
SACS Faculty Credentials Database 
 
This information provides instructions to faculty members for accessing and completing the 
SACS Faculty Credentials Database.  

1. Log into the SACS Faculty Credentials Database by clicking iLogin in the 
orange bar at the top of almost any UTHSC webpage. 

 

 

2. Enter your NetID and NetID Password into the next screen that opens, then 
click the LOGIN button. 

 

 

3. Click the + beside the Administration link to expand the listing. 

 



Contact Cindy Russell at crussell@uthsc.edu or 901-448-6158 with any questions. 
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4. Select the option for SACS Faculty Credentials in the list that opens up. 

 

5. Enter the requested information about institutions you've graduated from or 
attended. 

 

 Your employee information (NetID, personnel number, first name, last name, and current job title) will be at 
the top of the screen. 

 Follow the steps to add information about all institutions of higher education that you've attended or from 
which you've graduated. 

 To search for a specific institution, use only one word. That word should be the most identifiable for the 
institution. Example: To find University of Tennessee, Martin use only the search term Martin. 

 Make sure to click SAVE after each entry. 

 Click the + beside the "Non-Listed Institution, Non U.S. Institution, or Degree not Listed" if you are unable to 
find your institution listed, if you attended a non-U.S. institution, or if your specific degree is not listed. Check 
the box(es) beside the instance(s) that fits you and then click the box that says "Update Unique 
Circumstances For Checkboxes Above." Our office will contact you to obtain information about your 
specific circumstance. 

 When you have finished entering information about all of your institutions, click the NEXT button at the 
bottom of the screen to move to the next page. 



Contact Cindy Russell at crussell@uthsc.edu or 901-448-6158 with any questions. 
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6. Enter the requested information about semesters you've taught and colleges 
for which you've taught. 

 

 Your employee information (NetID, personnel number, first name, last name, and current job title) will be at 
the top of the screen. 

 Follow the steps to indicate the semesters you've taught and the colleges for which you taught from 2010 
thru today. 

 Make sure to click SAVE after each entry. 

 You may return to the prior screen by selecting the PREVIOUS button at the bottom of the page. Select the 
NEXT button when you have finished entering information on this page. 

 

7. If you need to delete a row for either institutions attended or semesters 
taught. 

 

 Click in the box at the beginning of the row you want to delete (see orange arrow above). 

 Then click the DELETE button. 

 A pop-up will ask you if you want to perform the delete action. Click OK. 

 The screen will then refresh with the row deleted that you had selected. 



Contact Cindy Russell at crussell@uthsc.edu or 901-448-6158 with any questions. 
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8. Click the SUBMIT TRANSCRIPT AUTHORIZATION button to store information 
you've just entered into the SACS Faculty Credentials Database. 

 

9. As the final step in the system, click on the UPLOAD CV button to upload your 
current, updated CV to the system. 

 

 You will receive confirmation that your record was successfully updated at this stage. 

 To finish the online SACS Faculty Credentials system, click the button to UPLOAD CV at the bottom of the 
screen. 

10. Upload your current, updated CV. 

 

 Click Browse... to open the file list on your computer. 

 Browse to where your current, updated CV is located and click on the name of the file you wish to upload. 
It will insert a link to that file in the blank box. 

 Then click the UPLOAD button to upload a copy of the document to the online SACS Faculty Credentials 
system. 

11. On the final page, you will receive a positive message that your CV was 
successfully uploaded. 

 

12. Now, you can logout of the system! 


