Banked Hours and Release Time
FLORIDA A\ STATE COLLEGE

AT | ACESOMNYILLE

For faculty that have banked hours from the previous academic year or those that have release time,
you will need to enter the information on the term workload page.

Step |Action

1. [Begin by navigating to the Term Workload page.

Click the Main Menu > Curriculum Management > Instructor/Advisor Information >
Instructor Term Workload link.

Favorites » | Main Menu - > Campus Solutions » >  Curriculum Management~ > Instructor/Advisor Information = > Instructor Term Workload

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

Find an Existing Value Add a New Value

~ Search Criteria

ID: beqgins with v Q
Academic Institution: | begins with |FSC.J1| 1@
Mame: begins with »

Case Sensitive

Search | Clear | Basic Search =] Save Search Criteria

Find an Existing Value | Add a Mew Value

Step |Action

2. |Enter into the Academic Institution field "FSCJ1".

3. |Enter either the ID for the faculty or the last name of the faculty if you do not have the ID.

4. |Click the Search button.
Search
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'erm Workload

First K 1072
Academic Institution: FSCU1 FsC1 =
Term: izl Spring 2018
Instructor Assignment Class: INSTR |Q Instructer Assignment
Calculate Workload: @ Assigned FTE %: ’m
Limit Workload Instructor Multiplier %: W
'erm Workload
e ID:
pirst K1 202 1 1
Academic Institution: FSCJ4 FsCUt =
Term: BT8R raizgr
Instructor Assignment Class: [NSTR @ Instructor Assignment
Calculate Workload: CJ Assigned FTE %: [100.00
Limit Workload Instructor Multplier %: | 100

EmpiClsss  Instuctor Payine Job Tite

BUSINESS LAWRETHIC BUL 3130 8 2375 104695  FTFacReg 15.00 300 v 2000 0180 D01 Instructor Payline  Print Conract  Seven Week -C F 5005 Professor Level 3 A EMP =]
BUSINESS LAWSETHIC BUL 3130 2 2233 104685  FTFacReg 15.00 00 @ 20,00 0 180 Dot Instructor Payline  Print Contract  Seven Week - A F 5005 Professor Level A EMP =
BUSINESS LAW&ETHIC BUL 3130 4 2238 104695  FTFac Reg 1500 300 v 2000 0 180 D01 Instructor Payiine  Print Conlract  Seven Week -G F 5005 Professor Level 3 A EMP =]
EMPLOYMENTLAW  MAN 4402 1 6447 113576 FTFacReg 1500 a0 2000 0 180 D01 Instructor Payiine  Print Conlract  Seven Week -C F 5005 Professor Level 3 A EMP =
[carryover Bank fom 2016 Bank Hi v [ sm [ og 180 Dot Instructor Payline  Print Contract F 5005 Professor Level 3 A EMP =
[racesank | Take Bz ¥ 1500 300 W 2000  0Q 180 Dot Instructor Fayline  Print Contract F 5005 Professor Level 3 A EMP =
[Release Bus Spkr Series | Release v 1500 300 W 200  0Q 130 Dot Instructor Payline  Print Contract F 5005 Professor Level 3 A EMP =
[Release Union Pres | Release v 1500 300 W 2000 0Q 180 Dot Instructor Payline  Print Contract F 5005 Professor Level 3 A EMP =

Consolidated Contract

@ 3ave | LRetum o Search | [ENotify Eradd

‘erm Workload

R ID:
Find | viewat st K 2ot I 1
Academic Institution: FSCJt FSCUt =
Term: Bi7e o Fall 2017
Instructor Assignment Class: [NSTR @ Instructor Assignment
Calculate Workload: @ Assigned FTE %: [100.00
Limit Workload: Instructor Muttpiier %: | 100

Job Tile

BUSINESS LAW&ETHIC BUL 3130 & 2375 104685  FTFac Reg 15,00 300 v 2000 0 480 Dot Instructor Payline  Print Contract  Seven Week -C F 5005 Professor Level 3 A EMP
BUSINESS LAW&ETHIC BUL 3130 2 2233 104685  FTFacReg 1500 300 2000 0 180 D01 Instructor Payline  Print Contract  Seven Week - A F 5005 Professor Level 3 A EMP
BUSINESS LAW&ETHIC BUL 3130 4 2238 104695  FTFacReg 1500 300 v 2000 0 180 D01 Instructor Payiine  Print Conlract  Seven Week -C F 5005 Professor Level A EMP
EMPLOYMENTLAW  MAN 4402 1 6447 113576 FTFacReg 15,00 LY 2000 0 180 D01 Instructor Payiine  Print Conlract  Seven Week -C F 5005 Professor Level 3 A EMP
[Camyover Bank from 2018 Bank Hi v [ a0 [ og =0 Dot Instructor Payline  Print Contract F 5005 Professor Level 3 A EMP
fakssane Take Bz v 15.00 30 @ o[ 0gQ 180 Dot Instructor Payline  Print Contract F 5005 Professor Level 3 A EMP
[Release Bus Spkr Series | Release v 1500 300 W 2000 0 180 Dot Instructor Payline  Print Contract F 5008 Professor Level 3 A EMP
[Release Union Pres | Release v 1500 300 @ 2000 0@ 180 Dot Instructor Payline  Print Contract F 5008 Professor Level 3 A EMP

Consolidated Contract

save || ARetum to Scarh | Elnotry | Eaoa | 4
5. |The current term will be the default page that opens. Use the arrow on the top right of the
page to move to the appropriate page.

6. |Use the “+” at the bottom right of the page to add an additional line to add the banked hours
or release time.

7. |For banked hours, enter “Carryover Bank from 2016-17" in the description field. Select “Bank
Hrs” in the assignment type field. Finally enter the amount of workload units in the workload
field.

8. |Add an additional to line to enter the “take bank” hours.
In the description, enter “take bank”. Select “take bank” assignment type. Lastly enter the
amount of workload units that were carried over, MUST match the previous line.

9. |Click the Save button.

El save |
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ferm Workload

forkload Definition Frst Kl 4 ar2
~

Academic Institution: FSCJ1 FSCH =
Term: GEERCY Spring 2013

Instructor Assignment Class: [NSTR @ Instructor Assignment

Calculate Workload: “ Assigned FTE %: [ 100.00

Limit Workload: Instructor Multiplier %: | 100
First B 1505 B Lost

. pms COMMSEE CopselD AT peme  woklod A = EmplClass  Insiructor Paviine Session Job Tile H Ora Relafion
BUSINESSLAW&ETHIC BUL 3130 2 442 104685  FTFacReg 1500 am v 2000 0180 o1 InstructorPayine  PrintConract  Seven Week -C F 5005 Professor Level 3 A EMP 5]
NELANGLAROR  yan aamr g 3824 113875 FTFacReg 1500 @ 2000 0180 D01 InstructorPayine  Print Contract  Seven Week - A F 5005 Professor Level3 A EMP =
EMPLOYMENTLAW  MAN 4402 1 3826 113576 FTFacReg 1500 am v 2000 0180 Dot InstructorPayine  PrintContract  Seven Week -C F 5005 Professor Level 3 A EMP =l
[Release Bus Spkr Series | Release v 15.00 300 20[  o0q 180 Dot Instructor Payline  Print Contract F 5005 Professor Level 3 A EMP =
[Release Union Pres Release v 15.00 30 W 2000 oQ 1@ Dot Instructor Payiine  Print Contract F 5005 Professor Level 3 A EMP =

Consolidated Contract

B save | QRetum tosearch | [Enotify

10. |If you need to enter release time, repeat steps from banked hours.

11. |Be sure to enter time on correct term, use the arrows on the top right of the page to move to
the correct term.

12. |Click the Save button.

El save |
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