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Appendix II Process

Task
Department

“Manage Appendix IIs” Dashboard
Manually enter the basic Appt info into Appendix II form: then salary 

components will auto-fill & calculate
Create multiple App IIs for all salary scenarios

Dean’s Office Review salaries in system and approve or reject for edits/resubmission

Department
“Review Appendix IIs” Dashboard

Dept Reviewer will select which App II to send out to faculty for 
acknowledgement, can be done in batch processing. Only one App II 

version can be in acknowledgement progress at a time

Faculty Receives email with direct link to view and acknowledge
Has access to view their past records

Chair Can batch acknowledge all Appendix IIs and they become “Final”

Academic Personnel AP enters final Appendix II in UCPath

Department As advancement decisions are announced, Dept routes updated App II for 
UCPath entry

System archives old version as “superseded”

System Final Appendix IIs are archived in the system with transaction history
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Dashboards
https://fsns.ucdmc.ucdavis.edu/ Must be on the VPN to access the website

Dashboard Menus

Manage Appendix IIs:
Dept Admin will create/edit App IIs & route for Dean’s Office

Dean’s Office / AP:
Dean’s Office will review/approve,  AP will mark when entered in UCPath

Review Appendix IIs:
Dept Reviewer will select which approved App II to route to Faculty

My Appendix IIs:
Faculty Dashboard - to acknowledge App IIs and view history

Sign Appendix IIs:
Chair Dashboard - to complete Dept acknowledgement and finalize

Presenter Notes
Presentation Notes
This is the website’s main menu. Please note that users need to be on the VPN to access the site.
This is the list of all the available Dashboards. If you have access to a dashboard, it will be a dark blue hyperlink. If you don’t have access, it will remain greyed out.



Department or Presentation Title   4 

Dashboards, Roles and Workflow

Dashboard: “Manage Appendix IIs”
Role:     Dept Administrator
Duties:  Create, draft, modify & ROUTE 

 all App IIs to the *Dean’s office
Status label: “Draft” not routed

Appendix IIs for Chairpersons will automatically route to 
the Dean’s Office for finalizing after the Chair 

acknowledges their own App II. 

Faculty Acknowledgement
Dashboard:  My Appendix IIs
Dept Approver ROUTES a single 

App II for faculty acknowledgement

Status label: “Faculty Review”

Dashboard: “Dean’s Office/AP”
Role:     Dean’s Office Approver
Duties:  Reviews all salary info &

 approves/rejects
Status label: “Dean’s Office Review”

*Internal Medicine will route to a Division Reviewer
before moving to Dean’s Office

Dashboard: “Review Appendix IIs” – Division Review

Role:        Division Reviewer

Duties:   Review and ROUTE App IIs to Dean’s Office
         May reject / send back for corrections if needed

Status Label: “Division Review”

Dashboard: “Review Appendix IIs”
Role:    Department Router
Duties: Decide which Dean approved

  App II to ROUTE for Faculty
  Acknowledgment (1 at a time)

Status label: “Dean Approved”

Chair Acknowledgement
Dashboard:  Sign Appendix IIs
Once Faculty acknowledges, it will auto-route 

for Chair Acknowledgement in the “Sign 
Appendix IIs” Dashboard for finalizing. 

Status label: “Chair Review”

View Only Roles
Allows individuals to check the 

status, transaction history and view 
Appendix IIs.  Cannot create, 
modify or route Appendix IIs.

Presenter Notes
Presentation Notes
This is a workflow diagram, and each box outlines and explains the Dashboard, Role type, and Duties. It also shows Status Label assigned to the Appendix II when it’s at each location.  
As a side note – Internal Medicine will have one extra step for division review before it’s submitted to the Dean’s Office and additional training can occur for that, but follows a similar workflow.  
There is a view only role available, in the event you have admin that need to see App IIs or track them, but don’t need access to editing capabilities.
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Manage Appendix II Dashboard

Selected Fiscal Year:
Will default to the next FY on January 1st in 
preparation for processing new Appendix IIs for 
budget season. 
You can change the drop down to other FYs if needed.

Click the “+” sign 
to add a new or 
add’l Appendix II for 
this faculty memberFaculty names will preload from a 

live UCPath Department Roster

Last Name, 
First Name

Last Name, 
First Name

2026-27

Presenter Notes
Presentation Notes
This is the Manage Appendix II Dashboard for Dept Admin to create/edit and route Appendix IIs. We will show you screenshots for creating an Appendix II.
The Selected Fiscal Year in the top left will default to our current Fiscal year, until January 1st, then it will default to the next fiscal year as we approach budget season.
Faculty names pre-load using the most current faculty roster from UCPath (checks for new or separated faculty). If a faculty does separate, their records will still be available in the archive. Please note: for faculty currently in the appt process, you would need to wait until they are active in UCPath to create Appendix IIs in this system.
Create a new appendix II, click on the plus sign on the right which will take you to the entry page.

If you want to look at past year’s app IIs, use the drop down of selected fiscal year to select.
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Creating an Appendix II Form for July 1st 
Salary Effective Date:
Auto populates with 7/1/XX of 
current fiscal year until Dec 
31st, then will auto populate 
with 7/1/XX of next fiscal year 
on Jan 1st. 

You can also reference the 
salary scale being pulled.

*For October 1st App IIs, you’ll need to
type in or use the date picker to change
to 10/1/20XX. This determines which
salary scale is used.

Appointment Information:
Complete all areas in the 
yellow circle first.

See next slide for more…

Last Name, First Name    123456789

07/01/20262026-27

Presenter Notes
Presentation Notes
After you click to create (or edit),your screen will move to the next page as you see here.  similarly, the Salary effective date follows the default settings to auto-populate the date – it will be 7/1 of current fiscal year until January 1st, when it will change to default to 7/1 of the next fiscal year to prepare for budget season. This is to capture the largest percentage of App IIs, but if you need to edit the date, you simply use the calendar picker.
The Employee Information: name, EID, Dept/Div. and Current Title of the primary appt info is pulled in from UCPath.  This is to quickly crosscheck as you begin to enter the appointment Information below. Take extra care for Reg/IR appointments to ensure you’re recording correctly, as only the primary appt will show in that “current title” field.
To begin, Fill in the blank appointment information for this Appendix II’s salary scenarios with series/% Time/rank/step).
Series 2 fields will not “open up” to fill-in until top row is all filled (this is just a programming requirement)
You will see that the % Total FTE auto-calculates as well.
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Creating an Appendix II Form (slide 2)

Select the Scale (0-9) and enter 
the Total Faculty Salary (X+X’+Y)

This information, along with the 
Appt information entered above, 
will calculate and auto-populate 
the salary information. 

If <100%, prorated values will also 
populate.

Administrative Appt:
If there is salary associated with  
administrative appointments, you 
can add here to see a Total Annual 
Salary (Faculty +Admin)

Presenter Notes
Presentation Notes
As you scroll down the page, the next portion is entering the salary information. You only have to enter the Scale and Total Faculty Salary (Base +Y), the system will then populate and calculate the component breakdown below. If this is not a half step, the increment row will say “n/a”. If pre-approved, you also have the ability to manually add an off-scale or edit the comp rate code for the negotiated Y if it is pre-approved by the D.O. to be a firm Y that doesn’t reduce when ranged.  If the % time is less than 100%, it will populate the prorated values as well.
So as you can see, this upper portion outlined in yellow will only be the Total Faculty Salary of Base plus Y. The system does the calculation using the salary scale numbers and finding the difference for the negotiated Y.
If there is Admin Appt salary associated – select “yes” and then enter the appointment type (you can add multiple), comp rate code, dollar amount and any detail notes. 
The system will then calculate a “Total Annual salary” amount that includes both the Total Faculty salary + Admin salary.
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Creating an Appendix II Form (Slide 3)-

Other areas on the Appendix II entry

Administrative Appointment:
If there is no Admin Appt, leave as “no”

VA Appointment:
If there is VA Appt with Salary information, enter it here. 
It does not get calculated into the UCDH Appendix II 
Total Faculty Salary, it is for reference only.

Notes:
Notes entered on the Appendix II form will be saved on 
the Dashboards          icon, also viewable on the export 
to excel. 
• Good to use if creating multiple versions per faculty

when there is a pending action.
• The notes do not save on the Appendix II view if

you open it to edit later.

“Save Edits” will save but leave you on the screen
“Save Edits & Return…” will save and return to your 
Dashboard
“Cancel” will leave the page without saving

This Appendix II is for a  potential 1.5-step plus merit to Step 4, eff. 7/1/2026

Presenter Notes
Presentation Notes
If the faculty does not have an admin appt, leave it as “no” and continue down the page. If there is a VA appointment, you can add it here, just like on the old Appendix II form, but this is just informational, it does not allow for super specific 8ths with decimals or calculate into the UCDH faculty salary.
Lastly, there is a notes section that is not required, but is encouraged if you need to explain why there are multiple Appendix IIs – example, if you produce a non-advancement appendix II because the decision hasn’t come back, you also prepare appendix IIs for a 1, 1.5 and 2 step advancement options. These notes are saved in the system but not on the Appendix II form directly.  These notes will export to excel.
Once you’ve completed entry, you can save the appendix II using the buttons at the bottom, or cancel out if you were just viewing it and don’t want to save anything new.
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Appendix II PDF - Draft

Draft PDF highlights the areas that were 
entered or auto-populated.

Presenter Notes
Presentation Notes
Here is a view of what the PDF draft. It has the Draft watermark and the blue highlights showing which fields were added or populated.
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Manage Appendix II Dashboard
-Action Icon Legend

Preview 
Appendix II

Edit Appendix II View Transaction 
History

View Notes Retract Delete 
Appendix II

View as PDF, 
can save a copy

Make changes 
before routing or 

after it’s sent back 
for edits from the 

Dean

Tracks the 
who, what, when

Notes entered 
on Appendix II 

are saved here, 
not on the App II 

form

Retract any routed 
Appendix II prior to 
“final” and returns 
to your dashboard 

level as “retracted”

Delete Draft
 Appendix IIs

Last Name, 
First Name

07/01/2026 Draft / Not 
Routed

Presenter Notes
Presentation Notes
After one Appendix II is created for a faculty member, a new line below the blue header with the faculty name will be added. Now you will have access to the Action icons.  Here is a description of what each icon means.
Retract Icon - Use if you've routed something and realize you need to pull it back for edits or to send something different.
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Process Selected:
To batch process, check all you’d like to route and then 
click “Process Selected”

“Draft / Not Routed” Appendix IIs
Once you’ve entered your Appendix IIs, you should verify 
accuracy with the export to excel feature (you must display “all” 
and show all filters).
You can route Drafts (or “retracted”, “Dean Rejected”) App IIs to 
the *Dean’s Office for review & approval (they may send back for 
edits)
*Note: Internal Medicine App IIs will first route to Division Reviewer, who will route to
Dean’s Office or reject back to you for edits (“division rejected”)

Manage Appendix II Dashboard

Last Name, 
First Name

Last Name, 
First Name

07/01/2026

07/01/2026

07/01/2026

Draft / Not 
Routed

Draft / Not 
Routed

Draft / Not 
Routed

Presenter Notes
Presentation Notes
On your Manage Appendix II Dashboard, you will see all of the Appendix IIs you’ve created.  You can also change filters to see customize which statuses show. You won’t see notes at a glance, but you will likely be able to tell which Appendix II is for which salary scenario, based on the Rank, Step and Total Annual Salary. Or you can click the view notes icon.
After creating all of Appendix IIs and they are ready for the Dean’s Office review, you can batch process everything.  Please note, the Dean’s Office would like to see all budgeted salary scenarios up front, to eliminate the back and forth later after advancement decisions come through. This is the same as was previously outlined similarly in the salary spreadsheet instructions.
Again, side note that Internal Medicine’s Dept Admin will route their drafts to a Division Reviewer step first – the Division Reviewer will review in their “Review Appendix II Dashboard” then batch route to the Dean’s Office for approval.
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Dean’s Office Review

 Dean’s Office will review all Appendix IIs
 The Dashboard status will be “Dean’s Office Review”

 If edits need to be made, they will add a note and reject the App II.  It will move back
to the Manage Appendix II Dashboard for edits and resubmission.
 The Dept Admin will receive an email notification that the Appendix II has been returned for

correction and will show on their Dashboard as “Dean Rejected”

 If approved, the App II moves to the Review Appendix II Dashboard; ready for the
Department Reviewer/Router to choose an App II to send for faculty acknowledgment

Presenter Notes
Presentation Notes
Once the department submits their Draft Appendix IIs to the Dean’s office, the status will show “Dean’s Office Review”.  They will review and either approve or reject for edits.  If rejected, they will add a note and the draft will return to the Manage App II dashboard for edits, then resubmission. And email notification will be sent to the Dept Admin.
If approved, the Appendix II will move to the next step, back to the Department on the Review Appendix II Dashboard for the Dept Router.
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Review Appendix IIs Dashboard
This is wehre the “Dean Approved” Appendix IIs stay until one is ready to route to faculty

After Dean’s Office approval, Appendix IIs move to this Dashboard with a status of “Dean Approved” 

The role of Department Router will choose which single Appendix II to send for Faculty & Chair Acknowledgments
• Only ONE Appendix II can go through the final process at a time until “FINAL”
• Once an Appendix II is finalized, if a new App II is required, the dept admin will choose to

route an updated Appendix II
• Once finalized, the new App II will supersede the last App II (which can be archived)

• If Faculty has pending action, AP recommends waiting to send for faculty acknowledgment until June to
try to capture as many final advancement decisions as possible

You can manually Archive outdated Appendix IIs from this dashboard 
(recommend doing this in August after July payroll computes)
Example: 
Create App IIs for no merit, and all step options for merit-
• Process & *finalize* the non-merit App II if no merit decision yet
• Merit decision approved as 1.5-step: process & finalize the 1.5-step merit App

II to supersede the other.  You can archive the 1-step and 2-step merit App IIs

Last Name, 
First Name

07/01/2026

Presenter Notes
Presentation Notes
Next up in the process is the Review Appendix IIs Dashboard for Dept Router.  This is the location where all Dean approved appendix IIs will await routing to the faculty for acknowledgment. AP recommends waiting until late June to try to capture as many final advancement decisions as possible.
It is up to the person in this Dept Router role to select which Appendix II is correct to send to the faculty at that time, as they may have multiple.  You can Batch route all of your faculty members from here as well, Only ONE Appendix II is allowed to be routed at a time for any faculty member. So be careful if you batch route, as these will go straight to the faculty to review and acknowledge.
We recommend waiting to archive any unused appendix IIs later in August when the new FY salary adjustments are completed and paid out in July.  (read through the example)

Again, side note: This is also the dashboard name for Internal Med’s extra level of Division review where they route draft App IIs to Dean’s Office for the approval. So the view and functionalitly of this dashboard will be determined by your assigned role.
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My Appendix IIs Dashboard
Faculty Acknowledgement

Email Notification:
Once Dept routes App II, Faculty will receive an 
email notification with link to the page they need to 
review and acknowledge

Faculty Actions:
Faculty must “View” their Appendix II PDF 
before the         will activate to be able to 
acknowledge.

They can also view transaction history

Show Additional Filters:
When faculty log in, they will, by default, see the 
Appendix II that needs acknowledgment, or Appendix 
IIs that were already finalized.  They may also add 
additional filters – e.g. Other Appendix IIs approved by 
the Dean with a status of “Dept Review”.

2026-2707/01/2026

Presenter Notes
Presentation Notes
"After the Dept routes an App II for faculty Acknowledgement – the faculty receives an email with a direct link to log into the system. Once in the system, they’ll be on the My Appendix II Dashboard and see their new Appendix II with the status of “faculty review”. They will also see past appendix IIs routed to them that might have statuses of final or superseded. The list will show in chronological order with newest at the top, and they can adjust their Additional filters to only see certain ones.“
For the Faculty to acknowledge their appendix II, they must first view the PDF before the check mark to acknowledge it will appear. After viewing, they will click the checkmark and a pop-up screen will appear to complete their acknowledgement.
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My Appendix IIs Dashboard
Faculty “Acknowledge Appendix II” Pop-Up

When they click the       :
This Pop-up box will appear and show the basic 
information. They must select one option and 
click submit.

Comments: not required if “agree”; required if 
“disagree”. Comments save in Transaction History, not 
on the Appendix II form PDF.

o “I acknowledge and agree with the above salary” [comments optional]
o “I acknowledge, but disagree with the above salary (please explain)”   [require comments]

07/01/2026

Presenter Notes
Presentation Notes
This is the pop-up box that will appear for them to formally acknowledge their negotiated salary. It shows the basic Appendix II information and they will check the box to acknowledge. There is a comments box they can use if needed, and that information only shows in the transaction history.  Once completed, the status will change from “Faculty Review” to “Faculty Acknowledged” and then automatically route for the Chair’s Acknowledgement. 
They will get weekly reminders if they don’t sign
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Acknowledgement Override Function 
Review Appendix II Dashboard (Dept Router)

Faculty Review

Acknowledgement Override:
If faculty member is unavailable or unwilling to acknowledge their Appendix II 
after it’s been routed to them, there is a Dept  override function.
• Dept Admin will click the override button (only available once it’s at Faculty Review Level)

• Add a team member to route to for acknowledgement override function
• Can be anyone except the Chair – they don’t need system access – see email below

• Select the reason
• Route

Last Name, 
First Name

Email Notification:
will receive an email notification with 
link to complete the Dept override, then 
the App II will route to the Chair

07/01/2026

Presenter Notes
Presentation Notes
What will happen if a faculty is unable or unwilling to acknowledge their Appendix II.  We have built in a department override function, which is the action icon circled on the top right. The dept router can send the Appendix II acknowledgement to the CAO – only AFTER it’s first been sent to the Faculty member.  The CAO will receive an email with a direct link to complete the override process. The App II status will change to “Acknowledge Override” while this is processing and then to “Dept Acknowledged” once complete.  The overrider’s name will be saved in transaction history but will not appear on the final PDF, it will just say “dept override”.
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Sign Appendix IIs Dashboard
  Chair Acknowledgment (or Dean for Chairs)

Chair will need to acknowledge Appendix IIs in the “Sign 
Appendix II Dashboard” to Finalize
• Statuses will be – Faculty Acknowledged or Department

Acknowledged when ready for Chair sign off
• Chair will receive a weekly email summary notification of all

Appendix IIs awaiting their acknowledgement
• Chair can batch acknowledge all items in the queue
• The Appendix IIs become “Final” after this step

Chair’s own Appendix IIs will automatically route to the Dean for 
final acknowledgment

Last Name, 
First Name

or
07/01/2026

Presenter Notes
Presentation Notes
So after the Appendix II has been acknowledged by either the faculty or dept override, the appendix II will move to the chair for finalizing. This Dashboard is what the Chair (or Dean, for Chair Appendix Iis) will see.
They will see only the items they need to take action on, but can change the filters if needed.
The chair can also batch sign all appendix IIs in their queue, by selecting all or choosing multiple.
The email notifications for chairs will be a weekly summary email of items in the queue, instead of instant notification.
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Final Department Dashboard Views

Departments can monitor all Appendix II statuses with the show additional filters function

Executed & Complete Appendix II statuses are:
• Final – you will also see a        when AP has entered the Salary info into UCPath
• Superseded – archived if a revised version is now final

If status is “Department Review”, those App IIs are approved by Dean’s Office and 
waiting to be routed or archived if not needed.

Dept can view the final executed Appendix IIs as PDFs or export filtered data to excel

07/01/2026

07/01/2026

07/01/2026

Presenter Notes
Presentation Notes
As the Dept side of the Appendix II process finalizes, the executed Appendix IIs will appear on their Dashboards with one of two statuses – either final or superseded.  All of the information can be exported to excel if needed, by setting the filters to show the statuses you want to export, and then clicking the export button.
You will also be able to see if AP has marked the Appendix II as “entered in UCPath” with the green checkmark in the column.
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Appendix II PDF   - FINAL

FINAL

Faculty or Dept        Chair

07/01/20262026
-27

10/01/2025 – 9/30/2026

Presenter Notes
Presentation Notes
Here is a view of the Appendix II PDF once it’s finalized. The bottom of the PDF will show the timestamp information of the acknowledgements.
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Transaction History

CAO

Dept Router

Dept Router

Dean (Approved)

Dept Admin
(either Creator or Division)

Dept Admin [creator]

This is the status                 This is who “sent” it
location “sent” to           to that status

Draft / Not 
Routed

Presenter Notes
Presentation Notes
Here is a quick view of what the transaction history looks like for each Appendix II. You can Who sent it where, and when. Along with any transactional comments.
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Multiple Appendix II Process

 When faculty have pending advancement decisions
 Departments will create Appendix IIs for each salary scenario to be approved all at once by Dean
 After creating one Appendix II, when you click the “+” again, it duplicates the last one, so you only have to modify

rank/step and total faculty salary to generate for most scenarios
 Past practice: salary spreadsheets should have included multiple rows for each potential salary negotiation

 All versions will route to the Dean’s office for review
 Past practice: multiple iterations of salary spreadsheets may have been sent between Dept and Dean’s Office, if Depts

did not include the requested rows with all salary scenarios.

 The Dean’s Office will review all possible salary scenarios
 Approved Appendix IIs will then move to the “Review Appendix IIs” Dashboard; ready for the Department Router to

choose an Appendix II to send forward for faculty acknowledgment
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Tracking and Reporting

You will be able to filter statuses and search 
faculty names on each Dashboard

• You can set your dashboard view to
show/hide columns. This setting does not
save for future log-ins

• Filters default to only show your role’s
action items; however, you can edit filters
to show/hide other statuses

• Reporting: “Export to Excel”
• Set your Additional Filters to select

statuses you want to see – (usually view
all) then “Export to Excel” to create a
custom report showing all Appendix II
data for those selections

These are 
all of the 
possible 
statuses

Presenter Notes
Presentation Notes
You can edit the view of your dashboard by hiding columns, but this does not save for future log-ins.
As mentioned throughout this presentations, we can use the Select Additional Filters to have our dashboard display different statuses to assist with tracking and reporting. This is the list of all available statuses.
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FAQs

Yes, for some depts, 
the two roles may end 

up being the same 
person. 

It is a good idea to 
have 2+ people in 
each Dept role to 
back up duties.

You can retract an 
Appendix II after it’s 

been routed 
anywhere, as long 

as it’s before “Final”

It will return to 
whichever 
Dashboard 

processed the 
“retract”

Can someone 
be both a Dept 
Admin (creator) 
& Dept Router?

Can multiple 
people be in 
each role?

How do I provide 
additional 

information like 
we did on Salary 
Spreadsheets?

What if a faculty 
member is 

unavailable or 
refuses to 

complete the 
App II process?

Can Faculty see 
all pending 

Appendix IIs, or 
only the one 

routed to them?

What if I notice a 
mistake after it’s 
been routed or 
approved by 

Dean’s Office?

How do we 
process App IIs 
for Faculty with 

split appts in two 
depts?

There is a Dept 
acknowledgement 
override process. 
More details are 

outlined in an 
earlier slide.

Each department 
should process an 
Appendix II for their 
portion (%) of a paid 

appointment.

The Faculty will get 
two Appendix IIs to 

acknowledge on 
their Dashboard– 
the Dept name will 

be on each.

The online Appendix 
II form has an area 
to add comments 

that will also export 
to excel.

(Example: this 
version if for a 

1-step merit. This
version is for

1.5-step merit)

They will only be able to 
see/filter Appendix IIs 

that were already routed 
to them to avoid seeing 

versions that are in 
progress.

By default, faculty see 
the Appendix II that 

needs action at the top, 
then any other 

previously finalized (or 
superseded).  



Questions?
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