Instructor Workload Processing in PeopleSoft

Navigation Path: ASU Customizations > Instructor Workload > Instructor Workload
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Select the Instructor Workload menu option to enter the Search page (Figure 2).
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Enter criteria in the search fields (Figure 3). The more criteria used the more refined the search results.
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Search by Term and Academic Organization to return all classes for your department (Figure 4).

Figure 4:
E TE;?F’;::ES Instructor Workload
= ASI Customizations Enter any information you have and click Search. Leave fields blank for a list of all values.

[ ASL) Academic Advising

[ ABLI CRM { Find an Existing Value

[» ASL) Co-Enroliment
[ ASL HCM Custom

[ ASL Security Academic Institution: beging with ~ |A5U00 Q
b A TISETTS Term: begins with v | 2081 a
= ASL Student Recards )
[> ASU Advising Subject Area: beging with | Q
[+ ASLI Student Center Catalog Nbr: hegins with
Mods
[» Academic Status Report Class Nbr: =S v a,
DAdmln_Transcnpi Course ID: begins with % a
Processing i
[ Class Attributes Course Offering Nbr: = - Q

[> Graduation
Administration ] o
= Instructor Workload Academic Organization:| pegins with + |[CMATHSTAT Q

[ Load Calculus Test
Score Search | Clear | Basic Search Save Search Criteria

[ Load hath Test Scores
[» Roster Contacts
[> Testiilestone

Class Section: henins with »

Search Results

Conversion Onlythe first 300 results can be displayed. Enter more infarmation above and search again to reduce the number of search results.
[+ Transcript Wiew Al 1-100 01300 [y] Last
b AR - Academic Organ 1]
_Ww 1 CMATHSTAT
— Degree Honors and GPA Edl] 1 Regular 1001 CMATHSTAT
Update 72 1 Regular 1001 CMATHSTAT
— PostME Grades 584 1 Regular 1001 CMATHSTAT
— ResetAcademic Levels 5980 1 Regular 10017 CMATHSTAT
— ASU AZUN Class Interf 595 1 Regular 1001 CMATHSTAT
Ea Gl 595 1 Regular 1001 CMATHSTAT
C e e 598 1 Regular 1002 CMATHSTAT
T 598 1 Regular 1003 CMATHSTAT




Select the class you want to view/edit from the Search results. The Instructor Workld page appears

(Figure 5).

Instructors, percent of effort and department / organization data IS UPDATABLE in the Funding by
Instructor area of the Instructor Workld page. Modify the existing default data on this page. Add/Delete

instructors by selecting the plus/minus [=] at the far right corner of instructor row in this section.
Add additional funding departments/percentages by selecting the Add Multiple Funding icon Eﬁ.
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Select the (=] at the far right corner of instructor row to add another instructor(s). Enter the new
data and click the Save button at the bottom of the page. (Figure 6)
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Select the Add Multiple Funding icon te located in the same row as the instructor to enter additional
funding departments/percentages (Figure 7). The Add Multiple Funding screen (Figure 8) will appear.
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Enter department and effort percentages (Figure 8). Click the OK button at the bottom of the page.
This will return you to the previous page with MULTI appearing in the Department column (Figure 9).
Click on the Save button at the bottom of the Instructor Workld page.
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Once Saved the Funding Department/Organization description will appear (Figure 10).
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Individualized Instruction:

Select the class you want to view/edit from the Search results. The Instructor Workld page appears
(Figure 11). Select the Individualized Instruction checkbox as shown (Figure 11).
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The Individualized Instruction page will appear (Figure 12). It will be populated with all enrolled
students for the class.



Modify the existing default data on this page (to change the instructor, their funding dept/org or the
percent of effort). Add/Delete instructors by selecting the plus/minus (=] at the far right corner of
student row in this section. Add additional funding departments/percentages by selecting the Add

Multiple Funding icon Eﬁl.

The user will do this process for each individual student on the page.
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Add/Delete instructors by selecting the plus/minus (=] at the far right of student row in this section.

A new row appears for that student for entering the additional instructor data (Figure 13).

percent must total 100% for each student.

The Effort
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Select the Add Multiple Funding icon H located in the same row as the student/instructor to enter
additional funding departments/percentages for the instructor (Figure 14). The Add Multiple Funding
screen (Figure 15) will appear.
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Enter department and effort percentages (Figure 15). Click the OK button at the bottom of the page.
This will return you to the previous page with MULTI appearing in the Department column (Figure 16).
Click on the Save button at the bottom of the Instructor Workld page.
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If the sum of the instructor effort does not equal 100% when Save is attempted an error message will
appear (Figure 17).
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