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Welcome to the Step-By-Step User Guide for College Deans and Chairs in Sedona Systems. 

This comprehensive guide is designed to provide clear and concise instructions for 

navigating and fulfilling your responsibilities within the Sedona platform. By following these 

guidelines, you will effectively manage various tasks critical to maintaining compliance and 

efficiency within your academic institution. 

 

Responsibilities Outline: As a Dean or Chair, your role within the Sedona Systems 

encompasses several key responsibilities essential for the smooth operation of academic 

processes. Below is an outline of your primary duties: 

 

 

1. Active Faculty: Ensure all full and part time faculty are in Sedona. Manage the process 

of faculty inactivation as needed. (Pg. 8 and 10) 

2. Faculty Information Updates: Facilitate the updating of faculty information, including 

tenure status, promotion progress, faculty involvement, percentages assigned, etc. (Pg. 8 

and 10)  

3.Verify Education Information: Ensure all faculty education related information is 

accurate and complete. In particular, ensure faculty members’ highest degree is entered 

into the highest degree place (Pg. 8 and 13). This information can also be verified from the 

faculty roster form, see, page 17. 

4. Semesterly Faculty Updates: Ensure that faculty members update their information 

each semester, with particular attention to scholarly work and achievements (Pg. 12 and 

15).  

5. Approve Journal Requests: Review and approve journal requests submitted by faculty 

members to ensure accurate documentation of scholarly activities (Pg. 16). 

6. Reports: To review and use information (Pg. 17).  

 

This guide will provide detailed instructions and best practices for carrying out each of these 

responsibilities effectively, thereby enabling you to maintain compliance with institutional 

standards and regulatory requirements. 
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Login Instructions for Deans 
 
 
 
 

 Navigate to https://sedonaweb.com in your web browser. 

 Select “College” as the Account Type from the options provided. 

 Enter your Sedona College ID in the designated field. To find your Sedona 

College ID, refer to the table below and locate your college name.  

 Input your Password in the provided space.  

 If you require assistance with your password, reach out to the Sedona  

Administrator for support, or click I forgot my ID/password for help. 

 
·  

 

https://sedonaweb.com/
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Login Instructions for Chairs 
 
 
 

 Navigate to https://sedonaweb.com in your web browser. 

 Select “Department” as the Account Type from the options provided. 

 Enter your Sedona College ID in the designated field. To find your Sedona 

College ID, refer to the table below and locate your college name.  

 Enter your Department ID in the corresponding field. 

 Input your Password in the provided space.  

 If you require assistance with your password or ID, reach out to the Sedona 

Administrator for support, or click I forgot my ID/password for help. 
·  

 

  

https://sedonaweb.com/


 6 

Access Faculty Member Accounts for Updates 

 

Click “Member Profiles Lists” to view faculty profiles 

Faculty profile updates (rank, tenure status, etc.) are to be 

completed by either the College Dean or Department Chair. 

NOTE: To return to the main page at any time, click "Home" in the top-right corner.  NOTE: To return to the main page at any time, click "Home" in the top-right corner.  
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1. Click "ALL" located in the top-right corner to access the list of all  
     profiles. 
 
2. Select either the faculty name or the "Edit" button to open the faculty  
     profile for viewing and making modifications. 
 
Note: Faculty names marked in dark grey are considered inactive. Inactive 
profiles must be complete and accurate. 
 

 

Please note that responses such as "None," "N/A," "Not Applicable," 
"Unknown," or "Other" are not acceptable.  

 
Example: 
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HELPFUL INFORMATION 

 Member Default Status: 

 Involvement: Full-time faculty are categorized as participating; part-time faculty are categorized 
as supporting. 
 Qualification: All faculty members must meet academic, professional, or both qualifications 
 % Assigned: Full-time faculty must have 100% assignment. All adjuncts should be assigned 33%. 
 
 

Inactivating Faculty: 

 Faculty members can be marked as "inactive" by clicking "inactive" under their last name. The 
"Inactive" status is suitable for faculty who teach periodically and do not have a final year of 
employment. Inactive profiles must be kept current and complete.  

 
Click "save" to update profiles. 

Active Faculty 

Click faculty member names to view this profile. 

 

 Ensure all areas marked with a highlighted/red asterisk are correct.  

 Note: Responses such as "None," "N/A," "Not Applicable," "Unknown," or 

"Other" are not acceptable.  
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Complete Updates or Changes to Multiple Faculty Accounts 

 

Click "Member (Status All) List" to view faculty accounts. 
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Filter by Department and All Members  

(See Highlighted Area) 

 

Making multiple changes or updates: 

 Click the blue areas, drop-down boxes, or check boxes to make the necessary  

modifications. 

NOTE: To return to the main page at any time, click "Home" in the top-right corner.  



 11 

Access Faculty Member Accounts from the Sedona College View 

 

1. In the upper right corner, click "Select Member" to view a list of  
faculty members to navigate to their account. 
2. Choose the desired faculty member from the list. 
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Faculty Responsibilities 

 

 

 

Key Areas for Faculty Responsibilities: 

1. Profile Information 
2. Academic Degrees 
3. Research Activities 
4. Service Activities 

 

 

 

 

 

 

 

 

 

 

 

This faculty dashboard highlights four key areas that faculty should update or  

maintain each semester. Reports are generated based on information from all four  

areas.  
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Add Academic Information to Faculty Accounts 

(Multiple Degrees) 

 

1. In the upper-right corner, select the faculty member's name from the drop-down list.  

2. Click “Academic Degrees” 

3. Select the highest degree or click "Edit" to add the highest degree. 
4. Click "Add" to include additional degrees, then save your changes. 
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Return to College Dashboard 

 

 

 

To exit the faculty view and return to the Dean’s Dashboard, click "College" in the 

upper-right corner.  
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View Faculty Research and Service Activities 

 

1. Research Activity- Ensure faculty update scholarly work per semester 

2. Service Activity-Faculty should update professional, institutional, and  

     community service activities completed by faculty each semester.  
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Approve Pending Journals 

 

1. Click “Petition Manager” to view a list of pending journal entries 
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Useful Reports and Aggregations 

 

1. Faculty Roster Form– this form is submitted to SACSCOC to support faculty  

credentialing standards. Review report to ensure accuracy 

 

 



 18 

New Sedona Accounts 
 
 
 
 

Please email Brittany Hollins for assistance adding new  

instructional faculty and staff members to Sedona. 

  

 bhollins@alasu.edu 

 

 

Include: Employee ID, ASU email address, Hire Term and Year, 
Department, Tenure Track, Title/Rank, Academic Information, 

etc. 


