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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. 

 

 
 

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. 
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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. 
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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. 

 

 

 

 


