The Workload Activity Report is designed to confirm faculty assignments and activity by
routing the form to Department Chair and Dean for approval before entering/editing
PeopleSoft. The report may be ordered either by EMPL ID, department, or School.

To extract Workload Activity Report select Tenured Probationary Activity
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First-Time set-up
Select Add a New Value. Type in a name you will remember as your “run control” that
you can use during gny session. Example: create an acronym form the report.
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If you want to get a report for a department either type in department ID number or use
the spy class to bring up a list to select from. If you just want to bring up a specific
faculty you type in EmplID number. If you want them for the entire School just use the
Academic School ID number.
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First-time set-up make sure the server name matches this example. In format you may
choose either PDF or CV'S which will download into excel for hand editing purposes.
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Hit OK
Hit Run and check that there is a Process Instance number which ensures the process

steps are successful. Next select Report Manager.
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Hit Refresh until Details is viewed and select Details.
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Select SONRO004.pdf or SONROO04.xls (depending on how you initial set-up your output
file.
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Designed to give to faculty to review, forward to Department Chair, and Dean approval
before entering/editing PeopleSoft.
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School: 32 Social Sciences Department: 348 History Report Date: 081010 [
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000005967-0 Abbott Judith E 2360 Instr Fac AY 5 Professor 2107 Fall 2010
Assi nt
ADY Meet Besn End TBA Space Dict Tndr Tomal
Section I €3 Coou Days Time Time Hrs Factlity D Type WTU wTU IAF OSF WU
HIST 371 001 02 40 TIH 03:.00PM 04:30PM 00 SALZ2013 Lecture 000 000 000 000 000
HIST 425 001 04 40 MW 10:00AM 11:30AM 00 STEV2079 Lecture 000 000 000 000 000
HIST 495 002 36 40 ARR 0.0 Non-Cap 033 000 000 000 033
Total for this assignment 033 000 000 000 033

Un-Processed Course Assignment(s) (i.e. contract courses, supervision)
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University Service (e.g. Committees, Activities, Projects):

This information is provided to assist with planning for the final Schedule of Classes. Course data is derived from the Schedule
as of the report date. This form should not be considered a reporting document. The official workload is reported in the
Faculty Activity Detail Report (FAD).
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