
MUSM CollegeNet Instructions for Department Chairs 
 
1. Using any browser, migrate to: 

https://admit.applyweb.com/admit/shibboleth/mercer?apptype=v2 
 

2. This will bring to you to a Mercer sign on page (below). If you do not have a Mercer email 
address, please email: musm_faculty_affairs@mercer.edu and ask for a MUSM contractor 
form to complete. If you have a Mercer email address, use it to log in: 

 
 

3. Once you are logged in, you will see the screen below. On the left side of screen (1. Chair) 
shows the number of applications available for your review. On the right, click “view” to 
view an individual candidate’s application: 

 
 
 

4. Select “faculty applicant” bubble at the top to begin reviewing an application. This shows 
the faculty candidate’s name, email, and ID (CollegeNet record number): 

 
 
 



5. Select the “personal information” bubble at the top. This shows more information, including 
the faculty candidate’s permanent address and demographic information: 
 

 
 

6. Select the “practice and insurance” bubble at the top. This shows practice information and 
whether the faculty candidate has malpractice insurance: 
 

 
 
 
 
 
 
 
 



7. Select “recommendations” at the top. This will only be filled out if the faculty candidate has 
neither have active privileges nor malpractice insurance. The candidate will provide 
information for two letters of recommendation to be sent and uploaded for your review. 
Please read those letters: 
 

 
 

8. Select “education and CV” at the top. This will show the faculty candidate’s educational 
history, current or previous faculty appointments which will help you determine academic 
rank, and postgraduate work. A CV is optional but may be attached for your review: 
 

 
 
 
 
 
 



9. The decision tab does not require your review, however it shows the stage of the 
application is with you as chair: 
 

 
 
10. Select “chair” at the top to begin to complete your review and make recommendations to 

the dean: 

 
 
 
 
 
 
 
 



11. To fill out the selections, click on the “edit” button next to the word “Chair” that has a 
pencil icon. This will allow you to type within the relevant fields of the application. The 
information you enter here will be compiled automatically to create your chair letter to the 
dean: 
 

 
 
 

12. Review the “candidate’s FERPA pledge” section to make sure that the level of access to 
student data is appropriate for that faculty member. Under “your information” add your 
name and title: 
 

 
 
 
 
 
 
 
 



13. Under “faculty candidate information” assign the department the faculty candidate will join 
(your department), the faculty type, promotion track, and academic rank using the 
definitions to guide you. Contact faculty affairs if you have questions. The section below 
titled “chair letter comments” allows you to write any specific comments to the dean for 
her review. This will be part of your letter to the dean: 
 

 
 

14. The “FERPA signature” allows you to select “yes” when you have reviewed the candidate’s 
FERPA selection in the previous steps. Click the blue “save” button at the lower right corner. 
This will allow you to click on the word “preview” to view both the FERPA document and 
your chair letter. Then click the “save and exit” button at the lower right corner and this 
information will be transmitted to faculty affairs and the campus dean for review before it is 
reviewed by the dean: 

 
 


