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SECTION 1 

Overview  
 
 

An Assignment Contract is a vehicle for tracking faculty instructional and non-instructional assignments 
and using those assignments as a basis for calculating pay. (Other work paid on an hourly or one-time 
basis is not included in this process.) The primary components of an Assignment Contract are: 
 
1. An Incumbent; a person/faculty member in a position. 
2. One or more Load Periods, which are periods of time for which load is accumulated (typically a 

semester). 
3. One or more Assignments. An assignment is the association of a faculty member to an instructional 

or non-instructional task, such as teaching a course section or program coordination. 
4. A Contract Type, which is a set of default information used to create similar assignment contracts 

for specific payment methods. For example, άC¢{5!έ ƛǎ ŘŜǎƛƎƴŀǘŜŘ ŦƻǊ Ŧǳƭƭ-time faculty Fall and 
Winter base load pay; άh[έ ŦƻǊ full-time faculty overload pay; ŀƴŘ άt¢έ ŦƻǊ ǇŀǊǘ-time/adjunct 
faculty pay. 

 
After faculty assignments have been made, assigned the appropriate Contract Type(s), and reviewed for 
accuracy, ǘƘŜ ά/ƘŀƴƎŜ /ƻƴǘǊŀŎǘ [ƻŀŘ tŜǊƛƻŘ {ǘŀǘǳǎέ ό/[t{ύ ǇǊƻŎŜǎǎ ς generated by Payroll ς records the 
information in the Human Resources module and creates the necessary records that allow the faculty 
member to be paid. This includes the creation of stipends for part-time and overload assignments, as 
well as new wage records for full-time faculty that reflect the appropriate account distribution of their 
annual salary based on their regular load. 
 
All changes made to assignments after the initial CLPS process must be communicated to both Payroll 
and Human Resources. 
 
A more detailed overview by area of responsibility can be found in Appendix A.  
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SECTION 2 

Related Procedures  
 
 

The following processes/transactions may impact how and when Divisions enter faculty assignments: 
  
NEW HIRES: 
Á Division ƎŜƴŜǊŀǘŜǎ ŀƴ ά9ƳǇƭƻȅŜŜ ¢ǊŀƴǎŀŎǘƛƻƴ CƻǊƳέ ƛƴŘƛŎŀǘƛƴƎ ŀƭƭ Ŏƻǎǘ ŎŜƴǘŜǊǎ ŀƴŘ ŀǎǎƻŎƛŀǘŜŘ 

assignment types (eg: instruction, coordination, release time) and routes form for appropriate 
approval. 

Á Upon receipt of the approved ά9ƳǇƭƻȅŜŜ ¢ǊŀƴǎŀŎǘƛƻƴ CƻǊƳέ Human Resources prepares new hire 
paperwork. 

Á Employee completes new hire paperwork and obtains drug screen. 
Á Upon notification of the successful results of the drug screen and receipt of the completed I-9 

form, Human Resources enters new employee in Datatel system and assigns position(s).  NOTE: 
HR will notify Divisions when the individual faculty member has been entered in Datatel for those 
starting after the beginning of the semester. 

Á Division ŘŜǎƛƎƴŀǘŜǎ ƴŜǿ ŜƳǇƭƻȅŜŜ ŀǎ άCŀŎǳƭǘȅέ ōȅ ŀŎŎŜǎǎƛƴƎ ǘƘŜ C/¢¸ ǎŎǊŜŜƴ ŀƴŘ ŜƴǘŜǊƛƴƎ 
appropriate division cost center (Department) and corresponding percentage (Pct). This step is 
required before making assignments on the FASC screen. 
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SECTION 2 (Continued) 

Related Procedures  
 
 

PART-TIME TO ADJUNCT:   
Á Dean regularly evaluates part-time faculty (per Article X.T) and forwards copies of evaluations to 
Iw ŦƻǊ ŦƛƭƛƴƎ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴƴŜƭ ŦƛƭŜΦ 

Á Human Resources maintains database that tracks the number of semesters and total hours 
worked, as well as the number of evaluations completed. Status report sent to Deans each 
semester indicating part-timers eligible for adjunct. 

Á Dean reviews list and notifies HR Services Rep of errors or problems within two weeks of 
receiving report. 

Á Human Resources moves eligible part-time faculty to adjunct no less than three weeks prior to 
the beginning of the next semester.  

Á Human Resources notifies Division of change, which may require that the assignment contract be 
updated (see Section 8 ς ά/ƘŀƴƎŜǎκ/ƻǊǊŜŎǘƛƻƴǎέύ in order to recalculate the pay. 

 
TEMPORARY FULL-TIME ASSIGNMENTS: 
Á !ƴ ά9ƳǇƭƻȅŜŜ ¢ǊŀƴǎŀŎǘƛƻƴ CƻǊƳέ is required for all Temporary Full-time Assignments. This form, 

generated by the Division, should include all cost centers and associated assignment types (eg: 
instruction, coordination) and must be approved by the Vice President. 

Á Human Resources enters transaction into Datatel (using a position code with the Division cost 
center). 

Á Human Resources notifies Division when transaction is completed, which may require that the 
assignment contract be redone (see Section 8 ς άChangeǎκ/ƻǊǊŜŎǘƛƻƴǎέύ in order to recalculate 
the pay. 

 
SALARY AND CONTACT HOUR RATE CHANGES: 
Á Some faculty salary adjustments may have an effective date after the beginning of a semester 

(eg: training increments, adjunct step increases). Human Resources will notify the Division when 
a salary/wage adjustment has been entered into Datatel. If the semester assignments have 
already been made on the FASC or FMBS screens, the contract must be updated (see Section 8 ς 
ά/ƘŀƴƎŜǎκ/ƻǊǊŜŎǘƛƻƴǎέύ in order to recalculate the pay. 

Á Across-the-board and step increases are typically effective at the beginning of the academic year. 
Fall assignments cannot be entered until these increases have been processed. Human Resources 
will keep Divisions informed of the timeline for entering  increases that impact the entire faculty 
population. 
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SECTION 3 

Instructional Assignments (FASC) 
 
 

IMPORTANT NOTE: 
Assignments for faculty members should be entered in this order: 

1. Assignments that span the entire semester 
2. First half semester assignments 
3. Second half semester assignments 

 

STEP 1 
Enter άTermέ and άSectionέ code (eg: 2009/3 ACCT-101-01) in Course/Section LookUp: 

a) If there is no faculty member assigned, enter the appropriate faculty name or ID in the Faculty 
LookUp window, select OK at the FACULTY.QUALS alert, and proceed to STEP 2.  

b) If the correct faculty member is assigned to the section, proceed to STEP 2. 
c) If the incorrect faculty member is assigned to the section, click on the line number, select DELETE 

on the following two Alert pop-ups, and return to (a) above. 
       

STEP 2  
Adjust άStart 5ŀǘŜέ and/or άEnd Dateέ if faculty member begins the assignment after the semester start 
date and/or completes the assignment before the semester end date. Also, veriŦȅ ǘƘŀǘ ǘƘŜ ά[ƻŀŘέ ƛǎ 
correct. If the assignment is shared by more than one faculty, adjust the load accordingly.*  
 

 
 
*Exception: Due to accreditation standards in the Nursing, Dental Assisting and Dental Hygiene 
programs, lab experience courses cannot exceed a faculty-to-student ratio of 1:5. Because many clinical 
sites have capacities larger than five, more than one faculty member may be assigned to the same 
section at full load. 

 
 
Assignment Contracts Procedure (Updated November 2011) Page 3.1  



SECTION 3 (Continued) 

Instructional Assignments (FASC) 
 
 

STEP 3  
Complete Fields 1 through 3 following the instructions below: 
 

 
  

Field 1 ς 9ƴǘŜǊ ƻǊ [ƻƻƪ¦Ǉ όΧύ the appropriate άContract Typeέ. (See Appendix B for Contract Types.)  
 
Field 2 ς ¦ǎŜ ǘƘŜ [ƻƻƪǳǇ ŦǳƴŎǘƛƻƴ όΧύ ǘƻ ŘƛǎǇƭŀȅ ŀƭƭ ŀŎǘƛǾŜ positions assigned to the faculty member 
and select the appropriate position code. The cost center to which the assignment will be charged is 
identified on the position. (See Appendix C for information related to position code structure.) 
 
Field 3 ς Enter or Lookup όΧύ the appropriate άLoad Periodέ. (See Appendix D for information related 
to the Load Period structure.) Load periods define the timeframe in which assignments will be 
completed. Load Periods for the upcoming terms will be defined and entered in Datatel each year. 
 

STEP 4 
ά{!±9 ![[έ ǘƻ ǳǇŘŀǘŜ ŀƴŘ ŜȄƛǘ the record. ¢ƘŜ ά/ƻƴǘǊŀŎǘ bǳƳōŜǊέ ǿƛƭƭ ōŜ populated. 
 
NOTE: If the assignment is being shared with another faculty member, follow the same steps as shown 
ŀōƻǾŜΣ ōǳǘ ŀƭǎƻ ŀŘƧǳǎǘ ǘƘŜ άtŜǊŎŜƴǘέ ŀƴŘ ά[ƻŀŘέ ŦƛŜƭŘǎ ŀŎŎƻǊŘƛƴƎƭȅΦ ό9ȄŀƳǇƭŜΥ пΦлл ƘƻǳǊ Ŏƭŀǎǎ ōŜƛƴƎ 
taught by two faculty members at 2.00 hours each; both faculty members would have 50.00 under 
άtŜǊŎŜƴǘέ ŀƴŘ нΦлл ǳƴŘŜǊ ά[ƻŀŘέΦύ 

 

 
 
 
 
Assignment Contracts Procedure (Updated November 2011) Page 3.2  



SECTION 3 (Continued) 

Instructional Assignments (FASC) 
 
 

STEP 5 
Run RFAL (See Section 11 ς άDŜƴŜǊŀǘƛƴƎ ǘƘŜ CŀŎǳƭǘȅ [ƻŀŘ wŜǇƻǊǘέ) to verify that all assignments were 
entered accurately and make corrections as necessary. (See Section 8 ς άChanges/Correctionsέ.) 
 
 
 
Spring/Summer Assignments for Full-time Faculty: In order to correctly calculate the pay for full-time faculty teaching in 
Spring/Summer, the procedure for entering those assignments varies slightly.  Refer to Section 6 for instructions on entering 
Spring/Summer assignments. 
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SECTION 4 

Non-Instructional Assignments (FMBS) 
 
 

IMPORTANT NOTE: 
Assignments for faculty members should be entered in this order: 

1. Assignments that span the entire semester 
2. First half semester assignments 
3. Second half semester assignments 

 

STEP 1 
Enter appropriate faculty member name or ID. 
 

STEP 2 
9ƴǘŜǊ ƻǊ [ƻƻƪ¦Ǉ όΧύ ǘƘŜ ŎƻŘŜ ǘƘŀǘ ōŜǎǘ ŘŜǎŎǊƛōŜǎ ǘƘŜ ƴƻƴ-instructional assignment. (See Appendix E for 
Non-instructional Codes.) 
 

a) If the appropriate Non-instructional assignment code is already listed, detail on the code to access 
the FCMD screen, select Line 1 to insert a new line, and complete the screen as outlined in STEP 3. 
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SECTION 4 (Continued) 

Non-Instructional Assignments (FMBS) 
 
 

STEP 3  
Complete Fields 1 through 8 following the instructions below: 
 

 
  

Field 1 ς LŦ ǘƘŜ ά{ǘŀǊǘ 5ŀǘŜέ ƛǎ ƴƻǘ ŀƭǊŜŀŘȅ ǇƻǇǳƭŀǘŜŘΣ Ŝnter ǘƘŜ ά{ǘŀǊǘ 5ŀǘŜέ ƻŦ ǘƘŜ ƴƻƴ-instructional 
assignment. ¢ƘŜ άaŜƳōŜǊǎƘƛǇ tŜǊƛƻŘέ ƛŘŜƴǘƛŦƛŜǎ Ƙƻǿ ƭƻƴƎ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊ Ƙŀǎ ǎŜǊǾŜŘ ƛƴ ǘƘŜ 
role. It is recommended that only a start date be populated in this section as adding an end date will 
require position reassignment in the future. 
 
Field 2 ς Use the Lookup fǳƴŎǘƛƻƴ όΧύ ǘƻ ŘƛǎǇƭŀȅ ŀƭƭ ǾŀƭƛŘ άwƻƭŜέ ŎƻŘŜǎΦ NOTE: In order to maintain 
the history of non-instructional assignments, DO NOT DELETE ŜȄƛǎǘƛƴƎ ŀǎǎƛƎƴƳŜƴǘǎ ǳƴŘŜǊ άwƻƭŜǎέΦ  
(Clicking on the line number will allow you to insert a new line.) 
 
Field 3 ς If necessary, cƘŀƴƎŜ ǘƘŜ ά{ǘŀǊǘ 5ŀǘŜέ ƻŦ ǘƘŜ ƴƻƴ-instructional assignment. NOTE: Non-
instructional assignments are not required to adhere to semester start/end dates. For example,  
Distance Learning Prep sessions may fall outside of the semester dates but are paid as part of the 
ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ǎŜƳŜǎǘŜǊ ƭƻŀŘΦ 
 
Field 4 ς Enter the ά9ƴŘ 5ŀǘŜέ ƻŦ ǘƘŜ ƴƻƴ-instructional assignment. 
 
Field 5 ς Enter the appropriate non-instructional load amount. 
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SECTION 4 (Continued) 

Non-Instructional Assignments (FMBS) 
 

 

Field 6 ς 9ƴǘŜǊ ƻǊ [ƻƻƪ¦Ǉ όΧύ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ άContract Typeέ. (See Appendix B for Contract Types.)  
 
Field 7 ς ¦ǎŜ ǘƘŜ [ƻƻƪǳǇ ŦǳƴŎǘƛƻƴ όΧύ ǘƻ display all active positions assigned to the faculty member 
and select the appropriate position code. The cost center to which the assignment will be charged is 
identified on the position. (See Appendix C for information related to position code structure.) 

 
Field 8 ς 9ƴǘŜǊ ƻǊ [ƻƻƪǳǇ όΧύ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ άLoad Periodέ. (See Appendix D for information related 
to the Load Period structure.) Load Periods define the timeframe in which assignments will be 
completed. Load Periods for the upcoming terms will be defined and entered in Datatel each year. 
 

STEP 4 
ά{!VE ALLέ to update and exit the record. ¢ƘŜ ά/ƻƴǘǊŀŎǘ bǳƳōŜǊέ ǿƛƭƭ ōŜ ǇƻǇǳƭŀǘŜŘΦ 

 
STEP 5 
Run RFAL (See Section 11 ς άDŜƴŜǊŀǘƛƴƎ ǘƘŜ CŀŎǳƭǘȅ [ƻŀŘ wŜǇƻǊǘέύ to verify that all assignments were 
entered accurately and make corrections as necessary. (See Section 8 ς άChanges/Correctionsέ.) 
 
 
 
Spring/Summer Assignments for Full-time Faculty: In order to correctly calculate the pay for full-time faculty teaching in 
Spring/Summer, the procedure for entering those assignments varies slightly.  Refer to Section 6 for instructions on entering 
Spring/Summer assignments. 
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SECTION 5 

Overload Assignments 
 
 

²ƘŜƴ ŀ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ōŀǎŜ ƭƻŀŘ ƛƴ ŀ ǎŜƳŜǎǘŜǊ ǊŜŀŎƘŜǎ ǘhe maximum for their assigned discipline, 
any additional assignment becomes an overload situation. In some cases, a faculty member may reach 
their load limit in the middle of an assignment. In such situations the assignment must be split between 
base load and overload, which puts that assignment into two different contract types. If the entire 
assignment is in overload, begin at STEP 2. 
 

IMPORTANT NOTE:  
Assignments for faculty members should be entered in this order: 

1. Assignments that span the entire semester 
2. First half semester assignments 
3. Second half semester assignments 

 

STEP 1 
Line 1 represents the portion of the assignment within load. To allocate the appropriate amount to the 
base load: 
 

Field 1 ς !ŘƧǳǎǘ ǘƘŜ ά[ƻŀŘέ ƻƴ ǘƘŜ ŀǎǎƛƎƴƳŜƴǘ ǘƘŀǘ ǿƛƭƭ ōŜ ƛƴ ōŀǎŜ ƭƻŀŘΦ 
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SECTION 5 (Continued) 

Overload Assignments 
 
 

STEP 2 
To allocate the remaining portion to overload, click on the next available line and enter the faculty 
ƳŜƳōŜǊΩǎ ƴŀƳŜ ƻǊ L5 ŀǘ ǘƘŜ [ƻƻƪ¦Ǉ ǇǊƻƳǇǘΦ /ƻƳǇƭŜǘŜ CƛŜƭŘǎ н ǘƘǊƻǳƎƘ у ŦƻƭƭƻǿƛƴƎ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ 
below: 
 

Field 2 ς ¦ǎŜ ǘƘŜ [ƻƻƪǳǇ ŦǳƴŎǘƛƻƴ όΧύ ǘƻ ŘƛǎǇƭŀȅ ǾŀƭƛŘ άLƴǎǘǊǳŎǘƛƻƴŀƭ aŜǘƘƻŘǎέΦ  NOTE: This code 
must be different than the code in Line 1. There should be at least two codes for each instructional 
method (eg: Lec & Lec1, Lab & Lab1) to accommodate this. 
 
Field 3 ς 9ƴǘŜǊ ǘƘŜ ŎƻǊǊŜŎǘ ǇƻǊǘƛƻƴ ƻŦ ά[ƻŀŘέ ǘƘŀǘ ǿƛƭƭ ōŜ ƛƴ hǾŜǊƭƻŀŘΦ 
 
Field 4 ς If necessary, adjust the ǎŜƳŜǎǘŜǊ ά{ǘŀǊǘ 5ŀǘŜέ όƻǊ ŘŀǘŜ ŀǎǎƛƎƴƳŜƴǘ begins if not semester 
start date). 
 
Field 5 ς 9ƴǘŜǊ ǘƘŜ ǎŜƳŜǎǘŜǊ ά9ƴŘ 5ŀǘŜέ όƻǊ ƻǘƘŜǊ ŘŀǘŜ ƛŦ ǘƘƛǎ ŀǎǎƛƎƴƳŜƴǘ Řƻes not end on the 
regular semester end date). 
 
Field 6 ς 9ƴǘŜǊ ƻǊ [ƻƻƪ¦Ǉ όΧύ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ άContract Typeέ. (See Appendix B for Contract Types.)  
 
Field 7 ς ¦ǎŜ ǘƘŜ [ƻƻƪǳǇ ŦǳƴŎǘƛƻƴ όΧύ ǘƻ display all active positions assigned to the faculty member 
and select the appropriate OVERLOAD position code. The cost center to which the assignment will 
be charged is identified on the position. (See Appendix C for information related to position code 
structure.) 
 
Field 8 ς 9ƴǘŜǊ ƻǊ [ƻƻƪǳǇ όΧύ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ άLoad Periodέ. (See Appendix D for information related 
to the Load Period structure.) Load Periods define the timeframe in which assignments will be 
completed. Load Periods for the upcoming terms will be defined and entered in Datatel each year. 

 

STEP 3 
ά{!±9 ALLέ to update and exit the record. ¢ƘŜ ά/ƻƴǘǊŀŎǘ bǳƳōŜǊέ ǿƛƭƭ ōŜ ǇƻǇǳƭŀǘŜŘΦ 

 
STEP 4 
Run RFAL (See Section 11 ς άDŜƴŜǊŀǘƛƴƎ ǘƘŜ CŀŎǳƭǘȅ [ƻŀŘ wŜǇƻǊǘέύ to verify that all assignments were 
entered accurately and make corrections as necessary. (See Section 8 ς άChanges/Correctionsέ.) 
 
 
 
Spring/Summer Assignments for Full-time Faculty: In order to correctly calculate the pay for full-time faculty teaching in 
Spring/Summer, the procedure for entering those assignments varies slightly.  Refer to Section 6 for instructions on entering 
Spring/Summer assignments. 
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SECTION 6 

Spring/Summer Assignments for FT & Temp FT Faculty 
 
 

The unique way that Full-time and Temp Full-time faculty are paid for Spring/Summer requires a special 
method for calculating that pay. The accuracy of this calculation is dependent upon several things: 

1. Identifying the appropriate semester discipline load, and 
2. Determining when the faculty member has met their base load requirement and should begin 

being paid at the overload rate.  
 
The issue of identifying the semester discipline load was addressed by the creation of Spring/Summer 
Contract Types for the various base load levels (eg: 12, 15, 16).  The issue of determining when base load 
has been met is more complicated bŜŎŀǳǎŜ ǘƘŜ άǊǳƭŜǎέ for Spring/Summer differ from a regular 
academic semester. (See Article X.G.1 of the Faculty CBA.) To assist you in this task, a worksheet is 
available to help make that determination. (See sample worksheet in Appendix F.) The actual worksheet 
can be downloaded from ǘƘŜ Iw ǿŜōǎƛǘŜ ǳƴŘŜǊ ά9ƳǇƭƻȅŜŜ DǊƻǳǇ LƴŦƻǊƳŀǘƛƻƴ ς CŀŎǳƭǘȅέ.  
 

IMPORTANT NOTE:  
Assignments for faculty members should be entered in this order: 

1. Assignments that span the entire semester 
2. First half semester assignments 
3. Second half semester assignments 

 

STEP 1 
Complete Fields 1 through 3 following the instructions below: 
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SECTION 6 (Continued) 

Spring/Summer Assignments for FT & Temp FT Faculty 
 

 

Field 1 ς 9ƴǘŜǊ ƻǊ [ƻƻƪ¦Ǉ όΧύ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ Spring/Summer άContract Typeέ. (See Appendix B for 
Spring/Summer Contract Types.)  
 
Field 2 ς ¦ǎŜ ǘƘŜ [ƻƻƪǳǇ ŦǳƴŎǘƛƻƴ όΧύ ǘƻ ŘƛǎǇƭŀȅ ŀƭƭ ŀŎǘƛǾe positions assigned to the Full-time or 
Temporary Full-time faculty member and select the appropriate overload position code. Even 
though the base load is an important factor in determining Spring/Summer pay, all assignments are 
ŎƻƴǎƛŘŜǊŜŘ άƻǾŜǊƭƻŀŘέΦ ¢ƘŜǊŜŦƻǊŜΣ ȅƻǳ ǎƘƻǳƭŘ select only overload positions when populating the 
άtƻǎƛǘƛƻƴέ ŦƛŜƭŘ. (See Appendix C for information related to position code structure.) 
 
Field 3 ς 9ƴǘŜǊ ƻǊ [ƻƻƪǳǇ όΧύ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ άLoad Periodέ. (See Appendix D for information related 
to the Load Period structure.)  

 
STEP 2 
ά{!±9 ALLέ to update and exit the record. ¢ƘŜ ά/ƻƴǘǊŀŎǘ bǳƳōŜǊέ ǿƛƭƭ ōŜ ǇƻǇǳƭŀǘŜŘΦ 

 
STEP 3 
Run RFAL (See Section 11 ς άDŜƴŜǊŀǘƛƴƎ ǘƘŜ CŀŎǳƭǘȅ [ƻŀŘ wŜǇƻǊǘέύ to verify that all assignments were 
entered accurately and make corrections as necessary. (See Section 8 ς άChanges/Correctionsέ.) 
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SECTION 7 

Zero Load Assignments 
 
 

At times, faculty members may have assignments that should not be included in their regular load, but 
ƴŜŜŘ ǘƻ ǊŜƳŀƛƴ άŀǘǘŀŎƘŜŘέ ǘƻ ǘƘŜ ǎŜŎǘƛƻƴ ƛƴ ƻǊŘŜǊ ǘƻ ŀŎŎŜǎǎ ƻƴ-line grades, etc. These types of 
assignments may include: 
Á Insufficient enrollment (Letter of Agreement) 
Á Credit by exam 
Á Independent studies 
Á Program completion 
Á Apprentice sections 
Á DLES (Distance Learning prep) 

 
In an effort to properly monitor these assignments (and distinguish between valid assignments and 
ǘƘƻǎŜ ǘƘŀǘ ǎƘƻǳƭŘ ōŜ ŘŜƭŜǘŜŘύ ǘƘŜ ά½9whέ /ƻƴǘǊŀŎǘ ¢ȅǇŜ ǿŀǎ ŎǊŜŀǘŜŘΦ 
 

STEP 1 
Follow the procedure as outlined in Section 3 όάLƴǎǘǊǳŎǘƛƻƴŀƭ !ǎǎƛƎƴƳŜƴǘǎέύ and complete Fields 1 
through 4 as follows: 
 

 
 
Field 1 ς ά[ƻŀŘέ should be 0.00 
 
Field 2 ς Enter ½9wh ǳƴŘŜǊ άContract Typeέ 
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SECTION 7 (Continued) 

Zero Load Assignments 
 
 

Field 3 ς ¦ǎŜ ǘƘŜ [ƻƻƪǳǇ ŦǳƴŎǘƛƻƴ όΧύ ǘƻ ŘƛǎǇƭŀȅ ŀƭƭ ŀŎǘƛǾŜ Ǉƻǎƛǘƛƻƴǎ ŀǎǎƛƎƴŜŘ ǘƻ the faculty member 
and select the appropriate position code. (See Appendix C for information related to position code 
structure.) 
 
Field 4 ς 9ƴǘŜǊ ƻǊ [ƻƻƪǳǇ όΧύ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ άLoad Periodέ. (See Appendix D for information related 
to the Load Period structure.)  

 

STEP 2 
ά{!±9 ALLέ to update and exit the record. ¢ƘŜ ά/ƻƴǘǊŀŎǘ bǳƳōŜǊέ ǿƛƭƭ ōŜ ǇƻǇǳƭŀǘŜŘΦ 

 
STEP 3 
Run RFAL (See Section 11 ς άDŜƴŜǊŀǘƛƴƎ ǘƘŜ CŀŎǳƭǘȅ [ƻŀŘ wŜǇƻǊǘέύ to verify that all assignments were 
entered accurately and make corrections as necessary. (See Section 8 ς άChanges/Correctionsέ.) 
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SECTION 8 

 Changes/Corrections 
 
 

If ANY changes are made to either the assignment (on the ST side) or the faculty member (on the HR 
ǎƛŘŜύ ŀŦǘŜǊ ŀƴ ŀǎǎƛƎƴƳŜƴǘ Ƙŀǎ ōŜŜƴ ŜƴǘŜǊŜŘ ƻƴ C!{/ ƻǊ Ca.{Σ ǘƘŜ ά/ƻƴǘǊŀŎǘ bǳƳōŜǊέ Ƴǳǎǘ ōŜ ŘŜƭŜǘŜŘ 
on the assignment in order to prompt the sub-routine that calculates the pay that appears on the RFAL 
report.  
 

IMPORTANT NOTE:  
Assignments for faculty members should be entered in this order: 

1. Assignments that span the entire semester 
2. First half semester assignments 
3. Second half semester assignments 

 

STEP 1 
Make the necessary changes to the assignment on either FACS or FMBS.  
 
NOTE: ¸ƻǳ Ƴŀȅ ǊŜŎŜƛǾŜ ƴƻǘƛŦƛŎŀǘƛƻƴ ŦǊƻƳ Iw ǘƘŀǘ ŀ ŎƘŀƴƎŜ Ƙŀǎ ōŜŜƴ ƳŀŘŜ ǘƻ ŀ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ǊŀǘŜ ƻŦ 
pay. In these situations, access either FACS or FMBS and proceed to STEP 2. (Since a change in rate of 
pay impacts all assignments, this procedure must be followed for each assignment.) 
 

 
 

STEP 2 
/ƭƛŎƪ ƻƴ ǘƘŜ ά/ƻƴǘǊŀŎǘ bǳƳōŜǊέ ŀƴŘ ǇǊŜǎǎ /¢w[ 5 ǘƻ ŘŜƭŜǘŜΦ  
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