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SECTION 1
Overview

An AssignmentContract is a vehicle for tracking facultgstructional and nornstructional assignments
and using thoseassignmentss a basis for calculating pa@ther work paid oran hourly or ondime
basis is not included in this process.) The primary components of an AssignonémaicCare:

1. Anlncumbent a person/faculty membem a position

2. One or moreLoad Feriods, which are periods of time for which load is accumulgtggdically a
semester).

3. One or moreAssignmentsAn assignment is the assaton of a faculty member to an instructional
or norrinstructionaltask, such ateaching a course secti@r programcoordination

4. A Contract ¥pe, which is a set of default infimation used to create similar assignment contracts
for specific payment methodszor exampled C¢ { 5! ¢ A & R Stitnd fAcyilty Bab &d F 2 NJ
Winter base load pay¢ h [ ¢ fullfi®eNfaculty overload payl Y R &t ¢ &timéfagljdkct LI NJi
faculty pay.

After faculty assignments have been madessigned the appropriate Contract Typeand reviewed for
accuracyfi KS &/ KI y3aS t/SANFK2WR @i I [ 24% Benedated by Payrotlrad@dd e a
information in the Human Resources module and creates the necessary records that allow the faculty
member to be paidThis includes the creation of stipends for pime and overload assignments, as
well as new wage records for fiime facuty 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 bgrea of responsibility can be foundAppendix A
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SECTION 2
Related Procedures

The followingprocesses/transetionsmayimpacthow and when Divisionsnter faculty assignments:

NEW HIRES:

A DivisionISY SN} G4Sa |y a9YLX 28SS ¢NIyalOlAzy C2N)¥E¢
assignment types (eg: instruction, coordinatjaelease timeynd routesform for appropriate
approval.

A Upon receipt of the approved 9 Y LI 28 SS ¢ NIHyiniah ReScur2efepres Nawéhire
paperwork

A Employeecompletes new hire paperwork and obtains drug screen.

A Upon notification of the successful results of the drug screen and receipt of the complgted |
form, Human Resourcesnters new employee in Datatel system and assigns positioNS)TE:

HR will notify Divisions when the individual faculty nmnhas beerentered in Datatel fothose
starting after the beginning of the semester.
A DivisonRSaA3ylriSa ySg SyLiz2eSS a acCl OdzZ Geé¢ o@

appropriate division cost centdDepartment)and corresponding percentag®ct) This stepis
required before making assignments on the FASC screen.

{ Datatel - coltest - ST

File Edit Favorites Tools Help

Quick Access |FCTY v| BGo R d@ XX 79 6B @ |

FCTY-Faculty
A
Faculty, Fred ID: 0386303 Home: 810-762-1234
123 Academic Lane Flint Ml 48503
Department Pct Division School
(3} 44100 Business 100 §8) |Academic Affairs President
) =
Position Rank Date FT
@ 3 3 @ A
v v @ v
Primary Location
Max Workload Start Date End Date
@ @5 a
@5 v
Special Status v
Contract Type v Faculty Sched E]
Previous IDs (1) = Office Hours B
Advisor [No | Qualifications _B
Max Advisees 0 @ Misc Info X_E]
Current Advisees 0 B Former Advisees | 0 ﬂ
v
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SECTION @ontinued)
Related Procedures

PARTTIME TO ADJUNCT

A Deanregularly evaluates patime faculty (per ArticleX.T) and forwards copies of evaluations to
lw F2NJ FAfAYy3a Ay (GKS SYLX 288SQa LISNE2YYy St TFA

A Human Resourcemaintains database that tracks the number of semesters and total hours
worked, as well as the number of evaluations complet8thtus report sent tdDeans each
semester indicating partimers elgible for adjunct.

A Deanreviews list and notifies HR Services Rep of errors or problems within two weeks of
receiving report.

A Human Resourcesioves eligible partime faculty to adjunct no less than three weepsor to
the beginning of the next semester.

A Human Resourcesotifies Divisiorof change which may require thattte assignment contract be
updated(see Section 8¢ K| y IS & k / AN ©iedal2uate thepay.

TEMPORARY FULIME ASSIGNMENTS

Aly G9YLX 2&8S8S ¢iddegiet Orialh RRryiporarg Mulié AssignmentsThis form,
generated by theDivision should include all cost centers and associated assignment types (eg:
instruction, coordination) and must be approved by Wiee Preilent.

A Human Resourcesnters transaction into Datatel (using a position code with the Division cost
center).

A Human Resourcesotifies Division when transaction is completed, which may require that the
assignment contract be redon@ee Section § dChangé k / 2 NNBrloiidéraofetaicilate
the pay.

SALARY AND CONTACT HOUR RATE CHANGES

A Some facultysalary adjustmentsnay have an effectivalate after the beginning of a semester
(eg: training increments, adjunct step increaséf)man Resourcewsill notify the Division when
a salary/wage adjustment has been entered into Datatélthe semester assignments have
already been made on the FABKCFMBScreens, the contract must be update¢see Section 8
d KI y3aSaxk/ anaNS ©iedal2uattiiepay.

A Acrossthe-boardand stepincreasesare typically effectivet the beginning of the academic year
Fall assignments cannot be enteredtil these increasesdve been processetiuman Resources
will keep Divisions informed of the timeline fentering increases that impadthe entire faculty
population.
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SECTION 3
Instructional Assignment§FASC)

IMPORTANT NOTE:

Assignments fofaculty members should be enteredtinis order:
1. Assignments that span the entire semester
2. First half semester assignments
3. Second half semester assignments

STEP 1
EnterdTernm€ and déSectiorg code (eg: 2008 ACCT101-01)in Course/Section LookUp

a) If there is nofaculty member assignedenter the appropriate faculty name or ID in the Faculty

LookUp windowselect OK at the FACULTY.QUALS alstiproceed to STEP.
b) If the correct faculty membeis assigned to theestion,proceed to STER

c) If the incorrect faalty member is assignet the sction, clickon the line numbey selectDELETE

on the following two Alert poqups and return to (a) above.

STEP 2
AdjustoStart5 | (iafidfor 6End Daté if faculty member begins the assignment after the semestit
date and/or completeghe assignment before the semestend date. Also, vert €

correct.If the assignment is shared by more than daeulty, adjusthe loadaccordingly:

ff Datatel - coltest - ST

aKIF G

l.j

File Edit Fayorites Tools Help
Quick Access |FASC v BGo R dQ XX 9 B @
FASC-Faculty Section Assignment
Section: ACCT-101-01 Tem...: 2 Status.....: Active
Title..: Applied Acctg Synonym Status Date:  08/10/08
Faculty Member Instr Meth Percent Load Teach Angt
St Dt End Dt Contr Type Paosition Contr Load Period
@ 0386309 100.00 () 4.00 v
01/10/09 | g
= & @ v
| [E]
Section  Meeting Semester Start & End Dates No
Instr Meth Bldg Room St Time EndTime  Days of Week StDt End Dt Fac
@ ) [LEC |(cM | (113 || 0830AM. | 10:55AM | | T 01710708 | 05/01/09
' E] |LEC1 | |CM | |2126 . 08:304M . 10:554M R 01/10/08 05/01/09
o
Section Instr Method Instr Load Contact Hours Clock Hours
(1) |LEC Lecture 4.00 5.00 =
Fac Comm Cd/Stat ) v Stu Comm Cd/Stat )
<

*Exception Due to accreditation standards in the Nursing, Dental Assisting and Dental Hygiene

KS

programs, lab experience courses cannot exceed a faoufitudent ratio of 1:5. Because many clinical
sites have capacities larger than five, more than one faculty memizgr be assigned to the same

section at full load.

Assignment Contract Procedure (Updated Novemb2011)
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SECTION &ontinue

d)

Instructional Assignment§FASC)

STEP 3

Complete Fields 1 through 3 followittge instructions below:

f Datatel - coltest - ST

File Edit Favorites Tools Help

Quick Access | FASC v Bco B da X 79 8 @ ’
FASC-Faculty Section Assignment Contract Number populated when record is saved
Section: ACCT-101-01 Term.... 2009/3 Status.....: Acti
Title..: Applied &cctg Synonym: 60386 Status Date:  09/10/08
Faculty Member Instr Meth Percent Load Teach Amgt
St Dt End Dt Contr Type Position Contr Load Period
@] |  [0386303F. Faculty LEC 100.00 [ 4N ) v
 01/10/09 05/01/03 FTSDA 44101FTINST 1467 09wWT
= @ v
I L [E]
Secon  Meeting  |_Field 1 | | Field 2 | _Fietd 3 J no
Instr Meth Bldg Room St Time EndTime  Days of Week St Dt End Dt Fac
E] [LEC CM 7136 08:304M |  10:558M | T 01/10/09  05/01/09
¥ LEC CM 2126 08:304M | 10:554M R 01/10/09 05/01/09
o
Section Instr Method Instr Load Contact Hours Clock Hours
(1) |LEC Lecture 4.00 5.00 =
Fac Comm Cd/Stat ) v Stu Comem Cd/Stat ) v
v
< >

Fieldl¢9 y i S NJ 2 NJtHe apprppridtdaConkract Typé. (SeeAppendix Bor Contract Types.)

Field2¢! a$S

KS

[ 221 dzLJ T dzy O pogitipns asxigneditc?the RaguityLidferher |

tf

and select the appropriate position cod€he cost centeto which the assignment will be charged is
identified on the position(See Appendix fGr information related tgosition codestructure.)

Field 3¢ Enter orLookyp 6 Xthie appropriated_oad Perioél (See Appendix @r information related
to the Load Peod structure.) Load mriods define the timeframe in which assignments will be
completed. Load &iodsfor the upcoming termsvill be defined and entered in Datatel each year.

STEP 4
+

a{!+9 1 [[¢

i 2the detdrllc K &

lay R y 8 B @ Gpdfuldedtcs S NJ

NOTEIf the assignment is being shared with another faculty member, follow the same steps as shown

o228 0 dzi

Ftaz |

Redzad (KS

Gt SNOSy ¢

YR 6G[ 21 R

taught by two faculty members at 2.00 houesch; both faculty members would have 50.00 under

Gt SNOSy ¢

HPnn

Iy R

dzy RSNJ a[ 21 R¢ &0
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SECTION &ontinued)
Instructional Assignment§FASC)

STEP 5
RunRFAL(See Section 1dad¢ DSY SNI Ay 3 {KS )®Ivaiiyzthédt all agighrheRts we LJ2 NIi
entered accurateland make corrections as necessd§eeSection & aChanges/Correctiong

Spring/Summer Assignments for Fgiine Faculty In order to correctly calculatéhe pay for fulitime faculty teachig in
Spring/Summer, the procedure for entering those assignmeanties slightly. &er to Section 6for instructions on entering
Spring/Summer assignments.
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SECTION 4
Non-Instructional Assignment$FMBS)

IMPORTANT NOTE:

Assignments for faculty members should be entered in this order:
1. Assignments that span the entire semester
2. First half semesteaissignments
3. Second half semester assignments

STEP 1
Enter appropriate faculty member name or ID.

STEP 2
9YGSNI 2N [ 221! LI 6X0 (KS -idsguRtBnalingsignmeniSeeiApperd O NR 0 S
Nor-instructional @des.)

a) If the appropriateNorrinstructional assignment code is already listed, detail on the code to access
the FCMD screen, select Line 1 to insert a new line, and coenletscreen as outlined in STEP

!Datatel - coltest - ST

File Edit Favorites Tools Help
Quick Access |FMBS v| Bco B HdQ X g9 B @ |
FMBS-Faculty Memberships
ID: 0386903 Hom
Flint Ml
Member Of Start Date EndDate  Role Load

| |7 ~

= )

&) )

(4] ol

(s) ol

(s) ol

)

ol

D) )

(10 Ll v

Advisor To Start Date EndDate  Role Load

s A

3 s

&) sl A

Controller Organization Membership No Values

Campus Org LookUp
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SECTION ontinued)
Non-Instructional Assignment$FMBS)

STEP 3
Complete Fields 1 throughfollowingthe instructions below:

!Datatel - coltest - ST
File Edit Favorites Tools Help

Quick Access FMBS v BlGco R X 9 B @ |

FMBS-Faculty Memberships | FCMD-Faculty Membership Detail
-~

Organization: COOR1  Coordination
Faculty, Fred 1D: 0386903 Home: 810-762-1234

123 Academic Lane Flint Ml 48503

Start Date End Date

Membership Periods (1} (3
2]

Roles Start Date Status
Contr Typ: P Contr Load Contact Hrs Measure
‘Academic Prog Coord OIEENEE | 05/01/08 | v
I 44101FTCOOR I 1467 [z] v
2 I ] & ] M v
@ v
EI Field 6 I I Field 7 I | Field 8 P @ ’ N
Vi
@ [ @ o~
v
Comments
E] I Contract number populated when record is saved I E]
Controller Membership Periods Value 11

FieldicL¥ GKS a{ G NI 51 S énteriadK Sy 20 Gl ENNIS 5Rstu@idigall 2oFt (¢
assignment¢ KS aaSYOSNEKALI t SNA2Ré ARSY(GAFASE K2g f
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¢ Use the Lookupdzy O A 2y 6 X 0t f 2\ RR AavBDTE otdéR t& Bainthin
the history of noninstructional assignment)O NOT DELEBEEA & GA Y 3 | aaA Iy YSy i
(Clicking on the line number will allow you to insert a new line.)

Field 3¢ If necessary, & y3S G KS & { (| Niistruional SssignaehtNQTE:Son-y 2 Y
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 butdaees art of the

FI OdzAf 6@ YSYOSNRA aSYSadSNIt2FRo

Field4 ¢ Enterthed 9 Y R 5 | (i S énst@ctional &Sgnnyfedty

Field 5¢ Enter the appropriate nofnstructional load amount.
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SECTIOHM (Continued)
Non-Instructional Assignment$FMBS)

Field6c9 Yy 1 SNJ 2 NJ [ 221 ! LJsContract Tipk Seel AppeidiR BIKSntrait Fypes.)

Field7¢! &S (GKS [ 221 dzidpldyday0tive\ ppsifiecnasxigned tioxhe facultjember
and select the appropriate position cod€he cost center to which the assignment will be charged is
identified on the position(See Appendix fOr information related tgosition codestructure.)

Field8¢9 y 1 SNJ 2 NJ [ 2 2 { dzLXidaX Beriodl (SEe AppeiidiX®rlidfadinkatiorSelated
to the Load Periodstructure.) Load Rriods define the timeframe in which assignments will be
completed. Load €&iods for the upcoming terms will be defined and entered in Datatel each year.

STEP 4
& {VEALI to update and exithe record.¢ KS &/ 2y i M) @K f H dz9SS NI2 LIdzf F G SR P

STEP 5
Run RFA(See Section G DSY SNI Ay 3 G(GKS ©@Ivadiiyzthdt all asgrimBntsw&éJ2 NIi
entered accurately and make corrections as neces$8ge Section 8dChanges/Correctiodg

Spring/Summer Assignments for Rgiline Faculty In order to correctly calculate the pay for ftithe faculty teaching in
Spring/Summer, the procedure for entering those assignments varies slightly. R8fstitlm 6 for instructions on entering
Spring/Summer assignments.
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SECTION 5

OverloadAssignments
2 KSy | FIFOdzAf 4@ YSYOSNNA& 0hedndximung forRheilagsighediséiping,S & G S|

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 loadand overload, which puts that assignment into two different contract typéshe 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 semast
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:

Fieldl¢! R2dzal GKS a[ 21 R¢ 2y GKS FaaiadayySyid GKIG o

!Daiatel - coltest - ST

File Edit Favorites Tools Help
Quick Access FASC v Beo R daQ X& g O @ |
FASC-Faculty Section Assignment
Section: ACCT-213-01 Term.... 2009/3 Status.....: Active
Title..: Interm Acctg Synonym: 60443 m Status Date:  09/17/08
Faculty Member Instr Meth Percent Load Teach Angt
St Dt End Dt Contr Type Position Contr v Load Period
@l 0386909 F. Faculty 100.00 (C)} IEAE [C) v|a
01/10/09 05/01/03 [ NEER 44101FTINST 1467
0386909 F. Faculty —>| LEC1 100.00 3.00
I 01/10/09 . I 05/01/09 l: I oL I 44101FTOLINST I 1469 v
» r 3 r 3
Section Meeltg I Field 2 I I Field 3 I No
Instr Meth  Bldg Room S Time End Timg  Days of Week StDt Hnd Dt Fac
) CM 2143 11:304M 01:55FM | MW 01/10/09 05/01/0 ||
@
@) Fielaa | Fietas | | Fetas | I Field 7 | i —
Section Instr Method Instr Load Contpect Hours Clock Hours
(1) LEC Lecture 5.00 5.00 =
Fac Comm Cd/Stat E} v Stu Comm Cd/Stat E] v
Controller Section Faculty I Contract number populated when record is saved I 3
< >
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SECTION &ontinued)
OverloadAssignments

STEP 2

To allocate the remaining portion to overload, click on the next available line and enter the faculty
YSYoSNRa yIrYS 2N L5 G GKS [221!' L) LINRPYLIi® [/ 2YLJ
below:

Field2¢! aS (KS [ 2271 dzL) Fdy @ RAR2 ya LA NEAROTEZREIcHde & S G F
must be different than the code in Line 1. There should be at least two codes for each instructional
method (eg: Lec & Lecl, Lab & Labl) to accommodate this.

Field3cOy i SNJ 6 KS O2NNBOG LERNIA2Yy 2F a[2F Ré GKFG 6

Field4 ¢ If necessary, adjushe 8 SYS &G SNJ a{ G NI 5 I iedré if nbtBeNiester G S |
start date).

Field5¢9y iSNJ GKS &aSYSadGSNJ a9y R 51 (S é&s notend o tek S NJ
regular semester end date).

Field6¢9 Yy 1 SNJ 2 NJ [ 221 ! LIConact Tyupk SeelAppeidiB fadigdntraict Sypes.)

Field7¢! aS GKS [ 221 dzisplaydayotive ppsftianasXignediiohe faculty member
and select the appropriate OVERLOAD position cdtle cost center to which the assignment will
be charged is identified on the positio(Gee Appendix for information related toposition code
structure.)

Field8c9 y 1 SNJ 2 NJ [ 2 2 | dzLXLdaX Periodl (S8e AppeiidXBrlidfedinktiorSelated
to the Load Periodstructure.) Load Rriods define the timeframe in which assignments will be
completed. Load €&iods for the upcoming terms will be defined and entered in Datatel each year.

STEP 3
G { ! ALBto update and exithe record.¢ KS &/ 2y i M} @K f f dz9SS NI2 LIdzf F G SR P

STEP 4
Run RFA[See Section G DSY SNI Ay 3 (GKS ©@Ivadiiyzthdk all asgrimBnts w&éJ2 NIi
entered accurately and make corrections as neces$8ge Section @dChanges/Correctiony

Spring/Summer_Assignments for Fdilne Faculty In order to correctly calculate the pay for ftithe faculty teaching in
Spring/Summer, the procedure for entering those assignments varies slightly. Refetida 8 for instructions on entering
Spring/Summer assignments.
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SECTION 6
Spring/SummerAssignmentdor FT& Temp FFaculty

The unique way thakull-time and TempFull-time faculty are paid foSpring/Summerequires a special
method for calculatinghat pay. e accuracy of this calculation is dependent ugereralhings:
1. Identifying theappropriatesemeger discipline loadand
2. Determiningwhen the faculty member has met thebiase load requiremenand should begin
being paid at the overload rate.

The issueof identifying thesemester discipline load wsaaddressed by the creation 8pring/Summer
Contract Types for the various base load leyets 12, 15, 16)The issue ofletermining when base load
has been metis more complicatedbS O dza S (i Ko SpintyBanBediffer from a regular
academic semester(See Article X.G.1 of the Faculty CHA.)assist you in this tksa worksheet is
availableto help make that determination(See sample worksheet Appendix+) The actual worksheet
can be downloaded frofi KS | w $6S06aAGS dzy RSN LY IOd# 81$3 DNEP dzLJ

IMPORTANT NOTE:

Assignments for faculty members should be enterethis order:
1. Assignments that span the entire semester
2. First half semester assignments
3. Second half semester assignments

STER

Complete Fields 1 through 3 followittge instructions below:

-{ Datatel - coltest - ST

File Edit Fayorites Tools Help
Quick Access FASC v BGo B dad X& 79 0O @ ’
FASC-Faculty Section Assignment X
Contract number populated when record is saved
~
Section: ACCT-107-01 Tem...: 2009/4 Status.....: Active
Title..: Payroll Accounting Synonym: 63649 Status Date:  01/21/09
Faculty Member Instr Meth Percent Load Teach Angt
St Dt End Dt Contr Type Position Contr Load Period
| 0386309 F. Faculty 100.00 [ XD E) v
05/06/09 06/26/03 IFTSSIS I 44101FTOLINST 1470 IUBSS I
[y ) @ F'y v
EEE: G
Section Meeting Field 1 Field 3 No
Instr Meth Bidg Room St Time End Time  Days of Week StDt End Dt Fac
‘ B LEC | ‘CM | 2125 | EB:D:PM‘ ‘ 0?:55PM‘ Mw | 05/06/03 06/26/03
" |
o
Section Instr Method Instr Load Contact Hours Clock Hours
LEC Lecture 2.00 2.00 =
Fac Comm Cd/Stat ) v Stu Comm Cd/Stat (] v
Controller Section Faculty Value 1/1
v
< >

Assignment Contras Procedure (Upated November2011) Page6.1



SECTION &ontinued)
Spring/SummerAssignmentdor FT & Temp FT Faculty

Field 1c9 Y 1 SNJ 2 NJ [ 22 1 ! LISgridaSumimkr&ontracll Dipe (SiheRpbeindix Bor
Spring/Summe€ontract Types.)

Field 2¢! &S GKS [ 2217 dzLJ 7T dzy O (ieipdsifions assigned & th&ultineJorl & | f
Temporary Fultime faculty memberand select the appropriate overload position codeven
thoughthe base load is an important factor in determining Spring/Summer pay, all assignments are
O2yaARSNBR a2 03SNI 2| Reled only Kveriddihasidds whén aiauladirig Zhdzf R
dt 2aAiA@eeppantlix&dr iRformation related tgposition codestructure.)

Field 3¢9 Yy 1 SNJ 2 NJ [ 2 2 { dzLXidaX Beriodl (SEe Appeiidix®rlidfadinktiorSelated
to the Load Periodtructure.)

STEP 2
G { ! ALBto update and exithe record.¢ KS &/ 2y i M} @K f H dz9SSNI2 LIdzf F G SR

STEP 3
Run RFA(See Section G DSY SNI Ay 3 (GKS ©@Ivadiiyzthdt all asgrimBntsw&éJ2 NIi
entered accurately and make corrections as neces$8ge Section 8dChanges/Correctiogg

Assignment Contras Procedure (Updated Novemb@011) Page 6.2



SECTION 7
Zero Load Assignments

At times, Aculty membersnay have assignments that shalihot be included in their regular load, but

ySSR (G2 NBYFAY 4Gl ddl OKSReé U 2line (gpfads,etc.STDdsd Bpés ok y 2
assignments may include:

A Insufficient enrollment (Letter of Agreement)

A Credit by exam

A Independent studies

A Program completion

A Apprentice sections

A DLES (Distance Learning prep)
In an effort to properly monltor thesea33|gnments (and disiguish between valid assignments and
GK2aS GKIG akKz2dzZ R 0S RSt SGUSRUOU GKS a%9wheé [/ 2y iNT
STEP 1

Follow the procedure as outlined in Sectiond L y a
through 4 as follows:

-{ Datatel - coltest - ST

i NHzO i A 2 yand compketd Fi&ds X Sy &

File Edit Fayorites Tools Help
Quick Access FASC v BGo B dad X& 79 0O @ ’
FASC-Faculty Section Assignment
~
Faculty Member Instr Meth Percent Load Teach Angt
St Dt End Dt Contr Type Position Load Period
0386309 F. Faculty v
uszusfo 9 [ 06/26/09 (] |zeno | |nass |
» v
Section Meeting Field 2 Field 4 No
Instr Meth Bidg Room St Time End Time  Days of Week StDt End Dt Fac
‘ E] LEC  |CM | 2125 . D6:00PM | . O7:55PM MW | 05/06/09 | 06/26/03
" ]
o
Section Instr Method Instr Load Contact Hours Clock Hours
LEC Lecture 2.00 2.00 =
Fac Comm Cd/Stat ) v Stu Comm Cd/Stat (] v
Controller Section Faculty Value 1/1
V)
< >
Field 1¢ & [ 2 khBuid bed.00
Field2 ¢ Enter%29 wh  d@@riv&NDypé
Assignment Contras ProcedurgUpdated NovembeR011) Page 7.1



SECTION (Continued)
Zero Load Assignments

Field3¢! aS GKS [ 221 dzld Fdzy QiA2y 0 X0 (the faRuhdmadnbed | f f
and select the appropriate position codéee Appendix C for information related to position code
structure.)

Field4c9 y G SNJ 2 NJ [ 2 2 { dzLXi daX Beriodl (SEe Appeiidix®rlidfadinkatiorSelated
to the Load Periodtrudure.)

STEP 2
G { ! ALBto update and exithe record.¢ KS &/ 2y i M} @K f f dz9SS NI2 LJdzf F G SR P

STEP 3
Run RFA(See Section G DSY SNI Ay 3 (GKS ©@Ivadiiyzthdt all asgrimBntsw&éJ2 NIi
entered accurately and make corrections as neces$8ge Section 8dChanges/Correctiogg
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SECTIOR
Changes/Corrections

If ANYchanges are made to either the assignment (on the ST side) or the faculty member (on the HR
AARSO ITFGSNI Yy FaaAadayyYSyid KFLa 0SSy SyiGSNBR 2y C
on the assignment in ordeto prompt the subroutine 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 sesster assignments

STEP 1
Make the necessary changesthe assignment on either FACS or FMBS

NOTE, 2dz YI& NBOSAGS y2UAFAOFIGAZ2Y FTNBY I|Iw OGKFG |
pay. In these situations, access either FACS or FMBSerekd to STEP 2. (Since a change in rate of
pay impacts all assignments, this procedure must be followed for each assignment.)

STEP 2
/| tAO1 2y GKS &/ 2yGNF OG bdzYoSNE FyR LINBaa /¢w[ 5
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