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Faculty/ Advisor Information Form [SIAINST] 
Key Information: ID and Term Code 
 

The Faculty Information form is the main form that is used to ñbuildò a faculty member in Banner. Each faculty 

member must have an active SIAINST record before they can be assigned classes. The person must already 

exist in Banner before making them a member of the faculty.  Contact HR to see if the person has been entered.  
 

A. Faculty Member Base Details block 
 

The Faculty Member Base Details block maintains the faculty status information. A faculty member 

must have an appropriate status to allow class assignments.  

 

 
Figure 1 ï SIAINST base information block 

 

Faculty Status Codes 

Description 
Available for 

Assignments 
Code 

Active X AC 

Active with Medical X AM  

Phased Retirement X PR 

Sabbatical Leave X SB 

Family Leave  FL  

Inactive  IN 

Military Leave  LM  

Medical Leave  ML  

 Table 1 
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B. Faculty Contract block 
 

The Faculty Contract block allows for an instructor to be associated with multiple contracts and contract 

rules. One contract should be designated as the default contract by checking the Default Indicator. The 

default contract will be automatically inserted on all assignments. 
 

Multiple Contracts 
 

An instructor may be assigned multiple contracts. For example, a full-time faculty member (SE contract) 

who also teaches overload courses (NS contract) would have two contracts.  Setting up multiple 

contracts will allow the appropriate analysis of load. Each assignment, either instructional or non-

instructional, is then associated with a specific contract code.  Non-instructional assignments must be 

associated with an óSEô contract. (See Appendix E for Contract Values) 

  

The Default Indicator must be specified for the faculty memberôs primary contract. This default contract 

code will be populated on the SSASECT form when a CRN is entered.   
 

C. Faculty College and Department block 
 

The Faculty College and Department information is used to specify the faculty member's Home College 

and Department.  
 

 
Figure 2 - SIAINST Contract, College and Department blocks 

 

D. Faculty Attribute block ï (Not currently used) 
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E. Faculty Comments block 
 

The Faculty Comments information may be used to record any additional information about the faculty 

member like assignment exceptions to the Contract rules.  
 

 
Figure 3 - SIAINST Attributes and Comments blocks 
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Creating a New Faculty SIAINST Record 
 

1 Open SIAINST 

2 Type the CCRI ID and Tab 

3 Type the Term code in the key block 

4 Next Block 
5 Select Status 

6 Assign Faculty role 

7 Assign Category 

8 Assign Staff Type 

9 Assign Workload Rule 

10 Save  

11 Next Block 
12 Enter Contract Type, Tab 

13 Enter Rule, Tab 

14 Click on Default Indicator, if appropriate 

 

Use the down arrow to repeat steps 12 -14 to enter additional Contract types, if needed.  

 

15 Save 

16 Next Block 
17 Click in the Home box to designate the home department. 

18 Select College; use Community College (CC), Tab 

19 Select Dept, Tab, and change percentage if it is not 100%. 

20 Use the down-arrow on keyboard to add another College/ Department, if needed. 

21 Save 
 

To enter faculty comments. 

 

22 Next Block 
23 Leave Faculty Attributes blank, Next Block 

24 Add Faculty Comments, if needed. 

 

A. Start typing on the first line. There is a 40 character limit. Be careful to watch the line as you 

type. At the end of the line, hit Enter on keyboard. 

B. Continue typing and moving to the next line with the Enter key until finished. 

C. Save 
 

25 Next Block 
26 Now back at the first block of SIAINST. Save again if needed. 

27 Exit  
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Updating a SIAINST Record 
 

1. Open SIAINST 

2. Enter the CCRI ID number or complete a name search 

3. Tab 
4. Type the Term code for the term that is to be updated 

5. Next Block 

6. Use the Options menu to get to the appropriate block of the form 
 
 

A. To be updated the Base Information; 

1. Click the Maintenance button 

2. If needed, Change Status, Category, Staff Type or Workload Rule. The values can either be 

typed directly or selected from the List of Values tables by clicking the LOV button 

3. Save  
 

 

B. To add a second Contract or to change* a Contract; 

1. Click the Maintenance button 

2. Select ñCopy Contractò 

3. Add a new contract by clicking in the first blank row 

4. Enter the Contract Type 

5. Enter the Rule Type  

6. If this is the default contract type, click the ñDefault Indicatorò box 

7. Save 
 

*  A contract can not be ended when classes have been assigned using that Contract type in any 

previous semesters. Follow the above instructions to add the contract as new with the required 

changes.  
 

 

C. To add or change the Department; 

1. Select College 

2. Select Department  

3. Assign as óHomeô if this is the department the faculty mostly teaches in 

4. Assign percentage of 100. 

5. Save 
 

 

D. To add Faculty Comments**  

1. Start typing on the first line.  

2. At the end of the line, hit Enter on the key board.  

3. Continue typing and moving to the next line with the Enter key, until all the information has 

been entered. 

4. Save 
 

* *There is a 40 character limit per line. Watch as you type to know when to move to the next line. 
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Faculty Assignment Form [SIAASGN] 
Key Information: ID and Term Code 
 

This form is used to assign faculty to instructional and non-instructional assignments.  All instructional and 

non-instructional assignments must be associated with a contract.  
 

A. Assignment Block 
 

 
Figure 4 - SIAASGN Key fields 

 

Field 1 CRN (Course Reference Number) - Enter the 5 digit CRN for the class to be assigned. If the 

code is valid for the semester, the Session, Subject, Course, Section, Session Credit, 

Workload, Percent Responsibility, Percentage of Session, and Contract Type fields will auto-

populate.  
 

Field 2 Additional Instructor s - An asterisk ó*ô in this box indicates that at least one other 

instructor is already assigned this course. If additional instructors should not be assigned to 

the course please delete the course from all incorrect instructors before assigning the proper 

instructor. Use the Options menu to open SSASECT to view all assigned instructors. 
 

Field 3 Override Workload  - Enter the workload hours here. See óAppendix C ï Workload 

Calculationsô for more information. 
 

Field 4 Contract Type - This will default to the Primary contract designated on SIAINST for the 

individual instructor. Use the LOV button to choose a different contract type, if one has 

previously been assigned on SIAINST. 
 

Field 5 Percent Responsibility ï Should always be ó100ô; change if necessary. 

 

Field 6 Percentage of Session - Should always be ó100ô; change if necessary. 
 

Field 7 Primary Instructor  - The first instructor assign to a course is automatically made the 

primary instructor. A course record can not be removed from the Primary instructor until all 

instructors are also removed. If only one instructor is teaching the course, it is imperative to 

delete the assignment from the incorrect instructor before assigning it to the proper faculty 

member. 
 

Field 8 Override Conflicts ï a Time Conflict Error will be raised if you try to assign a class to an 

instructor that has a time conflict with already assigned course. If you are aware of the time 

conflict but it is acceptable then click this box so no error will be raised. 
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B. Faculty Non-Instructional Assignment block 
 

The three fields to be entered are Type, Workload and Contract. All Non-Instructional assignments are 

to be coded with an SE contract. This form may be used to record release time for Program Directors, 

Department chairs, etc. or to split a course between contracts.  (See Appendix C for more information 

on splitting a course.) 
 

 
Figure 5 - Non-Instructional  Assignments 

 

C. Faculty Workload Summary and Faculty Workload and Analysis Blocks 
 

Used as summary information. A Next Block function from the Summary information performs the term 

analysis for the faculty member. If no workload rules rule code has been established, then no analysis 

can be performed. The term analysis will display the rule associated with the Workload Rule Code. This 

analysis shows the total workload for all assignments for the term, independent of contract type.  
 

 
Figure 6 - SIAASGN analysis 


