
  Quick Start Guide 
 

Rev. 08/01/2018 1 

UA Vitae Quick Start Guide 
 
What is UA Vitae? 
UA Vitae is an online faculty activity reporting system that is also available to doctoral 
students. The system provides a single convenient place for you to archive your achievements, 
including data about teaching, research, service, and other activities.  
 
The Dashboard is your entry into the UA Vitae system. Dashboard functions can be accessed 
from left sidebar navigation or the center dashboard.  
 

 
 
Sidebar navigation sections include: 
 
• Announcements and Help: Updates from Interfolio, the UA Vitae team, or your unit. 
• Profile: Biographical information imported from UAccess Employee and UAccess Student; 

you can add additional profile information such as degrees, biographical statement, 
research interests, etc. 

• Activities: View, enter and edit data about your activities. Data about credit-bearing 
courses and Grants and Contracts are imported from campus systems. 

• Evaluations: View your evaluations, or perform peer/supervisor evaluations for your unit. 
• Forms and Reports: View, enter and edit data about your activities for a specific Activity 

Input period; generate reports on your own activities. 
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• Vitas & Biosketches: Generate your annual review summary, departmental and custom 
personal vitas and biosketches from your data. Vitas and biosketches can be shared 
electronically, printed, and generated in Microsoft Word and PDF formats. 

• Find Colleagues: Search for other faculty members by interests, department, or keywords. 
• Account Access: Allows you to grant other users access to your account and displays 

other accounts to which you have been granted access. 
 

 
 
Dashboard navigation sections in the above screenshot include: 
 
• To Do: Messages about Action Items with Due Dates. During the review period, you will 

see Action Items here. 
 
Additional navigation features in the top right corner include: 
 
• Quicklinks: Bookmark pages frequently used; for example, publication activities.  
 

 
 
• User Name Button: Provides links to the Account Settings, Product Help and allows 

users to Sign out. 
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Get Started – Profile Data 
 
Review and verify biographical data in the Profile section. Personal information, contact 
information, and current position/student status are populated with data from UAccess 
Employee and UAccess Student.  
 

 
 
From the left navigation sidebar, click on ‘Profile’ to view your data. Navigation displays the 
available sections. Note the Help links for additional information in each section. 
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Get Started – Teaching Data 
 
If you’re teaching classes, review and verify course and Teacher Course Evaluation (TCE) 
information through the Activities tab and navigate to Teaching: Credit Bearing Courses. 
Click the ‘View’ Teaching” button and select the date range to view course information. 
 
 

 
 
Course and TCE report information can also be viewed during the Initiated Activity Input 
period, covering a time frame determined by your unit. This may be a single semester, multiple 
semesters, or an entire year (Spring through Winter semesters.)  
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The course data displayed in the Initiated Activity Input Forms includes an open comment 
box for each semester. This comment box can be used to report erroneous data, provide 
comments about the semester’s courses, or for any comments that you wish to share 
regarding the semester’s courses.  
 
Get Started – Activities 
 
During a review period, enter data about your activities (e.g. teaching, research, and service) 
using the input form on your dashboard or in the Initiated Activity Input Forms section of 
Forms & Reports. Please make sure to do so by the Due Date associated with the form. 
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or 
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Enter activities by semester; for activities that are ongoing, select an end date of “Present” to 
ensure the activity carries forward to future evaluation periods. Required fields are marked with 
an asterisk. Doctoral students should complete input forms beginning with GRAD COLL: in 
addition to any other forms that are pertinent to their scholarly pursuits. As indicated earlier, 
some of the forms may already have data populated from UAccess Employee or UAccess 
Student. For example, Grad College: Degree Milestones will contain milestone data from 
UAccess Student if GradPath forms have been submitted and approved.    
 

 
 
Note that Display thru API? allows you to determine whether this activity will be displayed in 
UA Profiles (https://profiles.arizona.edu/). Select ‘No’ to keep the activity from being included in 
your Profile.   
 
When you have finished entering activities for all sections, use the Preview CV button to 
review the activities that will be submitted for review. When you are satisfied that all activities 
are included, use the Submit for Review button to submit the activities for review.   
 
The Submit for Review button will only be available on Input Forms associated with a review, 
but you don’t have to wait for a review period to enter activities. You may do so at any time by 
using the Activities link on the left sidebar. When a review is occurring, activities that match 
the time period designated for the review will carry over onto the input form associated with the 
review.  For example, in the spring of 2016 you entered an academic goal of completing your 
coursework by fall of 2018. When your Fall and Winter 2018 review becomes active, and you 
access it through the link on your dashboard, that academic goal will automatically be 

https://profiles.arizona.edu/
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populated to the Input Form associated with the review and the Submit for Review button will 
be available.     
 
You may view data at any time in a number of different ways. Under Vitas & Biosketches, for 
example, you can access your Review Summary or create and access your personal CV or 
biosketch. Under Forms & Reports, you can get counts of your individual activities and view 
Prior Activity Input Forms submitted as part of previous review processes. 
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