a pop-up window will appear asking you to update or complete the required information. 
Otherwise, it will submit your Faculty Annual Report. You can confirm that the FAR has been submitted when it disappears from 
your list of action items on the Home page.   

Even though submitted, you can still update the activities you have reported through the Activities section on the left hand side 
menu. You can also continue to preview your report through the Vitas & Biosketches section of the left hand side menu. Follow  the 
instructions from “Previewing Your Report: Option 2” on page 6 above. 
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