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Understanding the FWL Pay Line

Purpose: Use this document as a reference for understanding how the CS to HCM Pay Line
is generated, changes on recalculation, is updated for Earn Code and Account Code
changes, handles reductions in pay, allows pay to be sent to payroll and reflects payments
already sent.

Audience: Class Scheduling Staff, HR\Payroll Staff

Navigation: Main Menu — Curriculum Management — CTC Custom — Faculty Workload —
Faculty Workload Transaction — Maintain Faculty Workload

The FWL Pay Line (CS to HCM Pay Line) section of the HCM Data Info page is part of the
Maintain Faculty Workload component, which is the heart of the Faculty Workload process in
that it serves as a "workspace" to store pertinent data. The Pay Line exists in the same
component as the FWL Grid and Calculation Results and is half-way through the FWL process.

Faculty Workload Business Process Flow
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[ RunFWL \ o . " [ \" -"lf \ 'l/
Cakulati Calculation Results Recalculate FWL Generate Approve
{ | FWL Grid (as needed) | ' \ Contract | Contract
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Process Pay Line \ J \ }J" \\
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."/ : \\' -'".’;h nually Cliﬂlt\ ‘.\'.
. N e e I

\ '.\ Negatives J '.‘ ass Assignment |

b \\__ ,/‘l - ’ y

The FWL Pay Line is refreshed each time a calculation is performed IF the Total Pay value on a
contract is greater than zero ($0), or if a contract does not generate pay, but is retracting pay
that has already been sent to payroll, then negative Pay Lines will appear, even though the Total
Pay is $0.
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FWL Pay Line will Calculate the correct number of payments
based on individual Class start and end date. The class to be
removed completely from CS to HCM pay line when there is no
pay sent. The pay amount and hours will adjust for decrement/
increment in total salary.

C5 to HCM Pay Line

Effective Date: 05202016

Personalize | Find |p| B -'i".:n 1-4 :-f-iu Last

'rir-_:Ts-mnd

1 1266 0 50C& 1m0 LEC P22 85T40 1375 33333 0.00 072016
1375 33333 0.00 07252016
0B/10/2016
0B252016

1375 33333
1378 33333

0.00
oo

CS5 to HCM Pay Line

Effective Date: 08162016

Example of Negative Pay Lines
Porzonaiizo | Eina | B ) B fit B 1020002 B Lt
First T Sacond
Emgl i ; Hours per Lo -asted *Amount Per
ClassMbe | -U° |Subiect |Catalon |AssionTepe |Pay Oroup |Depariment(SSUCURED  prpey e AR OK fo Pay |Pay Date Par Sen!

0.1 518483 [T]  0BHO2016 * (=

2 2026 2 HLTH 1M ung FiT o8308 poo  1.000 0.00 | 5-194 23 ] DR2E2016 +| =
3 225 2 HLTH 1 uoe FiT Sea0e o0 1.000 0on 519483 ] owes2016 +] =
4 7028 2 HLTH m uone FiT 9808 825 Z0.000 oon $593.11 0TR252016 | [=

Upon initial calculation the Pay Line will appear in 'draft' form, meaning no payments can be
picked up and sent to payroll. If the calculation process is run for a Full-Time Faculty and their
class assignments are all attributed to 'regular load' the Pay Line will not display any values. No
contract would be generated, since no Pay Line record exists.

| 3 00001471 FAC HR1T1 GET4E FTF 11 View JobDsta

'i:I“ln‘|u....

HCM Data Contract Info Peropalize | Find | B | L]

Contract
& i - Contigel C Contraet | Conbract Contrach - .

Coniract # Generation View Contract

Lonbractd | Generalion . = Tota| Amount | Rejected |Rescinded |Regenerated |2 r2et

0.00 Wiew Contract | |

1

C5 to HCM Pay Line
d | view A Fiest T 4 of 1 I Lot

Effective Date: 0811872018

First K 4 o 4 B Lot

"
Parscnalize | Find | ¥ | &
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If the calculation process is run for a Full-Time Faculty and some class assignments are
attributed to 'regular load' and others are attributed to 'Moonlight' pay, then a Pay Line will
display only for those classes being paid via FWL for their moonlight assignment. No contract
would be generated for their regular load, but a Moonlight contract would generate for that
portion of the pay. Upon initial calculation or even subsequent recalculation the Pay Line will
exist in 'draft' form until such time as the contract has been generated and approved.

€ Note: Need more information on generating online contracts (appointment letters)?
Refer to the Quick Reference Guide - FWL Contract Generation (Batch)

| 3 00001471 FAC 0 Primary  Active Achive M0 AT0 HRT1 G748 FIF 41 \ew ob Datn

HCM Data Contra

Until the online contract (appointment letter) is
generated and approved, the Ok to Pay check box is
inaccessible, therefore no pay can be sent to payroll.

002018 [+

11383 0 ENGL o Ma3 Fi7 96745 917 331 000 $565.94

21383 0 ENGL 96 ME3 Fi7 S8745 847 33333 0.00 | §565.54 0252016 [+] [=]
| 31383 DENGL 96 M3 FI7 96746 917 33313 0.00 | 5565.94 1102016 [+ (=]
| 41393 0 ENGL 96 MO3 F17 98746 247 33333 U.Dﬂl §565.94 M2S2Z0E6 = =
| 5 1333 GENGL %8 M3 FI7 28748 217 33333 0.00 5585.04 120002018 ElE

& 1333 GENGL 86 MO3 Fi7 56745 915 33333 oon|[ 556598 122206 [+ =

Effective Date: 08/1E2016 Eff Seq: 1]
1 *
| (st}
I'-'- '.4' Aecowint Code 0 3 sdate Diate e
11383 [] FIF 000168420 0.000 08MEME 11:23:54AM  CTC_FUNCTIONAL [+ [—
21383 0 [FF | [ooo1ess20 o | 0.000] 0816M6 11:23:544M  CTC_FUNCTIONAL [+] [=
31383 [ FIF o, [poniesaz0 0.000 08M16ME 11:23:54AM  CTC_FUNCTIONAL [+ [=]
41393 0 FTF o, [oo0188420 ¢ | 0.000] 0818116 11:23:54AM  CTC_FUNCTIONAL [+] [=]
51383 [} FIF Q000168420 O 0.000 0816M6 11:23:54AM  CTC_FUNCTIONAL [+] [=]
& 1333 [] FTF oy [oootesa20 o | 0.000) 0811BME 11:2354AM  CTC_FUNCTIONAL [#] [=

Depending on how the Job Data record is established, there may be multiple Earnings Codes
tied to the Full-Time Faculty job on the CTC Earnings Distribution page in HCM. It is highly
possible that the system will pick the first record on that page and that may not be the desired
'"MLC Earnings Code and Combo Code, if so these values must be updated.
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Winrk Locatien || Job Information Job Labsor Payroll || Salary Plan | Compensation CTC Job Data CTC Earnings Distribution

Empl I 10100
Employes Empl Record 0
Job Infermation (7 Find Firat & 10f2°% Last
Effective Date 054152015 Go To Row
Effective Sequence 1 Action Pay Rate Change
HR Status Acive Reason Salary Increase(By Percent)
Payroll Status Aciive Job Indicator Primary Job
Current [£]
Earnings Distbution Personaize | Find [&2 |8 Freed 1201z Lam
'EE’::__‘:"’ Deseription Combination Code DF‘cr:-:,:-:t o Feamary
=mouhon
4 | Full Time Faculy Comfract 000189420 Edt ChartFielkds 100,000 i +| [=
4 Woonlght Comiract Q0D18ETIE Edi ChartFickds 100,000 M =+l =]

If the Earnings Code or Combo Code require changing on the Pay Line, this needs to be
completed prior to generating the online Contract (appointment letter) or the contract will not
have the appropriate Earnings Code displayed. Use the Earnings Code lookup to find the
Earnings Code available and select the correct coding to ensure the pay is coming out of the
right budget. Make sure to updated EACH line on the Pay Line and click Save.

A Warning: Keep in mind that at this time (enhancement pending) the lookup displays all
Earnings Code for all employee record numbers tied to the instructor, not just those
associated with the Empl Rcd# displayed on the Pay Line. The same is true for the
Account Code (Combo Code) field, so caution is advised when updating these values on
the Pay Line to ensure that the right codes for that job are selected. Use the View Job
Data link to view the CTC Earnings Distribution page if needed to confirm.
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Look Up Earnings Code

Earnings Code: begins with - |

Description:  pegins with - |

Look Up Clear | Cancel |Elas.icLuukug

earch Results

tion
Full Time Faculty Contract

MLC Moonlight Contract
PTF PIT Faculty Contract
FTH BT Faculty Hour

Effective Date: 08/24/2016 Eff Seq: 0
[ First [[JSEEend
Class Nbr i 3 L= e —— Pay Date
1 2026 2HITH 1o uos F17 98308 825 20000 0.00 s59311 || OT/2S/2016 melE
2 2025 ZHITH 10 uos F17 98808 825 20.000 000  sseant 08102016 F =]
3 2026 2 HLTH 101 uos FI7 98808 825  20.000 000 559311 08/25/2016 ] =]
4 2025 ZHITH 10 uos F17 98808 825  20.000 000  s593.12 09/09/2016 F =]
5 2033 ZHTH 174 uos F17 58808 825 20000 0.00 $59311 [ O7/2SM2016 M=
8 2033 2HITH 174 uos F17 98808 825 20000 0.00 559311 0810/2016 F1 =
7 2033 2 HLTH 174 uos FI7 98808 225 20.000 000 559311 08/25/2016 [ ] [=]
8 2033 2HITH 174 uos F17 98308 825 20000 0.00 358312 09/09/2016 1 =
9 2044 2P 186 uos F17 28808 165 3.000 0.00 58897 ||  OT/25/2016 v+ =
10 2084 2PE 186 uos F17 98808 165 3.000 ooo[  s8se7 0810/2016 " =l
11 2044 2 PE 188 uos F17 98308 165  3.000 ooo|  ssseT 08/25/2016 ™ =
12 2044 2 PE 1286 u0s F17 98308 165  3.000 ooo[  ssses 09/08/2016 "1 =
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1 2026
2 2026
3 2026
4 2028
5 2033
6 2033
T 2033
& 2033
9 2044
10 2044
11 2044
12 2044

EiE] second

Class Nbr

[ I ¥ R % IO 6 T I N % N I T = R e

Effective Date: 06/24/2016

Eff Seq: 0

Earnings Code | Account Code

Fersonalize | Find | & | e

Split %

Last Update Date/Time

0.000 08M16M6 10:25:48AM

0.000 06/24/16 3:06:56PM

0.000 06/24M6 3:06:55PM

0.000 08/24/16 3:06:56PM

0.000 081616 10:25:484M

0.000 06/24/16 3:06:56PM

0.000 06/24/16 3:06:56PM

0.000 06/24M6 3:06:55PM

0.000 08M16/16 10:28:484M

0.000 06/24M6 3:06:55PM

0.000 08/24/16 3:06:56PM

1 PTF 000161951
2 |FTF @ |p00161951 | |
3 |PTF 000161851 | |
4 |PTF Q_ [pon161951 | |
1 PTF 000161951

2 TR 0 000161951 (¢ |
3 |PTF < |oo0161951 |y |
4 |PTF @ 000161951 | |
1 PTF 000161951

2 |PTF @ 000161951 | |
3 |PTF O |o00161951 | |
4 |pTF @ [000161951 | |

0.000 06/24/16 3:06:56PM

First n 1-12 of 12 u Last

CTC_FUNCTIONAL <+

101002857
101002857
101002897

CTC_FUMNCTIONAL

1010028597
101002857
101002857

CTC_FUMCTIONAL

101002857
101002897
101002857

HEHBEEEEEFEBE

(] [ [

[0 [ @]

[0 [ [ |

HCM Data Contract Info

Contract
Approved

Contract

‘-*_ElFin:1|‘a|gg

View Contract

View Contract Recalc

First L4 1of1 [ Last

1 2026
2 2026
3 2026
4 2026
5 2033
6 2033
7 2033
8 2033
9 2044
10 2044
11 2044

12 2044

Effective Date: 06/24/2016

2 HLTH
Z HLTH
2 HLTH
2 HLTH
2 HLTH
2 HLTH
2 HLTH
2 HLTH
2 PE
2 PE
2 PE
2 PE

101
101
101
101
174
174
174
174
126
186
186
186

F17 58808
F1T 98808
F17 593808
F17 58808
F17 gga08
F17 58808
F17 gga08
F17 58808
F17 g8808
F17 58808
F17 53808
F17 58808

1865

1865

*Amount Per

000  ssead
000 55931
000  sse31)
000 550312
000  sseEa

0.00 $593.11

000  sseEal
0.00 5593.12
000  ssae7
000 8897
000  ssss?
voo|  s3e06

e | Find | ¥ | #

e = o = o

Pay Date

07252016
08102016
08/25/2016
09/09/2016
071252016
08N 02016
08/25/2016
09/09/2016
07/25/2016
08N 02016
08252016
09/09/2016

First [ 1-12 of 12 ] Last

Pay Sent

HEEHEHEHEEEHGBRHRB B

€ Note: For information on how to run the FWL Calculation Process to load or update the

FWL Pay Line, refer to the Quick Reference Guide - FEWL Calculation Process (Batch).
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Understanding FWL Calculation Results

Purpose: Use this document as a reference for understanding how the Calculation Results
page within the Maintain Faculty Workload component is loaded, changes upon
recalculation and can differ in appearance from Contract Type to Contract Type.

Audience: Class Scheduling Staff, HR\Payroll Staff

Navigation: Main Menu — Curriculum Management — CTC Custom — Faculty Workload —
Faculty Workload Transaction — Maintain Faculty Workload

Overview of FWL Calculation Results

The FWL Calculation Results page is part of the Maintain Faculty Workload component, which is
the heart of the Faculty Workload process in that it serves as a "workspace" to store pertinent
data. The Calculation Results page exists in the same component as the FWL Grid and CS to
HCM Pay Line and is half-way through the FWL process. The page is refreshed each time a
calculation is performed. Contracts where changes have occurred will appear with new data,
those without changes will simply be carried forward so that the latest record shows the
Calculation Results for all current Contract Types. All results on the page are display only as all
changes that would impact a contract are made on the FWL Grid page.

Faculty Workload Business Process Flow

CAMPUS
R ‘ SOLUTIONS ‘

Employee r A
f FReview/Update |
g ey e | I::It::‘l:n Calculation Results | Recalculate FWI. | | Generate \ | Approve \
Data) - | Do FWL Grid (as needed) ™ | Contract | Contract |
\ Pay Line f L /

Adjust)\Cancel
Instructor
Assignment in
Class or
Term Workload

v

Minual‘l‘rched( [ )
Rmmml.ml Run Ok to Pay”
f -1—- “Ok to Pay’ on |4—| Ry |

\ | MNegatives |
" Y J

T

The FWL Calculation Results page stores the relevant variables used in each calculation. The
results displayed vary by contract (pay formula), meaning the fields you see on the results page
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will be different depending on how each contract is calculated. If Term Max Load Rate is used
in the calculation, it will appear in the result for that contract, but if Minimum [hourly] Rate is
used, then this will display rather than the Term Max Load Rate.

HCM Data Page WL Gnd Calculabon Resalts W Notes/Commenis

FWL Calculation Resuits

Effective Date: DENGT01E Eff Seqge 7

Canfract Types

Coniract Type: CF1

Continuing Fducsiion

Class Information Femanaiizs | Fime | 8 | ine B0 4 ot o B et

. |Emet Empl _ o | : . n o Them (- Lilane Totnl Py for | Contcted

1a037  FAC PE Lsbomalory .00 NOM et Inchadnd m Workiead [ : | What appears in each

2 4038 Fag PE Laboratory 2.000 NOY Net Included n ‘Workioad n.o0 o inn 000 Contract Type I'ESU".S

section differs depending ;

on what variables are used

when calculating that pay
formula.

Laciure: 20000 004
Lecture: 20000 004
34038 FAC o rE Laboralory 20000 006 Adunet Athistics 4400 100
4 4035 FAC orE Laboralory 20000 006

t FAQ 5 13333 M AT0 819 00N

The FWL Calculation Results page, like each page in the Maintain Faculty Workload component,
generates a new 'current’ view with the Effective Date of the initial calculation or recalculation.
If more than one recalculation occurs on the same day, the Effective Sequence number
increments up. Upon first accessing the FWL record, only the latest Effective Date/Effective
Sequence data is visible In the upper, right hand corner of the page the user can click through
each Effective Sequence on the latest Effective Date to view the calculation history that occurred
on that latest Effective Date.

To view all Calculation Results every generated for the term, click the Include History link on the
button, left hand corner. In the example below there are two Calculation Results visible with
the Effective Date of 06/09/2016. When Include History is clicked, the record count goes up to
5.

FWL Calculation Results Find | View All

Effective Date: 05/02016 Eff 5eq: 0
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Caloulation Results
F¥IL Calculation Results

Efective Date: 08052018

Cantinuing Education

Class Information Forencios | Fid [0 | 8 Pt B von o B st

Caleulation Resulls

FWL Calculation Resulis

Contract Type: CE1  Conlinuing Education

:'Etn 1011 o Last

Contracted

gl Flinclude Histony

F#Comect History

Find | View All F

The Calculation Results will be displayed regardless of whether the calculation generates pay.
In this way the user can see when the system calculates and excludes classes from pay or
generates FTE% only to record a Full-Time Faculty regular load.
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Contract Type: EXC

Class Information

1 4037 FAC
2 4039 FAC

Facufty: Excluded Classes

Subject (Class Comp |FTE %

PE Laboratory
PE Laboratory

0.000 NON
0.000 NON

— =
Personalize | Find | |

Not Included in Workload
Not Included in Workload

Contract Type: FO0S

Class Information

1 3544 FAC
2 3945 FAC
3 4036 FAC
4 4038 FAC

FTE Only: Athletics

Subject

0 HLTH
0 HLTH
0 PE
0 PE

Lecture
Lecture
Laboratory
Laboratory

Adjunct: Athletics
Adjunct: Athletics
Adjunct: Athletics
Adjunct: Athletics

3.00
3.00
1.00
2.00

Term

Contact Hrs |—

165.00
165.00
220.00
220.00

€ Note: The Calculation Results appears after the FWL Calculation Process is run. For

information on how to run the FWL Calculation Process in batch to load the FWL Grid
and Calculation Results, refer to the Quick Reference Guide - FWL Calculation Process

(Batch).

Faculty Workload
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Understanding FWL Grid

Purpose: Use this document as a reference for understanding how to change the
appearance of the FWL Grid page, the data sources for the FWL Grid, and how data is
managed/updated within the page.

Audience: Class Scheduling Staff, HR\Payroll Staff

Navigation: Main Menu — Curriculum Management — CTC Custom — Faculty Workload —
Faculty Workload Transaction — Maintain Faculty Workload

Overview of FWL Grid

The FWL Grid page is part of the Maintain Faculty Workload component, which is the heart of
the Faculty Workload process in that it serves as a "workspace" to store pertinent data. The FWL
Grid allows staff to add or edit data to reach the proper calculation. This page, sits half way
through the business flow of processing Faculty pay, between adding the instructor
assignments (using Assignment Types) in class and generating an online contract (appointment
letter) to send pay to payroll.

Faculty Workload Business Process Flow

CAMPUS
Hewm SOLUTIONS

' Mm.fl.lpdara v f r h

| Calculation Results | Recalculate FWL | Generate | { Apprave I

}. calmlat ion I'ru(e-ss Fwtliml | [as needed) HI._ Cantract HI Contract |||

.-' I 4, L 7
%y p - S - - -

d-]u.il:.C ancal
Instrsetar
AsE Enmﬂ'ﬂll Recakulate FWL
azs ar

Term WD kload

P n \
£ -\ / \
f M-u ua"\r{,hﬂ ! | A
l [FWL Pay Li [ Fun 'Ok to Py
- " jid u|-4—| "Dk to Pay’ an I-i—| Mm,\s " -!\"
\ Extract | | Magats [ass Azsigrarien
L J \ L F
- : \ ) ;

All relevant data is loaded into the FWL Grid as a result of the FWL Calculation Process from the
following pages:

* Schedule of Class

* Instructor Term Workload

+ Assignment Type Configuration

« FWL Contract Configuration (Formula)
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The FWL Grid is refreshed each time a recalculation is executed, either from the FWL
Calculation Process (batch*) or from the Recalc buttons on the Maintain Faculty Workload page.
All Effective Dated/Effective Sequenced 'snapshots' of the FWL Grid are kept in history if
needed to research the pay changes that have occurred.

€ Note: For information on how to calculate FWL refer to the Quick Reference Guide -

FWL Calculation Processing (Batch).

The FWL Grid is made up of 4 tabs, which can be expanded to be viewed as a single tab,
downloaded to Excel or personalized to rearrange which values appear on which tabs.

HCM Data Page | FWL Gnd Calculation Results | FWL Notes/Comments

Download to

FWL Grid Details
Fersonalize the order [l Excel

of values, change Fiod | View Al First Bl 4 or2 O | gst
which tab the walue

BppEErs on.

Expand to

Single Tab -

Effective Date: 03/07/2016

Faculiv Workload

.|m.||n|ﬂ -.=Il-|...,.ull a5l
| FirstTab | SecondTab | ThidTab | Fourth Tab

Leclure
Lectura
Lecture
Leciure

Microsoft Word 2013 Essential 1
Microsaft Excel 2013 Essantlal 1
2
4

Career Transitions

Carger Transitions

Data Sourced from Schedule of Class (SoC)

Various elements from the Maintain Schedule of Class page are loaded into the FWL Grid upon
initial calculation, these include the Class Nbr, Subject, Catalog Nbr, Component, Title, Units and
Instructor (Weekly) Contact Hours, as well as indicators of whether a class has Variable Credits
or is designated as an Online Class.

HCM Data Page PWIL Grid Calculation Resulis FWL MotesiComments

FWL Grid Details

Find | View AN First 4] 1of6 o Lasi

Effactive Date: 03/07/2016 Eff Seq: 1
Faculty Workload personalize | Find | B | 88 first B0 4a ora B oo
" FirstTab ]| SecondTab || ThirdTab || Fourth Tab

Academic QU EE . . Liass . var unine  Weekly
) el s i — W =

Microsoft Word 2013 Essential 1
Microsoft Excel 2013 Essential 1
Career Transitions 2

Career Transitions 4
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In addition to the elements mentioned above, the selected Assignment Type, Load Factor,
Associated Class#, Combined Section# and Empl Rcd Nbr are loaded to the FWL Grid, as well as
Meeting Pattern information, which can be removed if desired using Personalization.

Find | View Al  First Bl 4 ors O e

Effective Date: 03072016 Eff Seq: 1

Faculty Workload Perzonalize | Find | = | B First B 1.4 ora B Laat
T Firtman T second Tan T Third Tab '|' Frusrth Tah

Assignment Load Factor

Combined Associated Empl Red
Type Override i

TE Empl Red
Class Nbr Load Factor -TE% Secti C 0 ; |Hh1' Department

1 588 I 100.0000 2338 1 7 & 98796
2 5887 8LC 100.0000 0.000 1 G 98786
3 8296 8LC o 99,0000 23914 2 7] 7 98798
4 9300 8LC ] 85.0000 22948 4 ] T 98798

(SoC) Two Rows for Same Class on FWL Grid - Split Payment Methods

In general, for most colleges, each workload assignment added in Schedule of Class for an
instructor will have a 1 to 1 match to the Class Nbr data loaded into the FWL Grid. Some
colleges have a business practice where a single class is 'split' between regular load and
moonlight or overload pay, or have classes that have more than one method of payment. If so,
this will result in two rows appearing on the FWL Grid for the same class. For example:

+ Aclass taught by Full Time Faculty (FAC) paid partially as a regular load (FT Salary) and
partially as Moonlight (paid at the Part Time Faculty rate through FWL).

 Aclass taught by Full Time Faculty (FAC) paid partially as a regular load (FT Salary) and paid
an additional, per student amount for each student above a maximum through FWL.

When the same instructor is being paid in two different ways for the same class, that instructor
would be added to the Schedule of Class twice. When this occurs, there are two rows added to
the FWL Grid upon calculation. In the example below, Class Nbr 5584 has 'active' two rows on
the FWL Grid, each with a unique Assignment Type.

FWWL Grid Detailz
Find | View A

Effective Date: 01/222016 Ef Seq: 0

Faculty Workload
FuastTab | Second Teb | Thid Tab | Fourh Tab

Academic Assignmernt Course
= Class Hbr Term
Insfitution | ™ |hn= —

Subject Area

1 WaiT 5584 ooz 2161  Lecture HIST 106 Higt Worid 333330 2 500 500
2 WAITH 5584 X03 2161 Lecturs HIST 106 Hist World £.000 0 2 5.00 5.00
| 3 WaITH 5588 X03 2161 Lectura HISTE 116 Waat Civil | [CCN] 0.000 0 2 5.00 500
4 WAIT1 5637 X0 2181 Leciure S0C Fall Marriage Fam 0.000 0 1 s.00 5.00
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(SoC) Two Rows for Same Class on FWL Grid - Display Only Row

Two rows for the same Class Nbr may exist on the FWL Grid when a class is initially paid using
one payment method, but the payment method (Assignment Type) is changed after at least 1
payment was sent to payroll. Since payment was sent to payroll, the underlying history must
remain in case of audit. The data associated to that class will remain on the FWL Grid under the
old Assignment Type, but as 'display only." This is true even though the original payments were
set to negative and the pay associated is recovered from the instructor.

FWL Grid Details

Faculty Workload In_actwe Row
MEeRe e ) [ (display only)
Institution | =255 Nbr Tioe I_11.111 o Subject Area |L‘:"—“ |§H&=I:I=
1 WalT 5692 i [ Soc Marketng

2 Wa1T1 Soc Marketng

Effective Date: 0427/2018

FWL Grid Details

Effective Date: 04/27/2018
Inactive Row

Faculty Workload (display Only}

| Fist Tab | Second Tab | Third Tab T -ourth Tab

Perscnalize | Find | &1 | 2 First K 16 of 6 n Last

Term M.x  |Per
Cwerride  |Le o Rate Credit

0187.000  50.000 £0.00 0.000

€ Note: If the instructor was deleted from the class or the class was canceled after
payment was made, then only 1 display only line will appear as a record of the
payment details.

Data Sourced from Instructor Term Workload

The FWL Grid, when loaded with data from the Instructor Term Workload, will display a 5 digit
class number, starting at 99999 and incrementing down (99998, 99997, 99996) for each
subsequent non-instructional assignment. Unlike with data sourced from Schedule of Class, no
Subject, Catalog Number, Component or Unit information is provided.
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FWL Grid Details

Eing | View Al First a 10f1 - e

Effective Date: 02/08/2016 Eff Seq: 0

Faculty Workload Personalize | Find | '-ﬂ| L First B 4 o 4 B ast
FirstTab | SecondTab | ThirdTsb | Fourth Tab

Class Nbr

Academic
Institution

l 99939 AT 2161 0.00 0.00

Non-Instructional assignments don't automatically calculate. They require manual entry of
Start/End Date and Hours in the FWL Grid and a recalculation in order to generate Total Pay.
See the section "Manually Add Contracted Hours" below for more information.

FWL Grid Details

First B 4 or 1 I Last

Find | View Al

Effective Date: 02/08/2016 Eff Seq: 0

Faculty Workload Personalize | Find | -| ] First K 10f1 k] Last
L
FirstTab || SecondTab | Third Tab | Fourth Tab

Start Date
Override

1 99999 0100412016 [31) 03/31/2016 3]

Start Date End Date Census Date

Effective Date: 02/08/2016 Eff Seq: 0

Faculty Workload Personalize | Find | 2] | i First 10f1 B
FireiTa) [ Seesna Tan) i Tasl| Fourth Tab

1 99999 rl $10187.000 $0.000  S0.00 $0.000 0.000 ] $0.000 [ 50.000 $4861.95 4

€ Note: For information on how to process Non-Instructional (Special Assignment)
Contract(s) refer to the Quick Reference Guide - Processing Non-Instructional Faculty
Workload.

Data Sourced from Assignment Type Configuration

Some of the values on the FWL Grid are loaded from the FWL Assignment Type configuration
page when the FWL Calculation Process is run. Which values are populated vary by the
configuration decisions made by colleges to enforce their respective Collective Bargaining
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Agreements (CBA). Using the Fees Override check box allows the user to edit some of the values
on the FWL Grid. When recalculated the system does not refresh from the FWL Assignment
Type page, rather using the manually entered values - so long as those values are configured in
the pay calculation formula.

A Warning: If a pay rate change is implemented by adding a new Effective Dated row on
the FWL Assignment Type page, those new values will not be pick up in a recalculation
process if the Fees Override check box is checked. Manual intervention would be

required.
FWL Assignment Type
Assignment Type: 003 EXEmP|E—j
Configuration
Academic instiation; WAIT Spokane GG
“Effeciive Date: pamizos [ gials:  Acive - =HE
*Descripton: 485 [COL] - Adjunc Online
Sheort Description; AL [OL]

[¥] Wi on Schedule of Classes

[#] Imciude Assignment in Workloa<

il RN o] o
Q... - oo |

Threshald:

Tenm Max Load Rate:  107157.00 P dit Rate: <00 Excess Calc Rate: 0.000 o
Flat Rate: o.00 0.ap evic 200 o Par Student Calc Amt; | 3.000 ur

FWL Grid Details

Example Result
(frem above configuration)

Effective Date: 041872016 Eff Seq: 0

Faculty Workload Personaize | Fng | 8 | 8

" FstTab | SecondTab T Thira Tab T FourthTab

Class Nbr <~ —  Start Date F———— Census Date

Start Date End Date
Override

061712016

Ll 04M5/2016  |[w]

FWL Grid Details

Effective Date: 04M1B2016 Eff Seq: 0

Faculty Workload

T —

Lontract
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Data Sourced from FWL Calculation Configuration (Formula)

Yet other values on the FWL Grid are loaded from the FWL Calculation Configuration page. If
the values from the FWL Assignment Type configuration have been 'hard coded' into the FWL
Calculation Configuration, those values will 'override' any value changes made on the FWL
Assignment Type page.

Calculation Configuration Formula Configuration
bl ‘ - | Example Calc Config I

Institution: WA171 Spokane CC Term: 2163 SPRING 2016 Contract Type: 003 Online: Arts & Sciences [Adj] Populate Defaults

Calculation Configuration

ET Base Term |Weeks in
Contact Hrs Term

1/PTF Q ANTHE O LEC 003 Q g:i':;i:e"gi & 165.00 11
2fFa T [ pm e newss g |

*Empl Class o *Assignment Type

FWL Grid Details

Effective Date: 04/18/2018 Eff Seq: ©

Faculty Workload
" FirsiTab | SEcondTab | ThedTeb | Fourth Tab

Contract Actual
Owerride Coniraci Rate

11601 |  $10187.000 50000 S0.00  $0.000 400 ‘ 0.00 sooon | 50.000 $3531.49 4

Updating the FWL Grid

In this workspace staff can:

« Add Census Day Student Enroliment Counts
+ Override the Start/End Date of a class or non-instructional work assignment, possibly
impacting the term of the contract.
+ Override Employ Record Numbers
+ Override Load Factor
« Override Pay Elements
+ Override Total Pay Using Flat Fee Field
« Manually add values that are not sourced from pages within the system:
+ Contracted Hours for non-instructional assignments.
* Enrolled Student counts for an individual class census date.

If changes are made to the FWL Grid, those changes must be SAVED to the grid and a
"Recalculation" of the contract run in order to pick up the new values and incorporate them into
the pay formula.
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The system stores a snapshot of what the FWL Grid looked like with each calculation to
preserve the data condition relative to each pay calculation. If an instructor was paid one way
for a class, and that pay was partially sent to payroll and later changed, a record is kept in the
FWL Grid of the original payment information.

€ Note: For information on how to run the FWL Calculation Process to load the FWL Grid

refer to the Quick Reference Guide - FWL Calculation Process (Batch).

Override the Start/End Date on the FWL Grid

. The Start/End Date is found on the Third tab (if the FWL Grid has not been personalized).

2. Click Correct History to allow editing on the FWL Grid.

3. To edit the start or end date, click the Start Date Override or End Date Override check box to
open the field for editing. The leaving the override check box checked will prevent this field
from being overridden from Schedule of Class again.

4. Enter the new Start Date or End Date or use the calendar lookup to select a date.

5. Click Save.

—

HCM Data Page FWL Grid Calculation Results FWL Motes/Comments

FWL Grid Details

'-I":.'.n 10f5 o Last

Find | View Al
Effective Date: 03/07/2016 Eff Seq: 1

Faculty Workload Persenalze | Find | £ | = First Kl 1.4 or a B Last
FirstTab | SecondTab [ Third Tab 7T FourthTab

Class Nbr

(/) Joz1ezots ] LV[) [o3m12016 i [54) 0 0 ]
2 5887 03/08/2016 03/22/2016 0 0 15 2
3 0206 1 010042016 022016 ' [l 0 0 100 6
4 9300 B 0211612016 ] 032372016 5] 0 0 100 9
& save | JLAReturn to Search | +ElPravious in List I +=|Next in List I Fllpdatelisplay | Fllinclude History ! " Correct History l

Override Pay Elements on the FWL Grid

Overriding information related to Fees on the FWL Grid allows the user to deviate from the
values on the Assignment Type configuration page on a 'one-off' basis. The elements of pay
tagged below are sourced from Assignment Type configuration and are opened for editing
when the Fees Override check box is checked. When using Fees Override, the system will no
longer refresh from the FWL Assignment Type configuration page. Only those pay elements
that are configured in the FWL Calculation Formula will have any influence on pay upon
recalculation.
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../../59976/l/500004-fwl-calculation-processing-batch

FWL Gnd Details

Effective Date: DA07/Z016 EI Seq: 1

Faculty Workload
FrsiTab | "Sezand Tab | Third Tab || Fourth Tab

1 5885 $11170.000 $0.000  §0.00  $0.000 0.000 " ooo $0.000 $0.000 26111 4
2 5887 S11170000 $0.000  S0.00  $0.000 0.000 1 000 30000 50.000 5000 4
| 3 9206 & S4M70.000 50000 000 $0.000 0.000 1| oo 0000 T 50,000 5267122 4
| 49300 &  [s1170.000 | soooo/| sooo |  sooo0 0.000 1| om o 50,000 $2563.29 4

00000 ()

Override Hourly Pay Rates

Some pay formulas use an hourly pay rate that is multiplied either by the Term Contact Hours
for a class, or a manually entered number of hours, stored on the FWL Grid as Contracted
Hours. In those pay formulas, the system will store a default Minimum Contract Rate in the
Assignment Type configuration. If a college requests their pay formula configuration to support
increasing that pay rate on a 'one-off' basis, the Fees Override and Contract Override check
boxes can be checked, opening the Actual Contract Rate field for editing.

FWL Grid Details

EMfactive Date: 03/22/2015

Faculty Workload
| FiretTat | SecondTan | [ ThdTEn | Fourtn Taw

. Fees (TermMax  Per
Cass 8O | oo rie |LosdRale  |Credit

11917

[ $10187.000  £0.000 $0.00 $0.000 0.000
2 99908 [+ [ 50.000 | E0.000 50.00 | $0.000 0.000 0 350 F1000 [ §30.857 513950 | 1

Override Pay Using Flat Fee Field

Use of the Flat Fee field is activated only by clicking the Fees Override check box. When used to
hand enter a total pay value the payment amounts for other Fee/Rate fields are set to zero ($0)
and the value of the total pay is entered in the Flat Fee field. The user must click Save and
Recalc to modify pay.

Faculty Workload Page 23



FWL Grid Details

Effective Date: 04182016 EM Seq: 3

Faculty Workload
FrsiTab || SecondTab | ThirdTak | rourth 1an

1 1259 o000 soood seegoo  soooo|  ooool|  sooo | s0.000 11 000 s0.000 ] $0.000 $1018.70 4

Colleges that have requested configuration allowing the ability to override the pay calculated by
the system to utilize a simple 'direct entry' of the total pay for term can do so as described
above. This is used solely as a means to expedite the payment process if an issue has arisen in
calculating pay through the system. This is a stop-gap measure only, as the FTE% and Term
Contact Hours are still calculated through the system, but can allow payments to proceed if
working through an issue with a contract. Once resolution has occurred, the payment would be
corrected to generate from the system calculation. When used for this purposes, the Fees
Override check box is checked, the pay elements are all set to zero, the flat fee is entered and
the pay is recalculated. The result (shown below) is that the amount entered into the Flat Fees
field becomes the Total Pay.

WL Grid Details

Effective Date: 08152016 Eff Seq: 0

Faculty Workload
(FrstoE) | Sesona T [ W Tee ] Fourm Tab

‘ :

The Flat Fee field can also be configured to add conditional pay. In those cases, college
configuration uses the Flat Fee field as a to increase pay beyond to the regular pay calculated
via the system. For example, if the college pays by multiplying a dollar amount per Unit, but
pays for an additional Unit in Lecture/Lab combination classes, the payment amount for the
additional Unit is stored in the Flat Fee configuration for the Assignment Type. This value is
activated only when the Fees Override check box is checked and recalculation will add that
amount to the total pay for that class.

First B0 1 010 O 551

Effective Date: 02152018 Eff Seq: 1

Faculty Workload Bersanaiize | Find | B | 8 First B0 46 ore B Lot
FrstTab | SecondTsb | ThidTab | Fourth Tab

13832 | | E0.000 RE77060 ETTD.60 50,000 0.000 50.00 50.000 1 .00 s0.000 [ §0.000 £3872.00 L]
2 3633 I} $0.000 )| 50000 |5387.80 50000 | 0.000] [ 50.00 [ 50.000 " 0.00 50,000 $0.000 $367.80 ]
3 3586 Edl [ E0.000 RETTS 601 ETTH.60 50.000 0.000 5000 50.000 " 000 50,000 30.000 £3878.00 6
4 3687 ¥ §0.000 § S0.000 | §387.80 50,000 0.000/ | 5000/ | 50000 " 0.00 50000 [0 $0.000 §387.80 B
6
]

5 3588 Ed} | 0000 Q 50000 538780 50,000 0.000 30.00 50.000 " .00 s0000 [ 30.000 £387.80
6 99940 ¥ §0.000 § 50.000 | 83587 50,000 0.000 3000 | 50,000 0 11.00 s0000 [ 30,000 §30237
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Manually Add Contracted Hours for Non-Instructional
Assignments

When Non-Instructional assignments are loaded from the Instructor Term Workload page to
the FWL Grid they are missing 3 key data elements which must be added before the contract is
"Recalculated' in order to generate Pay Line data, Start Date/End Date and Contracted Hours.
The Contracted Hours field is designed to allow for manual entry of hours that will be
distributed across the term of the contract (start/end date range) on the Pay Line. Those hours
can be multiplied by an hourly rate or used to calculate an FTE% value that can be multiplied
against a maximum amount of pay per term (Term Max Load Rate) for 100% FTE, depending on
how the college defines the method of payment. Each non-instructional assignment will have a
different Class Nbr (99999, 99998, 99997), but does not display any specific differentiation
beyond the Assignment Type.

* On the Fourth Tab on the FWL Grid Page, enter the Contracted Hours. This is the total
number of hours associated to this contract for the term.
+ Click Save to commit the changes to the FWL Grid page.

FWL Grid Details

Effective Date: 04/29/2018 Eff Seq: 2

Faculty Workload
| FintTab | Second Tab [ Third Tab | Faurth Tab

& Save | &\Return to Seerch | #{iPrevious in List | 4ENext in List

FWL Grid Details e

Effective Date: 03/31/2018 Eff Seq: 0

Faculty Workload

Personalize | Eind |39 | 88 First B0 45065 I Lot
| Fist Tab || Second Tab | Third Tab | Fourth Tab

The Contracted Hours when distributed across the term of the contract (start/end date range)
on the Pay Line will appear as a lump sum of hours if there is only one pay date (1) or have the
hours divided by the # of PYMTS value (2) as defined by the earliest Start Date and latest End
Date of all assignments in the contract for Labor and Industries reporting.
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CS to HCM Pay Line

Fing | View All

Effective Date: 042872016 Eff Seq: 2
F'-:-rs:nali.-_"|§|m|p | i F 'i:n l-'.l'nf]"n Last
" First T Second

Term

Class Nbr % Subject |Catalog |Assign Fype |Pay Group |(Depariment Contact
= hours

Contracted | *Amount Per

r— Pa ot OK to Pay |Pay Date Pay Sent

2.00 06/24/2016
M7 [ 05/25/2016
05/25/2016

C5 to HCM Pay Line

Effective Date: 03/31/2016 Eff Seq: 0

Parsonalize | Fing | #81 | i rirst K 1.92 of 12 B Last

Contracted Amount Per
Hours | Payment

199999 0 275

2 99999 0 RO F17 98758 0.00 10.000 275 +| =
3 99999 1] RO1 F17 98758 0.00 10.000 275 +| =
4 99999 0 RO F17 08758 0.00 10.000 278 +| =
5 99999 0 RO F17 98758 0.00 10.000 275 +| =
€ 99999 1] RO1 F17 8758 0.00 10.000 275 §169.78 05102016 +| [=

Manually Add Census Day Student Enrollment Counts

When the FWL Grid is initially loaded with data from the Schedule of Class, the Enrollment
Capacity and the current Enrollment Total is loaded. This information remains static until a
recalculation occurs.

If a pay formula is reliant on a pre-defined enrollment threshold, this value is configured on the
Assignment Type configuration page, and loaded to the FWL Grid on initial calculation or
subsequent recalculations

Since not all classes in a term have the same meeting pattern or begin date, classes can have
differing Census Dates. Pay formulas that rely on a specific enroliment count on the census
date will need to have the student enrolled count manually entered into the FWL Grid and a
recalculation processed in order to calculate pay based on that value. Any changes made on
the FWL Grid require a SAVE and recalculation in order to be picked up and processes in the pay
formula.
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HCM Data Page FWL Grid Calculation Rasults FWL NotesiComments

Enralled Student
Threshold is

Enrollment Capacity and Total
Are the Value from When the
FWL Grid is Loaded or
Recalculation Process is run.

FWL Grid Details Student Census Enrolled
and associated Census

Data is manually entered.
Effective Date: 03/07/2016 EMT Seq: 1

Faculty Workload
| FirstTab || SecondTab | Third Tab | FourhTan J[es [ ™

End Date
Owerride

Personalize

Student
Census Date Census
Enrolled

Clags Nbr

02M16/2016 [ ¥  [03012016 ) [+ 0 0 3

2 5387 03/08/2016 0312212016 [ 0 15 2

3 9296 [ 010412016 [ 021212016 [ [ | 0| 0 100 [

4 9300 O] 02M6/2016 [ 03232016 [ £ 0 0 100 9
@save | ARetirn to Search | +[ElPrevious in List | +Z Nextin List | Flupsstemispiny | nciude History | 57 Correct History

€ *Note: The term "Batch" as it relates to the FWL Calculation Process (Batch) refers to
executing the calculation process using the scheduling process, rather than executing
the process "Online" or on the page itself. This method allows the process to execute
in the back ground and generates a report or log file that can be viewed later. This
method can be run for an individual instructor, or a 'batch' of instructors if multiple
Empl ID numbers are entered when the process is scheduled.
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Understanding FWL Job Data

Purpose: Use this document as a reference for understanding how Job Data in Human
Capital Management (HCM) is viewed and used in Faculty Workload.

Audience: HR\Payroll Staff

Navigation: Main Menu — Curriculum Management — CTC Custom — Faculty Workload —
Faculty Workload Transaction — Maintain Faculty Workload

Overview of Job Data (HCM Data - Position/Job Summary)

Job Data in FWL appears in the Position/Job Summary section of the HCM Data page, which is
part of the Maintain Faculty Workload component. The Maintain Faculty Workload component
is the heart of the Faculty Workload process in that it serves as a "workspace" to store pertinent
data. This page, sits half way through the business flow of processing Faculty pay, between
adding the instructor assignments in class and generating an online contract to send pay to
payroll.

Faculty Workload Business Process Flow

CAMPUS
L ‘ SOLUTIONS ‘

t f Review/Update / N N [
Caloulation Results | Recalculate FWL | | Generate \ f Approve

| FWL Grid . [as needed) I | Contract | Contract |

/ \ J / "._‘ f

Pay Line
Regenerate
Contract

v

A

0| ManualtyCheck | | )
| Run FWLPaylLine | | | Run 'Ok to Pay’
[Extract | e | Mass Assignment

| Negatives /

-

The HCM Position Job Summary section allows staff to view summary information on active job
records in HCM for Part-Time (PTF) and Full-Time Faculty (FAC), as well as providing 'view only’
access into the actual Job Data component in HCM, by following the 'View Job Data' link.
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| PWL NotesiComments

HCM Data Page — |

Instructions

Empl ID: 10104 Institution: WA Term: 2167 FALL 2016
First Hame: Steven Last Name: Phone:
Email 1D: EDU

HCM Data Information

HCM Position Job Summary Perscnalize | Find | & | s First Kl 15 o 5 B Last

Position Empi Empl Empl Red
Numiber |Cla55

HR Status Step View Job Data

Red # |# Descr
3 Secondary
4 Secondary
1 Secondary

Wiew Job Data
Wiew Job Data
Wiew Job Data
“iew Job Data
iew Job Data

960000
950000
4435400
440000
220124

5 Secondary

0 Primary

A Warning: While a job record is visible in FWL if the HR Status is 'Active!, if the Payroll
Status is not also set to 'Active’, pay cannot be sent to payroll for that job.

Clicking this link opens a new page in HCM to ‘display” the job
infarmation - only if the user has the role to view this information.

- \/icw Job Data

Favorites - | Main Menu~ > > Job = > JabData
@(‘ffl.lnk Al v Search - Advanced Search
Work Location | Job informabien || JobLsber | Payrol | SalaryPlan | Compensstin | CTC JebDats | CTC Esrninge Dietribulior
Steven Empl 1D 1010
Empioyet Empl Record 0
Work Location (3 Find First'd 1 0f5'} Last
“Effective Date [03012015 W Go To Fow + =l
Effective Sequence| 4 “Action Pay Rale Changs -
HR Status Active Reason Step Progressan -
Payroll Status e *Job Indicator Primary Job Ad
Current 0

Position Humber 00001516

ELECTRONICS ENG TECHNICIAN

Position Entry Date | 01/0172015 i
Position Management Record
“Regulatory Region
Company
“Business Unit
*Department.
Department Entry Date
*Location
Estoblishment 1D Date Created 12152015
Last Start Date 110172045
Expected Job End Date W

Job Data Employment Data Earnings Dastribution Benefis Program Particination

3" Return 1o Search | ] Moty | ¥ Refresh pste/Dis pla ] Include History | | Correct History

Wark Location | Job hfcrmation | Job Lakor | Payrol] Salary Plan | Compensation | CTC Job Data | CTC Earnings Distribution

[ Save

On the HCM Job Data record, the CTC Earnings Distribution page will store all of the 'budget'’
codes that payroll can be expensed against for that job. The HCM system stores the Earnings
Code and Combination Code (referred to as Combo Code or Account Code). The CTC Earnings
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Distribution page will store all the available Earnings Codes that an employee could be paid
with, but not all of these codes are used in FWL. Typically only MLC (Moonlight/Overtime) and
PTF (Part-Time Faculty - Adjunct) are applicable in FWL, however at this time any of the Earnings
Codes on the job record are visible on the FWL Pay Line.

Work Location Job Information Job Labor Payroll | Salary Plan Compensation CTC Job Data CTC Earnings Distribution
Steven EmplID 10100
Employee Empl Record 0
Job Information (2 Find First'4' 1 of 7'® ' Last
Effective Date 0%/01/2015 Go To Row
Effective Sequence 4 Action Pay Rate Change
HR Status Active Reason Step Progression
Payroll Status Active Job Indicator Primary Job
Current |_]
Earnings Distribution Personalize | Find | &7 | [ First &' 1_4 ot 4 &' Last
*Earnings - - *Percent of .
Code Diescription Combination Code Distribution Primary
1 DPC Dept/Div Chair 000178009 Edit ChartFields 100.000 [l +| =
2 |FTF Full Time Faculty Contract 000178009 Edit ChartFields 100.000 +| =

Moonlight Cantract 000190130 Edit ChartFields

Moonlight Contract 000176356 Edit ChartFields

Job Data Employment Data Earnings Distribution Benefits Program Participation

On the CTC Earnings Distribution page, the Earnings Codes are stored with their associated
Combination Code(s). If the job is paid from multiple budgets, then the Earnings Code will be
added more than once and each budget (Combo Code) will be added on a separate line. The
Percent of Distribution will be split equally to total 100%. Faculty Workload does not use the
distribution percentage from this page, as the actual payments come through the Pay Sheet
Upload process and are not put through a distribution process. The page itself though does
require that each Earnings Code total 100% distribution. Typically the first Earnings Code
entered on the CTC Earnings Distribution page is picked up and posted to the FWL Pay Line
upon calculation, however the value can be changed on the Pay Line.

The Combo Code in HCM is a representation of the full finance chartfield string, represented by
a 12 digit number. The Combo Code is seen in FWL, not the chartfields behind it, so staff will
want to become familiar with the Combo Code that represents budgets for their particular
department. A Query can be run in Campus Solutions to view the chartfield descriptions
behind the code, or HR staff can use the Edit Chartfields link to view the accounting string
behind the code.
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ChartField Co

Earnings Account Mapping
Employee ID 101

Search Options.
Combination Code [100180120
P 1 @ Combination Codes
@mw: Searsn

ChartFieid Detad

Operating Unit Account Alternate hocount  Fund Code Department Class Field Frogram Code ::',:?_"m iness Unit P Projec hotivity 1D

71 |a, Boteo ja, | @, [101 Ja, |[se347 J@, p1z @ | @, | Ja, ja, & | a,

Ok Caneel

© Alert: The HCM Position Job Summary page operates in 'real time' meaning if a job is
terminated, it will immediately disappear from the FWL HCM Data page. Make sure

ALL payroll processing for FWL is complete for the instructor BEFORE terminating the
job in HCM.
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VIDEO 1: HCM Job Data & Faculty Workload

Please follow the link below to view part 1 of a 9 part video series on Faculty Workload.

FWL Overview - HCM Job Data

This video is geared towards HR Staff and covers the data elements in HCM - Job Data that
impact Faculty Workload.

The next video in this series FEWL Overview - Add a New Instructor to Campus Solutions
is available by following this link.
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VIDEO 2: Add A New Instructor to Campus
Solutions

Please follow the link below to view part 2 of a 9 part video series on Faculty Workload.

FWL Overview- Add A New Instructor to Campus Solutions

This video is geared towards Class Schedulers & HR\Payroll Staff and covers both adding the
record to the Inst\Adv Table and what happens on the instructor's Security - User Profile when
the record is added.

As other videos in this series become available you will find the QRG updated with a link to the
next video in this series.
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Faculty Workload Processing
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Adding an Instructor to the Instructor/Adviser
Table

Purpose: Use this document as a reference for how to add an instructor to the Instructor/
Advisor table in ctcLink.

Audience: Class Scheduling Staff

Navigation: Main Menu — Curriculum Management — Instructor/Advisor Information —
Instructor/Advisor Table

Q¢ When a new instructor is hired, they will be entered into HCM and synched to Campus
Solutions to create a person record in Campus Community. Once the record is
available, follow these steps to make them a valid instructor for selection in the class
schedule.

Note: An instructor working at more than one college must have an Instructor/Advisor
Table entry for EACH Institution with a 01/01/1901 Effective Date.

1. Look up the Instructor by ID or Last/First Name then click Search or select from the list. The
results returned will be records that exist in HCM. At a minimum, a new employee must
have a person record stored in HCM which will be synchronized to Campus Solutions in a
batch process executed nightly, or twice daily during peak processing times. Once the
employee has been hired, an Employment Instance would then need to be added in HCM.
An instructor cannot generate a contract or be paid until a job record exists in HCM.
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Instructor/Advisor Table

Enter any information you have and cick Search. Leave fields blank for a kst of all valpes

Find an Existing Value

* Search Criteria
ID: begins with ~ ||

Campus ID; begins with

Naticnal ID: begins with -~

Last Name: begins with

First Name: begins with

_Include History [ |Correct History | |Case Sensitive

Search | Clear | Basic Search (5] Save Search Critena

2. On the Instructor/Advisor Table tab in the Instructor Details section enter the following:
1. Effective Date: Defaults to current date, set date to 01/01/1901.
2. Status: Will default to Active.
3. Instructor Type: Select from List. The values used are at the college discretion and have
no bearing on pay.

4. Academic Institution: Enter or look up.

5. Primary Academic Org: Select from the list associated with the selected institution.
6. Instructor Available: Select Available.

7. Check the Advisor check box if they have advisor responsibilities.

3. The Instructor/Advisor Role section has no bearing on pay, to add values enter the following:
1. Career: Enter or look up.
2. Remaining fields are optional.

Instructor &dvisor Table Approved Courses.

Pal Smith 101000005 @

Ingtructor Detaile

Effective Date:

“Inatructor Type: Instructar -
*Academic Instifuton:  [WAIT1 O Spokane CC
*Primary Acad Org: TFISPOKANE  C4  Spokane Communily Coliege

“Instructor Available:

At -
Instructor/Advisor Role
Advisor Humibser:

Academic Program:

Percent of
Appointment:

Academic Plan: aQ

Academic Sub-Flamn: e
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@ Failure to add the Instructor/Advisor Table entry with an 01/01/1901 Effective Date can
cause calculation failures if date is inconsistent with terms being calculated. Always use
the 01/01/1901 Effective Date.

4. The Approved Courses tab fields are optional and not recommended. Approved Courses
limits the specific subjects or courses in which instructors can be assigned. If academic
instructors at your college are offered contracts in Continuing Education or moonlight

contracts for teaching outside their primary subject it is not recommended that this page be
used.

5. Click the Save button.

Az T ilaycr Tatie e v T i e
P S

P T T
Tt Al Ll P B i

€ Security Access: The role allowing access to the Faculty Center is dynamically assigned
once the instructor has been added to the Instructor/Advisor Table. The process that
performs this assignment runs periodically. Instructors will NOT be granted access to
the Faculty Center until this entry exists and the process executes.

College Security Managers cannot manually assign the CTC_INSTRUCTOR Role.

Adding a Second Instructor/Advisor Entry

If an Instructor/Advisor Table entry already exists for another college, especially with multi-

campus districts, a second entry may be required to support calculation of pay across multiple
institutions.

1. Click the plus symbol (+) to add a second Effective Dated row.
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InstructoriAdyvisor Table Approved Courses |

Pal Smith

Instrucior letads

101000005 @

“Effoctive Date: NEGETNIC
Anstructor Type: Instructors
“hcademic Institution:  [WA171 5
*Primary Acad Org: [1715m0maNE

“Anetructor Availabbe: Avalable

Instructorifdvigor Role

Advisor Humber 1

"Academic Career: .
Acadamic Programe | %
Academic Plan: Q3
Academic SubPan: |

3 Spokane Communiy Colege

Spokang CC

-

Pereent of
Appoirtment:

B Save | CLRebuen o Sesech | [T Motify

Updat='Dmplay| Fhndude Hisory

[FFComed Hirlony

2. On the Instructor/Advisor Table tab in the Instructor Details section enter the following;:
1. Effective Date: Use the default (current date) value initially.
2. Status: Will default to Active.

3. Instructor Type: Select from List. The values used are at the college discretion and have

no bearing on pay.

4. Academic Institution: Enter or look up for the second institution.
5. Primary Academic Org: Select from the list associated with the selected institution.

6. Instructor Available: Select Available.

3. Click the Save button.

InstructoriAdvisor Table Approved Courses

Pat Smith

Instructor Details

"Effective Date: e LT

Instrector

Academic Institation:  WA1T2 O

Primary Acad Org: 1T2SPOKEFL
structor Available: Available

Instructerhdvisor Robe

Advisor Humber: Percent of F[=
Appointment:

“Academic Cansear L

Academic Program: Q.

Academic Plan: s |

Academic Sub-Plan:  J

101000005 L]

Wimw All First B 4 i 2 O3 Lend

Fing | ¥iew All

Gtatus:  Achive - FIE
[#] adhvisar

-

Spokone Fala GG

i, Spokane Fale CT

Find [ visw sl First I 100 B Lo

| LReturn bo Sesech| [ Notify

SlllpdateDisplay| Flinclude History

Cowrect Hiwlory

4. Click the Correct History button (requires security access).
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5. Use the arrow icons in the Instructor Details ribbon to select the newly added record with
the current Effective Date.

6. Edit the Effective Date to 01/01/1901.
7. Click the Save button.

Instructoriddvisor Table Approved Courses

Pat =meh

101000003

Instructor etails

Find | Wiesw &1l

P T |
"Instructor Type: Insbruclar - 7| mdisar
*mcademic Institution:  [WA172 O Spokane Fals CC
“Primary Acad Org: TZSPOKEFL | Spokane Fale CC
"Instructor Available: Avalable -
InstructoriAdvisor Role
Advigor Number: 1 Percent of l_ S
Appointment:
‘Academic Career: | s
Aeademic Program: ]
Academic Plan: &)
Academic Sub-Plan: O

& Seve W Feturn io Search | [=] Motity | Fpdeic/Display| #lincluda Hishony
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Creating Faculty Workload Favorites

Purpose: Use this document as a reference for how to create and manage your favorite
FWL pages in ctcLink. Arranging the pages in the order of work will help to not miss a step
in processing faculty pay. Link recommendations are included in this Quick Reference
Guide.

Audience: Class Scheduling Staff, HR\Payroll Staff.

Creating Favorites

¢ By establishing 'Favorites,' users of PeopleSoft can avoid memorizing lengthy
navigations. By arranging the pages necessary to perform a task in the proper order
and naming the page links in a way that makes sense to the user saves time and
doesn't get lost in the many nested menus. Favorites are stored in the system and
regardless of which browser or PC is used will be accessible to the user regardless of
where they log into the system from. Using 'Favorites' largely elliminates the 'how did |
get to that page last time' feeling of using a brand new system.

i Clhem ke ’ % Bl TaniEanm Fani
My Fpard. s "ES Apphoxm .
O ol | @O
AR, o o T
e [Weeme ]
o e : T
g nage Bl ey L]
& Bamitng § T
[ — FacomCemter
ey = o o [Py
B ——— . [ Roreos Rnauast e ts_________________|
e — Zy Al Comvshan Dala Forsind
oy Time o Lk -
g Twarll Fos Fer® rwrips ) Tombres Sactoes
~y b Pyl & deron b

o Cerperasbe

-y Pagrall Inkmriss

Ty mwkfis eesingrea] ) 0 AR

3 P b T pe
2 Dergres Low=wy

Colpal Cs _ mahfin e Fivdieig o et
el Ay - Farmon i minucion dcvmar Inforreton L}
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Camgeisn | M| haoufrg g Saaders: e Ragetey
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i
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Navigation will vary depending on the page being added as a 'Favorite." In this example,
navigate to the same file path displayed above: Curriculum Management > CTC Custom >
Faculty Workload > Faculty Workload Transaction > Maintain Faculty Workload

1. In the upper, right hand corner locate and click the Add to Favorites link.

Home | Worklist | MultiChannel Console | Add to Favorites | Sign out

New Window | Help

2. When the Add to Favorites pop-up window appears the page name will be automatically
displayed in the Description field. Edit this description.

Add to Favorites

Pleasze Enter a Unigue Dezcription for this F3

[Maintain Faculty Workload

Cancel

*Description

0K

¢ Recommendation - 'FWL 5: Maintain FWL' for Class Scheduling Staff. (HR\Payroll Staff
use FWL 1)

Using a topical reference (FWL) with a number order (5:) will help to differentiate
groupings and when the system sorts the entries, they are sorted in alpha/numeric
order.

3. Click the OK button.

Add to Favorites

Please Enter a Unigue Description for this Favorite

*Description |F‘WL 5: Maintain FWL

4. Click OKwhen the message window will appears.
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The favorite has been saved.

4. Click the Favorites menu to verify the page is saved. It will be listed in alphabetical order
under the My Favorites section.

Favaorites : Main Menu
L3 -

I Recently Used

_'; Maintain Faculty Workload
|| Instructor Term Workload
B Query Manager

B Item Types

My Favorites
'+ Add to Favorites

I | FWL 5: Maintain FWL I

List of Recommended “Favorite” Pages with [Description]

¢  Class Scheduling Staff and HR\Payroll Staff have different needs when it comes to
processing Faculty Workload. Below is two sets of recommended page links to setup
as 'Favorites' based on the order each staff processes FWL.

Class Scheduling Staff:

* Instructor/Advisor Table - [FWL 1: Inst/Adv Tbl]
« Main Menu > Curriculum Management > Instructor/Advisor Table

« Schedule of Class - [FWL 2: Sched of Class]
* Main Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of
Classes

¢ Instructor Term Workload - [FWL 3: Term Workload]
* Main Menu > Curriculum Management > Instructor Term Workload

« FWL Calculation Process - [FWL 4: Batch Calc Proc]
« Main Menu > Curriculum Management > CTC Custom > Faculty Workload > Faculty
Workload Processing > FWL Calculation Process
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Maintain Faculty Workload - [FWL 5: Maintain FWL]
* Main Menu > Curriculum Management > CTC Custom > Faculty Workload > Faculty
Workload Transaction > Maintain Faculty Workload

FWL Contract Generation - [FWL 6: Contract Gen]
+ Main Menu > Curriculum Management > CTC Custom > Faculty Workload > Faculty
Workload Processing > FWL Contract Generation

+ Course Catalog - [FWL 7: Term Workload]
* Main Menu > Curriculum Management > Course Catalog > Course Catalog

* Process Monitor - [TOOLS: Process Monitor]
* Main Menu > PeopleTools > Process Scheduler > Process Monitor

HR\Payroll Staff:

+ Maintain Faculty Workload - [FWL 1: Maintain FWL]
« Main Menu > Curriculum Management > CTC Custom > Faculty Workload > Faculty
Workload Transaction > Maintain Faculty Workload

FWL OTP Mass Assignment - [FWL 2: Ok To Pay Mass Assignmt]
* Main Menu > Curriculum Management > CTC Custom > Faculty Workload > Faculty
Workload Processing > FWL OTP Mass Assignment

FWL Pay Line Extract - [FWL 3: Pay Line Extract]
« Main Menu > Curriculum Management > CTC Custom > Faculty Workload > Faculty
Workload Processing > FWL Pay Line Extract

* Process Monitor - [TOOLS: Process Monitor]
+ Main Menu > PeopleTools > Process Scheduler > Process Monitor

* Query Viewer - [TOOLS: Query]
* Main Menu > Reporting Tools > Query > Query Viewer

Sequencing Favorites

Favorites can be arranged in a specific order by the user. Use the Sequence Number field to
group and arrange favorites into sections. Each section is then automatically sorted in alpha/
numeric order. By choosing a naming convention that start with the same label and include a
number all page links will be ordered in the process flow order that best suits the user.

1. Click the Favorites menu in the upper, left hand corner.

@ cteLink ——
ainvr'-ﬂenu
werw
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N

Select Edit Favorites.

3. In the Edit Favorites page, update the Sequence Number from '0' to '1' for all 'Favorites'

starting with "FWL."

OctcLink NN

Favaorites . Main Menu
- - -

Edit Favorites

Click the Save button after editing or deleting favorites.

* Favorites Personalize | Find | E1 | i n 1-25 of 25 u

*Favnrlte Sequence Mumber

o -
|5Ft 1:Student Service Cir (Stu)

[FWL 2: Ok To Pay Mass Assignmt
|TDDLS: Process Monitor | ]

|FWL 3. Pay Line Extract

EEEEEE

'TOOLS: Query | 0

Octclink RN

Favorites : Main Menu
- - -

Edit Favorites

Click the Save button after editing or deleting favorites.

* Favorites Personalize | Find | & | L st B 1.25 of 25 BN Last

*Favurlte Sequence number
FWL1 Maintain FWWL

[FWL 2: Ok To Pay Mass Assignmt

FWL 3: Pay Line Extract

|5R 1:5tudent Service Cir (Stu)

|TDDL5: Process Monitor | 1]

00 0 [ [ [ [x]

TOOLS: Query | 0

4. Click Save. The links will automatically re-order themselves on save.
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Edit Favorites

Click the Save button after editing or deleting favorites.

* Favorite 3

SR 1:Studentfeervice Cir (Stu)

Personalize | Find | L] | 2

*Fawvorite |54ﬂ number

|TUDLS: Proce®s Monitor

(FWL 1: Maintain FWL

[FWL 2: Ok To Pay Mass Assignmt

\FWL 3: Pay Line Extract

First n 1-25 of 25 u Last

(9 () [ o} (a] [x]

5. Click the Home link in the upper, right hand portion of the window.

Home Worklist |

News Window | Help | Personalize Page .

MultiChannel Console |

Sign out

—

1. Click the Favorites menu to view the sequence order changes made.

Favaorites . Main Menu
L - -

Recently Used

D FWL Pay Line Extract

|:| FWL OTP Mass Assignment
D Maintain Faculty Workload
D Instructor Term Workload

D Query Manager

My Favorites

|# Add to Favorites
|# Edit Favorites
D SR 1:Student Service Ctr (Stu)
[] TOOLS: Process Monitor

1 FWL 1: Maintain FWL
D FWL 2: Ok To Pay Mass Assignmt

| FWL 3: Pay Line Extract

Deleting Favorites

1. Click the Favorites menu.

2. Click the Edit Favorites link.

Faculty Workload
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Faw'rl;es Man yenu

Recenthly Used

[£] Maintain Facuky Workload
(5] PWL Calculation Process
[Z] Instructor/Advisor Table
|_'| Student Group Security

My Favorites

I g{' Edit Favorites l

3. Click the Delete Row (-) button next the Favorite to be deleted.

Edit Favorites

Click thie Save button afer editing or deleting fadntes

e z - = . o dl
= Favorites Personalize | Find | El | En t 1-8 ol B

“Favorite | sequence number
||Equahnn Editor

||Equahc-n SO Routines

Financial Aid

IMaintain Faculty Workdoad
|I'-"r|:nnas 5 Manitor

Iﬂuer; Manager

Student Senices Cir (Student)

nfofofo| [0 [ofolo

2 8 a8 e 8 & & a

i‘.’lew Loan Applicaion Status

4. Click the OK button.

Deleie Confirmation

Calate oamentisslecied rowes from this page? The delels will ocour when the ransachion 5 5@8d

(= oo |

5. The page link is deleted.
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Edit Favorites

Click the Save button after aditing or deleting favorites

* Favarites

‘Favorite
'Equatnn Editor | fi |E|
[Equation S0L Routines | 0 (=]
Financial Aid | 0 =]
Process Monitor | i E
(Query Manager | ] [=]
\Student Senices Cir (Student) | 0 =]
| o [=

Wiew Loan Application Status
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FWL Calculation Processing (Batch)

Purpose: Use this document as a reference for how to use or add a Run Control to schedule
the Faculty Workload Calculation Process. Executing the FWL Calculation Process via the
Process Scheduler (batch) loads the FWL Grid to the Maintain Faculty Workload page in
ctcLink. The FWL Calculation Process allows for Initial Calculation, Recalculation of All
Contracts with Changes or Recalculation of an Individual Contract. This document also
covers Understanding Process Log Files.

Audience: Class Scheduling Staff, HR\Payroll Staff

Navigation

Navigation: Main Menu — Curriculum Management — CTC Custom — Faculty Workload —
Faculty Workload Processing — FWL Calculation Process

© Alert: Scheduling the FWL Calculation Process requires the Empl ID of the Instructor.
The Empl ID Look Up does not provide a name search feature. You MUST know the
Empl ID of the instructor BEFORE attempting to enter this in the scheduling
parameters!

Initial Calculation

When a new instructor has been assigned to all the intended classes for a term, the next step is
to load the instructor and all relevant class information to the Maintain Faculty Workload page
using the FWL Calculation Process. Doing so; will populate the Maintain Faculty Workload page,
which consists of the FWL Grid, Calculation Result, and a draft Pay Line.

¢  Tip: Executing the FWL Calculation Process via the Process Scheduler (batch) is only
required the first time the FWL Grid is loaded to the Maintain Faculty Workload page
for an instructor. After the instructor has been processed and exists in FWL, all
subsequent calculations can be done within the Maintain Faculty Workload page, using
the 'Recalc All' for all new and existing contracts (if changed) or using the individual
'Recal' buttons for a specific existing contract (if changed).
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Note: The FWL Calculation Process is run only after the instructor has been added to
the Instructor/Adviser Table and the instructor has been assigned to a class or had a
non-instructional assignment added. The following Quick Reference Guides are
designed to assist with those processes:

+ Adding an Instructor to the Instructor/Adviser Table
+ Add Instructor Assignment to Schedule of Class
+ Processing Non-Instructional Faculty Workload

1. Navigate to the FWL Calculation Process to search for and use or add a new Run Control ID.

¢ Tip: ARun Control ID is used to allow saving of scheduling parameters for a specific
process for later re-use. An ID can be used again with the same parameters or edited
to change parameters. It is saved automatically when the Run button is clicked. Run
Control IDs are user specific, which means:

¢ Itis named by the user.
+ Can only be seen by that user.
* Follows the user wherever they login from, regardless of browser or computer.

2. At the FWL Calculation Process search page, search for an existing run control by:
* Leaving the Run Control ID: blank and clicking the Search button.
+ Using Basic Search: Entering the first few letters of an existing ID and clicking the Search
button searching for any Run Control ID that 'begins with' those letters.
+ Using Advanced Search: Click the Advanced Search link and select the desired search
operator (e.g. contains) from the drop down menu and enter a value as search criteria

(e.g. WA).

FWL Calculation Process

Enber any information you have and cick Search. Leave fiekds blank for a st of all walues

Find an Exigting Value i Add 8 New Value

Search byl Rumn Control 1D Dedne win|
T case Senafthe

_:]_;I.ll.ﬁa-_'.'ﬂ.-'_'z':' yanced Sear =
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FWL Calculation Process

Enter any mtormabion you hove and clck Search. Leave fekds Dank fior o kst of o vales

Find an Exisling Value

* Search Criteria

Ul case Sensitiv

Saarch Clear | Gegic Search [F) Save Search Crileri

Search Results

BHIT_WaiT

3. If no Run Control ID exists, of a new one is desired, click the Add a New Value tab.
4. Enter the Run Control ID in the open text box (e.g. FWL_CALC) and click Add.

FWL Calculation Process

Add a Hew Value

Eind an Existing Value

Run Control 1Dt [Fiy)_CALC -S—

3. On the FWL Calculation Process parameters page enter the following:
+ Academic Institution: Enter or use the lookup.
« Term: Enter or use the lookup.
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FWL Calculation Process

Run Control ID: FWL_CALC Repor Manager Process Monitor
FWL Calculation Parameters

R — WAZ20 O Tacoma CC  We—
Institution:
“Term: 2163 3 SPRING 2016 —

Persanalize | Find | & | L
Last Name First Hame

[ Recaic for Changes

I

& save EvAdd

Warning: Instructors missing their Instructor/Advisor Table will error when entering
their Empl ID. Refer to the Quick Reference Guide on Adding an Instructor to the
Instructor/Advisor Table.

« Empl ID: Enter the Empl ID for the instructor(s) to be initialized. If your college requires each
division to manage their own instructor calculations, DO NOT leave this field blank. Leaving
the field blank will calculate ALL instructors assigned to classes at the institution. Use the
plus (+) symbol to add a new row for each additional Empl ID.

+ Recalc for Changes: Leave unchecked if executing this process for the first time this term for
the instructor. If there are changes to class information or new, additional assignments
check the box to recalculated.

4. Click the Run button to open the Process Scheduler Request pop-up window.
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Process Scheduler Request

UseriD CTC_FUNCTIONAL Run Comtrol I FWL_CALC
Server Hame Run Date ﬁ?."l"m‘lﬁ T}
Recurrence - Run Time 4:47.25PU Resetto Cumrent Date/Tme |

Time Zone | A

Select Dewcriplion Process Hams C i 3 Dislribulson
[l FWL Calculaton Process CTC_FWL_CALL Apphcation Engine Web « THAT » Deirbution

-

5. Atthe Process Scheduler Request page click OK to launch the process and return to the
scheduling parameters page.

6. Atthe FWL Calculation Process parameters page, click the Process Monitor link to monitor
the process and access the log file.

FWL Calculation Process

Run Control ID: FWL_CALC Resgport Manager Run

Process Instance6171385

FWL Calculation Parameters

*Academic WA220'Q, Tacoma CC
Institution: _ _
“Term: 2162 < SPRING 2018

Employee Parsonelize | Find | 1ﬂ'| i First B 4 of 4 B | o5
N e —

7. Inthe Process Monitor, the Run Status will progress from Queued -Initialized -Processing to
either Success or No Success. With a Run Status of Success or No Success the Details link will
provide access to batch process log files when the Distribution Status changes to Posted.
Click the Details link to view the log files.

Process List Server List

View Process Request For

User ID|CTC_FUNCTING,  Type - Last - 1 Days - Refresn
Server - Hame o] Instance w0
Run Status - Distribution Status + ¥ Save On Refresh

Process List

Salesl Instance| Seq |Prosess Tipe Procecs Hams | User Fur DuateTime:

Status
6171385 Appication Engine CTC_FWL_CALC CTC_FUNCTIONAL 071472016 447:25PM POT  Success  Posted
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8. In the Process Details page click the View Log/Trace link in the Actions section at the bottom
of the page.

Process Detail
Instance 8171385 Type Apphcation Engine
Hame CTC_FWL_CALC Description FWL Calculation Procass
Aun Status Success Distribution Status Posted
oo
Run Control D FYWL_CAaLC Hold Request
Location Server Queue Request
Sapder PSUNK Cancel Request
Recurrence B
Restart Request
Request Created On 07/14/Z016 4:51,05FPM POT Parameaters Transfer
Run Anytime After 07142098 44725PN POT Message Log View Locks
Began Process At OTM4/2016 4:51:16PN POT Baich Timnags
Ended Process At OTM4/2016 4:51:27PM POT view Log/Trace
0K | Cancel |

9. In the View Log/Trace page, click the FWL_Initial_Calculation_Process_nnnnnn.log link.

View Log/Trace

ReportiD: 257277 Process Instance: 6171385 Message Log
Name: CTC_FWL_CALC  Process Type:  Application Enging

Run Status: Success

FWL Calculation Process

Distribution Details

Distribution Node: local Expiration Date: D8M132016

File List

Hame | Datetime Created

AE CTC PWL CALC B171385 AE 16,662 0742016 45127 B74114P POT

AF CTC FWL Call 8151385 log 3,834 0742016 4:51-27 67T4114PM POT
i 3 0742016 4:51-27 6T4114PW POT

*Distribution 10
User CTC_FUMCTIOMAL

10. The Empl IDs entered in the scheduling parameters will be displayed in the Process/
Interface Log. If there were errors in attempting to calculate, the Empl ID will appear in the
Calculation Error Log below the scheduling parameters. If the initialization was successful
the Empl ID, Assignment Type and Contract Type will appear for each successfully initialized
FWL Grid record. If the process ran to No Success, skip to step 13.
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11. When finished reviewing the log file simply close the tab or window in your browser that
contains the log file display to return to the View Log/Trace page, then click the Return
button at the bottom of the page to return to the Process Detail page.

View LogiTrace
Eagorilx 3T Process nstance: 96847 TFETE RS
Mame CTC P LG  Precess Trpe: Applcaion Enging

Fun Sisfuw:  Sucteas
W Caouiadon Process

Coiliiulios Msdes  |aral Lo alsm Ll
SE CTC Pl CAG fadadiog 567 PRAST01E 1205 3 S5 0P POT
AE_CTT Pl CALT Bl442 e A LAY DRMATYTS 1208 20 OB 0P POIT
il wedy Colouigion Frocpss BE442ing 1445 PENAT01S 1058 MES IR FDT
Dt ie Fo
aimbsnen O Tee Teaaribsin i

[ ETE_PLNETIONAL

12. At the Process Detail page click the OK button to return to the Process Monitor page, or
simply navigate to the Maintain Faculty Workload page, the next step in the process. To view

the initialized records follow the Quick Reference Guide on using the Maintain Faculty
Workload page.

Process Detsl

Iignre 47 L ]
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@  Tip: Once the FWL Grid has been loaded, some additional maintenance of specific
fields may be required (depending on the formulas configured) to add additional
information. If so, a second recalculation would be performed to finalize the contract
data and ensure the Pay Line (payroll payments) Non-instructional, some Continuing
Education and any prorated contracts will require additional edits within the FWL Grid
before an online contract page can be generated. Generation of the online contract
page is a separate batch process.

If an instructor has already had their initial calculation performed for that Term, the process will
run to success, but the Calculation Error Log section of the log file will display the message
"Please run the recalculation process for below employee(s)." You will need to re-run the
process with the Recalc for Changes check box checked.

L e R R R R e R R T b R T E R T e
Process f Interface Log
L E L R Lt e R e s Ll L]

Process Instance : 6171453 Operator ID - — B
Froceas Hame : CTC_FWL_CALC Bun Date/Time : 0771852006 13:02:50
N R R N R T N A T N N A T N I T A A R T N I P N A R T AN R I T A A A A I TN AR TR AR T ITI A I TR A I TR AT AR I T AT AR

Run Centrol Farameter
A N N R N N R T N R T R R R N N R R N R R T N R R TN R P A I T A AR TR AR TR R AR TR T AT AT d

Run Centrol ID {RUN_CNTL_ID) : Docu_Init
RAeademic Institution (INSTITUTION) : WR1T1
Term {STEM) : 2165
Eecaleculate (CIC_FWL_RECRLC) : N
RAcademic Institution (INSTITUTION) : WRITL
Empl ID {EMPLID) : 101003

AN A RN A A R N A R N A RN A A R R A R RN A R RN A RN A A R N A R N A RN A A R A A A RN AR RN A RN A A RN AR RN AR N AR A A RAAR
Calculation Error Log - (If program has faced any error during calculatiom)

A AR AR RN A R TN AR TN A AN A A T A AR TR AR RN A TN AR TN A AT A AT A A A AR TR AR TR RN AR TN T AT e hd kA

L L L R ]

Please run the recalculation procesa for below employee (=)

L ]

Emplid: 1010 - Assigmnment Type: 002 - Contract Type: FO2
Emplid: 1010( - RAssignment Type: K02 - Contract Type: KD2
Emplid: 1010 - hssigmment Type: MO2 - Contract Iype: MO2

Recalculation of All Contracts with Changes

Ainstructor can be recalculated, either online (on the Maintain Faculty Workload page) on in
batch, using the FWL Calculation Process. When recalculated in batch, the Recalc for Changes
check box is checked. Checking this box displays the Contract Type section. If the Contract
Type parameter is left blank, ALL Contract Types for any instructor listed will be picked up for
recalculation, and any new, changed or deleted instructor assignments, either from Schedule of
Class or non-instructional assignment in the Instructor Term Workload page will be processed.
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FWL Calculation Process

Run Control ID: RECALC_ALL_PROCESS Report Manager Process Wonitor Run
FWL Calculation Parameters
*hcademic WaIT1 Q) Spokane CC
Institution:
“Term: 2165 Oy SUMMER 2018
L [
mpl |0
1 (10100 | Whi Jim +| [=

#| Recalc for Changes

Leave blank to Recalc ALL

& savs Y

Recalculation of an Individual Contract Type

A instructor can be recalculated, either online (on the Maintain Faculty Workload page) or in
batch, using the FWL Calculation Process. When recalculated in batch, the Recalc for Changes
check box is checked.

Checking this box displays the Contract Type section. When the Contract Type parameter is left
blank ALL contracts for the listed instructors are recalculated. When the Contract Type
parameter is populated, the specified Contract Types for any instructor listed will be picked up
for recalculation, and any new, changed or deleted instructor assignments, either from
Schedule of Class or non-instructional assignment in the Instructor Term Workload page will be
processed.

The recalculation process can be executed for a single instructor or many instructors, by
clicking the Plus (+) symbol on the Empl ID row and adding more instructor IDs. The
recalculation options selected will apply to all instructors entered in the parameters.
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FWL Calculation Process

Run Control 10: RECALC_ALL_PROCESS Report Manager Process WMonior Run

FWL Calculation Parameters

*Academic WAITT QL Spokane CC
Institution:
“Term: 2185 | SUMMER 2018

Employee liz | Find | I | @ First [l 4 op o I ot

Empl 10
1 (1010020 Enter Empl ID of instructor to be recalcualted for a

specific Contract Type.

G Save | Badd

FWL Calculation Process

Run Control 10 RECALC ALl _PROCESS Report Manager Process Wonitor Run

FWL Calculation Parameters

*Academic WalT1 @ spokane CC
Institution:
Term: 2185 | SUMMER 2018

Personalize | Find |IE | - First B 1.0F 1 I Last
Last Name First Hame

Leave blank to recalculate ALL instructors
for a specified Contract Type.

7y Adunct ABE Mini-Sessions

& save | [Esadd
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FWL Calculation Process

fun Control ID: RECALC_ALL PROCESS Heport Manager Process Monior Run

FWL Calculation Parameters

"Academic WAITT O Spokane CC
Institution:
*Term: 2165 % SUMMER 2018

Perscnalize | Find | & | = First 4] 1-3of3 o Last

1 (101002016

2 [101005011 -+ [Multiple Instructors can be recalculated
3 101008677 . [for a single contract type by clicking
the Plus (+) symbol to add new rows.

¥ | Recalc for Changes

Personalize | Eing | &= | &= —irss S 4 of 1 u Lest

1|514 y  Adpnct: ABE Mini-Sessions +] [=

Understanding Process Log Files - Status = Success

The FWL Calculation Process generates 3 forms of log files at completion. If the process
executes to Success, the user only need review the FWL Initial Calculation Process log file to
view the information on processed records.

The FWL Initial Calculation Process log file has 3 sections:
1. Calculation Error Log - (If program has faced any error during calculation)

If you received a message in this section, it is likely due to attempting to process a calculation as
an 'initial' calculation, when the initial calculation has already been done. The message will
direct you to execute the process again, but as a recalculation.

2. Initial Calculation Process is completed for below employee(s):

This is the desired outcome. Instructors whose calculation were successful are displayed with
the Assignment Type and Contract Type code. If an instructor has multiple classes, each with a
unique Assignment Type it is possible for that instructor to appear on multiple rows, one for
each successfully calculated Contract Type.

3. Calculation/Formula Configuration is not defined for below combinations:
If an instructor appears in this section it means a few possible things,

« The Assignment Type chosen is not applicable for the Empl Class of the selected Empl Rcd
Nbr. (Translation: You picked a Part Time Assign Type, but the job record is Full Time, or vice-
versa).
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+ The Assignment Type attached to the instructor's class does not have that Subject
configured.

+ The Assignment Type attached to the instructor's class does not have that Component
configured for that Subject.

Understanding Process Log Files - Status = No Success

1. If the process executes to a Run Status of No Success the FWL Calculation Processing log file
will appear without the Calculation Error Log and Initial Calculation Process sections. This log
file will not provide the information necessary when a process runs to No Success because
essentially the process has aborted before the log file write is complete.

2. When a process runs to No Success, an ERP Support Ticket will need to be filed. To better
provide information in filing your ticket you can access the technical log files from the View
Log/Trace page, by selecting the AE_CTC_FWL_CALC log file link.

1. Inthe AE_CTC_FWL_CALC file ending with 'AET' (application engine trace) the SQL Error
message will appear after the row containing the word "ABENDED."

2. Inthe AE_CTC_FWL_CALC file ending with 'log' the SQL Error message will appear on the
line starting with "File:" just above the 'Failed SQL stmt:' row. Both the 'AET' and 'log' files
will contain the same error.

3. Inthe AE_CTC_FWL_CALC file ending with 'trc' no error logging will be evident unless a
technician turns on trace logging. This file can be ignored as it only aids the technician
during triage.

¢ Tip: When a process runs to No Success an ERP Support Ticket is in order. When filing
the ticket, make sure to provide the process Name: CTC_FWL_CALC and the Process
Instance: (e.g. 99533). This way the support technician can access the log files
produced by the process.
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View Log/Trace

Message Log

Process Instance: 6171449

Frocess Type: Appicaton Engine

Report I 257312
Name: CTC CALC
Run Statug: No Success

FWL Calculation Process
Distribution Details

Distribution Node: iocal Expiration Date: 0817206

File Liat
Hame ibe Sime byt s) Datetme Created
¥ Reallds 1als AT

F
AE CTC FWIL CALC 8171440 AFT - 2,050
AE CTC FWL CALC 8171448 log Both files will display the

93¢

L L A
same 3L Emor message.
initisig B Sizien
User CTC_FUMCTIONAL
Rsturm

3. If the error seen in the AE_CTC_FWL_CALC log file states that there is a ‘single-row subquery
returns more than one row’ error, then the contract configuration unintentionally has a
duplicate assignment type from another contract. the ERP support technical, (or the HR staff
person maintaining contract configuration) will need to identify the duplicate record and
correct the configuration before you can re-attempt initialization.

SRR L B ST L
e el b Sagal apgeate s, pees Cighl/ Ley_seapes/kE CTC ML CRAC RRAL/AE CFC P CHEE @EAAD. A
W Ewdfoe ol L pd T U e _oonFly_Romse cegel/ sppear pron (3RS bog_swnper AR o ML ZRLT #Rdad
3 Bemmmi 148Y - SRl-Sdak FIRGIE-T0W Ba-gAT] TETITE RSP CRAD SN
FIDNCT BOCONTRACT TUPL Fhom B3 CTC CAL CF TEL B wmbi
TC MR Pl SLLAL SN0 B AREiS Tl adaisl TR e
3 L 3 EEAE AZ SEsTITEhGE = 5, ISSEEEITLON AND A1, $TRee 55T MDA RASEEE TTRE =
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Processing Non-Instructional Faculty Workload

Purpose: Use this document as a reference for adding Non-Instructional "Special
Assignments" to the Instructor Term Workload page, execute the calculation process and
update the Maintain Faculty Workload page to complete the data entry for a Special
Assignment contract. Non-Instructional contracts will require some editing of on the FWL
Grid and recalculation of the contract from within the Maintain Faculty Workload page to
complete.

Audience: Class Scheduling Staff or HR\Payroll Staff

Navigations:

Main Menu — Curriculum Management — Instructor/Advisor Information — Instructor Term
Workload

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Processing — FWL Calculation Process

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Transaction — Maintain Faculty Workload

€ Note: Non-Instructional 'Special Assignments' refers to any workload assignment for
which no class exists in Schedule of Class. These include, but are not limited to the
following types of assignments:

* Release Time (paid or unpaid)

+ Counseling or Librarian Assignments (not associated with in-class work)

« WAOL Class Teaching Assignments (where the class is not offered at your institution)

+ Continuing Education (non-class)

« Math Lab, Business Technology Labs (where pay is for hours unrelated to the contact
hours of the class)

+ Special Assignment contracts for community service, course prep, paid office hours,
etc.

Faculty Workload Page 61



Add Non-Instructional 'Special Assignment' to Instructor Term
Workload

The Instructor Term Workload page is a Campus Solutions page designed to display all
instructor class assignments, including the job that assignment is associated with. This page
has been customized for FWL to allow users to add non-instructional “Special Assignment” work
to an instructor to be picked up and calculated for instructor pay and full time equivalency for
faculty (FTE%). If an instructor has been assigned to a class, they will have a Term Workload
page. The Term Workload page displays all terms for which an instructor has classes or non-

instructional assignments. If an instructor has no assignments, then a new Term Workload page
can be added.

Instructors with Existing Term Workload

1. Search for the instructor in the Instructor Term Workload page enter the following:
« ID: Empl ID of the instructor.
+ Academic Institution: Enter value or use lookup.
* Name: If Empl ID unknown, enter at least the first character of the Last Name (Last Name,
First Name).

Term Workload
Sl @iy indormnadion you Raree and chck Saarch. Laave fekds biank for a ksl of all vaiues

Find &n Existng Valse | Add a Mow Wake

ik taapires with ~ 107001234 3
AeEdeime: Edliion: s Wil W WA T
Hame: esgprrl Wil W

Lo Senufdnem

sagch U r s “ gun . 5

2. Search for the correct Term page by clicking the Find link.
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Term ‘Workload
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3. In the pop-up window enter the Term value, (e.g. 2153) and click OK.

4. Once in the correct Term, on the Workload Assignment tab, click the Add a Row (+) button to

add an additional Workload Assignment.

Term Workload

Temcier Sy Ex 10100

vl R 7

1
" 1
E-.ﬁﬁﬂbbu‘.! by

5. On the Workload Assignment tab, enter the following:

 Description: Free text field to enter the description of the work being performed. (Does

not load into the FWL Grid.)
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+ Assignment Type: Click the drop down menu to select a Non-Instructional Assignment
Type, (e.g. Crse Prep).

+ Work Load: (Optional) Hours of work being performed (Does not load into the FWL Grid).

+ Click Save.

Adding a Term to Instructors with Existing Term Workload
Pages

1. Search for the instructor in the Instructor Term Workload page enter the following:
* ID: Empl ID of the instructor.
+ Academic Institution: Enter value or use lookup.
« Name: If Empl ID unknown, enter at least the first character of the Last Name (Last Name,
First Name).

2. Click the Plus (+) symbol in the upper right side of the page, under the Workload Definition
section header and on the new page enter the following:
« Term: Enter the term of the non-instructional assignment, or use the Look Up.
* Instructional Assignment Class: Click in the Assignment Class field and the system will
populate LECTUR.

3. On the Workload Assignment tab, enter the following:
 Description: Free text field to enter the description of the work being performed. (Does
not load into the FWL Grid.)
+ Assignment Type: Click the drop down menu to select a Non-Instructional Assignment
Type, (e.g. Crse Prep).
+ Work Load: (Optional) Hours of work being performed (Does not load into the FWL Grid).

4. On the Job Code tab, enter the following:
« Empl Rcd#: The Employee's record number
+ Click Save.

Term Workload
Whil 0 10100

Workload DeTinition Find | Yisw Al
Academic Inetitution: WaiT2 Spokane Fals CC N E—— L H)-
Tenm: |
Instructor Assignment
Class:
Cabeulate Wor kload: il Azzigned FTE %:
Lirmil Workload: il Insiructor Multiplier

kY
Winsrkload A& &igiment

Catalog - - . Comb Seis ~Assign Wosk Load App  Assignment

7] Type === load EIE %

& Save lReturn o Search | HEPrevious im Lisi Mext im List | [ Mty |EsAdkd UpdaleTaplay
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Workload Definition

ic Institution: walT2 Spokane Falls CC Total Term FTE% L =]

o 25 . prem— —
Instructor Assignment ||-EE-T|.|R C}\h

Clazs: )

Calculate Workload: Assigned FTE %: 100.00

Limit Vorkload: [+#] Instructor Multiplier | 100

e

Worklogd Assignment Job Code

*Desaripbion

IR i ——

1HE2038

Emgd D
Emgd Red Mbn . -

Deparment Ik seges win -
Job Code; BegEs WH - |

loskup | Cleer | Canoel |meepicown

Search Results

A Warning: If you receive a warning pop-up alerting you that the "Instructor Class is Full-
Time, but the Job is Part-Time" you can ignore this. This is a warning message relative
to the delivered Faculty Workload process in PeopleSoft and is unrelated to the custom
developed solution. Click OK to skip this message and close the pop-up.

Adding A New Term Workload Page

1. Search for the instructor in the Instructor Term Workload page enter the following:
* ID: Empl ID of the instructor.

+ Academic Institution: Enter value or use lookup.
« Name: If Empl ID unknown, enter at least the first character of the Last Name (Last Name,

First Name).

2. If the message 'No Records Selected' appears, click the Add a New Value tab and enter the

following:
* ID: Empl ID of the instructor.
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+ Academic Institution: Enter value or use lookup.

3. Click the Add button.

Term Workload

("Find an Existing Vaiue | Add a New Value

I 101002 i——
Academic Institution: a7z 'i—__

1. A blank Workload Definition page will appear. Enter the following:
« Term: Enter the term of the non-instructional assignment, or use the Look Up.
+ Instructional Assignment Class: Click in the Assignment Class field and the system will

populate LECTUR.

3. On the Workload Assignment tab, enter the following:
« Description: Free text field to enter the description of the work being performed. (Does

not load into the FWL Grid.)
+ Assignment Type: Click the drop down menu to select a Non-Instructional Assignment

Type, (e.g. Crse Prep).
« Work Load: (Optional) Hours of work being performed (Does not load into the FWL Grid).

4. On the Job Code tab, enter the following:
« Empl Rcd#: The Employee's record number
* Click Save.

Term Workload
=a I 10100

Workload Definition

Academic Instiut Spokane Falls CC Total Term FTE%
Term: SPRING 2016 ? _
inetructor Assignment LECTUR |y Lecture ?
Class:
Caleulate Warkload: Fi Assigned FTE %: 100.00
Limit Workload: Fl Instructor Multipier 100

b

' Wiarkload Assigrment Job Code |
- App  Ascigmmant
Wosk Losd oo =TE =

Wakh Lz »

@'_\lncrﬁ- Fehudd .FUD-G!J&'Di!ﬂlﬂ}'
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€ Note: After the Instructor Term Workload page has been updated with the non-
instructional assignment, run the FWL Calculation Process to load the assignment into
the Maintain Faculty Workload page, and build the FWL Grid. Refer the the Quick

Reference Guide on FWL Calculation Process (batch).

Update Maintain Faculty Workload - FWL Grid to Complete
Calculation

1. Navigate to the Maintain Faculty Workload page to update the newly added FWL Grid page.
All Non-Instruction assignments from the Instructor Term Workload page will load with a 5
digit class number starting with 99999 and increment down in numbers for multiple
assignments. Because this assignment is not driven from Schedule of Class the Component,
Subject Catalog Nbr, Class Title and Section will not be populated. The Weekly Contact Hours
field will be zero, as those hours are driven from class data.

Effactive Date; 0062016 EN Seq: 7

Faculty Workload
. T Third Tab T Fourth Tee ]

- & ademic Courss .
|1r.mjm |r el o—— LT L L
1 89083 172 2153

2. When Non-Instructional assignments are loaded to the FWL Grid they are missing 3 key data
elements which must be added before the contract is Recalculated in order to generate Pay
Line data:

+ Start Date
+ End Date
+ Contracted Hours

3. On the Third Tab of the FWL Grid Page, enter the Start Date and End Date fields with the
begin and end date of the Special Assignment. Make sure to check the override check boxes
to open the fields for editing.
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FWL Grid Details

Effective Date: 04/08/2016 Eff Seq: 2

Faculty Workload
[ = T n T Third Tab T Tsunin Tou

- Start Date End Date
‘ Class Nbr [re—— Start Date me :

1 99999 | Nosr2z016 [ naazarzma :

End Date

4. On the Fourth Tab on the FWL Grid Page, enter the Contract Hours.This is the total number

of hours associated to this contract for the term.
5. Click Save to commit the changes to the FWL Grid page.

FWL Grid Details

Effective Date: 04/06/2016 EffSeq

Faculty Workload

1 99999 ' S0.000 | 50000  $0.00 | $0000 0.000 0 m

+=LReturn to Search | 1= Previous in List | = Next in List I

6. In order to recalculate the contract to incorporate those changes, on the HCM Data Page
tab, click Recalc All button.

HCM Nt Pana FL Grid Cakulainn Resuks FAL MoipsiComments

Instruchinns

Empi Ix gl [=h] mslilubion:  WATTZ Spoksne Fals GO Term:  F153 JPRING 2096
First Mame: Kds Last Hame: - Phuone:
Emalil: ¥ IEECU

HCM Position Job Summary

1 FTF [ Secondary Adme 440001 HR12
200Gl RaC 2 Primary  Ackhe Aciees 210000 17D HR172 22800 FIF 2 Wisw Job Dils
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A Warning: Using the Recalc All button on the page will recalculate the non-instructional
contract you are attempting to complete, but it may also recalculate other existing/
approved contracts IF there have been changes made in Schedule of Class or
Instructor Term Workload that would change the FTE%\Pay of the existing contract. If
this occurs, the existing contract will be rescinded and will require verification before
being regenerated.

7. When the recalculation is complete, the page will refresh and a Pay Line will display at the
bottom of the page.

I Fry— =
Canlrsslad | "Arvian] Pe 1 s Py | Py it

1 298494 2 E15 Fi? o] 00D 12FeF 4200 L1626.00 = RN e ] [+ =

7. On the FWL Calculation Result page, review the results to confirm the accuracy of the FTE%
and pay.

Calcybation Resulta

F¥l. Calculation Results

Effective Date: (040082015 Eff S=q: 1

Contract Types

Contract Type: E15 Courgeling - Extended Day

1 FAC Ei5 Day $1.000 50,00 330.00 33674 12727 1626.828 2 $1629.83 2 4200

8. Click back to the HCM Data Page and review Pay Line for the following:
* First Tab: Verify number of payments were calculated (based on the start\end dates).
« First Tab: Verify that Pay Group is accurate.

First Tab: Verify the Contracted Hours are accurate.

First Tab: Make sure the Pay Dates are accurate.

Second Tab: Verify the Earn Code is as expected, if not update.

Second Tab: Verify the Account (combo) Code is as expected, if not update.
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C 5 1o HOM Pay Lins

C5to HCM Pay Line

-_'LI Wiew All Eirs n 1 o

Effective Date: p4m0a2016 Eff Seqe 1

Personalize | Find | & | £
First T Fecond

Class Npe | EmE! E Hg [-SAMINGE shocount Code  Split % Last Update DatelTime | Updatod by

Rod# Code

WLC |c@o0017B808 | 0.000 Q410816 2:03:14PW 101001733 [+] [=]

9. If the draft Pay Line is accurate the instructor is ready to have their online contract
generated.

€ Note: For information on how to generate and manage the online contract(s) refer to

the Quick Reference Guide - FWL Contract Generation (Batch).
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FWL Department Term Summary

Purpose: Use this document as a reference for how to use the Department Term Summary
page generates a list of all faculty active contracts, with the FTE% for a single term or range
of terms, by a single or multiple HR Departments.

Audience: Class Scheduling Staff, Deans & Division Administrators, HR\Payroll Staff

Navigation: Main Menu > Curriculum Management > CTC Custom > Faculty Workload > Faculty
Workload Transaction > Department Term Summary

After instructor pay has been calculated and the contract(s) generated the Department
Term Summary page can be used to pull lists of all faculty contracts for a single
department, all departments in a division, or all departments at an institution. Each
contract, with the total FTE% value of the contract is displayed in the result. The list
can be exported into an Excel spreadsheet.

Single Department/Single Term

1. Enter the Search Criteria:

* Institution: Enter the institution (e.g. WA171), or use the look up.

+ HCM Department: Enter the HR Department value (e.g. 98718), or use the look up. HR
Department values are tied to the emloyee's job data record, as seen in the Position/Job
Summary section in Maintain Faculty Workload.

« Term From: Enter the term.

+ Term To: Enter the same term as entered above.

2. Click Search.
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Department Term Summary

Institartiom @ Wa17T1 0 Spokane CC

HCM Department: | (96718 ) SCC Aduk Educeden + =
Tarmn From HE1 O WNIER 2018
Jarm lo: FI61 o, WNICR 2016

18610 215
2 BET1E 2181
JBEria 215
4 BEME 2184
5 QETIE el
& BET1E 2181

WIITER 2016 L
WITER 2018% 13100
WITER 2018 10
WHTER 016 MO
WITER 2016 1Mo

Adurct - Centnung Cdecation
Adurect feguk Basic Educstion

Adunct Aduk Dasic Lducedon
Adunck: BEIT [FBasi]

Adunct Adul Baais Flucaisn
Adunc: Adul Basic Educstion

3. After clicking Search, the results returned will be sorted in order by Department, Empl ID
and Term.
4, Search criteria can be changed, (different departments, different terms) and changes will be
reflected in the search results once the Search button is clicked.

Multiple Departments / Multiple Terms

1. Enter the Search Criteria:
+ Institution: Enter the institution (e.g. WA171), or use the look up.

* HCM Department: Enter the HR Department value (e.g. 98718), or use the look up. Click
the plus (+) symbol to add additional rows (e.g. 98720). HR Department values are tied to

the emloyee's job data record, as seen in the Position/Job Summary section in Maintain
Faculty Workload.

« Term From: Enter earliest term in the range (e.g. 2157) or use Look Up.
« Term To: Enter the latest term in the range (e.g. 2163) or use Look Up.

2. Click Search.

Department Term Summary

Institution :

WA1T1 Oy Spokane CC

HCM Department : a8718 7y SCC Adult Education

Term From :

Term To

| Q —

2157 (¢ FALL2015
2163 (O SPRING 2018

Search
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Help =
Department: hagins witll = (587 |
Descriplion: pegins witll - [SCC |

LookUp | Cissr | Cancel |Basic Lookus

Search Results

€ Note: Entering some search criteria in the Look Up window and clicking the Look Up
button will narrow down the list of items to pick from. All departments, both Finace
specific and HCM specific will appear in the Look Up window.

3. After clicking Search, the results returned will be sorted in order by Department, Empl ID
and Term.

4. Search criteria can be changed, (different departments, different terms) and changes will be
reflected in the search results once the Search button is clicked.

Export Search Results to Excel

1. (optional) To download the search results and open in Excel, click the Exporticon, circled in
red above.

2. In the Opening ps.xls pop-up window, click the 'Open with' radial button to activate the OK
button.

3. Click the OK button.
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Department Term Summary

Institution - W17 Spokans CC
HCM Department : ||se?1a ) SCE Aduk Education =
Term From : 161 |y, WHTER 2016
Term Ta: 2481 |3, WINTER 2016

Search |

2 58m8 2161

J5EmMa 2151
45878 181
5 5a718 2181
8 0ETiE 84

WINTER 2016
VANTER 2016
VANTER 2016
WINTER 201&
WINTER 2018
WINTER 211&

A

|Lmrﬂm F'Hrri i

Opening paads — . -
Y¥ou have chosen to open:
&) paxds

which i Microsoft Excel 97-2003 Worksheet
frerm: https//cspga.ctelink.sbetc.edu

What should Firefox do with this file?

Pencnalize | Fing | Vis

& Openwith | Microsoft Excel (default])

“ Save File

T Do this gutematically for files like this from now on.

Cancel

Ll

Acoepied
Accopied
Accepied

Arcepted

4. The system will open Excel and a Microsoft Excel message window will appear asking you to
verify that the file is not corrupted and is from a trusted source.

5. Click the Yes button.

Micrasoft becel

i

The fie you are Tying 1o ooen, e-20,0s & 0 o diffement formes e speofes by the fle extenmon, Venfy fat the 5 & not comopted ard 15 Fon @ tusted sourcs efore openng the e,

Do pons waan | o cpeen e e mom?

= =

€ Note: PeopleSoft will support a user having multiple Excel export records open. The

first will be named ps.xls, and each subsequent export file will increment up in

number, such as the ps-20.xls file open in the example above.

1. Clicking 'yes' will open the search results in Excel where it can be reformated and saved to
your local drive using whatever naming convention is desired.
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n Home Insert Page Layout Formulas Data Rewiew Wiew El Publisher

E L Colaors = b |_;| Iﬁl . g _-_j ,u—‘ Width: futomatic = Gndlines  Headings __ _| 5 I:'I.
=l [4] Fents. - = = = 3] Height: Automatic = | [] view | 5 View — —d -
Themes — Masging Orienlalion  Size Prind Eresk: Backgreumd Prind . — Brirg Send Selaction
- E Effets = = - - Arga ™ Tithes ) seale: wee L | Oeant T Print | pongard = Backward~  Pane
Themes Page Setup -1 Scale ko Fit u | Sheet Opfions f | Hrrange
Al . - £ Department
A B C D E F G H | J E
1 [pepartment|Term| Description | Emplin | Last u-ame|r-rs| wame | Empl Reds | Contrac Type Description Contract Status | Roll up FTE%
3 GHETIR| 2161 |WINTER 2046 | 10400 H i O|CEL Adjunct- Continuing Education |ccept=d 2597
3 SGATIA| 2161 |WINTER 200E | 10004 HH& RS Adjunct Adult Basic Education |&ccepted a7
4 CETLR| 2161 | WINTER 2III:LE-. 1010¢ AN 4|ada Adjumct Adult Bagic Educalion |Accepled | 16
5 SET18| 2161 |WINTER 2006 | 1000 AN 4|aon Adjunct BHIT [I-Best] Accepted 20
[ SB7L1E| 2161|WINTER 2016 | 1000C “H 1jadg Adjunct Adult Basic Education |accepted &0
) GAETIE| 2161 |WINTER 2006 | 10400 WALES Z|add Adjunct Adult Basic Ecucation |Accept=d 64

Personalizing the Search Results Display

€ For users who prefer to have their Search Results display in a different column order
or sort order, using the "Personlize' option will provide tailored output. Personalized
output will retain its formatting when exported to Excel.

Department Term Summary

Institalicn ; Wal7i G Spokens CC
HCM Department; (86778 O 500 Adul Educeton + [=
8OyIn i, GCC Adulk DoucaoniGLD ¥l |=
Term From @ o7 o FALL 2015
Term Ta HEL 0 SPRIMNO 2006
Search

Persnralize | ‘ing | Wisw 700 | LI i PEe—— -

Empl y
F Conbract Few |Lisseii.

1 887& 2157 FALL 2015 m o CE1 Adpnet - Contruing Efucstion  Accesled ez
2 Wma el WINTER 2018 M (i = Afunel -0 g IF; . bad 547
I |anmaE 2183 SPANG 2014 glihfs i} A Adult Easic Education Accepted 2557

In the Personalize Column and Sort Order pop-up window there are two boxes. The first box
controls the Column Order.

1.
2.

w

Click on a field in the Column Order box (e.g. Empl ID).

Use the Up and Down arrows between the two boxes to move the field to the left (up) or
right (down) in the Search Results display.

Click the Hidden check box if there is a field you do not want displayed in the Search Result.
Clicking the Frozen check box will lock a field heading from allow a re-sort when output is
displayed.
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Frozen columns display under every tab.

Column Order

Personalize Column and Sort Order

Sort Order

Help

To order columns or add fields to =ort order, highlight column name, then press the appropriate button.

T

scending

Department -
Term
Description -
Last Mame
First Mame Hidden
Empl Rcd#
Contract Type Frozen
Description
Contract Status
Roll up FTE%S -

OK | Cancel | Preview | Copy Settings

5. Click on a field in the Column Order box (e.g. Empl ID).
6. Use the Right arrow to copy the field to the Sort Order box.

Empl ID
Empl Rcd#
Department
Term
Description

Last Name
Firct Marme

Personalize Column and Sort Order

To order columns or add fields to =ort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Help

Descending

7. To select secondary sort order criteria, select another field in the Column Order box (e.g.

Empl Rcd#).

8. Use the Right arrow to copy the next field to the Sort Order box.
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HEID
Personalize Column and Sort Order

To order columns or add fields to =ort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Column Order

Sort Order

Empl Rcd#
Department
Term
Description

Last Mame

10.

11.
12.

Use the Up and Down arrows to the right of the Sort Order box to change the primary and
second fields used for sorting output in the Search Results display.

Click the 'Descending' check box if there is a desire to sort the values in a particular field in
descending rather than ascending order in the Search Result.

Clicking the 'X" will remove a field from the Sort Order box.

Click Preview to see a sample of how the new Search Result will display.

Personalize Column and Sort Order

To order colermns or add fiskds o sort order, foghight colmn name, fien press @ appropnste bution.
Frozen columns disply under eaery tab.

Codumn Ovder

Eoirl Order

Emol I -
Frmpl Red#

Depatment

Tarmi

Description Dseereding
L=st Mamsa

Farst Marme Frocen
Contract Type
espton
Contract Status E
Ralup FTE® -

Emgl 1ID =

- Empl Red & x|

i [w

3 Adunct Tech Ed [HEzal]

7 101848 3 AT 7163 SPANG 2916 W At4 Adunct Adul Fasic Fdusation  Acceghad 18 000
3 1078400 3 @720 2181 WHTER 2016 i 14 Adunct Adut Basic Education  Accegbed 16.000
4 10120 [ 8720 2IE1  SPANG 26 oE Ald Adunct Adub Basi Education  Accesbed 80,000

13.

Click OK to preserve the personalized column and sort order.

@ Alert: If the instruct was calculated and paid under one Employee Record Number,

then the contract was recalculated under a different Empl Rcd Nbr, then two rows for
the same contract will display and the FTE% will be proportionally split.
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Add Instructor Assignment to Schedule of Class

Purpose: Use this document as a reference for how to add an instructor to the Instructor

for Meeting Pattern section on the Meetings tab in Schedule of Class, review all class

assignments for an instructor and make any necessary one time adjustments to the Weekly

Contact Hours for a class. This is part of the Faculty Workload process steps.

Audience: Class Scheduling Staff

Navigation:

Main Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

Main Menu > Curriculum Management > Schedule of Classes >Adjust Class Associations

Main Menu > Curriculum Management > Instructor/Advisor Information > Instructor Term

Workload

1. Search for an existing class in Maintain Schedule of Classes enter the following minimum

search criteria:
+ Academic Institution: Enter the Institution or use the Look Up (e.g. WA220).
« Term: Enter the Term or use the Look Up (e.g. 2163).
* Subject Area: Enter the Subject or use the Look Up (e.g. ENGL).
+ Catalog Nbr: Enter the Catalog Number or use the Look Up (e.g. 101).

Maintain Schedule of Classes

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

Find an Existing Value

* Search Criteria

Academic Institution:
Term:
Subject Area:
Catalog Hbr:

Campus:

Description:

Course It

Course Offering Nbr:
Academic Organization:

D Case Sensitive

= - [ENGL

begins with |

begins with - |

begins with - |

= - |

begins with - ||

Clear Basic Search @ Save Search Criteria
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2. Click Search.
3. Click on the Meetings tab.
4. Click Find in the Class Sections ribbon.

Basic Data Meelings Enrodiment Critrl Reserve Cap Hofes = GL Interfaca
Course Iz 009194 Course Offering Nbr: 1

Academic Ingtiution: Tacoma CC

Term: SPRNG 2018 Scademic

Subject Area: ENGL Englsh

Catalog Nbr: 103 English Compasiion 3

Clage Sections

Sexsion: 1 Regular Academis Seesion Class Nbr: 1100
Clags Section: ]| CompanentLechre Event i 00005313
Associated Class: i Umits: 5.00

5. At the Enter Search String pop-up window, enter the Class Number.
6. Click OK.

Enter search string:

1108

7. In the Instructors for Meeting Pattern section, Assignment Tab:
* ID: Enter the Empl ID of the instructor or use the Look Up.
* In Look Up ID, enter the First/Last Name and click Look Up.
* Click the ID of the instructor to populate the ID field.

« Empl Rcd#: Enter the Empl Rcd Nbr or use the Look Up.

Look Up ID

ID: begins with
Campus 1Dt pegins with |
National ID: begins with |
Last Name: hegins with |5||'I|TH

First Hame: pegins with |PAT

LuukUp| Clear | Cancel |Ela.5icLDukug

Search Results

101000005 06010

(blank) 207
101005554 Smith,Patty B ale 0103 (blank) mees7097  USA SSN SMTH BATTY
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Fuslhy, Busrsas & Pred Sy D0B0ED PRCFESSOR TENPORARY Emp

€ Note: When using the Employee Record Number (Empl Rcd#) Look Up multiple lines
may appear for the same job. These appear because there are more than one
Effective Dated rows in Job Data. Since the Schedule of Class page is only seeking a

number value, selecting any row with the correct Empl Rcd# will place the necessary
value in the field.

8. In the Instructors for Meeting Pattern section, Workload Tab:

* Assign Type: Click the drop-down arrow and scroll down through the available
Assignment Types to select the appropriate value.

+ Load Factor: Enter the percent of load for the instructor. If the instructor is teaching the
full load for the class, set the factor to 100.0000%. If the instructor is team teaching, each
instructor would have a portion of the full load of the class, for example, sharing 50% /
50%. This factor can also be used to adjust the portion of load attributable to full time or
moonlight, or can be used to reduce the payable load, such as limiting the contact hours
for clinical to 2/3 of the total value of the class (or 66.6667% Load Factor). Load Factor is
only used when it is configured as part of the formula for calculation and may not apply
to all contract types at all colleges.

* If multiple instructors are added to a Meeting Pattern, use the Plus (+) symbol to add
additional rows. Complete steps 7 and 8 for each additional instructor.

€ Note: While the Load Factor can adjust the number of contact hours for an individual
instructor, thereby reducing or increasing pay and FTE%, if the contact hours for the
class are incorrect and need adjustment for a single class refer to the Quick Reference
Guide on Adjusting FWL Contact Hours for a Class.
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Instructors For Meeting Pattern Personalize | Find | View All |10 | 8 Fist B 4 01 B Lot
[ Assignment T Workload

Assign Type App Load | Load Factor | Work Load | Auto Calc

LEC -4 « 100.0000

101005554 O

9. When all entries have been made for all classes in the course, click Save. There may be
multiple warning messages related to other class numbers, even if they are not the class

section you made the assignments on. By clicking save, you are saving all class sections for
that course.

Warning: If a class section (Class#) has multiple meeting patterns with the same
instructor listed on more than one meeting pattern, only one Assignment Type will be
picked up and calculated. FWL does not support differing payment methodology for
multiple meeting patterns on the same class number.

Viewing Class Assignments in Instructor Term Workload

After assigning an instructor to all intended classes the simpliest way to view at a glance an
instructor's schedule of classes, the Assign Types and Empl Rcd Nbr (Job Code) selected for each

class assignment. The Term Workload page displays all terms for which an instructor has
classes or non-instructional assignments.

1. Toview an instructor's workload navigate to the term workoad search page and enter the
following:

+ ID: Enter the Empl ID of the instructor or use the Look Up to search by name for the ID.
+ Academic Institution: Enter the institution or use the Look Up.

« Name: Enter a portion the instructor's name, search criteria is in Last Name, First Name
format.

2. Click on the link for the desired record in the Search Results below.
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Term Workload

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

Find an Existing Value || Add a New Value

* Search Criteria

D

beginz with |

Academic Institution: begins with |w,a.22|}

Hame: begins with » |5m'rth,F‘

| Case Sensitive

10 ; icademic Institution |Name
101005554 WAZ20 Smith, Patty R
101008057 WAZ20 Smith, Pegay Ramos

1. When multiple Terms of workload are displayed, to move to the correct Term:
+ Use the left/right arrows or the First/Last links to skip back and forth through the Term
pages.
+ Use the View All link and scroll down to the correct Term.
* Use the Find link and at the pop-up window, enter the Term (e.g. 2163).

Term Workload

Smith, Patty R 0 10005554

Worklead Definition

Find | view a1 Firsg & 2 or 10 O Law
Academic Instilution: Waz22o

Tacoma CC Total Term FTE%
Term: 2183 :n:. SPRMG 2018
Instructor Assignment LECTUR o,  Lecturs
Class:
Calculate Workload: 7| Assigned FTE %:

Ingtructor Multipliar
Hat
TWorkload A=ssgnment

Cad Class o £ “Aamion Apg
Desoripticn . - . Work Load
- - Load

Culirl Comp Human Sve  HSP

Behav Healh & Wellness HZP

l nglsh Compostion

W Save | SiRetm to S:.url:hl Previous in List | [Nt in List | 7] ity [EeAdd | FUpdaseiDisplay
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2. The class that instructor was assigned to above displays on the Workload Assignment tab

with the Assign Type used.
3. The Empl Rcd# selected for the instructor assignment display on the Job Code tab.

A The Assigned FTE % value on this Term Workload page is NOT related to Faculty
Workload. This value is part of the limited delivered Faculty Workload module within
PeopleSoft, which has no relevance to the custom process developed for ctcLink.

Term Workload

Smith Patty R I 101003554

Workload Definition Find | View Al First 4] 2 of 10 ¥ Lasi

. ——— +|[=
Academic Institution: Waz20 Tacoma CC Total Term FTE% I
Term: 2183 Q SPRING 2016 _

Instructor Assignment LECTUR ¢  Lecture

Class: ) )
Calculate Workload: [ Assigned FTE %: 100.00
Limit Workload: I Instructor Multiplier = 100

a:
Job Code
Regular Academic Session
Regular Academic Session

Englizh Composition 3 Regular Academic Session

€ Note: The Instructor Term Workload page is used to add non-instructional/special
assignments. Refer the the Quick Reference Guide on Processing Non-Instructional

Faculty Workload.
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Adjusting FWL Contact Hours for a Class

Purpose: Use this document as a reference for how to make adjustments to the Instructor
Contact Hours for a single class for a specific Term.

Audience: Class Scheduling Staff

Navigation: Main Menu > Curriculum Management > Instructor/Advisor Information >
Instructor Term Workload

If the contact hours established at the Course Catalog level and inherited in the Class are a
factor used in the FWL calculation formula and the Weekly Contact Hours associated must vary
for a single class number, the value can be adjust on the Adjust Class Associations page.

1. To view the Contact Hours associated with a class, in the Schedule of Class Page, on the
Meetings tab click the Contact Hours link.

Basic Data

Courge 10 [ulifz)
Academic Ingtilulion: Taco
Term: SPRING My Academic

Subject Area: ENGL Englsh

Catalog Hbr: 103 English Compoegition 3

Courge Offering Hbir: 1

Class Sections Fing | View A rot W 4 i O e

Sexxion: 1
Clazs Section: 04 Component:

Agsociated Claga:

Regular Academic Ssegion Clas= Hbr: 1100
re EventiD: 000009313

Mechng Pattern

1 [=

Facility ID Capacity Pat Mg Start Mig End TW TF 5 & *Start/End Date
frco17o01 3 38(DALY O [330aM | B20sM | g (T 7] 7 0HZEZONE |3 [06mEDIE 5

WEEKER 0010 Topic 10 i, [Free Format
Topc:

" Print Topic On Transcript | Gontact Hours |

Instructors For Meeting Patiern Penanalize | Find | View 411 | F| = Fies! K 4 of 0 B st

2. The Schedule of Classes - Instructor Contact Hours pop up window will display the Weekly
Contact Hours as 'Course Contact Hours.'

3. To close this pop-up window and return to Schedule of Class, click Return.
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Schedule of Classes

Instructor Contact Hours

Cour=ze Contact Hours: 5.00
Weeks of Instruction: 11

Total: 55.00

Total Course Contact Hours: 0.00

Return

If you determine that the contact hours are not correct for a class, Best Practice is to contact the
person at your college responsible for maintaining the Course Catalog and request an update
or ensure that your payment practices and methods of instruction are in line with approved
curriculum and State Board policy (see note below). Updating the catalog will ensure all future
classes will be scheduled with the corrected number of contact hours. Once the correction is
made to the catalog, the classes already scheduled will require adjustment at the class level, as
these classes have already had their hours inherited from the catalog prior to the update. In
cases of variable credit classes, individual class maintenance may be needed, without updates
to the catalog to adjust the contact hours on an class-by-class basis. Refer to the Quick
Reference Guide on Adjusting the Course Catalog Component for FWL for more information.

Note: Details on the State Board policy on instructor contact hours are found in
Chapter 4 of the State Board Policy Manual.

1. Navigate from the Schedule of Classes (SoC) page to the Adjust Class Associations page. The
search criteria page will inherit the required search values from class if navigation is direct
from SoC, otherwise enter the following in the search criteria:

+ Academic Institution: Enter the institution (e.g. WA220) or use the Look Up.

+ Term: Enter the term (e.g. 2163) or use the Look Up.

* Subject Area: Enter the subject (e.g. ENGL) or use the Look Up.

+ Catalog Nbr: Enter the catalog number (e.g. 101), remember that in PeopleSoft catalog
numbers do not begin with zero.
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« Academic Career: (optional) Select either Academic Career or Continuing Education from
the drop down list.

* Course ID: (optional) If the Course ID is known, enter this value and leave the Subject,
Catalog Nbr and Career fields blank.

2. Click Search.

Adjust Class Associations

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

Find an Existing Value
* Search Criteria

Academic Institution: = WAZ20 .‘_,..‘_
Term: R 2163 P S—————
Subject Area: S ENGL "_,..._
Catalog Nbr: begins with  [103 -+-—
Academic Career: = - Academic Career -
Session: = - -
Course I begins with Q
Coursze Offering Nbr: - - Q
Description: begins with -

D Case Sensitive

Clear Basic Search =] Save Search Criteria

3. If more than one catalog entry matches the search criteria, the list of returned results will be
displayed below the Search Criteria fields. Click the link for the relevant class to enter the
page. If only one entry exists, the system will automatically open the page directly.

4. On the Adjust Class Associations page, click the Class Components tab.

5. In Class Sections, click Find to select and enter the Associated Class number, click the right/
left arrow to page through until you find the association group that contains the relevant
class number or click View All and scroll down to find the desired class.
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Class Associations Class Components Class Requisites

Course |1D: 009194 Course Offering Nbr: 1
Academic Institution: Tacoma CC

Term: SPRING 2018 Academic

Subject Area: ENGL English

Catalog Nbr: 103 English Compasition 2
Session: 1 Regular Academic Session

Class Association Components

Associated Class: 1

*Grading Basis: GRDC, Graded
Graded Component: Lecture *Grade Roster Print: By Student
Requirement Designation: a, Primary Component: LEC

Associated Class Affributes

*Attribute -

Class Components ize | Find | View All | # - First 4 1011 [+ Last

- Workload
Component (Contact Optional Howrs Buto Create

Class Sections e Class# 1100 is the class we were on in

| Section Clase br [Com—— cut || Class Tipe TN Class, but 1101 and 1102 will also

O] seurE have their Contact Hours changed if adjusted.
@ 1101 Lecture Enrclimen|
(I 1102 Lecture Enrcliment Section

Component (Class Type

L\Return to Search| [ZINotify

A Warning: Classes are 'grouped' by Associated Class numbers. All classes that are
grouped together by a shared Associated Class number will be impacted by adjusting
the contact hours in this page. Class associations are typially used group multi-
component (e.g. lecture/lab) combinations together, but a unique Associated Class
number can isolate an individual class section for the purposes of adjusting contact
hours.

6. Update the Contact hours value for the specific Component (e.g. Lecture) to adjust the
Weekly Contact Hours, regardless of the hours entered on the Course Catalog.
7. When updates are completed, click Save.

€ Note: Once adjustments are made, the FWL Calculation Process must be run, either
online (recalculation) or using the FWL Calculation Process in batch. Refer to the Quick
Reference Guide on FWL Calculation Processing (batch) for more information on
running this process.
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Adjusting Course Catalog Components for FWL

Purpose: Use this document as a reference for how to make corrections or adjustments to
the Course Catalog - Components tab in order to resolve issues with calculating Facutly
Workload.

Audience: Class Scheduling Staff, Curriculum Managers

Navigation: Main Menu > Curriculum Management > Course Catalog

The Faculty Workload Calculation process will read the Instructor Contact Hours and Units from
the Schedule of Class if that class was created in PeopleSoft from the Course Catalog. If a class
was converted from the legacy system the class will not have the component hours stored in
the system, therefore the FWL Calculation Process will use the Contact Hours and Units from
the Course Catalog. Before making changes to the Course Catalog, it is important to understand
the differences between the Catalog Data and Course Component tabs, one impacts class, while
the other is related to Faculty Workload. There are 3 common reasons why the Course Catalog
data may need to be adjusted for Faculty workload:

+ Add a Missing Component
+ Correct the Units (credits) for a Component
 Adjust the Instructor Contact Hours for a Component

¢ Tip: Don't know what is meant by a component? While in PeopleSoft the word
'‘component' can mean a page or group of pages, in this instance a component is like
the method of instruction. Common methods of instruction are Lecture, Lab, Clinical
and Independent Study. PeopleSoft also supports a multitude of other components,
though not all are currently explicitly defined under State Board Policy. Pictured below
is the list of available components within the Course Catalog and highlighted are those
in current practice, though only those mentioned above are part of the conversion
process as the legacy system does not contain fields that track instructor contact hours
for Practicum and Seminars separately, though they are defined in the collective
bargaining agreements at a number of colleges.
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| Clinical

| Continuance
Dizcussion
Field Studies
Independent Study
Laboratory
Practicum
Research
Seminar
Supervision
Thesis Research
Tutorial

Understanding the Difference Between the Catalog Data and

Component Tabs

The Catalog Data tab, in the Course Units/Hours/Count section, contains the sum of all

component Units and Instructor Contact Hours. The Minimum and Maximum Units at the total

number of units (credits) associated with the full course. If a class is made up of only one

component, such as Lecture, then the Units and Course Contact Hours will be the same total

Units and Instructor Contact Hours on the Components tab.

Catalog Data

Course 1Dt 005154

Find | View All First n 1of1 n Last

*Effective Date: pai02/2015 sy sstatus:  Actve v RTINS
Offering
*Description: |Eng|ish Composition 3 ENGL 103
Long Course Title: English Composition 3
Long Description: @:

Coursze Unitzs/Hours/Count

Minimum Units: Last Course of Mult Term Seq: |:|

Maximum Units: *Enrollment Unit Load Calc Type: Actual Units -
Academic Progress Units: . Course Count: 1.00

Financial Aid Progress 3.00 Course Contact Hours: .00

Units:
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| Catalog Data QOfferngs Components GL Interface

Single
Component
Course

Course ID: 009194

Effective Date: 09/02/2015

Description:

Courze Component

English Composition 3

*Course Component: Lecture V| Auto Create

nstructor Contact Hours: .00 ¥| Graded Com ponent
Default Section Size: | Primary Component
Workload Hours: Optional Component
Generate Class Mtg Attendance
OEE Workload Hours: 9
*Final Exam: Yes -
Exam Seat Spacing: 1 Add Fee
Provider for -
Authentication
LMS Extract File Type: XML V1.1 (req to authenticate, «

Attributes

In PeopleSoft however; a course can be made up of multiple components, such as Lecture/Lab,
Lecutre/Lab/Clinical, or Lecture/Practicum. These are referred to as 'Multi-Component
Courses.' In those courses, each component on the Component tab will reflect a portion of the
Units and Instructor Contact Hours that together equal the full value of the course.

Catalog Data

Course ID: 015574

Multi-Component Course

*Effective Date: Pai25/2015 [3y .

Offering

*Description: |Gen Biology

Long Course Title: General Biclogy

Long Description:

Coursze Unitzs/Hours/Count

Minimum Units:

Maximum Units:

Academic Progress Units:

Financial Aid Progress
Units:
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Components

Course ID: 019574

Effective Date: 08/25/2015 Status:

Description: Gen Biclogy

Course Component

*Course Component: Laboratory Auto Create
| Instructor Contact Hours:)  =.000 | Graded Component

Default Section Size: Primary Component

D Generate Class Mtg Attendance
OEE Workload Hours:

,_
Workload Hours: Optional Component
,_

*Final Exam: Yes -

Exam Seat Spacing: |_1 m
Provider for -

Authentication

LM S5 Extract File Type: -

*Attributey Unit -

Components

Course ID: 018574

Effective Date: 082572015

Description: Gen Biology

Course Component

*Course Component: Lecture

Auto Create
' Instructor Contact Hours: 3.000 [ graded Component

Default Section Size: D Primary Component

Workload Hours: D Optional Component
|:| Generate Class Mtg Attendance
OEE Workload Hours:
[“linclude in Dynamic Date Calc
*Final Exam: ez -
Exam Seat Spacing: 1 M
Provider for -
Authentication
LMS Extract File Type: hd

Attributes

*Attributg

Using Search to View a Course in the Course Catalog

1. Navigate to the Course Catalog page.
2. Atthe Search Criteria enter the following:

+ Academic Institution: Enter the institution (e.g. WA171) or use the Look Up.
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* Subject Area: Enter the subject (e.g. BIOL), or use the Look Up.

+ Catalog Nbr: Enter the catalog number (e.g. 101). Reminder: In PeopleSoft catalog
numbers cannot start with a zero.

+ Course ID: (optional) If the Course ID is entered, the subject and catalog number can be
left blank.

3. Inthe Search Results, click the link to the desired course to open the page.

Course Catalog

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

Find an Existing Value | Add a New Value |
* Search Criteria

Academic Institution: = IWA1T"1 '_‘
Subject Area: = - BIoL —
Catalog Hbr: begins with  [101 —
Campus: begins with | 9
Course |D: begins with |

Description: begins with |

I:l Include History DCnrrent History I:l Case Sensitive

Clear |Bssic Search =] Save Search Criteria

Search Results

Add a Missing Component

First you will need to determine if you are adding this new component to an existing course
because it was missing to begin with or if you plan to have this new component available in the
future to align with a planned change in the course.

+ If you're just adding a missing component to an existing course, then you'll go directly to the
Components tab to add it.

+ If you're making a fundamental change to the course to add a new component, then you'll
be creating a new Effective Dated course row* and then adding the component.

*Warning: Be very careful with making changes to components, ESPECIALLY if you're
removing a component. Often times in an effort to 'clean up' the course catalog after
Go Live a college will go back (using Correct History) and remove a component to
prevent it from being offered in Schedule of Class. If a class has already been
scheduled using that component (or converted to that component) and their pay
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calculated, removing the component from the Course Catalog effectively shuts off FWL
from seeing that class. While this could be a non-issue if their pay has already been
processed, if there is any recalculation performed on that instructor for that term, their
pay will rescind and cannot be brought back without adding that component back to
the course and recalculating again.

1. Once you have selected the course to edit, if you are adding a new Effective Dated row

N

Click on the Components tab to add a missing component.

3. Onthe Components tab, in the Course Component section, click the Plus (+) symbol to add a

new entry.
_ — Compenents | GL Inferface
Coursa ID; 018574

Eftective Date: 08285 Status:

Description: Gan Biology

Course Component

Labosalary

*Course Component
Instructor Comtact Hours: 4.000

Course Componeni

*Course Component
Instructor Contact Hours:
Defaull Section Size:
Workloead Hours:

OEE Workload Hours:

*Final Exam: -

Find [ View &1 First Bl 4 or 12 0 Last
Inaciive 0.0
IOl 101

Find | view 20

[#] Auto Create
[¥] Graded Companent

|

7] awto Create

7 Graded Component

7| primary Component

| ppbional Component

| Generate Class Mtg Attendance
Zlincluda in Dynamic Dats Calc

3. Click the Course Component drop down box to select the new compoent value to be added.
4. Add the Instructor Contact Hours at the proper ratio*.
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Catalog Data | Offerings Components | GL Interface

Course ID: 019574
Find | Vigw Al Frst B 4 or12 O
Effective Date: 08252015 Status: Inactive
BIOL 101
Description: Gen Biology

Enhw:nﬁ

Course Component Find | Wiew Al

Clinical i—— Fl Autn Create FH[E
| Instructor Contact Hours: Graded Companent
Default Section Size: Primary Component
Workload Hours: | Dptional Component
Generate Class Mtg Attendance
OEE Workload Hours: _
_lInclude in Dynamic Date Calc
*Final Exam: Yes -
Exam Seat Spacing: 1 Add Fee
Provider for Authentication -
LMS5 Extract File Typa: -

Attnbutes

*Attribate Unit

Course Attendance

P o EHE

Instruction Mode: In Parson

*Attendance Type: Instructor Consultation -

Correcting the Units of a Component

To correct the Units of a Component

Catalog Data Offerings Components GL interface

Course ID: 018574

First n 1of12 O Las

Effective Date: 08252015 Status: Inactive

o BIOL (1)
Description: Gen Biology
Course Component ¢ A st K 2002 @
*Course Component:  Lecture - Auto Create (=]
Instructor Contact Hours:| 3.000 [ Graded Component
Default Section Size: | ["I primary Compenent
Workload Hours: i Cotional Component

| |”| generate Class Mtg Attendance

DEE Workload Hours:
[ include in Bynamic Date Cale

*Final Exam: Yes -

Exam Seat Spacing: [ 1 _ AddFee |
Provider for -

Authentication

LMS5 Extract File Type: -
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Adjust the Instructor Contact Hours for a Component

To adjust the Contact Hours of a Component
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FWL Contract Generation (Batch)

Purpose: Use this document as a reference for how to use or add a Run Control to schedule
the Faculty Workload Contract Generation Process. Executing the FWL Contract Process via
the Process Scheduler (batch) generates the online (electronic) Contract, also referred to as
an Appointment Letter at some colleges. The online Contract is accessible via a link on the
Maintain Faculty Workload page. After a contract has gone through the approval process, it
is ultimately visible to the instructor in their Faculty Center.

Audience: Class Scheduling Staff, HR\Payroll Staff

Navigation: Main Menu — Curriculum Management — CTC Custom — Faculty Workload —
Faculty Workload Processing — FWL Contract Generation

© Alert: Scheduling the FWL Contract Generation process requires the Empl ID of the
Instructor. The Empl ID Look Up does not provide a name search feature. You MUST
know the Empl ID of the instructor BEFORE attempting to enter this in the scheduling

parameters!

Generating All Contracts

1. Navigate the FWL Contract Generation process.
2. Enter an existing Run Control ID and click Search, or add a new one on the Add a New Value

tab and click Add.

FWL Contract Generation

Emier any information you have and chck Search. Leave fields blank for a ks? of al vales

Ao a Newr Value

Fand an Exrsting alue

Search by. Run Control Ipbegns “-:

L Case S=nsilne

:h-am:::l searcn

¢ Tip: ARun Control ID is used to allow saving of scheduling parameters for a specific
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process for later re-use. An ID can be used again with the same parameters or edited
to change parameters. It is saved automatically when the Run button is clicked. Run
Control IDs are user specific, which means:

* Itis named by the user.
+ Can only be seen by that user.
* Follows the user wherever they login from, regardless of browser or computer.

3. On the Contract-Generation Parameters page, enter the following:
+ Academic Institution: Enter the institution, or use the Look Up.
* Term: Enter V or use the Look Up
* Empl ID: Enter the instructor's Empl ID. (The Look Up will not help.)
+ All Contracts Check Box: The box is checked automatically. Leave it checked to generate
all contracts for the Empl IDs listed.

FWL Contract-Generation

Run Control 10: GEN_A_COMNTRACT Report Manager Process Monitor Run

LContract-eneration Parameters

*Academic WAIT1 O spokane CC
Institution:
JTe.rm: 21'53 l:___.:_ SPHI"I'G 2[”5

110100 < I L + =

[+ an contracts

A Warning: If you leave the Empl ID blank you will be launching the process to generate a
contract for ALL Empl IDs in the system for which a Pay Line record exists. NOT
RECOMMENDED unless the scheduler is assured that no contracts are 'part-way'
through the calculation/validation process.

Generating a Single Contract

1. Navigate the FWL Contract Generation process.
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2. Enter an existing Run Control ID and click Search, or add a new one on the Add a New Value
tab and click Add.

3. On the Contract-Generation Parameters page, enter the following:

+ Academic Institution: Enter the institution, or use the Look Up.

* Term: Enter V or use the Look Up

« Empl ID: Enter the instructor's Empl ID. (The Look Up will not help.)

+ All Contracts Check Box: The box is checked automatically. Uncheck to open the Contract
Type section. Enter a specific Contract Type code (or multiple codes using the Plus (+)
symbol) to generate specific contracts for the Empl IDs listed.

FWL Contract-Generation

Run Control 1D: GEM_A_CONTRACT Report Manager Process Monitor Run

Contract-Generation Parameters

*Academic WATT1 Q. Spokane CC  ileeec——
Institution:
*Term: 2163 () SPRING 2015 -ie——
Employee Persgnalize | Find | & | 2 First BN 12 or 2 B Last
Empl 10 Last Hame First Hame
1 [1o100° Q  Jol A M o
2 10100 Q2 Pa Cr +| [=

| All Contracts

Contract Type Personalize | Find | B I # First B 1.2 o2 I Last
Contract Description

1 |ADE  le— ) Adjunct: Athletics Division [=]
bl T3] i | CE Adj Special Assngmnt [1sf] [+] [=]

H Save

Understanding the FWL Contract Generation Log Files

1. After the process has been launched it can be monitored by following the Process Monitor
link.

2. When the Run Status displays Success and the Distribution Status displays Posted you can
following the Details link to access the log files. If your process runs to No Success, file an
ERP Support ticket for assistance

3. In the Process Detail window, in the Actions section (lower right) click the View Log/Trace
link.

FWL Contract-Generation

Humn Cantral IE CEN_A COHTRACT  Reper Manage
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UseriD 1I00MT] |, Type - Lol - [ 1 Days - Ratresh
[— w  Hame a, Instance to

Run Status - DMstribution Status + [ tave On Refresh

Process Detail

natance 5171567 Type Appicabion Engine
Rame CTC_CNT_GEN Description Contract Genermon-fegen
Run Status Success Distribution Status Fossed
]
Run Control i GEN_A_CONTRACT Hold Hequest
Location Server Gueue Reguest
Server FSUKX Cancel Requeat
P I~ Delete Request
Restart Request
S [
Requesl Created On 07222016 2:21:38PM POT Paramelsrs Trangler
Run Anylime After 0T2Z2016 2:21.35PM POT Meseaos Log Wiew LoGks

Brgan Process At 07222016 2:21°50PM POT Btk Timings
Ended Process At 0722016 2:22:01PM POT [ Vicw Log/Trace]

o Cancsl

View Log/Trace

Report
Report Ix 257393 Process Instance: 5171567 Messane Log
Hame: CTC_CNT_GEN Process Type: Application Engine
Run Status: Success
Contract Generation-Regen
Distribution Details
Distribution Mode: pcal Expiration Date: 08212018
AE CTC CNT GEN B171587.AET 1,043 07222016 2:22:01.223T8EPM POT
£ 1 A7 lon TEE O7ZHZI0ME 2:22:01 223TEEPM POT
ONTRACT GEMERATION 6171587 log 1,423 OTZHIE 2:22:01 F23TEEPW POT

Digtribuite To

4. The log file is divided into 4 sections:

+ Section 1: Displays the process instance, name and run date/time.
+ Section 2: Displays the scheduling parameters.
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+ Section 3: Displays Empl ID, Contract Type, Status (Generated, Regenerated, Not

Generated) and a Comment if not generated explaining why.

+ Section 4: Displays summary (count) of the contracts Generated and Regenerated.

el e ke e ook ok o ok ok ok okl o ok ol o o ke ok ok kR R e R ttititio

Process / Incerface Log |
e e e e el e ol o e el e e e e e e o o ok o o ok ok ool o ok ok o e ok e ok o e ol o ol e e ol e e e e i e ek e e e e

Process Inatance : 6171571 Operator ID : CIC_FUNCIIONAL
Process Name : CIC_CNI_GEN Bun Date/Time : 07/22/2016 14:59:26

bl Lt E e e i L e e s e e st L e et **x*n*i**x*n*o

Bun Control Parameter J
mAAEAREARAAREAEAAAAREA RN AR A AR AR AR AR AR AR R AR R e e R R R R R R R R R R R R R

Run Control ID (RUN_CNIL ID) : GEN_A_CONTRACT
Academic Institution (INSTITUIION) : WRl72

Term {STRM) : 2163

All Comtracts (CIC_FWL_CNCIR) : X

L L e L e e e r e e e L tti*ite

Contract Generation / Regeneration Details i
R R R R E VAR AR VR AR AR R AR R R R AR R R R R R R R R R R R R R

Emplid Contractlype

Status

Comments

101002116 CEl Rot Generated Valid Contract already exists for Emplid
101002116 EXC Hot Generated Total contract amount is Zeroc

101002116 Fa& Kot Generated Total contract amount is Zero

101002116 519 Hot Generated Valid Contract already exiscs for Emplid
101002116 Z1%9 Hot Gensraced Valid Contract already exiscs for Emplid
101005008 F0s Hot Generated Total contract amount is Zero

101005008 KOS Regenerated

101005008 MO5 Hot Generated Valid Contract already exists for Emplid
101005008 MLE Generated

L L L e ttititto

Summary ]
FREEFRERFEFERENEERENERAERENFE AR LR AR B ARk bRk r Rk Rk v R v R d e

Total number of Contracts Generated:1l
Total number of Contracts Regenerated:1

€ Note: Contracts will not generate if the total pay is $0. This includes FTE% Only

contracts and exclusion contracts.
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Sending Pay to Payroll via FWL Pay Line Extract

Purpose: Use this document as a reference for how to mark Pay Lines 'Ok to Pay' and run
the automated process to extract all Pay Lines to send to Payroll.

Audience: HR\Payroll Staff

Navigations:
Campus Solutions (CS)

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Transaction — Maintain Faculty Workload

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Processing — OTP Mass Assignment

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Processing — FWL Pay Line Extract

Human Capital Management (HCM)

Main Menu — Payroll for North America — CTC Custom — Paysheet Holding Update

Checking Ok to Pay from the Maintain Faculty Workload Page

1. If an online contract has not yet been approved, the Ok to Pay check box will not be open for
editing and cannot be checked. This prevents pay from being sent over to payroll without
an approved contract.

+ The contract does not need to be accepted by the instructor before payroll can be sent.

2. Once the online contract is approved, the Ok to Pay check box will be open for editing for
those with the FWL_HRAdmin role and can be manually checked on the Pay Line.
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HUM Deila Conbrect Inba Barsorakze | Eind | n| =] First ¥ of 1 [+] Lasi

Eoketdl o = Cantrac e it = St Comirac] |'.:-:m||::| Conirec I-.'<||_|I|4|.'I ::m—m-::ﬁ T okt fr— e
Lad Wipw Conirad Recalc Legenerale

11712165724 DFET2018 Summer CTar [A85] B6.665 Ta0a.ge

L5 1o HCM Pay Line

Effectire Date: 07275016

" First T Eecond =)
Emgd

TErmn T . 2
Subjuct  [Calaheyg | Assign Typss [Py Gooup | Daparimiand | Costsst Frgy, [Besiamsiod)|SADMUMEED | oy o pey
Bode [‘ T Hours: Payrmani
U Fi7
FAT

Clana His

1 1z 1MUSCA 105 98748 1375 3333 000 $882 5 Fi252018 o

217 4 WISCA 105 [Hek] AET40 41375 33333 nnn 5955 59 i hiled a5 +:

11201 TMJSCA 105 Lo Fi7 g0748 1175 131m 000 180255 252018 =

417 1 KUSCE 108 uo3 Fr HEFE 131 33333 o.0n FUE= A abapelipls] =]

HCM Data Contract Info Parsnsaicn | Fut | B9 | 88
Gencragian [ Deacription e 1 proved | gned | Bejacie | Benceed |Bagmeacdnd Y24 Coninct R

Oafe

1 ATIZIE5124 DTET20T6 o3 Summes Efor [A83] Vigw Coniragt i

C5 i HCM Pay Line
Fing | Vo S o e

Ettectme Oabe:  (TETR2016 EfMSeq: 0
P gge e | e B g s B L
* Firet [ ERe0 ]

Larm - - -
cinsatbe |ED2 supert |camion [AsslnType [PmyGross |Deporiment|Coetper  |FTE | SoPiGied AMOURLESE gy pgy gy pane Pare et
] aa Howra | Parpenesd
11261 1 MUSCE 106 (Wlex] Fi7 0TS 1A75 33333 a0 530,53 Il TI2B2015 [+ =
2 1281 1 MUSCE 105 LoG F17 BTG 1375 33333 200 $9R 5 L annEns [#] [=]
31291 1MUSCE 108 woa Fi7 ABT4E 1375 33333 a.00 soansall 1 JPessionis =3 ;

3. While marking Ok to Pay can be done manually it is not efficient; therefore it is
recommended that colleges run the FWL OPT Mass Assignment to check Ok to Pay for all

Pay Line rows with a specific Pay Date.

€ Note: For information on how to manage negative Pay Lines refer to the Quick

Reference Guide - Managing Negative Pay Lines.

Run the OTP (Ok to Pay) Mass Assignment Process

1. Navigate to the FWL OTP Mass Assignment process page.
2. At the Run Control ID search page, click search to use an existing ID.
3. Or click Add a New Value tab and enter a new Run Control ID (e.g. FWL_OTP_2165_081016)
and click Add.
4. Onthe OTP Mass Assignment Parameters page, enter the following:
+ Academic Institution: Enter the institution or use the Look Up.
« Term: Enter term value or use Look Up (e.g. 2165)
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+ Paydate: Use the Look Up and select a pay date from the specific term to mark 'Ok to

Pay.

Click Save.
Click Run.
At the Process Scheduler Request page, click the OK button.

© N WU

Look Up Paydate
Search by: payment Date=

Look Up | Cancel |ﬁdvanced Lookup

Search Results

= Utk First 1-8 of 9

09/09/2016
09/23/2016
09/26/2016

Schedule the process again for the next Term/Pay Date combination.

9. When all Term/Pay Date combinations have been scheduled, back on the Run Control

Parameter page, click the Process Monitor link.

10. In the Process Monitor, when the Run Status = Success and the Distribution Status = Posted,

click the Details link.
11. On the Process Detail page, click the View Log/Trace link.

12. On the View Log/Trace page, click the OTP Mass Assignment log file to see the total number

of rows updated for each process run.
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R R R R R R R R R R RO R R R R R R R R RO R R R R R R o R R R R R R RO R R R R o o R R R R R R R R R R R R

Process / Interface Log
A A A A A A A A AR A A A A A A A A A A A A A A AR A A A AR A AR A A AR A AR AR AR AR AR AR R R RR
Proce=s= Instance : 6171713 Operator ID : CTC FUNCTIONAL
Frocess Name : CIC OTP MASS Fun Date/Time : 0772772016 15:37:23

R R R R R R R R R R R R R R R R R R R R R R R R R R R R R RO R R R RO R R R R R R R R R R R

Run Control Parameter
LR R R T A S AR s R RS EEEEEER s RSl E SRS R LSRR RS E LRSS

Fun Control ID (EUN_CHTL ID) : FWL OTP 2165 08101&
Aeademic Institution (INSTITUTICH) T WAal17T1

Term [STEM) : 21a5

Date of pay (FAY DT} : DBS10/2016

R R A R A R R A A A R A A A A R R R A A A A AR R R R AR A AR AR AR A A A AR R R R R AR AR RR

OTPF MASS5 ASS5IGHMENT

R R R R R R R R R R RO R R R R R R R R RO R R R R R R o R R R R R R RO R R R R o o R R R R R R R R R R R R

Total number of Rows updated:125

¢ Note: This process will need to be scheduled multiple times to mark pay dates 'Ok to
Pay' over several Terms and several Pay Dates. By saving the Run Control ID using a
naming convention that marks the Term and Pay Date, it makes it easier to re-use the
parameters each pay period and only create a new Run Control ID for each new Term/
Pay Date combination.

Run the FWL Pay Line Extract Process

1. Navigate to the FWL Pay Line Extract process page.

2. Atthe Run Control ID search page, click search to use an existing ID.

3. Orclick Add a New Value tab and enter a new Run Control ID (e.g. FWL_PAYLINE_F17) and
click Add.
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Faculty Workload Payline

Enter any informalion you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value -

= Search Criteria

Search by: Run Control ip P23ins with

[T case sensitive

Add a New Value

ydvanced Search
Run Control ID: [ FwL_PAYLINE_F17]
A

Note: The payroll process is not term specific, therefore the process to extract pay
from FWL does not use the Term. The Pay Date will always be the next upcoming
payroll date for that selected Pay Group.

3. On the Run Control Parameter page enter the following:
« Company: Enter the Company Code or use the Look Up.
+ Pay Group: Enter the Pay Group or use the Look Up. This process must be run, twice,
once for EACH Pay Group (Full Time 'Fnn' and Part Time 'Pnn").
+ Pay Date: Use the Look Up to find the next payment date.

« The Pay Date parameter allows the system to sweep through all Pay Lines marked Ok
to Pay based on the individual class start and end date payment not yet sent to
payroll with the selected Pay Date or earlier. The system also will pick up ANY
negative Pay Lines marked Ok to Pay and not yet sent to payroll, regardless of Pay
Date.

+ Off Cycle: Leave the Off-Cycle check box unchecked. Leaving this box unchecked will stop
the off-cycle pay calendar entries from appearing in the Look Up Pay Date window.
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Look Up Pay Date

Search by: Payment Date=

Look Up | Cancel Iamanm_men

Search Results

Payment Dale

Click Save to store the parameters against the Run Control ID.
Click Run to launch the process.
Click OK at the Process Scheduler Request page.

No vk

“Faculty Workload Pay Line

Run Control ID: FWL_PAYLINE_F17 Report Manager \em

Run Control Parameter s)

“Company: 170 4 WA STATE COMM COLL DIST 17
“Pay Group: F17 G FT Faculty: Seml-Monthly

*Pay Date: paroizos @

[l ofrcycle

%o/ B |

! Process Scheduler Request

UserlD CTC_FUNCTIONAL FRum Contral D PWL_PAYLINE_F1T

Server Hame [=] Run Date 7272018 iz}

- Rum Tima 225 53RN Reset o Cument DateTime |

- Frocess Name Proceas Type |'T\'pl_- Farmat [Distribaticn
|#  HCM Pay Line Extrad Process CTC_PA LN _AE  ApphcabionEngine  Web  » TXT = Dishibulicn

Back on the Run Control Parameter page, click the Process Monitor link.

8. In the Process Monitor, when the Run Status = Success and the Distribution Status = Posted,

click the Details link.
9. On the Process Detail page, click the View Log/Trace link.
10. On the View Log/Trace page, click the HCM Pay Line Extract log file.
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Process List [ [SENERLIS]

[View Process Request For

Usor IDETC_FUNCTH,  Type - Last - 1 Haurg - Refosh
Server T Hame qQ Instance o
Run Status. - Distribution Status ~ [ save On Retresh

Berssnaize | Eind | Vi
Seiect mstance |seq |Process ype Processwame  user fun OateTime
s1rn Applicanon Enging CTC_PA_LN_AE CTC_FUNCTIONAL Q72712016 Z24:02°M FOT Buccess Posta Detalls
—
mstance 6171701 Wype Agslicsser Encine
Naime CTC_PA_LN_AE Descriplion HCW Pay Line Exlac Process
Run St Succsas Dismbugon Stama Fostan
e uedake Process
Run Conerad D FAL_PSTLINE_F17 Hioit Raquest
Locatan serer Qusns Raauest
Server PELIGE Cancol Hoquest
" Detete Regquest
Heeurrence Festart Reue 51
poterrene _______________________]
Request Created On 070272018 2245200 POT
Run Ayt Attor 17272018 324 02K POT
Fogan Process At I7ZTZ015 27612PK FOT
Ended Process At 072712015 225:22PK PDT L Liew LooTracs )
Tiew EOEE ace
Report
ReportiD: 257483 Process instance: 5171701 Message Log
Name: CTC_PA_LN_AE Process Type: Application Engine
Run Status: Success
HCM Pay Line Exfract Process
Distribution Details
Distribution Hode:  ocal Expiration Date:  DB/26/2016
File List
Hame |Fie Size (bvies)  [Datehme Croated
7 7461 07/27/2016 2:25:22.001843PM
o 2782 0712712018 2.26:32 001B40PM
CM Pay Line Eviract 61717011ok 1305 0712712016 22522 001B49PM

11. The log file will report the total number of rows from the FWL Pay Line that were picked up
and sent to payroll.

12. The log file will also report the total number of rows added to the Pay Sheet Upload (PSHUP)
staging table.

R R A A A A A A A A AR A A A AR AR A A AR AR A AR R R R R R ww

Process / Interface Log
A A A A A A A A A A A A A A A A A A A AR A A A A A A AR A A A A AR A A A AR A AR AR AR AR AR AR R R RR
Proce=ss Instance : 8171710 Cperator ID CTC FUNCTICHAL
Proce=szs Hame : CIC PA LM AE Fun Date/Time : 07272016 15:13:47

R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R RO R R R R RO AR R R

Eun Control Parameter
R R R R R R o o R R R o o o R o ol o o R R o o o R o o o R ol o o o R R ol o R o o o o R o o o o R o o o o O o o o o

RBun Control ID (RUN_CHTL ID) : FWL PAYLINE F17
Company [COMEBANTY) : 170

Pay Group {PAYGRCUE) : F17

Payment Date (FAYMENT DATE) : 0BS10/2016

Dff Cycle 2 [OFF CYCLE) H

AR R SRR RS SRR TR R R LR LR R LR
Total number of processed rows : 2

R R R R R R o o R R R o o o R o ol o o R R o o o R o o o R ol o o o R R ol o R o o o o R o o o o R o o o o O o o o o

AR R SRR RS SRR TR R R LR LR R LR

Total number of rows loaded to PSHUOP @ 1
R R R R R R o o R R R o o o R o ol o o R R o o o R o o o R ol o o o R R ol o R o o o o R o o o o R o o o o O o o o o

€ Note: The two counts on the log file will rarely match each other. This is because
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entries on the Pay Line will be summarized into a single row in the Pay Sheet Upload
staging table if the Pay Period Begin\End Date and Earn Code are the same for an Empl
ID and Empl Recd Nbr.

In the page sampel below the 2 Pay Line rows (noted in the log file), resulted in 1
PSHUP table entry.

13. Once a Pay Line has been extracted to post to the Pay Sheet Upload (PSHUP) staging table
that Pay Line row will be marked in the Pay Sent check box.

€ Note: the payline will be sent each row based onn the start and end date of a class.

C5 taHCM Pay Line

Eifeciive Date: 070272045 FfiScg 0

1 1294 1MUECE 105 Loa F17 w748 1275 333m3 oo | wospsr [ CRREEME =
4 178 1 HUECE 105 LI33 F7 ARTAE 137 33353 l:ll:r:ll S35R ﬁ?. |+| |—
5 1280 1MUSC 108 1] FIT 20745 1375 33333 000 5900, al=
B 12E2 1 MUSC 108 L3 P17 PR 1275 337333 069 | £ag0 52 TaIE =
T 1888 1MUEE 108 L3 FIT FRTAE 1375 33am oon| EAERA? [ DABSENE [#] [=]
0 1282 1MUSC 108 1] FIT 20745 1375 33333 .00 fap052 [T OANENE E =

Paysheet Holding Update (PSHUP_TXN)

Company 170 WA STATE COMM COLL DIST 17
Creation Date (07/27/2016

Personalize | Find | View Al |2 | [ First ‘4" 1 0f 1'% Last
Earnings || Deductions | Taxes | [0

N Empl *Pay Sequence . Off Earnings Earnings Earnings End Job Position Combination
Pay End Date  *Empl ID¥ T (e Humbera Status. Cycle OK to Pay Code Begin Date Date Dept Code Number Code Hours Amount
1 |07I1/2016 068 101003011 1| [F17 1| A @, =] FTF 07/01/2016|5)  [0THMS/201€ 3] (98746 00017876 27.50 1977.04) 4| =]
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Handling Late Hires in FWL

Purpose: Use this document as a reference for how to add an instructor assignment in the
Schedule of Class when their hire date is AFTER the start date of the term. In that situation,
the employee's job record is visible in Maintain Faculty Workload, but not accessible in the
Schedule of Class for the terms with a start date before their hire date.

Audience: Class Scheduling Staff, HR\Payroll Staff

Navigation: Main Menu — Curriculum Management — Instructor/Advisor Information —
Instructor/Advisor Table

Main Menu > Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Transaction — Maintain Faculty Workload

Note: New hires still require an entry in the Instructor/Advisor table before being
processed in Faculty Workload. Refer the the Quick Reference Guide on Adding an
Instructor to the Instructor/Advisor Table if you need help.

Adding a Newly Hired Instructor in Schedule of Class

1. In Schedule of Class, use the search feature to open the desired class and click on the
Meetings tab.
2. In the Instructors for Meeting Pattern section, on the Assignment Tab, enter the Empl ID of
the instructor or use the Look Up to search by name.
3. Also on the Assignment tab, leave the Empl Rcd# at zero, the system default.
+ Since the Job Data record hire date is after the Term Start Date, the Empl Rcd# Look Up
will return no results, this can be updated once in Maintain Faculty Workload.

4. Click the Workload Tab.
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€ Note: Not sure how to run the FWL Calculation Process to load the FWL Grid? Refer to
the Quick Reference Guide - FWL Calculation Process (Batch).

Override Employee Record Number in Maintain Faculty
Workload

1. After the FWL Calculation Process has been run to load the FWL Grid, navigate to the
Maintain Faculty Workload page.

2. In the HCM Position Job Summary section, the new job record will be visible and can be
viewed in HCM.
« All job records for the configured Employee Classifications (FAC, PTF) are visible in 'real
time' from HCM so long as the job is in an 'Active' HR status.

* In order to send faculty pay to payroll, the payroll status must also be in an 'Active’
status.

HCM Data Page Calculation Results FWL MotesiComments

Instrucions

Empl I 101003135 Institwtion:  WAIT1 Spokane CC Term: 2165 SUMMER 2016
First Name: 2
Email Ik M

HCM Pasition Jab Summary

- Bayrall - -
HE Sdafiis status Joh Code CTWTL (IR

GO

Uit

€ Note: If you look at the Job Data record, you will see that the Effective Date of the hire
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record is after the start of the term, which prevents seeing the job record from the
delivered Schedule of Classes page. If the instructor was hired after the start of the

class you may need to prorate the contract pay. For information on prorating pay, refer

to the Quick Reference Guide - Prorating Contracts for Instructor Late Starts or Early

Departures.

Waork Location Jdob Information Job Labor Bayroll Salary Plan Compensation CTC Job Data CTC Eamings Di:
Arl Empl 1D 1010

Employes Empl Record 1

Work Location (2 F

*Action Hirg
HR Status Active Reason Mew Fosition
Payroll Status  Active *Job indicator Primary Job

O Nk W

Click on the FWL Grid tab.

Make sure the Correct History button is clicked.

On the FWL Grid page, click the Second tab.

Check the Empl Rcd Override check box to open the next field for editing.
Update the Empl Rcd Nbr field.

Click Save.

HCM Data Page AL Gird Calculalion Resulis FWL MolesiComments

Effectnee Darte; OF 272016 Eff Seq 1

Faculty Workioad
" frss Tan T Second lab T Third Tab T 'ourth Tab

|r. o yp; |A3EEOMEDE Lm.l..:m| e |,.,.

Type Oevermice
1 2632 Loz —

S.Rr.l..rnw Searcs | 1=Previous n List | +F|text n Lst | U pdesOmpiay | & b tistory | £ Comrect History ]

10.
11.
12.
13.

Click on the HCM Data Page tab.
Click the Recalc All button.

updated Calculation Results.

At the 'Are you sure you want to Recalculate all the contracts? message, click the Yes button.
The system wait icon will appear in the upper, right hand corner of the screen.
When the calculation is complete the screen will refresh and display a draft Pay Line and
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14.

15.

16.
17.

Click the Calculation Results tab. Verify the results (FTE%, Pay, Term Contact Hours) are
accurate for the student count.

If Calculation Results are accurate, click on the HCM Data Page tab, and verify/update the
Pay Line Earnings Code and Account Code (combo code) on the Second tab.

After all lines have been updated, click Save.

Once complete, move on to generating the online contract.

€ Note: Not sure how to run the FWL Contract Generation Process to generate the online
contract/appointment letter? Refer to the Quick Reference Guide - EWL Contract
Generation (Batch).
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Prorating Contracts for Instructor Late Starts or
Early Departures

Purpose: Use this document as a reference for how to adjust the start/end date(s) and pay
on a contract when the instructor is hired late, or must leave a class teaching assignment
earlier than planned.

Audience: Class Scheduling Staff, HR\Payroll Staff

Navigation: Main Menu — Curriculum Management — CTC Custom — Faculty Workload —
Faculty Workload Transaction — Maintain Faculty Workload

1. Add the instructor assignment in Schedule of Class and run the FWL Calculation Process to
load the FWL Grid.

Note: Not sure how to proceed with step 1? Refer to these Quick Reference Guides:

+ Add Instructor Assignment to Schedule of Class
« FWL Contract Generation (Batch).

N

After the FWL Calculation Process has been run to load the FWL Grid, navigate to the

Maintain Faculty Workload page.

Click on the FWL Grid tab.

Click the Correct History button to allow changes.

Click on the Third tab.

To change the contract start date, check the Start Date Override check box to open the Start

Date field for editing.

7. To change the contract end date, check the End Date Override check box to open the End
Date field for editing.

8. Click Save.

o kW
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9. If the Load Factor is used in the contract formula, the contact pay can be prorated by
entering in the checking the Override Load Factor check box.
10. Prorate the Load Factor value.
11. Click Save.

H Laks | PWL Grid Calculalion Resulls FL Maoles/Comments

FYWL Grid Details

Effective Date: 072712015 EM Seqe 4

Faculty Werkload

m— " zecond Tab T Treamn T oeechman

Aspignmant Losd Factor
Class Hbr Soit Load Factor
Tvpd Dugaride

[« | =s.0000

LR to S=arch | t+EPrevious n List | 45|rext n List | updaleissiay | £lincude tistory | B Comect History

12. Click on the HCM Data Page tab.
13. Click the Recalc All button.

A Warning: Proration of Load Factor adjusts both pay and hours. Proration of fees only
does not adjust the hours of a contract.

14. If Load Factor is not used in the contract formula, adjustments can be made directly to the
fees.
15. Click on the Fourth tab of the FWL Grid.
16. Check the Fees Override check box to open the various fee fields for editing.
17. Adjust the relevant fee used in the formula for pay:
+ If Term Max Load Rate is the factor used for pay, determine the number of weeks in the
term and prorate the rate to adjust for the start/end date of the instructor's assignment.
+ If Per Credit is the factor used for pay, determine the number of weeks in the term and
prorate the rate to adjust for the start/end date of the instructor's assignment.
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« If the calculation configuration is designed to allow for use of a Flat Fee, zero out the
other fee fields and enter the full prorated dollar value into the Flat Fee field.

18. When done entering the prorated fee amount, click Save.

HCHM Data Page FWL Grid Calculaion Regults FWL Males/Comments

FWL Grid Dedails

Effective Date: OTR7E2018 Eff Seq: 1

Faculty Workloasd
i — Tr-:urmm:-
Dme  [lore Mag o Esy

= Flat Fesr | Student
Uermede  Load Rate |!..|:'.-.:Il — Caile At

v s101e7.000/| seooo | sooo | scooo | o.o00

Class HEr

.f.mmum twSearch | +fEFrevious n Lt | HENmamist |

19.
20.
21.
22.
23.
24,

Click on the HCM Data Page tab.

Click the Recalc All button.

After the contract proration is complete, verify the Calculation Results.
Review/Update the Earn Code and Account Code on the Pay Line.

Run the FWL Contract Generation Process to generate the online contract.
Follow your college's contract approval process.

€ Note: For information on how to run the FWL Contract Generation Process to generate
the online contract/appointment letters, refer to the Quick Reference Guide - FWL
Contract Generation (Batch).

@© Alert: If an instructor has been terminated, their Job Data record in FWL will not be
visible. Only 'Active' job records appear in Faculty Workload. You will need to work
with HR to temporarily 're-open' the Job Data record in HCM in order to recalculate

pay. Keep in mind, the job record will need to remain open until the pay has been
processed.
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Accepting\Rejecting a Contract in the Faculty

Center

Purpose: Use this document as a reference for how to accept or reject an approved
contract (appointment letter) from the Contract Data tab in the Faculty Center.

Audience: Instructors\Faculty, HR\Payroll

Navigation: Main Menu> Self Service > Faculty Center> Contract Info

Faculty Center is available on the ctcLink Gateway (portal) page by following the direct link on
the left side pane under the college logo. The Faculty Center can also be accessed within the
Campus Solutions (CS) pillar, by following the CS link at the top of the ctcLink Gateway page and

using the navigation below:

HCM FSCM C8 Tiles

@ CTC Li n k My Institution View

N

Adddid - ;
‘Community Colleges of Spokane -

»
Spokane Community College & (
- ——

e

=

Welcome!

Student Service Center You have arrived at the ctcLink Gateway for
Washington's community and technical
colleges. The links at the left should get you

| ulty Center everywhere you need to go in cteLink for your
student, faculty or staff online work. Some of
o - you will have links to applications across the
HCM Self Service fop of the page as well
Financials Self Service YDUT 1D is what drives access to all of these
links and you'll have this same |D forever.

‘Whether you attend more than one
‘Washington community college at a time, work
at one or more throughout your career, or
even if you go from student to employee or
from employee to student, your user 1D will
never change.

Link GATEWAY:

Change Password Reset Question Home Sign Out

Welcome C

]

==
—
S

If you need know how to use some of the ctelink
tools, check out the ctclink Training website. There
you'll find quick reference guides and training
exercises to get you on your way. More content will
be added to the training website as materials are
developed.
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OctcLlink S

Favorites : Main Menu
v ! v

Search:

> My Favorites

[> Ciber Solutions

~ Self Senvice

[ Class Search / Browse Catalog
[ Campus Personal Information
[+ Involvement

= aculty Cente

— My Schedule
— Class Roster

— Grade Roster

— Assignments
— Contract Info

On the Contract Info page in the Faculty Center all contracts (appointment letters) are

displayed, listed by Term.

1. Find the contract to be signed, shown below as missing a check in the Contract Signed check

box.

2. Click on the View Contract link to the right of the check box.

D

[ Faculty Center ” Advisor Center

Search ]

| my schedule || class roster || grade roster

Contract Info

contract info |

Contract Info Personalize | Find | & | E First K 1-3 of 3 o Last
Contract _
Empl ID Institution Term Contract Generation Contract Contract |Contract [Contract |View
p Number - Description Signed |Rejected |Rescinded|Contract

Summer Effort .

1 10100 WA171 2165 1712165194 06/28/2016 [A&5] View Contract

2 10100 WA171 2167 1712167398 09/19/2016 lEmmigis S View Contract
& Sciences OL

3 10100 WA171 2167 1712167642 09/30/2016 2T 1 (3 O View Contract
& Sciences

Eaculty Center Advisor Center Search

My Schedule Class Roster Grade Roster Contract Info

3. Scroll to the bottom of the electronic contract (appointment letter), under the contract
generation date the Accept and Reject buttons are displayed.
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4. To the right of the contract generation date, in the Initials field, enter your initials,
representing your electronic signature on the contract, which is stored in the contract along
with the User ID and date/time stamp of the person signing the contract.

Date: 09/30/2016 sl Initials: FOR|

Return |

5. If the Accept button is clicked, a pop up message will appear, confirming the intention to
accept the contract. Click Yes to confirm.

Are you sure you want to Accept the contract? (25000.308)

6. After accepting the contract, the Print button will appear, enabling the printing of the
contract on a network printer.
7. To exit the contract and return to the Contract Info page on the Faculty Center.

Date: 09/30/2016 Initials: FOR
)

Contract Info personalize | Find | B | & First K 1-3 of 3 I Last
Contract _
E | 1D Instituti T Contract p ti Contract Contract Contract |Contract |Contract |(View
mp nstitution| ferm |\, mber D:::ra ton Type Description Signed Rejected |Rescinded|Contract
110100 WA171 2165 1712165194 06/28/2016 UD3 [5:;”5?” Effort 5] i i View Contract
2 10100 WA171 2167 1712167398 09/19/2016 W03 NEmmights L | o ] ] View Contract
& Sciences OL -
3 10100 WA171 2167 1712167642 09/30/2016 MO03 Neaonliphts L u u
& Sciences

8. If the Reject button is clicked, a pop up message will appear, confirming the intention to
reject the contract. Click Yes to confirm.
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9. The system requires Initials to be entered before clicking the Reject button, if not entered,
an error message will appear enforcing the requirement.

Are you sure you want to Reject the contract? (25000,310)

Initials is Required Field (25000,90)

Please Enter the Required Field

10. When rejecting a contract, the system allows, but does not require entry of a reason for the

contract rejection.

Date: 09/30/2016 Initials: FOR

Accept | Reject | Submit |

Reason: l : '

Return |
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Look Up Reason

Reason Code: begins with - |

Look Up Clear | Cancel |Elasic Lookup

Search Results

Reason Code Description
Error on Contract
Declined

Incorrect Class  ee—

1= IS

11. Once a contract rejection reason is selected, it will populate both code and description on
the page.
12. Click the Return button to exit the page and return to the Contract Info page.

Date: 09/30/2016 Initials: FOR

Accept | Reject | Submit |
Reason:[03 @ Incorrect Class

13. Once returned to the Contract Info page, a check will appear in the Contract Rejected check
box.

Contract Info

e
Contract Info personalize | Find | BV | B8 First K 1-3 of 3 ¥ Last
Contract -
Empl ID Institution|Term Contract Generation Contract Contract Contract Contract [Contract |View
n Number e Type Description Signed Rejected [Rescinded|Contract
Summer Effort .
110100 WAL171 2165 1712165194 06/28/2016 UO03 [A&S] ] i O View Contract
2 10100 WAL71 2167 1712167398 09/19/2016 W03 Moonlight: Arts ) "] =] View Contract
i & Sciences OL —
Moonlight: Arts
3 10100 . WA171 2167 1712167644 09/30/2016 M0O3 & Sciences |:| @ |:|

Faculty Center Advisor Center Search
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Processing Independent Study Contracts -
SPOKANE ONLY

Purpose: Use this document as a reference for how to process Independent Study contracts
at Community Colleges of Spokane. Independent Study Contracts are calculated at the
Census Date (typically 10th day) of the class.

Audience: Class Scheduling Staff

Navigation:
Main Menu — Curriculum Management — Schedule of Classes — Maintain Schedule of Classes

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Processing — FWL Calculation Process

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Transaction — Maintain Faculty Workload

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Processing — FWL Contract Generation

Overview

Calculating Independent Study contracts (101-118) applies to classes that have the Component of
Independent Study. At Community Colleges of Spokane instructor pay for Independent Study
classes is based on $50 per the number of units (credits) multiplied by the number students
enrolled. The resulting value is the amount of pay the instructor is eligible for. For example, $50
per unit for a 5 unit class with 2 students enrolled equates to $500.00 dollars. Independent
Study classes do not earn FTE% nor calculate Term Contact Hours. The Load Factor in the
Schedule of Class is not a factor in Co-Op pay.

Independent Study contracts do not automatically calculate for variable credit courses where
students are enrolled for less than the maximum units of the course. See the section on
managing variable credits for instructions on how to manage these types of contracts.

Note: For Spokane the Assignment Type naming convention begins with 2 to 4 characters code
that specify the division issuing the contract (noted by ‘DDDD’in the example below) for
Independent Study contracts the Assignment Type is followed by [I].

‘DDDD’[1] - Independent Study
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Checklist Steps for Independent Study Contracts (Spokane Only)

+ Confirm the instructor exists on the Instructor/Adviser Table for the institution with an
Effective Date of 01/01/1901.
+ Add the Instructor to class in Schedule of Class once, using the Independent Study
Assignment Type, using the plus (+) symbol to add a new row if needed:
« Ensure that the Empl Record Number is that of the correct job record.
« If hired after Term start, use system default of 0 and override the Empl Rcd Nbr in the
FWL Grid, adjusting start date and prorating Term Max Load Rate if needed.

* Note: Load Factor is left at 100%, as it is not a factor in Independent Study calculations.

* Run FWL Calculation Process to Load the FWL Grid.

+ Update FWL Grid-Tab 3 to enter the number of students enrolled.

* Click Save.

*+ Process a FWL Recalculation.

+ Review and confirm Calculation Results tab.

+ Review the Pay Line, if needed, update Earn Code and Combo Code.
* Run EWL Contract Generation.

+ Verify the online contract/appointment letter.

+ Update Notes/Comments tab with HCM for HR review.

« Ensure Dean/Administrator approves the contract.

+ Ensure instructor has gone into Faculty Center and signed the contract.

Note: To confirm an instructor has a record on the Instructor/Adviser Table, refer to
the Quick Reference Guide - Adding and Instructor to the Instructor/Adviser Table.

Add Instructor Assignment in Schedule of Class

1. In Schedule of Class, use the search feature to open the Independent Study class and click
on the Meetings tab.

2. In the Instructors for Meeting Pattern section, on the Assignment tab, enter the Empl ID of

the instructor or use the Look Up to search by name.

Also on the Assignment tab, enter the Empl Rcd# or use the Look Up.

4. Click the Workload tab.

w
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Besene Cap ; GL Interface

Course ID: 019893 Course Offering Nbr: 1

Academic Institution:  Spokane CC

Term: SPRING 2016 Academic

Subject Area: cis Computer Information Systems

Catalog Nbr: 291 Indep Study

Class Sections Find | View A1 First Bl 4 or3 B ot
Session; 1 Regular Academic Session  Class Nbrm 6500
Class Saection: 1 Component: Independent Study Event ID:
Associated Class: 1 Units: 5.00

Meeting Pattern

Facility ID Capacity Pat  MtgStart MtgEnd M T W T F § § *Start/End Date FHE
| a, Q| | AEFFFEE 04042016 3 061472016 [
Topicip:| O Freaformat |
Topic:
|| print Topic On Transcript Contact Hours

Instructors For Meeting Pattern
( Assignment T Wnrkinad

5. On the Workload tab, in the Assign Type field, click the drop-down menu and select the
appropriate Assignment Type value for your division with the [I].

6. Load Factor can be ignored as it is not used in the calculation.

7. Click Save.

Instructors For Meeting Pattern Personglize | Find | View & |-ﬂ [ i ret BB 4 of 4 I Lost

Assignment
Auto Cale | ASSREN

100.0000

Parzonalize | Fnd | H | L First 4 1of1 o Lmat

Academic Shilt Personalize | Find | 2 | ia Fist 1011 |,
|&mdnm.|f¢5!1iﬂ

' D\ Rsturn to Search | =] natiry |

€ Note: Not sure how to run the FWL Calculation Process to load the FWL Grid? Refer to
the Quick Reference Guide - FWL Calculation Process (Batch).
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Update Maintain Faculty Workload

1.

2.

U b~ W

After the FWL Calculation Process has been run to load the FWL Grid, navigate to the
Maintain Faculty Workload page and click on the FWL Grid tab.
On the Calculation Result page. The Contract Type for Independent Study should appear
with $0 Total Pay. In order to generate pay, the number of enrolled students on the 10th day
must be entered into the FWL Grid.
+ If the calculation result doesn't appear check the following:
* Is the Empl Rcd Nbr entered in Schedule of Class for an active FAC or PTF job?
* Is the Subject and Component configured for the Co-Op contract or is the first time
this combination has been offered?

. Click on the FWL Grid tab.
. On the FWL Grid page, click the Third tab.
. Add the number of enrolled students on the census date of the class to the Student Census

Enrolled field.

. Click Save.

| WL Grid Caloulation Resulls FWL MolesiCommenls

FWL Grid Dedails

Effective Date: D7/25/2015 Eff Seq 0

- |Ivp= vemde < — — [rm——— r——— .
1 B5GD i T] P06 T DEATER0ME A5G0 ' o 5 P

7.
8.

¢  Tip: Did you know you can re-organize the fields you see on the FWL Grid? Just click the

Personalize link and re-order the fields. Want all the most relevant fields on the First
Tab, just use the fields you want in the Column Order and move them up to the top
under the Tab First Tab (frozen) header. You can also hide fields that aren't important
to you. This formatting will be tied to only your login and will follow you wherever you
go when you login to ctcLink.

Click the HCM Data tab, click the Recalc All button.
At the 'Are you sure you want to Recalculate all the contracts? message, click the Yes button.
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Are you sure you want to Recalculate all the contracts? (25000,313)

es Mo

9. The system wait icon will appear in the upper, right hand corner of the screen.

ole | Add to Favorites | Sign out

Mew Window | 2% | =
ﬂ " H

10. When the calculation is complete the screen will refresh and display a draft Pay Line and
updated Calculation Results.

11. Click the Calculation Results tab. Verify the Total Pay for Term is accurate for the student
count.

Comraci Typa: 121 Ind Slucs Eusiness, Hosp, IT

s B G T (3%
Comp Ty Usurrnds [ salzumEun

||'J.1.n!. |E':IIIJ Irpd Brad® Suhjers
(==

- Ehadunk —
- Aedam v Fam  |Mwrcripdion Cansne Tm% linir Inoerim ey Actrddinnal
= =

noiE mdsudy 104 £0.000 m_m;_nmwm.w :

12. If Calculation Results are accurate, click on the HCM Data tab, and verify/update the Pay Line
Earnings Code and Account Code (combo code) on the Second tab.

Look Up Earnings Code

Earnings Code: begins with |
Description:  begins with v|

LnnkL.lpl Clear | Cancel |EasicL:

Search Results
Y= First 4 | 1-4cf4 P9 Last

Earnings Code (Description
Full Time Faculty Contract
Moonlight Contract
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Look Up Account Code

Combination Code: begins with « |
Description: begins with ~

LookUp | Clear | cCancel |BasicLool

Search Results

-4 of 4

n g Last
Combination Code-[}escritiun
00156241 Full Time Faculty Contract

000193919 Koonlight Condract

13. After all lines have been updated, click Save.

Generation and Review Online Contract

€ Note: Not sure how to run the FWL Contract Generation Process to generate the online
contract/appointment letter? Refer to the Quick Reference Guide - FWL Contract

Generation (Batch).

1. After the contract has been generated, navigate back to Maintain Faculty Workload, on the
HCM Data tab, in the HCM Data Contract Info section, click the View Contract link for the
Independent Study contract type (e.g. 101) to open the online contract and verify the details.

= - -
1 ATIIAME QTSRO B L —— aom w00 Mwca: | [Hngmesig

2. (optional) Add any comments you deem necessary to communicate information for this
specific contract to the instructor.
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+ If comments added, click Save then Return.
* If no comments added, click Return to exit the contract view and return to the FWL page.

Contract Information

Empl I0: 101002 Contract Type: 131 Ind Shedy: Business, Hosp, IT
Acagemic Spokane Community College  Contract Number: 1T12163978
Institution: LE3KA 2 4 d
Term: 2163 SPRING 2016 Contract Generation Date: 072572016
Address: 18310 N Greane Streel . Contract Begin Date: 04042016
Spokanse WA 99217 Contract End Date: DBATIZ016

Total Contract Amount: 50000 Hours:

Amount Per Payment: §33.33
Humber Of Paymenta: &

Payment Dale
042252018
0502018
057252016
06102018
082412018
0712016

FTE %: 0.000

Condract audit History Date: 07252016 mitials:

V| ispiay __ Rescind_ |

Add Note for HR Review

1. After the contract is verified and any comments have been added, click the FWL Notes/
Comments tab to update the notes with HCM in the first three positions. This will cause this
contract to appear on the report run by HR noting which contracts area ready for HR review.
If entries already exist on this page, click the Plus (+) symbol to add a new Sequence Number
to enter a fresh comment.

2. Click Save.
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HCM Data Fage | FWL Gnd || Calculafion Results = FWI Noles/Comments |

FWL NotesiComments

Fmnd | View Al I'rs'n1ur1n..-.".l

" |-
Effective Date: 04122016 *Stams; Active - (+11=]

Find | View 28 First K 2 orz I Lot

Saqlum: 2 e:

Comments:  HCH l—

Last Updated Last Update Date/Time:
by:
&AReturn 1o Search AU pdateDisplay | Zlinciude History | EF Correct History

3.
4.

Ensure Dean/Administrator approves the contract.
Ensure instructor has gone into Faculty Center and signed the contract.

Handling Pay Adjustments for Variable Credit Independent
Studies

When all students enrolled in an Independent Study class are all enrolled for the same credits,
the Faculty Workload process calculates $50 per credit, times the number of students enrolled.
When an Independent Study class has students enrolling for less than the maximum credits of
the class the system is not able to calculate pay based on the variation. In order to manage this
follow these steps to change the pay fields on the FWL Grid:

CLVvNOUAWN-=

Navigate to the Maintain Faculty Workload page.

Click on the FWL Grid tab.

Click on the Fourth tab.

Make sure the Correct History button is clicked.

If the Correct History pop-up window appears, click Cancel to turn on Correct History.
Click the Fees Override check box to open the Flat Fee field for editing.

Enter the total pay amount for the contract into the Flat Fee field.

Click Save.

Click on the HCM Data Page tab.

Click Recalc All to recalculate the contract, ignoring the Per Credit Rate and directly inputting
the Total Pay for the contract.
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Processing FT Online Overload Contracts -
SPOKANE ONLY

Purpose: Use this document as a reference for how to process Co-operative Education
contracts at Community Colleges of Spokane.

Audience: Class Scheduling Staff, HR\Payroll Staff

Main Menu — Curriculum Management — Schedule of Classes — Maintain Schedule of Classes

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Processing — FWL Calculation Process

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Transaction — Maintain Faculty Workload

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Processing — FWL Contract Generation

Overview

When Full Time Faculty are teaching online classes with enrollments that exeed 25 students as
part of their regular load, the overloaded students from the online class are paid above the
instructor's regular salary. The overloaded students also generate FTE% for that instructor and
that overload FTE% is not typically* attributed as part of their regular load. Because the
instructor's regular load is calculated in FWL as non-pay generating (FTE Only), but the FT Online
Overload does generate pay in FWL, there are two different calculation formulas. The regular
load portion is calculated using the FTE Only contract types (FO1-F20) and the overloaded
students pay is calculated under the FT Online Overload contract types (X01-X18). This will
require you to enter the instructor twice in the Instructors for Meeting Pattern section on the
Schedule of Class. The online contract generated will be only for the overload portion of the
FTE%.

At Community Colleges of Spokane instructor pay for online overload classes is based on the
number of students enrolled above 25 students and below 36. If more than 35 students want
to enroll a new class section is supposed to be opened. For questions on this please contact
your district HR office.

The pay methology for FT Online Overload first takes into account what the class would be paid
out as if the instructor would be paid as Moonlight pay, for example a 5 credit lecture in
Workload Category A has an FTE% of 33.333% and moonlight pay of $3395.67 (1/3 of $10,187) -
this is NOT what the instructor will be paid since their pay comes from their full time salary.
Once the dollar value of the class is determined, this amount is divided by 25 to determine the
'per student' amount. Keep in mind, this value changes based on the dollar value of each class.
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Using the example of pay above, 1/25th of $3395.67 results in $135.83 per student. As an
alternate example, a 2 credit class at Workload Category C would have a dollar value of
$1018.70 and 1/25th of that class would result in $40.75 per student.

Next comes determining the overload count, for example, 27 students enrolled, subtract the
first 25 to determine that 2 students are overloaded. The overloaded student count is
multiplied by the per student cost to calculate the total pay for overloaded students and the
resulting value is the amount of pay the instructor is eligible for, for example $135.83 x 2
=$271.66 in total pay.

The Term Contact Hours of the contract are calculated by dividing the overloaded student count
(2), by the threshold (25) to and then multiply by the Term Contact Hours of the class to
determine the hours value of the overloaded students. For example 2/25 = .08 x 55 = 4.4 hours
for the 2 students.

The FTE% of the contract is calculated by dividing the Term Contact Hours (e.g. 4.4) by the total
hours of the workload category (e.g. 165), or 4.4 /165 = 2.667% FTE.

Note: For Spokane the Assignment Type naming convention begins with 2 to 4 characters code
that specify the division issuing the contract (noted by ‘DDDD’in the example below) for FT
Online Overload contracts the Assignment Type is followed by [FOL]. For FT Online Overload
contracts that are multi-component (for example, Lecture/Lab) the Assignment Type is followed
by [FOLL].

The FT Online Overload Assignment Types have a configuration of $10,187 or $11,170 in the
Term Max Load Rate value, thus generating pay equivalent to Adjunct faculty, but only for the
students enrolled over the maximum of 25, the regular load is paid from the instructor's full
time salary.

‘DDDD’[FOL] - FT Online Overload
‘DDDD’[FOLL] - FT Online Overload (Lecture/Lab)

* |f attempting to calculate FTE% only for overloaded students see bottom section of this QRG
entitled "Overload as Regular Load."

Checklist Steps for FT Online Overload Contracts (Spokane
Only)

+ Confirm the instructor exists on the Instructor/Advisor Table for the institution with an
Effective Date of 01/01/1901.

+ Add the Instructor to class in Schedule of Class first, using the FT Regular Load Assignment
Type.

« Add a second row for the instructor, using the FT Online Overload Assignment Type. Use the
plus (+) symbol to add a new row (if needed). On each row:

+ Ensure that the Empl Record Number is that of the correct job record. Both rows must
have the same number.
« If hired after Term start, use system default of 0 and override the Empl Rcd Nbr in the
FWL Grid, adjusting start date and prorating Term Max Load Rate if needed.
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* Ensure the Load Factor entered matches on both rows.

* Run EWL Calculation Process to Load the FWL Grid.

+ Update FWL Grid-Tab 3 to enter the number of students enrolled for the FT Online Overload
contract type.

+ Click Save.

+ Process a FWL Recalculation.

+ Review and confirm Calculation Results tab.

+ Review the Pay Line, if needed, update Earn Code and Combo Code.

* Run EWL Contract Generation.

+ Verify the online contract/appointment letter.

+ Update Notes/Comments tab with HCM for HR review.

* Ensure Dean/Administrator approves the contract.

« Ensure instructor has gone into Faculty Center and signed the contract.

Note: To confirm an instructor has a record on the Instructor/Advisor Table, refer to
the Quick Reference Guide - Adding and Instructor to the Instructor/Advisor Table.

Add Instructor Assignment in Schedule of Class

1. In Schedule of Class, use the search feature to open the online class and click on the
Meetings tab.

2. Inthe Instructors for Meeting Pattern section, on the Assignment Tab, enter the Empl ID of
the instructor or use the Look Up to search by name.

3. Click the Plus (+) symbol to add a second line and enter the Empl ID again on the second
line.

4. The Print check box should only be checked for one of the two rows.

Also on the Assignment tab, enter the Empl Rcd# or use the Look Up, making sure to enter

the same number for both rows.

6. Click the Workload Tab.

d
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Meetings ] Resarve Cap | Motes i u Tedbook | GL Interface

Course ID: 019339 Course Offering Nbr: 1
Academic Institution:  Spokane CC
Term: SPRING 2016 Academic
Subject Area: MUSCE Music &
Catalog Nbr: 105 Music Apprec [CCM]
Class Sections
Session: 1 Regular Academic Session  Class Nbr: 1508
Class Section: 1 Component: Leclure Event ID:
Associated Class: 1 Units: 500
Meeting Pattern FEY
Facility ID Capacity Pat Mtg Start Mtgknd M T W T F § § *StartEnd Date #[=]
[oNLINE Q, | q | F F F B [F [ [ [040a2016 [ (06172016 [
ONLINE TopiciD: | O Free Format
Topic:
| Print Topic On Transcript Contact Hours
0 g Bl | & 4 3
Rok = Ry
101003011 |G Such,David G PrimiIne « = Approve = | LS [=]
101003011 G Such David G Prim Ins « ] ADprove - 0 +| [=]

On the Workload tab, in the top row Assign Type field, click the drop-down menu and select
the appropriate Assignment Type value for your division for the Full Time (regular load) - FTE
Only.

On the second row, in the Assign Type field, click the drop-down menu and select the
appropriate Assignment Type value for your divisionin with the [FOL] or [FOLL] for FT Online
Overload contract.

Enter the same Load Factor for both rows.

Click Save.

Instructors For Meeting Pattern Persanalize | Find | View &1 | &8
Eamimees= Y warkload

T
(1] Assign Type App Load Load Factor Work Load | Auwto Calc

[101003011 O ARS [Fr: - 100.0000
[101002011 | 100.0000

|T§!.[

Hoom Charactensocs Perzonaize | Find | L2
*Room Characteristic |'uunt

. - _ I
Academic Shifi e B |

—T

Re-turnm seareh | Eotity |

Faculty Workload

Page 134



€ Note: Not sure how to run the FWL Calculation Process to load the FWL Grid? Refer to
the Quick Reference Guide - FWL Calculation Process (Batch).

Update Maintain Faculty Workload

1. After the FWL Calculation Process has been run to load the FWL Grid, navigate to the
Maintain Faculty Workload page and click on the FWL Grid tab.

2. On the Calculation Result page. The Contract Type for FT Online Overload will appear with
0.00 FTE% and $0 Total Pay. In order to generate FTE % and pay, the number of enrolled
students on the 10th day must be entered into the FWL Grid.

« If the calculation result doesn't appear check the following:
* Is the Empl Rcd Nbr entered in Schedule of Class for an active FAC job?
* Is the Subject and Component configured for the contract or is the first time this
combination has been offered?

3. Click on the FWL Grid tab.

4. On the FWL Grid page, click the Third tab.

5. Add the number of enrolled students on the census date of the class to the Student Census
Enrolled field.

6. Click Save.

HCM Oata Pags FYIL Grad - —

FYIL Grid Details

Effective Daie: 04182010 EN S&sy: 0

Faoulsy Woridaad Paesen: 2 | Find | 0 | i

= = g b | R
i Bt find Studant
[ |M!IE Oarrics Shart Oats Ovarrics Cenayrs Dabe EE:EA

Emfollad

Sudend c
Thrashald

1 1808 003
I 1808 HE3

4 18M w2

04042018

04022018

V402018

D T e

[+ L Ll R L

| SanTEee

047182018 )

D4 E2098

[per18207e ) |

<]
35

k=]

B 1842 o003 _| 04M42018 _| OO TiZE 10 |I]l1'1 82018 [n [¢] a 35 35
B 1542 o3 J 04042018 _I DA T8 |I:|4'1 5018 (W) a5 5 a5 35
W 5ave | LiFetum oo Eﬂ.n:ll Previows in List | +2Mext i List UpdmeDisplay| Alsoiude

¢ Tip: Did you know you can re-organize the fields you see on the FWL Grid? Just click the
Personalize link and re-order the fields. Want all the most relevant fields on the First
Tab, just use the fields you want in the Column Order and move them up to the top
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under the Tab First Tab (frozen) header. You can also hide fields that aren't important
to you. This formatting will be tied to only your login and will follow you wherever you

go when you login to ctcLink.

7. Click the HCM Data tab, click the Recalc All button.
8. Atthe 'Are you sure you want to Recalculate all the contracts? message, click the Yes button.

HEM Data Pags
Insirsoticng

Emplil: 0100 Inatitution: Wa171 Spokane CC Term: 2183 SPRING 2016
Firsd Hams: 0o Lasi Hams. = Phone: 8rac

Email ID: [ =CHANE EDU

HCW Posifion Joby Susmimary T = a5
Poation  |Empl Empl |Empl Red Eavroll [ r Barsinesy £
Class  |Red# A Descr [DE OISR g e |M Bl Drnde Toiw Job Bala fecalcadl ||
HA1T1 BETAD FTF 1 Vigw Job Date

Snminer
1 FAC 1 ‘Eepondary Adive Adhve 900000 1TD
2 FTF 2 ‘EBeoondary Aotive Aptive 440004 170 HR1T1 BETAD L] iew Job Cacs
3 00001471 FAC O Frimary  Aciva Aotive 2200 1T HR1T1 BETAD FTF 11 Visw Sob Cata

Are you sure yvou want to Recalculate all the contracts? (25000,313)

-z

9. The system wait icon will appear in the upper, right hand corner of the screen.

| Addto Favorites | Sign out

MultiChannel Console

New Window| =4

Wait for this to
finish swirling.

10. When the calculation is complete the screen will refresh and display a draft Pay Line and

updated Calculation Results.
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T 5 b HCM Pirg Linie:

Effcetive Dule: 34082018

11. Click the Calculation Results tab. Verify the results (FTE%, Pay, Term Contact Hours) are
accurate for the student count.

" inamar
i sy SIS —— |
T ]

12. If Calculation Results are accurate, click on the HCM Data tab, and verify/update the Pay Line
Earnings Code and Account Code (combo code) on the Second tab.

LnnkUpl Clear | Cancel IElasian

Search Results
First p 1-3 of 3 p Last

Earnings Code ([Description

ETE Full Time Faculty Contract

MLC Moonlight Confract

H P/T Faculty Hourly
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Search Results
fies 100

First I 22 3 Last

Combination Code (Description

000166736 Moonlight Contract
00166736 PiT Faculty Hourly

000169420 Full Time Faculty Contract

13. After all lines have been updated, click Save.

Generation and Review Online Contract

€ Note: Not sure how to run the FWL Contract Generation Process to generate the online
contract/appointment letter? Refer to the Quick Reference Guide - EWL Contract

Generation (Batch).

1. After the contract has been generated, navigate back to Maintain Faculty Workload, on the
HCM Data tab, in the HCM Data Contract Info section, click the View Contract link for the Co-
Op contract type (e.g. KO1) to open the online contract and verify the details.

EmgliD: 300 instiiefon WAITE Spolen: OO Terrm:  HES SPRHD MHE
Fired Hams: Cwy LasiHames - Fhoea s0%
Emmad Ik FOKAHEEDU

HHTM S aE
2 PTF 2 Seoondery Aole Aohve 44pd 1T HATM aaTiE L] kv Job Dty
300001471 FAC 0 Prvery  Aclee brlee Bz 1M HR1T1 a3 FEF 11 Wiesw Jeb Do

2. (optional) Add any comments you deem necessary to communicate information for this
specific contract to the instructor.
* If comments added, click Save then Return.
 If no comments added, click Return to exit the contract view and return to the FWL page.
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Contract Information

Empl ID: 0100 46 Contract Type: X023 FTF-OL: ARS
Acadoyc WAIT1 Spokane Community College Contract Number: 1712163760
Institution:
Term: 2163 SPRING 2016 Contract Generation 04182018
Date:
Address: 1810 N Greene Street . Contract Begin Date: 04042018
Spokane WA K217 Contract End Date: 08M7/2018

Total Contract 271654 Hours: 4400 Amount Per $452.76
Amount: Payment:

Number Of & FTE %: 26666

Payments:

[Payment Date

05252016
0811072018
06242016
07112016

BINTF Tha ahnus nav dstes will he met nenuided sl ressicsd nansrunre ie recsisd in fhe Himsn Resaarcse Mffics no bater than 10

Contract Audit History Date: 07/26/2016 Initials:

[¥] Display Rescind |

Add Note for HR Review

1. After the contract is verified and any comments have been added, click the FWL Notes/
Comments tab to update the notes with HCM in the first three positions. This will cause this
contract to appear on the report run by HR noting which contracts area ready for HR review.
If entries already exist on this page, click the Plus (+) symbol to add a new Sequence Number
to enter a fresh comment.

2. Click Save.
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+1[=
Effeciive Date: 03252015 “Status; HEVE - [+

SeqNum: 2 w2

Laat Updated Last Update DateTime:
by

m &ARetern 1o Search | #%|Previous n Usd | &5 Hext n Lst & UpdateDisplay | &) 'ncuds History Carmect Hemary

3. Ensure Dean/Administrator approves the contract.
4. Ensure instructor has gone into Faculty Center and signed the contract.

Overload as Regular Load

Looking to calculate the FT Online Overload contract for FTE% Only and no pay?

1. Follow all the steps above in the Update Maintain Faculty Workload section, after Step 5,
click the Fourth tab on the FWL Grid.

Check the Fees Override check box for the FT Online Overload Contract Type (X01-X18).
Update the Term Max Load Rate to $0.

Click Save.

Click the HCM Data tab and click the Recalc All button.

uhwhn
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g | FWL Grid Calculation Results FWL Hotes/Comments

FWL Grid Details

Effective Date: 041872016 Eff Seq: 0
Faculty Workload
" FirstTab 7 -

Assignment Fees Term Max

Class Hbr T Override |Load Rate

11500 003 $0.00 $0.001
2 1500 A03 50.00 $0.00C
3 1510 003 i $0.00 $0.001
4 1511 W3 & $10187.000  50.000 $0.00 $0.001
31512 003 i $10187.000 50,000 50.00 $0.001
8 1512 X03 & $10187.000  50.000 $0.00 $0.001

@save | S\Return to Search | +IPrevious in List | 4[5 Hext i List

A Warning: Keep in mind, contracts the generate FTE% only as part of the instructor's
Full-Time regular load will have $0 pay in FWL and will not generate an online contract.
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Processing Release Time Contracts - SPOKANE
ONLY

Purpose: Use this document as a reference for Release Time Assignment Types to an
Instructors Term Workload page. Release Time applies to Full Time Faculty only. These
instructions assume that the instructor already has regular class load that has been calculated
in FWL and that the instructor already has an established, active job and exists in the Instructor/
Advisor Table.

Audience: Class Scheduling or HR Staff

Navigation: Main Menu > Curriculum Management > Instructor/Advisor Information >
Instructor Term Workload

Overview

Release Time can be entered for an instructor to receive Moonlight pay, or be added to track
which portion of their Full Time load is attributable to Release Time. Since assignment of
Release Time is done for a brief period before and after the start of each term, the Assignment
Types have been reconfigured with two distinct short descriptions designed to make it easier to
remember which Assignment Type is ‘payable’ and which is ‘FTE Only.’

Note: For Spokane the Assignment Type naming convention begins with 2 to 4 characters code
that specify the division issuing the contract (noted by ‘DDDD’in the example below)followed by
the purpose of the Assignment Type noted in the brackets. The [RF] will have an Assignment
Type configuration of $0 in the Term Max Load Rate value, thus generating no pay, but only FTE
%. The [RM] will have an Assignment Type configuration of $10187 in the Term Max Load Rate
value, thus generating pay.

‘DDDD’[RF] - Release Time Full Time Load
‘DDDD’[RM] - Release Time Moonlight

Checklist Steps (Spokane)

« Add Release Time Assignment Type to Instructor Term Workload

* Run FWL Calculation Process to Load the FWL Grid with Release Time row(s)

+ Update FWL Grid-Tab 3 for Start/End Date of Release Time

« Update FWL Grid- Tab 4 with number of Contracted Hours to generate the correct FTE %
(see table)

* Process a FWL Recalculation

+ Review and confirm Calculation Results tab

* If payable Release Time: Update Earn Code and Combo Code on Pay Line

+ If payable Release Time: Run FWL Contract Generation

* If payable Release Time: Update Notes/Comments tab with HCM for HR review
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+ If payable Release Time: Ensure Dean/Administrator approves the contract
+ If payable Release Time: Ensure instructor has gone into Faculty Center and signed the
contract

Example Instructor Scenario

For this QRG we will use a sample instructor who already has part of a regular Full Time load
(77.222%) established in FWL.

FWL Grid Details

Effective Date: 04/05/2016 Eff Seq: 3

Faculty Workload
[ FirstTab | second Tab | ThirdTab | Fourth Tab

MoonLight

Load Factor E—

This sample instructor has a total of 77.222% FTE

1 4799 58.333
for this term thus far. They are eligible for 33.333%

2 4702 FTE of Release Time. They will use 22 778% of 13.333
that release time as part of their Full Time load and

3 5985 5.556
the remaining 10.555% FTE will be put towards

4 4796 Release Time that is payable as Moonlight. 0.000

5 4795 100.0000 0.000 0.000

6 5685 ooz ] 100.0000 0.000 0.000

1. Search for the instructor in the Instructor Term Workload page and enter the following:

« ID: Empl ID of the instructor.
+ Academic Institution: Enter value or use lookup.
« Name: If EmplID unknown, enter at least the first character of the Last Name.

2. The page appears with the latest active Term displayed. If this is not the Term needed,
search for the correct Term page by clicking the Find link and in the pop-up window enter
the Term value, (e.g. 2163)

3. Click OK.
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Term Workload

Kendall Barbie E I 10101234

Workload Definition Find View Al  First B 1 or10 O Logt

Academic Institution: Wa171 Spokane CC P ———— +|[=]
Term: p163 Q SPRING 2016 _

instructor Assignment Clags: [LECTUR C,  Leclure

Calculate Workload: il Assigned FTE %: 100.00

Limit Workload: il Instructor Multiplier %: | 100
Workload Assignment Job Code

"Chaa-cription Subsect Catslog Nbr Saction E&m LE:?E‘_'S “Agsign Typs Work Load ﬁ l:‘_:?E_n,::_m

Core Cncpts ECHO 131 1 4702 H&ES [+ [=]
Core Cncpts WASC 13 1 4795 H&ES [+ =]
WascProll WASC 132 1 5685 HEES [+] [=]
VascPro i VASC 132 1 5685 H&ES [+ =]
Vasc Tch Sid WSC 134 1 4796 HRES LLF # =
Wasc Cln I WASC 272 14 47ag HEES LLF +| [=]
wasc Cin il WASC 272 1 5885 HEES LLF + =

4. Once in the correct Term, click the Add a Row (+) button to add an additional Workload
Assignment. If adding only one Release Time, then only 1 row is needed. If adding multiple
rows of Release Time (payable and FTE only), then click the Add a Row (+) button to add two
additional Workload Assignments.

Vagc Ml WASC 122 &1 5000 HELS LL [+ =
- | e [+ =

5. Enter the following on the Workload Assignment tab:

+ Description: Title of work being performed, for example Release Time FT Load or Release
Time Moonlight. This description is for reference only and does not load into the FWL Grid.

+ Assignment Type: Click the drop down menu to select a Non-Instructional Assignment Type,
for payable Release Time select the division Assignment Type ending in [RM], for full time
load Release Time select the division Assignment Type that ends in [RF].

+ Work Load: (Optional) Hours of work being performed, does not load into the FWL Grid. (see
table for hours)

+ Click Save
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Term Workload

K endoll Barbie E Ioc 101001234
Workload Definition Find | View Al First B0 4 o 10 O Lo
Academic nsttition: WA1T Spakane CC Total Term FTE% =
Tarm; 2163 |0, SPRING 2016 _
Instrucior Assignment Class: LECTUR D Leclure Crs Prep =
CrsPrap-55
Calculate Workload: £l Assigned FTE %: | Flat Rata
- Flat Rale2
Limit Workioad: il Instructor Multiplie G0
Workioad As signment GLITH M
_ p—HEES
“D=scripbon Cotalog Mbr Sechon  —— % HEES LI
- H&ES LLF
Care Cncpls ECHD 231 1 4702 H&ES [T)
- H&ES [FOL]
Care Cregls WASC 131 1 4795 HEESE] ¢ [# =]
vascProll wasc 13z 1 5685 HEES I [+ =]
HEES [MIS]
WascProll WASC 132 1 5685 HEES MO [+ =
vasc Teh S Wse 134 1 4736 HEES 0L [+ =]
vasc Cin i WeC 272 14 4790 HEES [FM] = =
vazc Cin i waae o7 1 5985 ol = [=]
Releasa Time (FT load) HEES [F : aTes R [+] =]
Releaze Time (Moon) HEES[F = 1742 [ [+] =]

NOTE: Do not delete rows added to the Instructor Term Workload page once added to
the FWL Grid until the code fix for cancelled or deleted class data is released into
Production or you could cause problems recalculating non-instructional time

6. Navigate to the Maintain Faculty Workload page for that instructor and term to perform a
Recalc All or recalculate the record in batch using the FWL Calculation Process and click the
Search button, or add a new run control by clicking the Add a New Value tab by entering the
Run Control ID in the open text box, for example FWLrecalc

7. Arun control is used to allow saving scheduling parameters for a specific batch process for
later re-use. Run Control IDs are named at the discretion of the user and can be used again
either with the same parameters or edited to reflect the currently applicable scheduling
parameters. After the Run Control ID is entered click Add.
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FWL Calculation Process

Find an Existing Value Add a New Value

Run Control ID:|

Add

8. On the FWL Calculation Parameters page enter the following:

+ Academic Institution: Enter or use the lookup.

« Term: Enter or use the lookup.

« Empl ID: Enter the Empl ID for the instructor(s) to be recalculated. Each division initialized
their own instructors, therefore it is NOT recommended to leave this field blank or risk
recalculating all instructors assigned to classes at the institution. Use the plus (+) symbol to
add a new row for each additional Empl ID.

* Recalc for Changes: Check the box to recalculate if a record already exists in FWL.

+ Click the Run button.

€ Note: Instructors missing their Instructor/Advisor Table will error when entering their
Empl ID.

9. Atthe Process Scheduler Request page click OK.

Process Scheduler Request

UserlD CTC_FUNCTIOMAL Run Control ID FWLlnitizlize
Server Name - Run Date 081712015 &
Recurrence - Run Time 7.24:588M Resal to Current DataTime
Time Zone | Q

Process List

=l FWL Calculation Process CTC_FWL_CALC  Applicalion Engine  Web = TXT » Dislribulion

s B

10. Clicking OK will launch the batch process and return to the scheduling parameters page.
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11. Click the Process Monitor link to view the status of the batch process and see the log file
generated when the process completes:

FWL Calculation Process

Run Control ID; FWLinitialize Repor Manager hn

Pracass Instance:99533

FWL Calculation Parameters

*Academic Institution: WA171 O spokans CC

“Term: 2153 @ SPRING 2015
Employee Parspnalze |M| | THE First n 1084 u Last
Emgpl ID Last Mame First Hame
1101001234 Q,  Teacher Sally (=]
__ Recalc mrl:nanga-g
) Seve Ehiudd

12. In the Process Monitor, the Run Status will progress from Queued -> Initialized -> Processing
to either Success or No Success. With a Run Status of Success or No Success the Details link
will provide access to batch process log files when the Distribution Status changes to Posted.

13. Click the Details link to view the log files.

Procesas List

Wiew Process Reguest For

User ID|STC_FURCTIO D, Type = Last - G0 Dways - Refiresh |
Sander d Mamme [} Instance o
Rum Siatus - Distribution Siatus = [ save On Refresh

Application Engine WL £TC_FUNCTIONAL OBMTI2015 7-24:584M POT Mo Success Posted
oR44D Applicalion Engine  CTC FWL_CALC oTe_FuncTiona, Do A0S 1Z0SIIM gness  posted

14. In the Process Details page click the View Log/Trace link in the Actions section at the bottom
of the page.
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Process Detail

Instance 95442 Type Application Engine
Hame CTC FWL_CALC Description WL Calculalion Proceas
Run Status Success Distribution Stams Posted
Run
Run Comtrol ID WaA1T1 Hold Request
Location Serder Queus Reguast
Server PSUNX Cancel Request
Delete Request
e Restart Request
Actions |
Request Created On 08142015 1206 17PM PDT Parameiers Tranafer
Rum Anyome After 0BAHNZI1512Z:05:14PH POT Message Log View Locks
Bogan Process At 08142015 12:05:28PM POT h Timings
Ended Process AT 02142015 1205 38PM PDT Wiew LoTracse
QK Cancel

15. In the View Log/Trace page, click the FWL_Initial_Calculation_Process link.

View Log/Trace

Report
ReportID: 32379 Process Instance: 93442 Message Log
Hama: CTC_FWL_CALC Process Type: Application Engine

Run Status: Success

FWL Calculation Process

istnbution Detals

Distribution Mode:  |ocal Expiration Date: DBI212015

Fibe List

|. gi |] t Created

AE CTC FWL CALC 08442 lag sar 08142015 12:05:38.908510PM POT
AE CTC FWL CALC 9344210 556,552 081452015 12:05:38 908510PM FDT
WL Inilial Caltulafion Process Hedd4 000§ 1,445 081472015 12:05:23 908510PM POT
Distribute To

Distribution ID Type |'I1|ltr1h-u'hc-n 11}
User CTC_FUNCTIOMAL

Refurmn |

16. The Empl IDs entered in the scheduling parameters will be displayed in the Process/
Interface Log. If there were errors in attempting to calculate, the Empl ID will appear in the
Calculation Error Log below the scheduling parameters. If the initialization was successful

the Empl ID, Assignment Type and Contract Type will appear for each successfully initialized
FWL Grid record.
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Frocess / Interface Log
T T
Frocess Instance : PR Opezator ID ¢ CIC_FUNCTIONMAL
Frocess Hame 1 CTC_FML CALC Run Dace/Time 1 OBSL4/2018 12105129

B

Run Control Parameter

LR R L e R R ]

FEun Control ID (RON_CNTL_ID) 1 WALT1
Academic Institution (INSTITUTION) 1 WALT1
Tarm (STRM) 3 2153
Recaloulace {CTC_FWL_RECRLC) : W
Academic Instituticn (INSTITUTION) i WALTL
Expl ID (EMFLID) $ 101001234

e T
Laicudation Eeror oog - (il program has faced any error during calcoulation)
AR RS RS EE R E R SE R E R EE R EE R E R SEEE SEEEES RS

B L

Initial Calculation Frocess is completed for below emplojyeeis)

Emplid: 101001234 - Assignment Type:!: RDZ - Contract Type! AD2
' Emplid: 101001234 - Assigunment Type:!: DIR - Contracst Type! RD2Z

17. When finished reviewing the log file simply close the tab or window in your browser that
contains the log file display to return to the View Log/Trace page, then click the Return
button at the bottom of the page to return to the Process Detail page.

View Log/Trace

L
ReportiD: 32378 Process Instance: 05442 Message Log
Hame: CTC_FWL_CALC  Process Type: Application Engine

Run Status: Success

FWL Caleulatian Process

Distribution Details
Distribution Node: |ocal Expiration Date:  08/21/2015

File Size (=43 Datetime Created

AE CTC FWIL CALC 898442100 597 08142015 12:05:38.908510PM PDT

AE CTC PWL CALC 9B4421irc 556,552 08142015 12:05:38,908510PM PDT
EWL Initial Caloulstion Process 98442 log 1,445 08M4/2015 12:05:38. 208510PM PDT
Distribarte Tor

Diztribution 1D Type *Distribution 10

User CTC_FUNCTIONAL

18. At the Process Detail page click the OK button to return to the Process Monitor page.
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Process Detail

Instance 93442 Type Application Engine
Hame CTC_FWL_CALC Description FWL Calculation Process
Run Stalus Success Distribution Status Posled
Ran
Run Control IDN WA171 Hold Request
Location Server Quens Request
Server PSUNX A
_' Delete Requesl
Rocumence Restart Request
Request Created On 08142015 12205:17PM POT Paramaters Transter
Run Anytime After 03/14/2015 12.05:14PM POT Message Log View Locks

Began Process At 08/14/2015 12052980 POT Batch Timings
Ended Process At 08/14/2015 12.05.33FM POT View LogiTrace

19. Navigate to the Maintain Faculty Workload page to update the FWL Grid page, making sure
to check the Correct History box on the Search page.

€ If2rows were added to the Instructor Term Workload page, then 2 new rows will be
added to the FWL Grid page. The class numbers are 5 digits starting with 99999 and
incrementing down (99998, 99997, etc.).

Nothing will update to the Pay Line until the FWL Grid is updated with contract begin/
end and hours. Note which row is associated to which Assignment Type on the Second
Tab. Also, the Term Max Load Rate on the Fourth Tab for the Full Time load will be $0.
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20. Onthe Third Tab on the FWL Grid page, update the begin and end date by clicking the Start
Date and End Date.

21. Override checkboxes and entering the appropriate dates, making sure that the Correct
History is turned on.
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22. On the Fourth Tab on the FWL Grid Page, enter the Contract Hours. This is the total number
of hours associated to this contract for the term. Use the table at the end of this document
to determine the correct number of hours to equate to the desired FTE%.

23. After entering data in all necessary fields click Save.
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24. Click the HCM Data Page tab and click Recalc All button.
25. View the FWL Calculation Results tab to view the contract calculation results.

Lonlredd Iype S0 Helegzz [rn= HEES

Clas Intommaton TR et - e e
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1 R R FT Laad H §0.000 £0.00 000 1EE.DD 22 V7E Daaa 0000 50 Ca a ]
G R B R SI0NTHG 00 GO0 S0 10SED D000 50000 $107543 o TR

26. Review the HCM to CS Pay Line on the HCM Data Page to confirm the accuracy of the draft
Pay Line.
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27. Ensure that the Earn Code and Combo Code on the Second tab reflect the Moonlight (MLC)
Assignment Type BEFORE generating the electronic contract for HR and Dean/Administrator
approval.

Look Up Earnings Code

Earnings Code: pegins with - |
Description:  peging wilh - I_

locklUp | Clear | Cancel |8

Search Results

28. Once the draft Pay Line is accurate and has the correct Earn Code and Combo Code the
electronic contract can be generated.
29. Navigate to the FWL Contract Generation process and search for an existing Run Control, or
add a new one. If new, enter the following:
+ Academic Institution: Enter or use the lookup.
« Term: Enter or use the lookup.
« Empl ID: Enter the Empl ID for the instructor(s) to be recalculated.
* Uncheck the All Contracts check box.
+ Contract Type: Enter or use the lookup.
* Click SAVE.
* Click Run.
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FWL Contract-Generation

Run Control I0: CONGEN Regort Manager Process Monior Hun

Contract-Generation Parametlers

*Academic WAITT|C, Spokane CEC
Instituticon:
Term: 2163 Oy SPRING 2016
Employee Personalize | Find | = | éE First I] 1ofd n EEt
Empl I0 Last Name First Hame
1101001234 o Kendol Barbee [] =]
"l an contracts

Contract Type

30. Atthe Process Scheduler Request page, click OK.

Process Scheduler Request

User ID CTC_FUNCTIONAL Run Control ID CONGEN
Server Name Run Dwte 4052016 I
Recurrence - RAun Time 3.2451PY Reset o Current Date/Tme |
Time Zone =1

Process Liat

Select Descriglion - Distribulion

i Conlract Generalion-Regen CTC_CNT_GEMW Application Engine  Wab - TNT w Diglribulion

31. Once launched, the page returns to the Run Control. Click the Process Monitor link to
monitor process run status and when complete, view details. Once process shows Success,
use the link ‘Go Back to FWL Contract Generation’ to return to the Run Control page, or
simply navigate back to the Maintain Faculty Workload page.
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FWL Contract-Generation

Run Control ID: CONGEN Report Manager Process Monitor Run

Contract-Generation Parameters

*Academic |WA171|Q, spokane CC
Institution: )
Term: [2163 |y SPRNG 2016
Employee Personalize | Eind | ) | E:E] First [ 4] 1ol 1 o Last
Emgpl ID Last Harme Firsl N aime
1 [101001839 ©,  Kendol Barbie [+] [=]
[l an contracts

Contract Type Pesonalize | Find | B | S First n 1ofi o Last

Contract Type = |Description

1 |R02 . Release Time: HAES [+ [-]

View Process Aeguest For

Mrm-l_'r:_:'.l'\ll:ﬂ:ll -} Iype w Laest - M Mingles W Hefrzsh
SErveer - Kame i Instamce )
Hum Status - DMistrioutaon $tstus = [ sawe Om Retreah

Prooess List Parmsnnizs | Find | s a0 | 5] 88 Firet B0 4 ot I e

CTC_CHT_GEN CTC_FURCTICHAL S4MS2018 3024 51PM POT Suiiaes Pusalndd Dmlsis

32. When the process completes, navigate back to the Maintain Faculty Workload page and view
the electronic Contract.

33. To review the electronic Contract in the Maintain Faculty Workload page, in the Contract
Data Info section, click the View Contract link.
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34. Once in the contract, you may decide to add commentary to the contract highlighting which
portion of the contract is payable and which portion is part of their regular load.
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35. Click the View Contract link, enter the desired commentary | the Comment box.

Contract Information

Empl IB: 101801838 Kendel Barbie E Contract Type: ROZ  Reiease Time: HAES
Academic

WA 5 ne Communty College Contract Numbser 171218318
Institution: o L
Term: HED SPRMNG 2018 Contract Generation DANS2016

Daite:

Address: 1810 M Greens Streel Contract Begin Dabe: DAM42016

Spokane WA SOMT Contract Emd Date: D&M TR206

This condract refiects the pomon of your Relesse Time st & stinbetable 10 your regular Full-Tims Load (22.227% FTE) and the payakie
portion of your Reitase Time that is astributable to Moonight Pay (10 555% FTE)

Total Contract 107545

Numbser OF & FTE % 33.334
Payments:

|Pasment Date

252018

|ns.-1m1:-1s
[ps=sz018
|ue.-1m1:-1s
|
|orrizone

€ Note: If commentary language is added, click the SAVE button at the bottom of the
page, if not, simply click the RETURN button to return to the Maintain Faculty Workload

page.
L ]
Contract Audit History Date: 04/05/2018 Initials:
V] Display _ Rescnd |

36. Notify HR that the employee is ready to have their online contract reviewed for their
approval by entering HCM in the Notes/Comments tab and clicking the SAVE button.
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FWL HotesiCommenis

FYL Hols=slomments

Effective Date: 04052018 *Siatug: Achve -

Seqbum: 1

Comments:  HCM|

Last Updated Last Update DateiTime:
by

E E: I:xli‘eb.m 10 Semech ApdaieDnplay| £linclude Hiviony Comect History

37. After HR reviews and approves the electronic Contract, notify the Dean/Administrator that
they need to Approve the contract by navigating to the Maintain Faculty Workload page,
following the View Contract link and clicking the APPROVE button.

Lontract Sudi Higtory Duarte: D4HI0SZ2016 Initialg:

S -~

¥ Display Rescind

38. After the Dean/Administrator approves, the instructor must sign the electronic Contract by
entering their initials.

FTE% to Hours Table

Hours Entered in Contract
Target FTEY: Default FT BASE Haours field on FWL Grid
3.333% 165 | S55.00
30.000% 165 | 49.50
26 667% 165 44 00
20.000% 165 33.00
16.667% 165 2750
15.000% 165 24.75
13.333% 165 2200
11.111% 165 | 1833
10.000% 165 | 16.50
666G 165 11.00
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Note: If you don't see your desired FTE% above, simply multiply 165 by the desired
FTE% to get the necessary hours. For example 165 x .05 (5%) = 8.25 hours.

Background Formula

In order to understand the formula behind the Release Time contracts the screen shot below
details the calculation that occurs. The college enters the Contracted Hours in the FWL Grid,
which is divided by the FT Base (165) to generate the FTE % that displays on the contract, Pay
Line and is pushed to HCM. The display FTE% has 3 decimal places. For the calculation of pay a
second, 6 decimal percentage value is also generated. This ensures that when multiplying the
FTE% against the Term Max Load Rate that no pennies are lost due to rounding, resulting in a
more accurate Total Pay for Term. This Total Pay for Term is then divided by the number of
payments to generate the amount to be paid per pay date on the Pay Line. The number of
payments are determined by the begin and end date entered on the FWL Grid.

Emplopce Classification: Fo2 0 faculy [ Crecrmide:

1 Conirasad Hoors = didde - cperzlian w»  FTBzua Tam Conkas H'e - - FTE® - [+
2 ConbadedHours = drdde - cperzbian + FTBzse Term Conkasi He - = mizrim Famceniaps !
Towal Pay dar Tarm = (2 [=]

1

2

k] A infane Parcenlzgal = mikiply - ngaraiion % Tamn Max | 2ad Reia
. - = To&al Fay Ling - [+

& Talal Poyfar Tom = drdds - cperzban = falFYHTE

Emplipes Casmbcubon: b2 O saaty | raerruie

)
Paranaie | ried | | 2

Foual Te Earal Codumn

1 1 Contracied Hoors = drddc - cperzhan = FTBzse Tem ContasiH: - = FTE% t| =
? 2 oAl Hivas = dradleecpsrslEn o DT D lscim T Codacd s nlstnn Psirsiags T [+ ;|
3 2 Inberim Frrooolaged =  muHpy operaizn »  Term MW Load Rabe - mizrm Fap cakodadon - [+ [-]
4 2 IEre Py cdhaklan = =il - ppHrEEn r 1l e Al Py ke e 4+ —|
5 5 Talzl Payfor Tarm = zhdds - cperzhan » falFUTE - Tkl Fay Ung + A

Reference Navigation
Main Menu — Curriculum Management — Instructor/Advisor Information — Instructor Term
Workload

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Processing — FWL Calculation Process

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Transaction — Maintain Faculty Workload

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Processing — FWL Contract Generation
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Processing Co-Op Contracts - SPOKANE ONLY

Purpose: Use this document as a reference for how to process Co-operative Education
contracts at Community Colleges of Spokane.

Audience: Class Scheduling Staff

Navigation:
Main Menu — Curriculum Management — Schedule of Classes — Maintain Schedule of Classes

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Processing — FWL Calculation Process

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Transaction — Maintain Faculty Workload

Main Menu — Curriculum Management — CTC Custom — Faculty Workload — Faculty
Workload Processing — FWL Contract Generation

Overview

Calculating Cooperative Eduction (Co-Op) contracts (K01-K17, KF1) applies to both Co-Op
Experiences (Clinical) and Co-Op Seminars (Lecture). At Community Colleges of Spokane
instructor pay for Co-Op classes is based on the number of students enrolled, divided by the
max of 60. For example, 10 students enrolled divided by 60 student max equates to 16.667%
FTE. That FTE% is then multiplied against the standard Term Max Load Rate, the maximum
amount an adjunct faculty could be paid if working 100% FTE. The resulting value is the amount
of pay the instructor is eligible for. The Term Contact Hours of the contract is calculated by
multiplying the FTE% by the total hours for workload category A (165 hours). The Load Factor in
the Schedule of Class is not a factor in Co-Op pay.

Note: For Spokane the Assignment Type naming convention begins with 2 to 4 characters code
that specify the division issuing the contract (noted by ‘DDDD’in the example below) for Co-Op
contracts the Assignment Type is followed by [C]. If a division has a contract calculation created
to calculate Co-Op as part of regular Full Time load then an Assignment Type will be visible in
Schedule of Class that is followed by [CO], for Co-Op - FTE Only.

‘DDDD’[C] - Co-Op (payable)
‘DDDD’[CQ] - Co-Op (FTE Only)
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Checklist Steps for Co-Op Contracts (Spokane Only)

+ Confirm the instructor exists on the Instructor/Adviser Table for the institution with an
Effective Date of 01/01/1901.
+ Add the Instructor to class in Schedule of Class once, using the Co-Op Assignment Type,
using the plus (+) symbol to add a new row if needed:
« Ensure that the Empl Record Number is that of the correct job record.
« If hired after Term start, use system default of 0 and override the Empl Rcd Nbr in the
FWL Grid, adjusting start date and prorating Term Max Load Rate if needed.

* Note: Load Factor is left at 100%, as it is not a factor in Co-Op calculations.

* Run FWL Calculation Process to Load the FWL Grid.

+ Update FWL Grid-Tab 3 to enter the number of students enrolled.

* Click Save.

*+ Process a FWL Recalculation.

+ Review and confirm Calculation Results tab.

+ Review the Pay Line, if needed, update Earn Code and Combo Code.
* Run EWL Contract Generation.

+ Verify the online contract/appointment letter.

+ Update Notes/Comments tab with HCM for HR review.

« Ensure Dean/Administrator approves the contract.

+ Ensure instructor has gone into Faculty Center and signed the contract.

Note: To confirm an instructor has a record on the Instructor/Adviser Table, refer to
the Quick Reference Guide - Adding and Instructor to the Instructor/Adviser Table.

Add Instructor Assignment in Schedule of Class

1. In Schedule of Class, use the search feature to open the Co-Op class and click on the
Meetings tab.

2. In the Instructors for Meeting Pattern section, on the Assignment tab, enter the Empl ID of

the instructor or use the Look Up to search by name.

Also on the Assignment tab, enter the Empl Rcd# or use the Look Up.

4. Click the Workload tab.

w
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Meetings Enroliment Cntrl X LMS Data GL Interface

Course ID: 0158633 Course Offering Nbr: 1
Academic Institution: Spokane CC
Term: SPRING 2016 Academic
Subject Area: BAK Baking: Pro Pastries/Sp Cakes
Catalog Nbr: 2687 Coop Ed Exp
Claz= Sections Find | View All First 4] 10i2 0 Last
Session: 1 Regular 4cademic Session Class Nbr: 5742
Class Section: 1 Component:Clinical Event 1D:
Associated Class: 1 Units: 6.00
Meeting Pattern Find | View All First B 1 of 1 B Last
Facility 1D Capacity Pat Mtg Start MigEnd M T W T F 5§ § *5tart’/End Date =
| Q | Q | | [ FF E F [F (04042018 5 061712018 |5
Topic 1D ), Free Format |
Topic:
[T print Topic On Transcript Contact Hours

Instructors For Meeting Pattern Fersonalize | Find | View All | E | 28 First B0 4 o5 1 B L ast
{ Assignment T Workload

*Instructor
Role

"

|[1010000 Q Prim Ing

5. On the Workload tab, in the Assign Type field, click the drop-down menu and select the
appropriate Assignment Type value for your division with the [C] for Co-Op (unless
processing for Full Time Faculty [FAC] at regular load [FTE Only] - then use [CO] Assignment
Type if configured for your division).

6. Load Factor can be ignored as it is not used in the calculation.

7. Click Save.

Instructors For Meeting Pattern Personalize | Find | View All | El | #8 First B0 1 of 1 I [ ost
( Assignment | Workload |

. Assignment
L ASsSIgn ype Load Facior | Work Load | Aulo Lalc
[In] | Assign Ty Load Factor | Work Load | Auto Calc FTE %

1010000 |Q BHIT | 1000000 | # =

BHIT & |

Room Characteristics EH [ATI Personalize | Find | £l | #H First 4 10of1 > Last

*Room Characteristic

JBHTICl [ uant

€ Note: Not sure how to run the FWL Calculation Process to load the FWL Grid? Refer to
the Quick Reference Guide - FWL Calculation Process (Batch).

Faculty Workload Page 161



Update Maintain Faculty Workload

1. After the FWL Calculation Process has been run to load the FWL Grid, navigate to the
Maintain Faculty Workload page.

2. On the Calculation Result page. The Contract Type for Co-Op should appear with 0.00 FTE%
and $0 Total Pay. In order to generate FTE % and pay, the number of enrolled students on
the 10th day must be entered into the FWL Grid.

+ If the calculation result doesn't appear check the following:
* Is the Empl Rcd Nbr entered in Schedule of Class for an active FAC or PTF job?
* Is the Subject and Component configured for the Co-Op contract or is the first time
this combination has been offered?

' Contract Type: X0° Co-Opc Dus. Hesp. & 1T

1 HAK Linecsl

w

Click on the FWL Grid tab.

On the FWL Grid page, click the Third tab.

Add the number of enrolled students on the census date of the class to the Student Census
Enrolled field.

6. Click Save.

vk

HCM Data Page FWL Grid Calcubstion Reculls FViL MolesiCommenls

FWL Grid Details

Effective Date: OFGESE016 EfM Seq: 1

Faculty Workload Persoralizs | Find | B Firt B 123 cr s e
FislTan)) [ JSEEaaTan) | Third Tab |

1 5742 K1 T] 04046 T 0sH7E0E 144152016 _ 0 25 0

¢  Tip: Did you know you can re-organize the fields you see on the FWL Grid? Just click
the Personalize link and re-order the fields. Want all the most relevant fields on the
First Tab, just use the fields you want in the Column Order and move them up to the
top under the Tab First Tab (frozen) header. You can also hide fields that aren't
important to you. This formatting will be tied to only your login and will follow you
wherever you go when you login to ctcLink.
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7. Click the HCM Data tab, click the Recalc All button.
8. At the 'Are you sure you want to Recalculate all the contracts? message, click the Yes button.

HCM Dats Page PWL Grd Caladsion Aesuls FWL Moles/Comments

Ermipd ik 101000 Inatitation: Wa1T1 Spokane CT Term: 63 SPRING 2016
First Name: 5| Last Hame: Ws Phone: 508
Ermail I0e -NE.EDU

HCM Data Inforrmation

FAC

FAC

FTF
4 FTF Z Sacondary Actve Actve 440000 1T HR1T1 58736 ] Wiew lob Data
S 00002105  RAC & Primary Acthe Acthe IS 1r0 HR1T1 52736 FIF " Wiz Job Data

Are you sure you want to Recalculate all the contracts? (25000,313)

9. The system wait icon will appear in the upper, right hand corner of the screen.

MultiChannel Conscle | Add to Favorites | Signout

Wait for this to
finish swirling.

10. When the calculation is complete the screen will refresh and display a draft Pay Line and
updated Calculation Results.
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C5 oo HCB Pay Line

Elfective Dele: 0TZS201E Eff Seq: 2

Clamn bk ﬁ Sutpect Csparbmwng El.:m FTE &% :i:"_ﬂ‘ﬂ;ﬂ ﬁ"ﬂlﬂ
1 6742 o BaK P K01 ri7 S0TH 458 G657 oo samzeT|
2 5747 0 RAK =T Ko Fi7 98738 £33 1REET o0 787 7
1 574 0 DAK =7 ] Fi7 507G 450 1665 o[ semesT |
4 5743 1 BAK w7 Ko FI7 0873 452 1REET 000 S2ETOT
5 574 0 BAK =7 Ko Fi7 58T 4B0  EB5T oo [ semzeRl [
LR ¥ BAK 2T L} Fi7 T 453 18867 00 §2R2 a7 ™

O i Pary | Py Db

11.
accurate for the student count.

Comrard Tygel KM Co0n Bas. Hasp &

Claxr Irdcr modinn

S108ME BOUEC Co-Op Bes. Hosp &0

Click the Calculation Results tab. Verify the results (FTE%, Pay, Term Contact Hours) are

12. If Calculation Results are accurate, click on the HCM Data tab, and verify/update the Pay Line

Earnings Code and Account Code (combo code) on the Second tab.

Lok Up Eamings Code

Jescriphon:  oegins wih -

Search Results

Earmings Code: oaoie g

Ln-ul:l.lpl Clzar | Cancel | Basic Locsup

Look Up Account Code

Combination Code: beging with ||
Description: begine with |

Lnul:l..lp| Clear | Canced |EaBnL|:-:1lu

Search Results
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13. After all lines have been updated, click Save.

C5to HCM Pay Line

Effective Date: 07/25/2016 Eff Seq: 2

15742 0 3 |MLC Cy |000185850 (O
2 5742 0 2 [mLe Cy (000185950 |
35742 0 4MLC <y (000185950 |y
4 5742 0 5 [MLC @ (000185950 |
5 5742 0 6 |MLC ¢y (000185850 |
6 5742 0 1 |MLC Cy (000185850 |

Generation and Review Online Contract

€ Note: Not sure how to run the FWL Contract Generation Process to generate the online
contract/appointment letter? Refer to the Quick Reference Guide - EWL Contract

Generation (Batch).

1. After the contract has been generated, navigate back to Maintain Faculty Workload, on the
HCM Data tab, in the HCM Data Contract Info section, click the View Contract link for the Co-
Op contract type (e.g. KO1) to open the online contract and verify the details.

1 s v 7 | Co | i Pt
Irednurticne

Fmpl e 1r Inetthriion: WadT Spekars D0 Tmrm: RS SPRMNG A1
Firat Hames: & Ll Barmas: LT

Froadl ITe g CHAHZEDY

FOM Pumbion ol Summary

L |Gzd# 8 Csacr S il Recalc 2
5 Soenidap Sdnc

1

e Far I Garerdssy Acthos fardran. RRIIEN 17 HRTM HITE T " Wiesa Ik Mo,
3 FT™ 1 Gacrrdsty Sothos Sardren SN0 1T HR1™ Lire [ Wi Jat Cmde
L] P 2 Garerdsty Acthos fardran. 43300 17 HRTH HIT I n Wieas 1k Tk,
£ M02E RAC U Prosacy Sudre Eckes s P HR1M iR FIF 11 e MkCule

1 THAHGEIN RIS CalpMe o BT
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2. (optional) Add any comments you deem necessary to communicate information for this
specific contract to the instructor.

+ If comments added, click Save then Return.
* If no comments added, click Return to exit the contract view and return to the FWL page.

Contract Information

Emgd IC: 1010 Cosdract Typa: K01 Co-Op Bus. Hosp &1
Academic e o R - . . 7 4
et o WAt Spokane Commandy College  Conlract Humbes: 12163876
Term: 2182 EFRIMGC 2016 Contract Ganaration Dale: 07252076
Address: 1810 M Gresrm Srast Conlract Degin Dals: Daind2018
Spokans Wa 8917 Contract Fnd Masa: DB TR2096

Clagses

Huurs —

742 (079633 [coop EdEep (2750 -]

i Course D |Courae Tite |TI’|H. [r—

Totnl Comdract Amaunt: 158783 Hours: o7 50 Amount Par Paymant: S22 oy
Hamber OF Payments: S FTE %: 16.667
T —

252016
DSOS
[E2 it iy [
CEHIE
[ e ]
[ R b i

HOTE. The abose pay Gales will D rel prveded @ mouirsd papemwork is recensd in 11e Human Rezounces Ofice no laler than 10
wrking days prior o the Trel pay dabe listed on the conTact

Contract Auch Hisiors Dage: OTI2ED0496 Initials:

 Display __Resang_ |

Add Note for HR Review

1. After the contract is verified and any comments have been added, click the FWL Notes/
Comments tab to update the notes with HCM in the first three positions. This will cause this
contract to appear on the report run by HR noting which contracts area ready for HR review.

If entries already exist on this page, click the Plus (+) symbol to add a new Sequence
Number to enter a fresh comment.

2. Click Save.

Faculty Workload Page 166



HZM Diata Page Calculabon Resulis Tl"l"J'LHl:l[E'SH_'UI'I'II'I'IEnt'E .

FWL HotesiComments

Effective Date: 04422016 *Satug: Active -

Find | ¥iaw A1 Firs 4] 2ot [ | aat

Seqhum:

2
Comments:

Last Updated Last Update Date/Time:
by

3. Ensure Dean/Administrator approves the contract.
4. Ensure instructor has gone into Faculty Center and signed the contract.
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FWL Configuration
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Adding a Subject or Component to an Existing
FWL Contract Configuration

Purpose: Use this document as a reference for how to add a subject or component to an
existing FWL contract configuration.

Audience: HR\Payroll Staff

Navigation:

Main Menu — Set Up SACR — Product Related — Student Records — Curriculum Management
— CTC Custom — Faculty Workload — FWL Calculation Configuration — FWL Configuration
Calculation

1. Navigate to the FWL Calculation Config page.

2. Inthe Search Criteria enter the following:
+ Academic Institution: Enter the institution code (e.g. WA171) or use the Look Up.
« Term: Enter the Term to be 'copied from'(e.g. 2173) or use the Look Up.

3. Click Search.

Favorites h1ai"l-1er|.. ..ielJELSJ'LEQ 3 F"UIZILLL‘_REHlEIJ E Sludenl'Rmmda s Curriculum r;1.:mager||~'eul » CTC ':‘:_JE-LLII

FWL Calculation Configuration

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

Find an Existing Value I
~* Search Criteria

Academic Institution:| begins with ® | WA1T1 e
Term: begins with ¥ |[2173 — O
Contract Type: begins with * |

Searc Clear Basic Search (5] Save Search Criteria

4. Click Search to view all contract in the returned Search Results.
5. Select the contract to be changed.
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Favorites  Main Menu | ¢|iet UE SACR > Product Related
FWL Calculation Configuration
Enter any information you have and click Search. Leave fields bl

Find an Existing Value Add a New Value

Academic Inslitullan:| begins with ¥ F_'\g'._&ﬂ]j_'j_

Term: [ begins with * | 2173
Contract Type: | begins with *
Search | Clear | Basic Search B Save Search Crit

Search Results #————

2173 02F
WAIT1 2173 02K
WA1T1 2173 02L
Wair1 2173 12M
WA1T1 2173 15U
WA1TT1 2173 A0
WA1T1 2173 A2
WA171 2173 A03

6. Use the Plus selection to add the new subject to the contract.
8 =

Favorites | Main Menu | et UpSACR > Prudur:thelated 5 Stl.ldenthe:urds > Curriculum Management > CTC Custom > Faculty M:-'arl-ﬂload = FWL Calculi

Calculation Configuration Formula Cenfiguration
Fopulate Defaulis

Institution: WA171 Spekane CC Term: 2173 SPRING 2017 Contract Type: Q13 Adjunct: Rural Prg [I-Best] I

*Assignment Type  |Description
Q

Calculation Configuration

NN

nt

1PTF O BT Q LEC |Q 13 Q RP[IB]-1-Best [ 27500 (1 (=]
2PTF Q BUS Q LEC Q Q13 |Q RP [IB]-I-Best | 275.00 [ 1 FE E
3IPTF CATT Q LEC O CIER <% RP[IB]-1-Best | 27500 KD =]
4PTF |Q EMS Q LEC @ Q13 |Q RP [IB]-1-Best | 165.00 [ 1 H &
5PTF FILM Q LEC | CIE <t RP [I8] - |-Best [ 16500 [ 1 (=]
6PTF O HUM Q LAB O Q13 |Q RP [IB]-I-Best | 275.00 [ 1 B &
7PTF [0y HUM Q LEC | a1z |q RP [IB]-1Best [ 27500 [ 11 [=]
BPTF Q MMGT CLN Q a3 |Q RP [IB]-1-Best [ 165.00 [ 1 H =
3 PTF [ MMGT LEC | CIEN Y RF [IB] - 1 Best 275.00 [ 1 [=]
0] _Q Q

© 06 0 O
© 06 o0 o O
["& Save ) LARetum to Search | tElPrevious in List | 45 Mextin List | S+Add | _[-'JLPpﬂaheFDlsplayl

@
E

7. Click Save.
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Copy Calculation Configuration to Next Term

Purpose: Use this document as a reference for how to roll forward the FWL Contract Type
configurations from the current term to the next term.

Audience: HR\Payroll Staff

Navigation:

Main Menu — Set Up SACR — Product Related — Student Records — Curriculum Management
— CTC Custom — Faculty Workload — FWL Calculation Configuration — Copy Configuration
Calculation

Main Menu — Set Up SACR — Product Related — Student Records — Curriculum Management
— CTC Custom — Faculty Workload — FWL Calculation Configuration — FWL Configuration
Calculation

@© Each new term will require colleges to 'roll forward' the FWL calculation configurations
to the next term. Since there can be significant changes to the pay methodology or
classes associated with a specific pay methodology, the FWL Calculation Configurations
are term specific. The process is to 'copy' the prior term's configuration to the next
term and make any necessary changes to the new term's formula or selection criteria
before beginning calculation of pay for the next term.

1. Navigate to the FWL Copy Calculation Config page.

2. Inthe Search Criteria enter the following:
+ Academic Institution: Enter the institution code (e.g. WA171) or use the Look Up.
« Term: Enter the Term to be 'copied from'(e.g. 2173) or use the Look Up.

3. Click Search.
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FWL Copy Calculation Config

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

Find an Existing Value

* Search Criteria

Academic Institution:| begins with ¥ [WA1T1 ——
Term: begins with ¥ 2173 L

Clear I Basic Search g Save Search Criteria

4. In the Copy To section enter the following:
+ Academic Institution: Enter the institution code (e.g. WA171) or use the Look Up.
* Term: Enter the Term to be 'copied to'(e.g. 2173) or use the Look Up.

5. Click Copy Data.

Copy Configuration Calculation

Academic Institution: WA171 Spokane CC Term: 2173 SPRING 2017

Find | View Al First K 10f1 o Last

*Academic Institution: WA171 me e

6. The system wait icon will appear in the upper, right hand corner of the screen. When the
copy process is complete, the icon will disappear.

Wulti-hannel Console Aad o Favories

tion > Copy Configuration Calculation

New Window | Help | Personalizd

L

7. When the copy process is complete, navigate to the FWL Calculation Configuration page to
confirm the copy process completion.

8. The system will carry forward the 'Copy From' values of Institution (e.g. WA171) and Term
(e.g. 2173), update the Term to the 'Copy To' value (e.g. 2175).
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9. Click Search to view all contract types copied forward in the returned Search Results.

FWL Calculation Configuration

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

Fnda Exsting Ve

~ Search Criteria

Academic Institution: | begins with » MMH
begins with v 175
begins with ¥ ||

Term:
Contract Type:

| Clear | Basic Search [g] Save Search Criteria

Search Results s

View Al First ) 1000138 g Lasi

Academic Institution | Term Cnnh'lct T

-—
+— [Q

2175 D2F
2175 02K
2175 02L

2175 12M

2175 15U
2175 A01
2175 AD2
2175 A03

2175 AD4

10. If any changes are needed to the either the selection criteria or formula for the next term's

contracts, now if the best time to make them before the contracts begin to be used.
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Contract Types Configuration

Purpose: Use this document as a reference for understanding how to establish the new and cloned pages

needed for general configuration before you can begin processing anything related to Faculty Workload User

Experience.

Audience: Class Scheduling Staff, HR\Payroll Staff

Navigation: Main Menu > Set Up SACR > Product Related > Student Records > Curriculum
Management > CTC Custom > Faculty Workload > FWL Setup > FWL Contract Type

© Inorder to associate a Calculation Configuration to a specific type of contract you must
first establish a Contract Type. This Contract Type will then be entered into the

Calculation Configuration page, and will appear in the HCM Data Contract Info section
of the FWL Experience page.

1. Navigate to the FWL Contract Type page.

2. Inthe Search Criteria enter the following;:
+ Academic Institution: Enter the institution code (e.g. WA171) or use the Look Up.
+ Contract Type: Enter the Contract Type (e.g. LEC) or use the Look Up.

3. Click Search.

Favorites | Main Menu > Set Up SACR > Product Related » StudentRecords > Curiculum Management > CTC Custom > Faculty Workload > FWL Setup > FWL Contract Type

FWL Contract Type

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

Find an Existing Value

~ Search Criteria

Academic Institution: | begins with v ] 13
Q

Contract Type: begins with »

Clear | Easic Search Save Search Criteria

Colleges will have configured for them the naming convention for each contract type.
These Contract Type codes will then be referenced in the FWL Calculation
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Configuration and drive the population of the Contract Type field in the HCM Contract

Info grid.

Contract Type Tab: This page would define The Calculation Configuration, Formula, Speed Keys

and Calc Result Page Layout.

Enter Effective Date

Enter Status

Enter Description

Enter Short Description
Check Non-Instructional
Check Visible for Speed Keys
Check Include Eligibility

COYONOULA

Fawortes  Man Menu > SetUp SACR > Product Related > Swudent Records > Cumculum Management > CTC Custom > Faculty Workload = PWL Setup

{ Contract type Setup

Institution: WaA1T1 Spokana GO Contract Type: CGN1

Contract Type Eind | Ve A1 Fired N yory B

— . : [#[=1
“Effeciive Date: o provisn 5 “Status: | Acive ro
"Description: CE Adj Special Azangmnl [1:1] 3
"Short uascnmo CE Spec Al Nonnstructional = Visibhe for Speed Keys Incluche Eligibilit

& save | aFistum lo Search | +2] Brevious m Let | HE Hest in List | (e | ¥ Updmn'unparl A Inchude History | [# Correct Hislory

Contract Type Satup | Eleld Confquration | Confract Clauss

PWL Contract Type

¢» Non Instructional: (Special Assignment) will be selected for a non-teaching load to any
instructor, example :( Advising, Meeting, Department Chair, Stipend, Special Project,

Librarian, Counselors etc....)

Faculty Workload

Page 175



Favorites | Main Menu > Set Up SACR > Product Related > Student Records > Curriculum Management > CTC Custom > Faculty Workload > FWL Setup > FWL Contract Type
- : - v - - - - - -

Contract Type Setup Field Configuration Contract Clause

Institution: WA171 Spokane CC Contract Type: CN1

EEIEA T Eid [View Al First Bl 1.0r1 B Last
*Effective Date: 10111901 [ *Status: | Active v FE
*Description: |CE Adj Special Assngmnt [1st]

*Short Description: CE Spec A1 I v Non-Instructional l'!' Visible for Speed Keys || Include Eligibility

B save | E\Return to Search | +E] Previous in List | +E Next in List | Eradd | Z|update/Display | 2] Include History | [E# Correct History

Contract Type Setup | Field Configuration | Contract Clause

) Visible for Speed Key: If selected, then it's going to be a required field for respective
contract.

Favorites © Main Menu » SetUp SACR »  Product Related » Student Records @ Curriculum Management » CTCCustom »  Faculty Workload

Contract Type Setup m ontract Clause

Institution: WA1T1 Spokane CC Contract Type: F12
Contract Type Find | view All First 0 1of1 0 Last
. g
*Effective Date: pioti1901 |5 *Status: | Active hd =
*Description: |FTE Cnly: Corrections

*Short Description: FAC:CORR MNon-Instructionalff ' Visible for Speed Keys |¥ Include Eligibility

& Ssve | JoL Retumn to Search | +{Z] Previous in List | 4[=] Meset in List | Esadd | | Updste/ Displey | 4 Include History | [&* Comect History

Contract Type Setup | Field Configuration | Contract Clause

) Include Eligibility: If selected if the contract will be included toward benefits eligibility
roll up FTE calculation. By in selecting the box the contract will not be included in the
roll up FTE for the individual.
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Favorites :© Main Menu » SetUp SACR »  Product Related » Student Records @ Curriculum Management » CTCCustom »  Faculty Workload
Contract Type Setup Field Configuration ontract Clause
Institution: Wa171 Spokane CC Contract Type: Fi2

Find | View Al First Bl 1061 I 1ast

Contract Type
. F[=
N1/01/1901 | *Statysg: | Active r

*Effective Date:

*Description: |FTE Only: Corrections

FAC:CORR ! Non-Instructional ¥ Visible for Speed Keys§l ¥ Include Eligibility

*Short Description:

& Save | LA Retum to Search | 4l Previous inList | 4ENextin List | Bvadd | 5Iupdsterbispiay | £ inciude History | P Carrect History |

Contract Type Setup | Field Configuration | Contract Clause

¢} Field Configuration Tab: This page will dynamically create a layout for Calculation
configuration, Formula Configuration, Speed Keys and Calc Result Page per contract.

A Certain FWL contract types can be excluded from generating FTE on the benefit
eligibility page by modifying the configuration in FWL to ‘exclude’ a specific contract
type from having the FTE added to the total FTE value on this page. Calculated contract
types would be impacted (trigger recalculation) if checking the box after contracts have

been calculated.
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Favorites = Main Menu > SetUp SACR > Product Related > Student Records > Cumiculum Management > CTC Custom > Faculty Workload > FWL Setup

‘Contract Type Setup Field Configuration Contfract Clause

Institution: WA171 Spokane CC Contract Type: CN1

>

FWL Contract Type

Field Configuration for Calculation Find a First Kl 4 or¢ H

Effective Date: p1/01/1901 Status: Active

Description: CE Adj Special Assngmnt [1st]

1 Assignment Type

2 Class Nbr =
3 Actual Contract Rate ) ¥
4 Category (W}

5 Subject Comp Multiplier (] (] J
6 Co-op Max Std Enrolled (M} (M} (]
7 Enrolled Student Threshold (H) (H) (]

8 Excess Calc Rate (1]

9 Fees Override )
10 Flat Fee o] ||
11 FTE % || =
12 FIT Base Term Contact Hrs 7]} || (] ||
13 Contracted Hours %] ||
14 Employee Classification [« ] 72}

15 Final Exam Fee o o O
16 MoonLight Term % (W} (W} (]

17 Weekly Contact Hours L (]

() Contract Clause Tab: This page will dynamically create a layout in the Contract

Template per contract.

Favorites | Main Menu > Set Up SACR > Product Related » StudentRecords > Curiculum Management > CTC Custom > Faculty Workload > FWL Setup > FWL Contract Type

Confract Type Setup Field Configuration Contract Clause

Institution: WA171 Spokane CC Contract Type: CHN1

Contract Type Find | View Al First Bl 1 o1 I Last
Effective Date: 01/01/1901 Status: Active
Description: CE Adj Special Assngmnt [1sf]
Contract Clause Find | View Al First Bl 1 071 B Last
*Contract Clause: ALL =
“Description: |ccs contract Language
Short Description: CCsS Contra
Long Description: |ccs contract Language
*Comment: MOTE: The above pay dates will be met provided all required paperwork is -

received in the Human Resources Office no later than 10 working days prior
to the first pay date listed on the contract.

In addition to the conditions stipulated on the Adjunct Academic Employee
Contract, and the Master Contract between the Community Colleges of
Spokane Board of Trustees and the CCS Association for Higher Education,

below are further conditions of this appointment. -
This confract shall continue to be in force and in effect only as long as
cufficiant funde ara ilahla ac datarminad hu ©CS and tn tha avtant A

& save | L\Return to Search | +[El Previous in List | +[E Mext in List | B+ Add | Update.’Display’l A2 Include History | [&# Correct History

Contract Type Setup | Field Configuration | Contract Clause
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Click Save.
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Web Ex Recording 9/19/16
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Video - Faculty Work Load Business Process
Training Web Ex Recording 9/19/16

Click HERE for Web Ex Recording

Faculty Workload Page 181


https://sbctc.webex.com/sbctc/ldr.php?RCID=7552a9e71e90f401b73f378b48bfe031

	Faculty Workload Overview
	Understanding the FWL Pay Line
	FWL Pay Line will Calculate the correct number of payments based on individual Class start and end date. The class to be removed completely from CS to HCM pay line when there is no pay sent. The pay amount and hours will adjust for decrement/increment in total salary.

	Understanding FWL Calculation Results
	Overview of FWL Calculation Results

	Understanding FWL Grid
	Overview of FWL Grid
	Data Sourced from Schedule of Class (SoC)
	(SoC) Two Rows for Same Class on FWL Grid - Split Payment Methods
	(SoC) Two Rows for Same Class on FWL Grid - Display Only Row

	Data Sourced from Instructor Term Workload
	Data Sourced from Assignment Type Configuration
	Data Sourced from FWL Calculation Configuration (Formula)
	Updating the FWL Grid
	Override the Start/End Date on the FWL Grid
	Override Pay Elements on the FWL Grid
	Override Hourly Pay Rates
	Override Pay Using Flat Fee Field
	Manually Add Contracted Hours for Non-Instructional Assignments
	Manually Add Census Day Student Enrollment Counts

	Understanding FWL Job Data
	Overview of Job Data (HCM Data - Position/Job Summary)

	VIDEO 1: HCM Job Data & Faculty Workload
	VIDEO 2: Add A New Instructor to Campus Solutions

	Faculty Workload Processing
	Adding an Instructor to the Instructor/Adviser Table
	Adding a Second Instructor/Advisor Entry

	Creating Faculty Workload Favorites
	Creating Favorites
	List of Recommended “Favorite” Pages with [Description]
	Sequencing Favorites
	Deleting Favorites

	FWL Calculation Processing (Batch)
	Navigation
	Initial Calculation
	Recalculation of All Contracts with Changes
	Recalculation of an Individual Contract Type
	Understanding Process Log Files - Status = Success
	Understanding Process Log Files - Status = No Success

	Processing Non-Instructional Faculty Workload
	Add Non-Instructional 'Special Assignment' to Instructor Term Workload
	Instructors with Existing Term Workload
	Adding a Term to Instructors with Existing Term Workload Pages
	Adding A New Term Workload Page
	Update Maintain Faculty Workload - FWL Grid to Complete Calculation

	FWL Department Term Summary
	Single Department/Single Term
	Multiple Departments / Multiple Terms
	Export Search Results to Excel
	Personalizing the Search Results Display

	Add Instructor Assignment to Schedule of Class
	Viewing Class Assignments in Instructor Term Workload

	Adjusting FWL Contact Hours for a Class
	Adjusting Course Catalog Components for FWL
	Understanding the Difference Between the Catalog Data and Component Tabs
	Using Search to View a Course in the Course Catalog
	Add a Missing Component
	Correcting the Units of a Component
	Adjust the Instructor Contact Hours for a Component

	FWL Contract Generation (Batch)
	Generating All Contracts
	Generating a Single Contract
	Understanding the FWL Contract Generation Log Files

	Sending Pay to Payroll via FWL Pay Line Extract
	Checking Ok to Pay from the Maintain Faculty Workload Page
	Run the OTP (Ok to Pay) Mass Assignment Process
	Run the FWL Pay Line Extract Process

	Handling Late Hires in FWL
	Adding a Newly Hired Instructor in Schedule of Class
	Override Employee Record Number in Maintain Faculty Workload

	Prorating Contracts for Instructor Late Starts or Early Departures
	Accepting\Rejecting a Contract in the Faculty Center

	Spokane ONLY
	Processing Independent Study Contracts - SPOKANE ONLY
	Overview
	Checklist Steps for Independent Study Contracts (Spokane Only)
	Add Instructor Assignment in Schedule of Class
	Update Maintain Faculty Workload
	Generation and Review Online Contract
	Add Note for HR Review
	Handling Pay Adjustments for Variable Credit Independent Studies

	Processing FT Online Overload Contracts - SPOKANE ONLY
	Overview
	Checklist Steps for FT Online Overload Contracts (Spokane Only)
	Add Instructor Assignment in Schedule of Class
	Update Maintain Faculty Workload
	Generation and Review Online Contract
	Add Note for HR Review
	Overload as Regular Load

	Processing Release Time Contracts - SPOKANE ONLY
	Overview
	Checklist Steps (Spokane)
	Example Instructor Scenario
	FTE% to Hours Table
	Background Formula
	Reference Navigation

	Processing Co-Op Contracts - SPOKANE ONLY
	Overview
	Checklist Steps for Co-Op Contracts (Spokane Only)
	Add Instructor Assignment in Schedule of Class
	Update Maintain Faculty Workload
	Generation and Review Online Contract
	Add Note for HR Review



	FWL Configuration
	Adding a Subject or Component to an Existing FWL Contract Configuration
	Copy Calculation Configuration to Next Term
	Contract Types Configuration

	Web Ex Recording 9/19/16
	Video - Faculty Work Load Business Process Training Web Ex Recording 9/19/16


