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Faculty/ Advisor Information Form [SIAINST]

Key Information:ID and Term Code

The Faculty hfformaticnformi s t he main form t
member must have an acti8®AINST record before they can be assigned clagdssperson must already
exist in Banner before making them a member of the facultytaCoHR to see if the person Hasen entered.

A.

Faculty Member Base Details block

hat i

S

u s ekadch facultyii b u

TheFaculty Member Base Details block maintains the faculty status informati@culty member
must have an appropriaséatusto allow class assignments.

& Oracle Developer Forms Runtime - Web: Open > SIAINST

File Edit Options Block Item Record Query Tools Help

BP0 BEBEE 59 BEE

"7 Facultyiadvisor Information SIAINST 7.0 (PROD) [/

Q2

ID:  [s100048¢ [+ [Benton, Mary M. Term:  [200730 [+
Click the
maintenance button
Faculty Member Base Details {o:updateirecord. The "999999" value
indicates this is the
FomTerm: s Maintenance (&) I I s R
Status: [ac (=] active Complete the underlined fields. Status Date: ’M@
» Click the LOV button to select a
m valid code_flom a validation
— table if neccessary. S [—@
Category: ASPROF FAssociate Professor
Staff Type: FT [*]Full Time Faculty
Workload Rule:  [FT [¥JCCRIFull Time Faculty
Figure 17 SIAINST base information block
Faculty Status Codes
. Available for
Description : Code
Assignments
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
6/2/2008
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B. Faculty Contract block

The Faculty Contradilock allows for an instructor to be associated with multiple contracts and contract
rules. One contract should be designated as the default cantretoeckinghe Default Indcator. The
default contract will be automaticaligsertedon all assignments.

Multiple Contracts

An instructor may be agmedmultiple contractsFor example a full-time faculty membe(SE contract)
who also teaaksoverload coursedNS contractwould have two contractsSetting upmultiple
contracts will allowthe appropriate analysis of lodgach assignment, either instructional or-non
instructional,is thenassociated with a specific contract coton-instructional assignments must be
associ@d wi t h an (SeSAp@endix & fott Qoraract Values)

The Default Indicator must be specifiedo r t h e f a @rimarycpntrace This defadtsontract
code willbe 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 Colle:
and Department.

2 Oracle Developer Forms Runtime - Web: Open > SIAINST N =X
File Edit Options Block ltem Record Query Tools Help
BYE REER 27 DEN @ S EEIEI L E£@1X
‘%Faculty#\dvlsorlnfannaﬁon SIAINST 7.0 (PROD) 2]
ID: 91000464 ¥ Benton, Mary M. Term: 200730 o
"8 Faculty Contract, College and Department SIAINST 7.0 (PROD) -0
Faculty Contract
Fields underlined in RED
From Term: 200530 Maintenance @ To Term: 9gasag | are required.
Select valid values by
T%%T Ru%: clicking a LOV button.
State Faculty - CCRIFAINEARI FT CCRI Full Time Faculty v Default Indicator e
] — e e
[ Default Indicator
[CI Default Indicator
[ Default Indicator ~
Faculty College and Department
FromTerm: (200530 Maintenance (&) ToTerm:  [9993ag
Home College Department Percentage
(] (]
v cC Community College of RI ART Art 100 =
— B
= ] ; T—.-
i [ [ .
C [ [ [
I [ ] [ L]
I L] [ - - ||
Contract Type Code; press LIST for valid codes. |
Record: 1/1 T .. | Listofvalu.. | | <osC=

Figure 2 - SIAINST Contract, College and Department blocks

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

The Faculty Comments information may be used to record any additionahatfon about the faculty
membelike assignmenéxceptions to the Contract rules

B Oracle Developer Forms Runtime - Web: Open » SIAINST PR
File Edit Options Block Item Record Query Tools Help

(BOE I BEAER Y7 RER Q& BRI EIE &1@1X

78 FatUlpscvisor I s ST 7.0 (FROD)
~]

ID: 91000464 Benton, Mary M. Term: 200730 e

'7a Faculty Attributes 2

Faculty Attributes
FromTerm:  |200730 Maintenance  [& | ToTerm: 999939
Code

111k

4

Faculty Comments

FromTerm:  [200730 Maintenance [ ToTerm: 339939

Each line is restricted to 40 [%
characters. Pay attention as you
are typing so you can arrow
down to the next line to
i ac t. Don’t

forget to click 'Save’

4]

Al |

Faculty Comments.
Record: 1/1 | ol | | =osC=

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

Open SIAINST

Type the CCRI ID and@ab

Type the Term code in the key block
Next Block

Select Status

Assign Faculty role

Assign Category

Assign Staff Type

Assign Workload Rule

Save

Next Block

Enter Contract Typelab

Enter Rule;Tab

Click on Default Indcator, if appropriate

Use the down arrow to repeat ste@s 14 to enter additional Contract types, if needed.

15
16
17
18
19
20
21

Save

Next Block

Click in the Home box to designate the home department.

Select College; use Community College (CGib

Select DeptTab, and change percentage if it is not 100%.

Use the dowrarrow on keyboard to add another College/ Department, if needed.
Save

To enter faculty comments

22
23
24

25
26
27

Next Block
Leave Faculty Attributes blankext Block
Add Faculty Comments, if needed.

A. Start tying 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

Next Block
Now back at thdirst block of SIAINST.Saveagain if needed.
Exit
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Updating a SIAINST Record

ouhswNE

OpenSIAINST

Enter the CCRI ID number or complete a name search

Tab

Type the Term code for the term that is to be updated

Next Block

Use the Options menu to get to the appropaite block of the form

To be updatethe Base Informatign
1. Click the Maintenance button

Maintenance

&

2. If needed, Change Status, Category, Staff Type or Workload Rule. The values can either be
typed directly or selected from the List of Valuedéalby clicking the L& button

3. Save

To add ssecondContractor to change* a Contract;

. Click the Maintenance button

.Select ACopy Contracto
. Add a new contract by clicking in the first blank row

. Enter the Rule Type

. If this is the default contract type,l i ¢ k

1
2
3
4. Enter the Contract Type
5
6
7

. Save

t

he

inDef aul t

|l ndi cat or ¢

* 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.

. To add or chage the Department;

. Select College
. Select Department

. Assign percentage of 100.
. Save

. To add Faculty Commentg

. Start typing on the first line.

1
2
3. Assign as O6Homed if
4
5

1
2. Atthe end of the line, hit Enten 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

t his

S

t

he

depart ment

**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 andinstructional assignments. All instructional and
nortrinstructional assignmentsustbe associated with a contract

A.

Assignment Block
£ Oracle Developer Forms Runtime - Web: Open > SIAASGN [Q] Q B@
File Edit Options Block Item Record Query Tools Help
ROYEB BEEE 27 RDEXK @ B REI G L L @X |
ID:  [a1000471 1+ [Morgan, Leta M. ] Term: [200730 [
T Session Institutional Percentage Primary Override
CRN Session Subject Course Section Credit Credit of Session Instructor Conflicts
G )
30864 o1 HeaL o200 211 [ oo [ [ 100 | ‘ A
Workload: [ 000  percent Responsibility: 100 Generated Credits: | Position Number: [
Override Workload: 9 [ Weekly Contact: [ FTE: Position Number Suffix: [
Calculated Workload: Total Contact: ' Contract Type: 0 [SE [_’_] Additional Instructors: @
Assignment Type: [ ]

Figure 4 - SIAASGN Key fields

Field 1

Field 2

Field 3

Field 4

Field 5

Field 6
Field 7

Field 8

CRN (Course Refeence Numbenr) Enter the 5 digit CRN for the class to be assigned. If the
code is valid for the semesténe Session, Subject, Course, Section, Session Credit,
Workload, PerceriResponsibilityPercentage dbessionandContract Typdields will auto
populate.

Additional Instructor s- An asteriskd *irbthis box indicatethatat least one other

instructor is already assigned this coursadditional instructorshould not be assigned to
the course please delete tlourse from all incorrect instructors before assigning the proper
instructor. Use the Options menu to open SSASECT to view all assigned instructors.

Override Workload - Enter the workload hours here. Sed p p e 1 torkioadC
Cal c ul farimoreinfanation

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 typee ihas
previously been assigned on SIAINST.

Percent Responsibilityi Shoulda| ways be 61006., change i f

Percentage of SessionShoul d al ways beeessary 00 6 ; change

Primary Instructor - The first instructor assign to a course is automatically made the
primary instructorA courserecordcan not be removed frothe Primary instructor until all
instructorsare also removedif only one instructor is teaching the coursés imperative to
delete the assignment from the incorrect instructor before assigning itgoter faculty
member.

Override Conflicts T a Time Conflict Error will be raisedfiyou try to assign a class to an
instructor that has a time conflict wigtready assignecburse. If you are aware of the time
conflict but it is acceptable then click this b&xno error will be raised.
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B. Faculty Non-Instructional Assignment block

The three field$o be entered are Type, Workload and ContralitNon-Instructional assignmesare
to be coded with an SE contra€his form may be used to recamlease time for Program Directors,
Department chairste or to split a course between contracts. @geendix Cfor more information
on splitting a course.)

Figure 5 - Non-Instructional Assignments
C. Faculty Workload Summary and Faculty Workload and Analysis Blocks

Used as smmaryinformation 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 assalcwith the Workload Rule Codeghis
analysis shows the total workload for all assignments for the term, independent of contract type.

Figure 6 - SIAASGN analysis
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