
Faculty Appointment Instructions 
 

1. From any browser, migrate to: https://www.applyweb.com/mercerfa/index.ftl 
Click the “Create Your Account” link (top right corner), which will send you to the page 
shown below. Enter an email address (be sure this is the email address from which you wish 
to receive faculty/school of medicine emails), enter a password (must be at least 8 
characters, and contain at least one capital letter and a number), your name, date of birth, 
and read and agree to the terms of service at the bottom of the page. Note that your email 
address will become your username. Click the orange “create your account” button when 
you have completed this step.

 
 

2. Check your email for a message from “Accounts” with the title: “Please verify your 
account”. Open the email and click the first link to verify your email address. BE SURE TO 
CHECK YOUR SPAM OR JUNK FOLDER IF YOU DO NOT SEE THE EMAIL. You will then see a 
new page open up that verifies that your account has been created. Click the orange 



“Go to Log In” button that appears in the lower left of the page:

 
3. Select the “Log In” button to the right of “Getting Started” and that will lead you to the 

page below where you can log in. Enter the same email and password you created: 

  
 

4. The first page of the application asks for your Personal Information. Note that you can 
save and exit and return to the application at any time. Also note that your first and last 
name and email address are already filled in for you. Please help the School of Medicine 
in its commitment to a diverse faculty by selecting the race in which you identify 
(optional field). For the question about having a record under another name select 
“No”. We will only text your cell phone to provide important faculty information. Most 
communications from School of Medicine will be via email. The office phone is 
important and allows us to reach you when our records require updating. When you are 



finished with this section, select “Next Page” at the bottom right corner:

 
 

5. The next page asks for your Practice and Insurance Information. If you have hospital 
privileges and malpractice insurance, you will be directed to the next page.

 
 



6. Note that if you have neither hospital privileges nor malpractice insurance, you’ll be 
asked to provide the names and contact information for two references:

 
 

7. The next page asks for your Education History. 

 
 

8. Next, please enter any faculty appointment at another school of medicine on the 
Appointment Information page. If you intend to include/upload a CV, just indicate this 
in the text box. Otherwise, please provide information in the text box. This helps us 



determine an appropriate academic rank for your Mercer appointment:

 
 

9. The Family Education Rights and Privacy Act of 1974 (FERPA) page is important. Please 
read carefully. At the bottom, please make a selection. Most clinical faculty select 
“instructional faculty”. If you are unsure, contact the Office of Faculty Affairs (478-301-
2541; musm_faculty_affairs@mercer.edu). Your supervisor/chair name will be entered 
by Faculty Affairs at a subsequent step. On this page, you may also upload a CV 
(encouraged, but optional): 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



10. The last page asks that you attest to the content of the application. When you have 
completed the application, select “Submit”.

 
 

11. At any time, you can migrate back to the Main Menu (bottom left link) and log back in 
at any time to manage your account or view your activity: 
 

 
 

12. Next, check your email. You will find an email from “ApplyWeb On-Line Ap.” It may 
take about 5 min for a second email from “Helpdesk” with the title “Your on-line form” 
to appear. This email confirms receipt of your application and provides a link where you 
can check your personal activity page. 
 

13. Once your application is submitted, it will automatically be directed to the Office of 
Faculty Affairs and processed through the relevant Department Chair, Campus Dean, 
and Dean of the School of Medicine. This may take a week or two. If your appointment 
is approved, you will receive an email through CollegeNet on behalf of the Dean of the 
School of Medicine. 


