
New FAR Step-by-Step Processes- Admin Users 

Accessing and Editing FAR 
 

1. Login into MyWings using your UNF ID and password. 

 

2. Click on the “Staff” tab and select “Employee Self Service”. 

 

 

 

3. Click on “Employee Services” tab. 

 

 

 

 



4. Click on “UNF Administrative Applications”. 

 

 

 

 

 

5. Click on “Faculty Information”. 

 



6. Click on “Faculty Activity Reporting”. 

 

7. Select the Term, College, Department, Faculty Member, and Pay Plan you would like to view/edit 

from the drop-down menus, and then click “Submit”.  

 

8. The FAR data is pre-populated but needs to be verified for accuracy.  If any faculty member 

believes that a standard weight shown for any given activity does not reflect the percentage of 

their effort, he/she may adjust it as long as he/she stays within some general parameters and the 

chair approves. Please refer to the Faculty Activity Report Guidelines for more information. 

 

 



Course Activity Example: 

 

Instruction-Related Activity Example: 

 

Non-Instruction-Related Activity Example: 

 

Sponsored Activity Example: 



The pre-population provides two FTEs, the ‘Unweighted’ and the ‘Weighted’. The Unweighted FTE Total 

does not need to equal 1 and is provided as a reference to the actual amount of effort attributed to 

each activity prior to being weighted. The Weighted FTE is the amount of effort attributed to each 

activity after a standard weight is applied to any activity that is not Auxiliary Effort or Sponsored Activity 

to bring the Total FTE equal to 1. 

To edit the course activity of a faculty member, adjust the number in the text box under ‘Unweighted 

FTE’. 

 

To adjust Instruction-Related Activity, Non-Instruction-Related Activity, and/or Sponsored Activity, you 

will first need to delete the current activity and then add your adjusted activity.  

To delete Instruction-Related Activity, Non-Instruction-Related Activity, and Sponsored Activity, check 

the ‘Delete’ box and click ‘Update’: 

 

 

To add Instruction-Related Activity, Non-Instruction-Related Activity, or Sponsored Activity, choose the 

activity you would like to add from the drop down menu: 

 

Enter the other data elements: 



 

When you click ‘Update’ the item will be added to the FAR: 

 
*Please see comments below on weighting. 

 

Note: If you have missed the reporting window, you will only be able to view the data previously 

entered. 

 

9. Click “Update” to save any current changes if you would like to come back and work on it another 

time. 

10. It is strongly recommended that faculty review and approve their individual FARs. In order for an 

Administrative User to approve a FAR, faculty authorization must be obtained. For example, an 

Administrative User may print out any faculty member’s FAR from the new system, and have 

him/her review and sign the hard copy. The Administrative User can then go into his/her FAR, and 

click on the submit button on behalf of the faculty.  

Weighting 

Unweighted FTE Column 

The Unweighted FTE column of the FAR displays the unweighted FTE calculation assigned to each 

activity. If you make changes to this column, please make sure you make the corresponding adjustments 

to the Weighted FTE Column. If you need assistance in doing this, please contact the Office of 

Institutional Research. 

Weighted FTE Column 

The Weighted FTE column of the FAR displays the weighted FTE calculation. This is the column that will 

be used for reporting purposes and the sum of this column MUST EQUAL 1. An even weighting factor is 

determined using the following algorithm: 

       (1 - (Sponsored Research FTE + Auxiliary Effort FTE))       _ 

(Total FTE - (Sponsored Research FTE + Auxiliary Effort FTE)) 

 

The weighting factor is then applied to all activity except Sponsored Research and Auxiliary Effort to 

make the Weighted FTE equal to 1. Please note, Sponsored Research and Auxiliary Effort should not be 

weighted. If you make changes to you FAR and need assistance re-weighting the FTEs, please contact 

the Office of Institutional Research. 


