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INSTRUCTIONS – FACULTY RECORD SUPPLEMENT E-FORM    

LOG-IN to Faculty Record Supplement Form 

1. Connect to VPN.  To establish VPN Connection review link or 
contact your computer consultant: 
https://services.dartmouth.edu/TDClient/1806/Portal/KB/ArticleDet?ID=73771   
 

2. You will receive an email with a link to your Faculty Record 
Supplement (FRS) e-form.  You will need to copy and paste the 
link into one of these compatible browsers: 

o Firefox 
o Google Chrome 

 
3. Use your DND (Dartmouth Net ID) Login and password  

to login to FRS e-form.   
 
 

Faculty Record Supplement Form 

The FRS e-form is divided into four tabs: 

1. General Info and Scholarly Activities 
2. Grants/Fellowships 
3. Teaching and Mentoring Activities 
4. Service and Other Professional Activities 

 

 

The e-form has been prepopulated with some information from prior years.   

 If a field is gray, it is not editable.   
 For editable fields, please review the information to ensure 

accuracy; update as needed. 
 Some fields are blank, which may require you to enter information. 
 Dropdown fields: Click on one of the choices that appear. 

 

 

 

TAB 1: General Info and Scholarly Activities  
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Review Mailing address. If incorrect, click “Please check if address has changed.” and follow the directions. Your 
mailing address will be updated in the Faculty Record Supplement e-form once it is submitted. 

 
 
Scholarly Activities 

Enter current year’s data by clicking the .Add. button located to right side of each section header. A new line will 
appear at the bottom of that section (see image below). 

TIP:  Click the .Add. button several times to add multiples lines. Additional lines will appear at the bottom of a 
section. This will eliminate the need to scroll to the top of each section to add lines. 

 

TIP: The two diagonal lines at the bottom corner of a field indicate the box is resizable.   
Click and drag to resize the field.  This will allow you to read all text typed into the field. 
 
At the bottom of each page, there is a Next button that allows you to move to the next tab in the supplement. 

Click this button to move to the next tab or click the Save Form 
and Continue Later button.  

TIP: Anytime you wish to exit and return to the eForm, you need to click the Save Form and Continue Later button 
and close the browser tab/window by clicking the “X”. To return to the e-form, copy and paste the link you 
received in your email into a compatible browser or contact the Assistant to the Associate Dean. 

IMPORTANT: The e-form session will time out after 30 minutes of 
inactivity. At the 30-minute mark, you will receive a pop-up message 
asking if you’d like to remain logged in. Click Stay Logged In. Any 
information completed during the session will not be saved until the 
Save Form and Continue Later button is clicked. 
 

TAB 2: Grants/Fellowships  
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 All federal grants and fellowships, including non-competitive renewals and multi-year grants, through the 
Office of Sponsored Projects (OSP) are prepopulated. All grants applied for or received are also listed.  

 If grant data is not populated as expected, click .Refresh Grants and Course data. at the top right of page.  
If this does not populate as expected, please contact your Associate Dean’s Office. 

 Any non-OSP grants and fellowships or proposals not supplied by OSP are to be entered in these sections: 
o Grants/Fellowships – Dartmouth Awards (e.g., Leslie, Neukom, Rocky) 
o Foundation/Corporate/Non-Dartmouth – Award and Proposals (e.g., Fulbright, Guggenheim, NEH) 

 

TAB 3: Teaching and Mentoring Activities 

 All Course Information from the Office of the Registrar is prepopulated. 
 If course data is not prepopulated as expected, click .Refresh Grants and Course data. at the top right of 

page. If this does not populate as expected, please contact your Associate Dean’s Office. 
 If you were not a First-Year Advisor, enter an explanation.  

If you were an advisor, please enter student information in the appropriate sections. 

 
Advising and Mentoring Activities 

 Student Name fields: If you begin typing the last name, a dropdown menu of matching names will appear. 
 There are new term fields that need to be populated.  Select "Yes" from the drop-down list for each term 

you participated in advising or mentoring activities.  

 

 There is a new question about Faculty Mentoring:   
Did you mentor any faculty members within or outside your department or program? 

 

TAB 4: Service and Other Professional Activities  

This tab is divided into the following categories:  
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 Professional Activities 
 Department/Program Chair (new category) 
 Department/Program Service 
 Dartmouth Service, which is subdivided into three sub-categories: 

o A&S Committees 
o College Councils 
o Other 

 Upload Resume/CV 

Please review and/or add dates and/or terms as necessary. Select "Yes" from the drop-down list for each term 
you participated in service activities. 

 

Uploading Resume/CV 

Click .Upload. button at the bottom of page to upload 
Resume/CV.  

  

Form Submission 

Upon submission you will no longer have the ability to edit this form. 

When your FRS e-form is complete, click .Submit for Review. button .  

A new box will appear to the right, “Are you sure your Faculty Record Supplement is ready for submission?” 

 Click Yes, Submit for Review button when your e-form is complete.   
 Close the browser tab/window by clicking the “X”.  
 If you click No, you will return to the e-form but it will not be saved.   

Click Save Form and Continue Later to save the e-form. 
 

  


