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1. Once you have logged in 
to FARS, click
Administration,  which is 
located on the left side of 
the screen. 

2. Click Administration that 
is nested in 
Administration.
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3. Click Approve Faculty Input
under Activity Input.
4. Change the date range to cover 
your report items. 
5. Select PAR from the dropdown 
box Workflow Form.
6. Select Refresh Report.
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7. Look for the report you want. To view, click the view icon, which is an eye symbol. 

Please note that for PAR reports, you need to select a PAR report with “(Required)”. For 

example, “(Required) Faculty Professional Activities Report 2018-19”. 

4



Office of
Institutional Research

8. You will see the number of faculty members who have submitted the PARs.
9. To view who have submitted and who have not, click on the view icon.   
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A list of faculty with submission status similar to the picture below will appear. 
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10. To email faculty, click the mail 
icon. 
11. To view the report as the 
faculty member, click the view 
icon under View and Approve.
12. To view a printable version, 
click view icon under Printable 
Version or click the printer icon 
under CV Version.
13. To export as a PDF file, click 
the PDF icon. 
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Thank You
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