Assigning Faculty to a Course

1.  Enter Facility ID for the meeting pattern. Use the Search for a Facility utility to find an
available facility, if appropriate. Non In-Person instruction modes can use the following:

a. ARR - Arranged. Used for Arranged and Off-site courses.
b.  Online used for Online courses.

2. Select Meeting Pattern for the appropriate meeting days.

3. Enter Meeting Start and Meeting End to define the time schedule.

4.  Select EmplID for the Faculty member teaching the course. Note: if you are changing
faculty from previous session roll the minus key must be used before updating 1D#
otherwise workload may not calculate correctly.

5. Select Instructor Role for the faculty member. Valid values are:

a.  Prim Instr — Primary Instructor. This is the primary instructor for the course. This
is generally the appropriate value and should be used for all instructors/faculty
receiving full credit for the course.

b.  Sec Instr — Secondary Instructor. This is a secondary instructor for the course.
c. TA-—Teaching Assistant. This is a teaching assistant.

6.  Select Access to give the appropriate level of grade roster processing for the class. Valid
values include:

a. Approve — Allows instructor to approve grades on the roster.

b. Post — Allows instructor to post grades from the roster onto the enrollment record
for each student.

7. Click *! to insert a row for each instructor for the meeting pattern and repeat steps. This
needs to be done for every instructor or individual attached to the class.

8.  Click *lto insert a row for each meeting pattern and repeat steps as appropriate. This
needs to be done for every meeting pattern schedule for the class in a separate facility.

9. Clickf 1to move to the Enrollment Control tab.




g Maintain Schedule of Classes - Windows Intemnet Explorer

File Edit View Favorites

Tools Help

E=ERTER X

% @ Convert ~ [B)Select

- Favorites l (@ Maintain Schedule ... [M Gmail - Inbox (52) - pt.... ]g Mystic Theatre

@ - @ ~ Page~ Safety~ Tools» @v

T o
SONOMA

Menu =
= My Favorites
= Instructor Schedule
= Job Data
structor Term Workload
Schedule of

= Schedulers Class
Meetings

= Instructor/Advisor Table

= Query Manager

= Faculty Add/Update a
Person

= Modify a Person

= Modify Faculty

= Semice Indicator Data

= Update Sections
Class Coods

= Schedule Class Meetings

= Class Roster

= Adjust Class Associations

= Course Catalog

= Transcript Reguest

= Search/Match

= Enrollment Data

= Grade Roster

= Add/Update a Person

= Add to Favorites

= Edit Favorites

Maintain Schedule of Classes

Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

Academic Institution: = ~

SOCKMP Q
i a
univ Q

Term: = -
Subject Area: = -
Catalog Nbr: pegins with - |103c
Academic Career: = -

| | campus: begins with ~ |
Description: begins with ~ |
Course ID: begins with ~ |
Course Offering Nbr: = - |
[[] case Sensitive

L L

Main Content

Search | Clear |Elasic Search [E Save Search Criteria

m

Done

e@ Local intranet | Protected Mode: Off

To change EmpIRcd# for faculty in Maintain Schedule of Classes Meetings panel.
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While visiting this panel check to see if instructor has access to grading. Notice Access is
blank with an arror indicating pull-down menu. If the correct row does not display this
indicates that the faculty contract process is not complete in Faculty Affairs. Contact
Celeste for Lecturer or Evelyn for VVolunteer appointments to confirm when the
assignment will become active.
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Select approved and save.
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Tap the Workload tab and check to ensure Assign Type is IFF, Assignment FTE% is
calculating correctly, and workload value is correct.
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If you receive a warning when you are saving the change select ok and it will save the
change:

Windows Internet Explorer

': Warning -- Instructor Class is Part-Time, Job is Part-Time, {14600,602)

Instructor class and job do not match For Fulljpart time assignment.




