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Overview

Background

Courses must be staffed every term. Full time faculty will fill many of the courses. Any remaining
courses are frequently filled with Adjunct Faculty.

Managing the Adjunct Faculty information is crucial in regards to staffing course sections. The
task of managing a small number of Adjunct Faculty may be reasonably straightforward, but
managing hundreds of Adjunct Faculty can be challenging.

The eStaffing application makes managing Adjunct Faculty information easier. Adjunct
information is entered into a decision support system that enforces control over the course
assignment process throughout the eStaffing cycle. The entire process can be reviewed and
maintained to ensure assignments are conducted in a fair and organized manner.

Highlights of the eStaffing application

« Manages faculty appointments and eligibility.

« Manages faculty preferences regarding teaching times and locations.

« Provides a mechanism for faculty to precisely pick course sections of interest to the faculty

« Randomly selects faculty during the assignment phase that prioritizes seniority-based faculty.

« Provides a view of faculty assignments as well as faculty availability

« Controls user access to eStaffing features through the user’s role in the organization.

« Gives faculty the ability to Accept/Refuse assignments

« eStaffing features are customizable to fit our Administrative Rules

« Enforces priorities and faculty selections in regards to faculty preferences, section
assignments, faculty acceptance/refusal of assignments, and overloads.

« Provides a customized flexibility to allow/deny the scheduling of potentially conflicting
section assignments

« Provides informative reports tracking progress of current staffing and analyzing past staffing

Overview of the Process

The eStaffing system allows the college to solicit the teaching preferences of individual Adjunct
Faculty in a systematic way and reference that information while making teaching assignments.
Adjunct Faculty record their preferences for locations, days of the week, times of day, and course
sections. Individual preferences can be taken into account while class assignments are made.
The eStaffing process works as follows:
1. Appointments and Eligibility time frame

a. Department Chairs and Deans first set up the Appointments and Eligibility of all Adjunct

Faculty teaching within their respective discipline.
b. Only Deans can decide whether to approve the appointments.
c. Deans or Dept. Chairs must approve the faculty’s Eligibility before courses are assigned.
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2. Preferences time frame
During the 3 to 4 day Preferences window, each Adjunct Faculty enters their personal
teaching preferences into the eStaffing application including locations, days of the week,
hours of the day, and preferred course sections for the upcoming term within every
department the Adjunct Faculty teaches.

3. Assignments time frame
During the 3 to 4 day Assignments window, each Department Chair, responsible for
making teaching assignments within a given department, assigns each course section to a
faculty member using the eStaffing system.

The assignment process uses a randomized function along with the Adjunct Faculty
Preferences to assist the Department Chairs make the course section assignments in an
automated and fair way for all adjunct faculty.

4. Accept/ Refuse
During the 3 to 4 day Accept / Refuse window, each Adjunct Faculty is responsible for
accepting or declining the sections assigned to them by the Department Chair during the
Assignments window.

For departments that allow faculty to select “material orders”, this is the time to make those
selections.

5. Assignments may be adjusted at the conclusion of the Accept / Refuse window. Adjunct
Faculty must contact their Department Chair to have their eStaffing assignments adjusted.
The Department Chair may be able to make manual assignments at this time, but only with
remaining, or declined, course sections.

6. Phases
The eStaffing process includes two Phases in each term. See the eStaffing Calendar for the
Phase 1 and Phase 2 Start and End Dates.

Phase 1 - The first phase is the phase where MSTA, I1A/CA, and HPTH are given first
priority.
Phase 2 - The second phase is the Adjunct phase.

After each phase is completed, an automated batch job is scheduled that uploads all course
section assignments and material order selections to the Datatel/Colleague system.
Definitions
Many definitions in this manual are based on:
AR#: 4.06.002 - Administrative Rules — Staffing of Adjunct Faculty
See the eStaffing Glossary for other definitions.
See Related Documentation for other Administrative Rules that pertain to eStaffing.

S:\program\Student Team Docs\eStaffing Enhancements\Documentation\eStaffing Dean and Dept. Chair Manual.docx
Last update: 09/21/2018


https://eapps.austincc.edu/eStaffing/misc/calendar_current.php
http://www.austincc.edu/admrule/4.06.002.pdf

Page 11 of 130
eStaffing
Dean-Dept. Chair Manual

Priority Order for Staffing:
Please see Priority Levels or the Glossary for an explanation of the following terminology.

Phase |
The following is the priority order for assignments during Phase 1.

1. Multiple Semester Term Appointment (MSTA)-Exception

2. Multiple Semester Term Appointment (MSTA)

3. Instructional Associate (IA)/College Associate (CA) (Senior)
4. Instructional Associate (1A)/College Associate (CA)

5. Highest Priority To Hire (HPTH) (Senior)

6. Highest Priority To Hire (HPTH)

Phase 11

7. All other Adjunct Faculty listed on the eStaffing Eligibility page within the respective discipline
are included for assignments in a randomized order during Phase 2 .

Getting Help

If you have an eStaffing question and the answer is not in this document, call the Help Desk at 512-
223-8324.
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Login
1. Open a browser.
Note: Avoid using the Back € and Forward - buttons on your browser unless it is stated
that it is okay to do so.
If you do use the browser Back € or Forward -> buttons to move from one screen to
another, please click on the Refresh button [€ to make sure that your data is current.

2. Type eapps.austincc.edu/eStaffing in the URL address field and press the ENTER key.
File  Edit View History Bookmarks Tools Heip =

eStaffing - Welcome to eStaffing X - - m Aallt s |

& [l |'i-ﬂ httpsi//eapps.austincc.edu/eStaffing/login.ph 0% -2 ﬁ| 2 Search LN Q

URL address field

£} Most Visited &8 Getting Started ¢ Austin Community Col... N Latest Headlines

Documentation Exemptians

Welcome to eStaffing

ACCeID:

Password: [

Whaits g ACCHOT

ALC Helpdesk

The eStaffing Login page appears.
3. Type

your ACCelD in the ACCelD field
your ACCelD password in the Password field
Click on the Login button (or press the ENTER key).

Your ACCelD and password are both case-sensitive.

If your username/password fails to work, contact the ACC Help Desk at 512-223-8324 or
send an email at acctech@austincc.edu.

For assistance with ACCelD login and password issues, please visit the ACCelD
Manager.

If you still cannot login, please contact your manager and report that

e you need an ACCelD and password
e or, your ACCelD needs permission to access the eStaffing application
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4. With a successful login, the eStaffing menu appears.

Documentation

eStaffing Time Line: e Staffing Buttons |

B8 You have been identified as an EXECUTIVE of e 58afing. Use the mena on the kel to display the tameline.

Go to eStaffing Buttons for an explanation of the drop down buttons at the top of the eStaffing window.
On the left, there is a link for Executive Menu and a link for Faculty Menu.

Both the Executive Menu and the Faculty Menu expand and contract when selected.

Note: The eStaffing Time Line page may, or may not, appear when you first login.

For MSTA Applications, please see MSTA Application Processing.

Executive Menu

The Executive Menu lists eStaffing functions involved with the selection, review, and approval
of faculty and course assignments related to your department.

Click on the Executive Menu to expand its functions within the menu.

- Lrpstrsn bams
Wy imia

eStaffing Time Line:

T Livd
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¥ty Pty

S DRrer
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Trww e B

AT
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TR Bz

WA S
b e

The Executive Menu contains a list of functions available only to Deans and Department Chairs.

These functions allow Deans and Dept. Chairs to select, review and approve faculty and course
assignments through each step of the eStaffing cycle.

Click on any item under the Executive Menu and another page opens addressing that function.
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My Info

The eStaffing My Info page includes basic demographic information regarding the user ID
currently logged into the eStaffing application such as the user’s name, address, phone number
and email address.

Click on My Info under the Executive Menu.

Your eStaffing Information:*

Name: Your name
Street Address: your address
city, state
zipcode
Phone: your phone number
E-mail: your email address

The ACCelD user should periodically review the information on My Info page for any errors or
updates. ACC may use the employee phone, address, and email on this page for official business
purposes. The user is responsible for keeping all demographic information up to date.

To update any information other than the name on the My Info page, the employee must log into
ACC’s Online Services and select the Change Employee Information link under Employee
Profile. The employee should update all information and select the Submit button on the
Change Employee Information page.

To update the employee’s name, please see the Records office of ACC’s Human Resources
Department and request a Name Change Notification form.

Time Line
The Time Line specifies the dates when each step of the eStaffing process is performed.

= Executive Manu

My Infa

Appointments

Click on Time Line under the Executive Menu.

Time Line Dates

Section Preferences Assignment Loop Assignment

Discipline Name Phase Selection Processing Accept/Refuse

|_start End| | Start End| [ Stad End |

o Phase 1 | 09/10/2018 09/12/2018 09/13/2018 09/17/2018 09/20/2018 09/25/2018
name of discipline

Phase 2 | 09/25/2018 09/27/2018 09/28/2018 10/02/2018 10/03/2018 10/05/2018

The processing of each step must be completed between the Start and End Dates. Other
processes not associated with the current time line must not be attempted. Otherwise, you may
encounter problems using the eStaffing application.

The eStaffing Time Line identifies the Start and End Dates of each eStaffing Phase as well as each
stage (Preferences, Assignments, etc.) of the eStaffing process for every discipline in the department.
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Current eStaffing Calendar
The eStaffing Calendar tab is located at the top of the eStaffing window.

Documentation Exemptions

15 BSS
Departments NOT accenting MSTA applications  HAEEe e (o ]

Departments accepting MSTA applications Task

MSTA 2018-2019 Notification (PDF) =Staff redit Fall 2018 Letters Mailed

Apro4, 2018 Apr04, 2018 = eStaffing Credit Fall 2018 Posters on Campus Todsy

Faculty View Phase 1

* eStafling Preferences Entered by Adjunc Faculty with MSTA or 1A

Apr12, 2018 Apr 18,2018
Discipline Options. prls Fris. = or Highest Friority to Hire

Draw Order Report por 14 5018 Ape 18, 2018 » eStaffing Assignments to Adjunct Faculty with MSTA or |4 or
Apr 11, 2 Apr 18, 21

MSTA Limits Highest Priority to Hire

MSTA Cptions

MSTA Salzct » Staffing Assignments Accepted/Declined by Adjunct Faculty with

Apr20,2018 Apr24,2018
MSTA Approve praf. & pras = MSTA or 1A or Highest Pricrity to Hire and Text Orders Placed

e Faculty Manu

Phase 2

= eStafling Preferences Entered by Adjunct Faculty without MSTA or

Apr 27, 2018 May 02, 2018
pr 27, 2 2y 02, 2 1A or Highest Pricrity to Hire

» eStaffing Assignments for Adjunct Faculty without MSTA or IA or

Msy 03, 2018 May 07, 2018 Highest Friority to Hire

= eStafling Assignments Accepted/Declined by Adjund Feculty
May 08, 2018 Msy 10,2018 without MSTA o | or Highest Pricrity to Hire end Text Orders
Placed

The Time Line Dates are preset and usually follow the dates established in the Current
Staffing Calendar found in the Calendar drop down at the top of any eStaffing page.

The Start and End Dates displayed for each stage of Phase 1 and Phase 2 are only for the
current eStaffing term (ex. Credit Fall 2018). To see the previous term, click on the term link
displayed below the current eStaffing term table (ex. Credit Summer 2018).

It is possible for the Dean to alter the preset eStaffing deadlines.

However, all changes must be done only on an exception basis.

All date changes must be approved with the IT Department.

All date changes are made only at a department level.

No date can extend beyond the dates IT uploaded to Ellucian.

No date can overlap the Start or End Date in the next time period.

Otherwise, all Phase dates default to the dates set within the Current Staffing Calendar.
The default eStaffing dates are set by the eStaffing Administrator.

NogakowdnpE

Appointments

At the beginning of each eStaffing term
The Rolling Appointments procedure is performed. See Rolling Appointments for more information.

The Dean determines the disciplines and the faculty for the next term. The Deans also decide
which faculty are approved for each discipline. The approved faculty are referred to as
appointments.

Appointments are made on a department basis and are determined from recommendations by
Department Chairs.

Click on the Appointments function under the Executive Menu.
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Views
There are three different views of the Appointments page.

1. The first page appears when the Appointments function is selected from the Executive Menu.
The first Appointments page is a List of Disciplines that list all disciplines alphabetically
for which a Dean/ Department Chair is responsible.

2. The second Appointments page appears first as a List of Faculty Appointments, but only
after a Rolling Appointments procedure has been performed. The Rolling Appointments
procedure occurs only once at the beginning of every eStaffing cycle.

After the Dean clicks on the Create Appointments for Selected Faculty button for the
first time, the second Appointments page transforms into an Appointments - details page
that lists the faculty selected by the Dean for the upcoming term known as appointments.

The Appointments - details page remains as the view for the second Appointments page
for the remainder of the eStaffing cycle.

3. The third page is an Appointments - faculty details page that appears when the user clicks
on one of the faculty appointments. The Appointments - faculty details page displays
all the attributes of an individual faculty appointment.

List of Disciplines

Appointments

Select discipline below: |

The Appointments page lists all disciplines alphabetically for which a Dean / Department Chair
is responsible. Each discipline is linked to the Appointments - details page.

Click on one of the disciplines on the Appointments page.
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List of Faculty Appointments
The List of Faculty Appointments is the second view of the Appointments page.

Appointments

Welding Technology

CREDIT SPRING 2019

Semester appoiniments nat yet Teated for Credit Spring 2019, Select the faculty below 1o Teste the Credi Spring 2019

SAn  WoPreterences  Last Semester Tught
culty Desetectan _ Mo =
Sy Nams Past In Disciptine

Fergusan, nal & 2170000
Homison, Geanam M 2180000
2185000
2180000

2130000

Weodward, ssley K 2180000

Create Appointments for Selected Facuity

This Appointments page lists all the faculty appointments related to this discipline. This page
includes all Active Appointments and Inactive Appointments from the previous eStaffing term.

The snapshot above shows how the Appointments page appears the very first time the
Appointments function is selected after a Rolling Appointments procedure has been performed.

See Rolling Appointments for more information regarding the Rolling Appointments process and

for a description of the fields on the Appointments page immediately after the completion of
Rolling Appointments.

The faculty listed on the List of Faculty Appointments page includes

e Faculty who were offered assignments in the previous term and those assignments were
listed in the eStaffing application.

e Faculty who had assignments in the previous term whose assignments were listed only in
Datateland not in the eStaffing application.

e Faculty who are currently marked as an Inactive Appointment.

All faculty who were removed from Appointments during the previous term are not included on
the List of Faculty Appointments page. See the Remove from Appointment List field on the
Appointments - faculty details page.
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Select All/Deselect All column
Clicking the Select All/Deselect All checkbox toggles between selecting all and deselecting all.

Appointments

Engineering

CREDIT SPAING 2018

[ _
Click on the Select All/Deselect All checkbox in the column header to select all, or deselect all,
Active Appointments. Only Active Appointments are triggered with the Select All/Deselect All
checkbox in the column header.

Then, click on the Create Appointments for Selected Faculty button to activate the appointments
of all selected faculty for the current term.

Appointments

Engineering

CREDIT SPRIMG 2019

R — 7] - preve
Saringen. Cirda v 2175000

Creste Appontments for Selected Faadty

Or, click individual checkboxes in the Select All/Deselect All column under Active Appointments
and Inactive Appointments to select, or deselect, specific faculty.

Then, click on the Create Appointments for Selected Faculty button to activate all appointments
with checkmarks for the current term.
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Create Appointments for Selected Faculty button

Appointments

Engineering

CREDIT SPRING 2019

Semester appointments not yet ceated for Credit Spring 2018, Select the faculty below to oreate the Credit Spring 2019
appointments.

Select All /

Faculty N Deselect All No Preferences Last Semester Taught

] Past Three Semesters In Discipline
Active Al intments
Albers, John E 2185000
Eshkslak, Mohammad O 218U000
Shaw, Shana O ] 2185000
Trujille, David N | 2185000
Inactive Appointments
Rac, Chandragiri D = 2135000
Springen, Clyde H - 2175000

I[ Create Appointments for Selected Faculty II

When a Dean or Department Chair selects the Create Appointments for Selected Faculty
button for the first time at the bottom of the List of Faculty Appointments page, all faculty
members with a checkmark in the Select All/Deselect All column become Active Appointments
for the current term.

Appointments - details page

Once the Create Appointments for Selected Faculty button is selected for the first time during
a term, the appearance of the List of Faculty Appointments page changes for the remainder of
the term.

Instead of displaying these column headers (Described in Rolling Appointments)

Select All /
Deselect All No Preferences Last Semester Taught
Faculty Mame
e |:| Past Three Semesters In Discipline

The Appointments page presents the following column headers.
(See Appointments — details page)

Approve
Priordly  Max  Max Sedect Al |
Datatel ID Faculty Hame Level LEH Ciedn S® o

This change indicates the beginning of faculty selection (appointments) for the upcoming term.
Since the Dean has the exclusive authority to approve appointments, only the Dean has the
Approve column in the Appointments page.

Priority Max Max

Level  LEM Credt  SOWMS

Datate! D Faculty Mame

The Dept. Chair sees these column headers for the Appointments page after the Create
Appointments for Selected Faculty button is selected for the first time.
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Appointments
Engineering
a B s - o = of e page | ApErawn Anpearieenby
A v
[T Fptasty Mams. :::’ :': i_:':'. B :._I,
Seire Apgerriraniy
e 1] Panzeng
Adysd i ¥ By
ALyl [ [Py
Erkilre Al
Refyuna ¥ Padeny
L e ]

Every faculty member that had a checkmark now becomes an Active Appointment with a
Pending Status for the current term. Every Active Appointment must be approved by the Dean.

Note from the previous Appointments snapshot, the following faculty names were selected.
Albers, John
Eshkalak, Mohammad O
Rao, Chandragirl D
Springen, Clyde H
After the Create Appointments for Selected Faculty button was selected, these same names
now appear under the Active Appointments table.

The following faculty names were not selected in the previous Appointments snapshot.

Shaw, Shana O
Trujillo, David N

After the Create Appointments for Selected Faculty button was selected, these two names
remain under the Inactive Appointments table.

This selection is not permanent. Any names under the Active Appointments table can become
inactive, and any of the names under the Inactive Appointments table can become active
depending on what the user wishes. See the Inactive Appointments field on the Appointments -
faculty details page.

See the Appointments - details page for a full description of each column header.

Click on the faculty’s name to open the Appointments - faculty details page and view or edit the
faculty’s eStaffing appointment information.

S:\program\Student Team Docs\eStaffing Enhancements\Documentation\eStaffing Dean and Dept. Chair Manual.docx
Last update: 09/21/2018



Page 21 of 130
eStaffing
Dean-Dept. Chair Manual

Appointments

Engineering
CREDIT SPRING 2119

Exit sppoirsmant by deding the Iscully name below Agd new faculty bo tha diciplios by cliciing the link

Salec wredn SEEniTENLE) 10 BRATVE BN Ok e Domon Reds Of 1 T Domom of the pege | ADDIGWE ADDointments

Apptineg
Datatel i Facuity Name S L e [ el
Adunt 11 8 | Panang
Adjungt 1" B Prenging
Agiun 11 B | Penang
Adung 11 @ Panging
Adjunc 1 ] Pengong
| Exsiude Asgoiniments trom text Ao |
adiung 1t 8 | Penseg
Approve Apponiments

Each faculty member affiliated with the discipline is listed under Active Appointments, Inactive
Appointments, or Exclude Appointments from Next Roll in addition with the faculty’s Status.

The Approve Appointments button is used with the Approve Select All / Deselect All column to
approve faculty members as eStaffing appointments either individually or as a group.

Select the checkbox directly under the Approve Select All / Deselect All column heading to
select all faculty for approval. When the user clicks the Approve Select All / Deselect All
checkbox in the column heading, all faculty listed under Active Appointments, Inactive
Appointments, and Exclude Appointments from Next Roll are selected with a checkmark in
the column.

S:\program\Student Team Docs\eStaffing Enhancements\Documentation\eStaffing Dean and Dept. Chair Manual.docx
Last update: 09/21/2018



Page 22 of 130
eStaffing

Dean-Dept. Chair Manual

Appointments

Engineering

CRLINT SPEING 2019

i
i
'l.'l.'k.]

A T ] L
Luz e Aowrsieesh, e Seal et

Adgea 1 B Pk s

A e R R

Or, click individual checkboxes to indicate approval of individual faculty appointments. Selecting
individual faculty checkboxes under Active Appointments and Inactive Appointments indicates
the approval of these appointments for the current term.

Selecting individual faculty checkboxes under Exclude Appointments from Next Roll
indicates approval to completely remove these appointments from the Appointments page during
the next term (not the current term).

[ Appointments

Engineering

CHEENT SPPERG B

| Lt A S R

| R g ASD T

After the Approve Appointments button is selected, the Status changes to Approved for those
appointments that had a checkmark.

Faculty listed under Exclude Appointments from Next Roll with an Approved Status will not
appear on the Appointments - details page after the next eStaffing Rolling Appointments
procedure (not the current term).

Whether approving individual faculty appointments, or approving all appointments, the Approve
Appointments button must be selected for the approvals to take effect in the eStaffing application.

S:\program\Student Team Docs\eStaffing Enhancements\Documentation\eStaffing Dean and Dept. Chair Manual.docx
Last update: 09/21/2018



Page 23 of 130
eStaffing
Dean-Dept. Chair Manual

Add New Faculty to Discipline

Appointments
Welding Technology
CREDIT FALL 2018
El::t AppianirtaEnl iy Cickasg the I'.?|u,.l'!. Ml Dol ADE Adw Lalully 1 e SEagdinig Dy Chiking T 1y
Datasel I ¥ ACuny Hame PRSON [har) L e
Actre Sppomtments
BT ADCOBITENTS
Adjunc L B Fanding

Select the Add New Faculty to Discipline link on the Appointments page to add faculty to the
Appointments — details page.

Add New Faculty to Department

Welding Technology

CREDIT FALL 2018

Input search criteria and click "Search for Person”

Search by Datatel ID:
Datatel ID (e, X0OCOX)

Search by Name and Partial SSN:
Last 4 digits of SSN* *Required

First Name

Last Name

Search for Person

To add a faculty member to the Appointments page, a search of the faculty member is
performed in the Datatel database. The following is required to perform the search:
e faculty’s Datatel ID
e Or, the last 4 digits of the faculty’s Social Security Number and the faculty’s first and last name

No results found — message
If the search is unsuccessful, the following error message appears.

[ Mo results found in eStaffing, search employee records ]

A search can also be performed using the faculty’s application in the eHire system. (Not in eStaffing)
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Multiple responses to a search criteria
Multiple responses from a search may be returned such as:

Add Mew Faculty to Department

Hama Anfes Bonniy

[hatatel 10

£ 00 T 5 This e Conmech person?

Addresy Vo5, Audd to Depertrment &nd GO b Appscentrrusnt
Augan, Tl 77

Homa Phone 212

Hafma Saephanee R Long

Mharanei i

5 5 i M Comect person’?

Addrein s, Add to Dapartment snd Go bo Appscartrrasnit
Austn, T T

Homa Phone 512

Thay CORTRCT Pav o r Pl Wil St

Click the Yes, Add to Department and Go to Appointment button related to the appropriate name.

The person cannot be added to eStaffing — message

Or, click on “The correct person is not listed above’ button to continue to list possibilities.
When the end of the matching list is reached, the following message appears.

| Add New Faculty to Department

The person cannot be added to eStaffing. Adjunct faculty must first have applied to the college through eHire, or with HR and
be in Ellucian. Go badk and ry again

Click on the Go back and try again link. The user returns to Add New Faculty to Discipline page.

Adding faculty removed from the previous term

If some faculty members do not appear on the Appointments page after the completion of the
Rolling Appointments procedure, the faculty may have been approved for removal.

Faculty that was listed under the Exclude Appointments from Next Roll table during the
previous term with an Approval Status will not appear on the Appointments page after the next
Rolling Appointments procedure. See Exclude Appointments from Next Roll.

Faculty not listed can be added back on the Appointments page by using the Add New Faculty to
Discipline link. However, the Add New Faculty to Discipline link appears only on the
Appointments - details page. So, if you see the List of Faculty Appointments page, the
Create Appointments for Selected Faculty button must be selected first before the Add New
Faculty to Discipline link is visible. See the Appointments - details page.

Reactivate faculty listed under the Exclude Appointments from Next Roll table

To reactivate faculty listed under the Exclude Appointments from Next Roll table, do not use
the Add New Faculty to Discipline link.

Instead, click on the Remove from Appointment List checkmark on the Appointments — faculty
details page to remove the checkmark. Then, select the Save Appointment Changes button to
save the modification. Faculty reappears under the table where it was previous to the Exclude
Appointments from Next Roll table; which is either the Active Appointments table or the
Inactive Appointments table.
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Appointments - faculty details page

Clicking on a faculty name causes the Appointments — faculty details page to display.

The details of the faculty’s appointment may be edited. However, any changes to the
Appointments — faculty details page resets the Status of the faculty appointment from
Approved to Pending on the Appointments — details page.

The history of the faculty’s appointments may be viewed by clicking on the Show History link on
the Appointments — faculty details page.

See Appointments — faculty details page for more information.
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Eligibility
Eligibility is determined by the SACS guidelines. Eligible teaching areas are based on faculty
credentials.

All faculty listed on the Appointments - details page under Active Appointments are also listed
on the eStaffing Eligibility page. The Inactive Appointments are not listed under Eligibility.

Click on the Eligibility function under the Executive Menu.

Views
As with the Appointments function, there are two different views of the Eligibility page.

The first page appears when the Eligibility function is selected from the Executive Menu.

The first Eligibility page is a List of Disciplines. All disciplines are listed alphabetically
for which a Dean / Department Chair is responsible.

The second Eligibility page appears first as an Eligibility — details page which appears after
clicking on one of the listed disciplines.

List of Disciplines
Eligibility

Selec gaapltine below

The Eligibility page lists all disciplines alphabetically for which a Dean / Department Chair is
responsible.

Click on one of the disciplines listed.
Eligibility — details page
The term has not been setup properly - message

If Eligibility is selected before the Appointments are created for the term, the following
message appears.

Eligibility

Astronomy

CREDIT SPRING 2019

IThE term has not been set up pr:}perly.lf.hsnglsﬁ- can not be made to eligibility until semester appointments ocreated.

At least one appointment from the same discipline must be created before the Eligibility page
becomes available. See Create Appointments for Selected Faculty button for more information.

Once Appointments are created, the Eligibility page appears as such:

S:\program\Student Team Docs\eStaffing Enhancements\Documentation\eStaffing Dean and Dept. Chair Manual.docx
Last update: 09/21/2018



Page 27 of 130

eStaffing
Dean-Dept. Chair Manual

Eligibility

Welding Technology

CREDIT SPHING 2019

Eat sigbdly by chciorsy B faculy rime baknar

Spll mimh byl b3 SEtitve B0 ChEk e bultes Feie oF 6 We BmSs o the bage | ADDROWE AR hecked Elgbity

Apnroe
g Pricarity Elgitde  Pending Ay iy Tabcts
il O [ oty ey Status Level | Coursss Appaowsl| HPH Status | Ewseiess
Approaed Amund & i g Fensng
Approved BT g i o Fenang
Apeitraed Afute & 1 [ Frrang
o — Adund & 1 K& Bunding

Appiove Al Chacked Ekgbity

The Eligibility page is a summary of the faculty’s Appointments and Eligibility attributes.
The Eligibility fields are described on the Eligibility page.

The Appt Status column under Appointment Overview displays the faculty’s Appointments
status which is the same status as on the Appointments - details page.

The Elig Status column under Eligibility Overview displays the faculty’s Eligibility status.

The Eligibility page can be used:
e to determine which faculty are ready to receive assignments in the Assignments step
e to determine which faculty are NOT ready to receive assignments - these faculty need an
Approved status under the faculty’s Appt Status and Elig Status before receiving assignments
in the Assignments step

Eligibility
Japanese
CREDIT SPRING W19
B30 Sy By Clalhat Tob Phlily AT Dol v
Baigrt weitcr, Shgbify 13 soprsd W cloy B bolon nar o of B BoSom ol e page | Apdrava All (Becied Elghily
MDD SR Ty (L
Appicye
Appt Pricatly Uhgibin  Peading Ay L] St
—r] e Sates Lewed  Cosnes Agprowsl  WPW Siaiuy e
Paramneg dasianct 3 [ na Fe iy s )
Parading Rt L 0 L Approwwd
AIG TR Rt 1 VN Panting
Parding At Pen
Appoing Al reched Cigbity

The Appt. Status column can remain in a Pending state and the Elig Status column can be in an
Approved state while eStaffing is in the Eligibility step and vice versa.
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Appt Status and Elig Status must be Approved
Eligibility

Welding Technology

CREDIT SPRING 2019

Edit eligibdty by clicling the faculy name below

Select which elgibiity to approve and click the bution hese or at the bettom of the page. | ApQIOvE |':!.| Checked Elgﬁﬁ'!'

Appointment Overview Elicuibrifity Ones i
wm
Appt Prigrity Elgible  Panding Any Elig Selwct!
Duisteil) Faculty Mame Status Level  Courses Approval  HPH Status Denabect

However when eStaffing is performing the Assignments step, the Appt Status column and the
Elig Status column must be in an Approved state before faculty can have ANY course sections
assigned to them.

If the Appt. Status column and the Elig Status column are not both in an Approved state,
faculty may miss the opportunity to receive priority in their section preferences.

Selecting a faculty name on the Eligibility page opens the faculty’s Edit/Add Eligibility page.
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Edit/Add Eligibility
The Edit/Add Eligibility page lists all active courses for the term that meet the faculty’s
Preferences and Eligibility.
The Edit/Add Eligibility page consists of 2 tables.
Eligible to Teach table — courses where faculty eligibility has been established
e the faculty’s level of eligibility as well as other course details are included in this table
e even though faculty eligibility has been established, the faculty’s eligibility to teach this
course must be approved during each term
Add Course Eligibility table — active and pending courses where faculty eligibility has not
been established
e courses are selected, edited, and then added to the faculty’s Eligible to Teach table
e the faculty’s eligibility to teach this course must be approved each term

Edit’/Add Eligibility
Welding Technology

CRENT SPRING 2013

Facuiry Hamse Semith Dol
Ceatabed 1D
Appomntment Lavel AEdnd Faculy

I Eligitile 1o tesch the following courses during Credit Spaimg 2015 I

Course Eagitsiity Levwed :‘T::: “:::E:’" Status
Yew N Yes o] Appg
Elbginie Ha es Pendrg Appe o
Elgibie o res Pendrg .ﬁpp:u-..e
Ehgibiles Ho i Pending Apgdove
Elgpbis Ho Fiem Pendieg Appeiee
Ehgible ] e Pendrg Appaovg
Elgibis Ho ey Pendrg Appaod
Elqgibie Ho Tes Pendrg AppaTe
Elgibie Ho ey Pendeg -‘IDDCW'I
e lelw ::::E E"s:’.ﬁ“" A o
ROITE 1405 Hew - Hong o Add
oL
DLE =
KOTE 2401 Hew . Hong = d Add
DR
DEC i+

The faculty’s eligibility details for each course appear on the Edit/Add Eligibility page.

All active courses for the term meeting the faculty’s preferences and eligibility are displayed.
In the example above, the eligibility status for all courses are pending Dean Approval.

The Edit/Add Eligibility fields are described at the Edit/Add Eligibility page.
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Eligible to Teach table
Edit/Add Eligibility

English For Speakers of Other Languages

SFRING 2074
Faculy Hame Back-wiysasch, Beats

Dupl gl D
Appoard il Ll MSTA [ExcepSon)

Eligisie 10 beach The Tolowing Couses during Sping 20048

Tebescoam Early Coll

o o [ ity | il Bt St ity
aghe i L] Ha | Aeriredd
gty iy g Ha Apgrireed

When the Dean selects the Approve button, the eligibility Status for the related course changes
from Pending to Approved on the Edit/Add Eligibility page and the Approve button disappears.

*xx* MPORTANT ****
Before faculty Assignments can be made

Eligibility
Welding Technology
CREDT SPRING 201%
Edit #fgibilay by ahaing tha teoulty nems bales
Salenl whioh sieginadey B0 BEeame #°7 ok T DwBon faiw o 82 tha Soticm of the pege | ADDrove Al Checked Elglality
ATt BTy Eligistiby Crapmyiew
Apptiaes
App Priorty  Eligible PenSing  Any Eg e
Catalel 0 Fatuly Rame Sabus Lavel Courias Approval  HPH Stamiy Taneac?
Approed Adjuna T o Mo Spproves
Appeoed Adjuna A i LT Appesvnd
Apprient Agjunz a a M e e
Approve Al Chedeed Elgbilty

e The Status of at least one course under the faculty’s Eligible to Teach table must be Approved
e Faculty choose their Preferences before faculty Assignments are made. See Section
Preferences in the eStaffing Adjunct Faculty Manual and Overview of the Process.
If faculty do not select preferences, faculty are placed at the bottom of the assignments list
meaning faculty might not receive their preferred sections.

Reserve

The Reserve function identifies all sections that need to be reserved and excluded from the
Assignments process during Phase 1 of the eStaffing cycle.

The Reserve function allows specific sections to be “reserved” for full time faculty. Assignments
for full time faculty normally occurs during Phase 2 of the eStaffing cycle. By using the Reserve
function, specific sections are preserved so full time faculty have a chance at selection.
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To reserve sections for full time faculty, first designate which sections to reserve.

eStaf’ﬁng Calendar oCuFnErtation Hermptions ? Logout
SIExecutive Menu .
Reserve Sections
My Info
Time Line: Select discipling helow:
Appointmenits PO
Eligikilty Biology
Biotechnology
e Chemisty
Assignments Earth & Enwironmental Science
Engineeting
Assign Remaining Sections
Re-Assign Mathematics
Wiilitary Science
Faculty View Physics
Facuty Prefs Social Science Air Force

Designate sections to reserve
Select the Reserve function. Then select the discipline.
Reserve Sections

Geology

SPRING 2014

Locate courses to reserve within this department

Course Select E| [ Show Unreserved for this Course

IRasawed Sections for Gsolugyl

Start

End Method Campus Bldg Room Days Time

Release  Synonym Course Sec Description
GEOL 011372014 - \ 01:30PM
1305 001 05111/2014 Environ Geol Lecture CYP CYP1 1140 MW 02'50PM
RSVP: full time faculty

GEOL 05/27/2014  Physicl 02:05PM
12021 o 001 goiomo1s Geolgy Lectre NRG  NRG2 2213 MW 2 oh
04:15PM
06:10PM

Release | 49362

Lab NRG MRGZ2 2228 MW

RSVP: full time faculty

The eStaffing Reserve Sections page initially displays all sections currently reserved for the
selected discipline. Select the Release button to remove a course’s reserved status.
To reserve a different section

e click on the Course drop down

o select a specific section from the drop down

Reserve Sections

Geology

CREDIT FALL 2018

Locate courses to reserve within this department

Course | [ Show Unreserved for this Course ]l

GEOL 1301
GEOL 1305
GEOL 1345
GEOL 1403

Click the Show Unreserved for the Course button.
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SPRING 2014

Selactthe courses to resense, anter an RSVP comment, then click Resernve Selectad Saections 10 resene the sections and save the
camment

Unreserved Sections for Geology

Select AIlN :
Deselect All RSVP Comment I[ResemSelectedSectmns

Start

Reserve Synonym Course Sec Description End

Method Campus Bldg Room Days Time

i ' . DE/27i2014 .
12022 GEOL 1403 002 Physicl Geolgy DRIH22014 Lecture RGC RGC1 108 TTh  06:00PM 07.50PM

Lab RGC RGC1 108 TTh  0B8:00PM 09:50PM

All the unreserved sections for the selected course appear under Unreserved Sections.

Click the Reserve checkbox next to the section to reserve. Or, click the Select All checkbox to
place a checkmark in all the Reserve checkboxes.

While the RSVP Comment field is not required, this field is used to explain why this section
was selected for the Reserved Sections list.

Click the Reserve Selected Sections button.

Reserve Sections

Geology

CREDIT SPRING 2019

Locate courses toc reserve within this department

Course Select - [ Show Unreserved for this Course ]

IF{eselved Sections for Geclogy I

Start
End

GEOL 01/22/2019  Physidl 01:20PM
70803 qapz 992) 4mi1am019 Geolgy -SRture RRC RRC2 2321.00 MW 5 sopm

03:00FM
04:20FM

Release Synonym Course Sec Description Method Campus Bldg Room Days Time

Lab RRC RRCZ 2324.00 MW

I RSVP: save for Phase 2 I

The RSVP Comment appears with the reserved section under Reserved Sections.

Assignments

The eStaffing Assignments portion of the eStaffing Calendar is the time when course sections are
assigned to faculty members based on the faculty’s Preferences and Eligibility.

Faculty assignments can be performed only when the Assignments process is open. See the Time
Line for the Assignment Loop Processing Start and End dates.

The assignment process is closed now. - message

Selecting the Assignments function any time other than within the Assignment Loop Processing Start
and End dates displays the following error message.
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Assignments

English For Speakers of Other Languages

SPRING 2014

‘ @ The assignment process is closed now.

IMPORTANT

Before making any eStaffing assignments, the Appointments and the Eligibility for all instructors
receiving assignments must have an approved Appointment Status and an approved Eligibility
Status. See Appt Status and Elig Status must be Approved.

Faculty who do not have approved Appointments and approved Eligibility cannot receive any
eStaffing Assignments.

eStaffing Assignment cycle
Summarized version of the entire Assignment cycle

1) Reserve sections

First, Dean/Dept. Chair identify all course sections that need to be reserved using the Reserve
function. Course sections are reserved before the start of Assignments Time Line.

2) Assign sections
Second, during the Assignments Time Line, course sections are assigned to faculty. The
Assignments process is divided into two phases (See Priority Order for Staffing)
Phase 1 — assignments are made by the faculty Group Order/Draw Order qualified for
Phase 1 as explained next to Group Order under the Draw Order Report table
Phase 2 — assignments are made by the faculty Group Order/Draw Order qualified for
Phase 2 as explained next to Group Order under the Draw Order Report table
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3) After the Assignments Loop Processing End Date
All of the following takes place only after the Assignments Loop Processing End Date passes
(see Time Line).
a. The Assignments process closes and course assignments cannot be made any longer using
the Assignments function.
b. All assignments made after the Assignments process closes are made using the Assign
Remaining Sections function. See Assign Remaining Sections.
c. The Re-Assign function is used to transfer a previously assigned course section to a different
faculty member. See Re-Assign.

Detailed version of Assign Sections
This following is a detailed version of the Assign sections (above) and involves several steps.
1. First, the approved faculty is divided into seven groups: (See Priority Order for Staffing)

1) MSTA Exception (Phasel)

2) MSTA (Phase 1)

3) 1A-Senior (Phase 1)

4) 1A (Phase 1)

5) And 3 levels of Adjunct:

i.  Senior faculty with Highest Priority Hire (HPH) (Phase 1)
ii.  Highest Priority Hire (HPH) (Phase 1)
iii.  And simply Adjunct (Phase 2)
Within each of these groups, the order of the faculty is randomized.
2. Each group of randomized faculty is assigned sections to teach; working with only one
group at a time.

1) Start with MSTA Exception — this is the group with the highest priority
This is the first group to be randomized and assigned sections to teach

2) Nextis MSTA — this is the next highest priority group
This is the second group to be randomized and assigned sections to teach

3) And so forth, to the next highest priority group until all randomized groups are
assigned sections.

3. Sections are continually assigned to an individual faculty member until the faculty’s Max
LEH is reached, or until no more sections are available. You may split courses to allow a
portion of a course to be assigned (lecture or lab or a portion of a lecture/lab).

No Overloads can be assigned during Assignments.

4. Once the faculty’s Max LEH is reached, sections are assigned to the next faculty within
the randomized list. If that faculty is the last one within the randomized group, start
assigning sections to the next highest priority group which is also randomized.

5. Continue assigning sections until all eligible faculty in all the prioritized groups have assigned
sections, or until no sections are available for the term.
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6. Once all faculty have assigned sections, additional assignments are not permitted to the faculty
in randomized groups before the Assignment Loop Processing End Date. After the End Date,
additional assignments can be made using the Assign Remaining Sections function.

Only new faculty who are subsequently added to the eStaffing term can be assigned
sections during the Assignment Loop Processing time frame. (See Time Line).

7. Faculty with no preferences and approved eligibility may be assigned course sections they are
eligible to teach, but only after faculty who entered preferences.

8. Faculty with no approved eligibility are not assigned any course sections until faculty eligibility
is established and approved.

See Draw Order Report table to view the order in which faculty were assigned sections in past
terms. This order changes with every eStaffing term. The order for the current term may not be
available until the eStaffing cycle is complete.

eStaffing does not permit sections to be assigned with the Assignments function after the
Assignment Loop Processing End Date passes (See Time Line). Selecting the Assignments
function after that time displays an error message.

All subsequent assignments must be made using the Assign Remaining Sections
function and the Re-Assign function under the Executive Menu.

The Assign Remaining Sections and the Re-Assign functions operate by assigning an instructor
to a section rather than assigning a section to an instructor. This difference allows the user to
directly manipulate both the unassigned sections as well as the assigned sections.

The Assign Remaining Sections and the Re-Assign functions assign unassigned sections to
faculty within each discipline. The Assign Remaining Sections and the Re-Assign functions can
reassign sections as well as assign overloads. Therefore the Assign Remaining Sections and Re-
Assign functions provide more flexibility to the user than the Assignments function.

The dates in the eStaffing Calendar and the eStaffing Time Line are set by the IT department.
However, Deans can adjust the timelines on a department-by-department basis in extreme
circumstances. See Time Line for more information.

Select Assignments

Assignments

Select discipline below:

S:\program\Student Team Docs\eStaffing Enhancements\Documentation\eStaffing Dean and Dept. Chair Manual.docx
Last update: 09/21/2018


https://eapps.austincc.edu/eStaffing/misc/calendar_current.php

Page 36 of 130

eStaffing
Dean-Dept. Chair Manual

Select a discipline (Engineering)

Assignments
Engineering
CREDIT SPRING 2015
@ ou are working within the First phase of random draw assignments.
| | Proceed with Assignments |I
Assignment Process Status for Engineering

Priority Level Phase Phase Statuzs  Phase Progress
M5TA - Senior First Complets Dofd
META First To Bz Done Qof 1
14 - Benior First Comgplete Dof d
18 First Complete Dof
Adjunct HPH - Senior First To Be Dons Dof 1
Adjunct HPH First Complets Dof
Adjunct Second To Bz Dons Jof3

The message:
You are working within the First phase of random drawing assignments.
Which indicates the Assignments step is currently open and operational.
Otherwise, the user might see the following message which indicates the Assignment process is
not active.

@ IThE Bssignment process is closed now. I

(See the Start and End dates for Assignment Loop Processing in the Time Line.

Priority Level indicates the priority order that sections are assigned

Phase indicates whether the Priority Level belongs in Phase 1 or Phase 2 during
the Assignments cycle

Phase Status the phase is either
Complete All course sections have been assigned.
To Be Done Remaining course sections still need to be assigned to

faculty at this Priority Level.
Phase Progress indicates the number of sections that remain to be assigned to faculty

Click the Proceed with Assignments button
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Proceed with Assignments

Assignments
Faculty Mame: Rao, Chandragin O Diatatel 1D
Max LEH: 11.00 Assigned LEH: 0.0000.00
Max Credit: .00 Assigned Credits: 2.00:0.00 [ Mest Instructor ==
Priority Level: MSTA M5TA: 1 of 1
Assign Instructor Show Preferences Show Assignments
Highest Start Avail
Assign Split Priority Syn Course Desc End T/M LEH/Cr Details
Preferred 3Sections
Preferred Campus and Times
Hoen-Preferred Eligikle for Courses
L,:«,EEig,-,J YES 24633 ENGR  Intro to 01/20/2015 Lec 2.00/ CYP CYP3 22365
| Split 1201 Engr 05/17/2015 2.00 MW 06:00PM
003 06:55PM
L’“‘EEiQ"'J YES 24635 ENGR Intro to 01/20/2015 Lec 2.00/ SAC SAC1 1315
split 1201 Engr 05/17/2015 2.00 M 08:30AM
oo1 10:20AM
L’“‘EEiQ”J YES 24636 ENGR Introte 01/20/2015 Lec 2.00/ HLC
Split 1201 Engr 05/17/2015 2.00 Th TBA
ooz
L*“*EEiQ"'J YES 24638 ENGR Intro to 01/20/2015 Lec 2.00/ RGC RGC1 327
| split 1201 Engr 05/17/2015 2.00 T 08:30AM
004 10:20AM
L,:«,EEig,-,J YES 24640 ENGR  Statics 01/20/2015 Lec 3.00/ RGC RGC1 325
| Split 2301 05/17/2015 2.40 MW 05:004AM
ooz 10:20AM
RGC RGC1 326
. !
Lab g gg MW 08:23AM
' 08:50AM

A description of the table elements appear in the Proceed with Assignments table.
Assign button

Split button
1. Click on the Split button relevant to the section of the course.
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Assignments

Biax LEH:11.20
Max Credit 300
Priority Lewel LIETA

| Assign Imstructor ||
| i

Faculty Mams: Rao, Chandragin D

Show Preferances

Datatel 1D:
Assigned LEH:0.000.00
Assigned Credits: 0.00.0.00
MSTA: 1 of 1

[ Momadt Instructar == |

Show Assignments |

Page 38 of 130

Highast Start Avail
Assign Split Priority Syn  Course Dasc End T/M LEH/Cr Dratails
Preferred Sections
Preferred Campus and Times
Hon-Preferred Eligible for Courses

Aszsign YES 24635 ENGR Introto 01/20/2015 Lec 2.00/ CYP CYPS 2236
'i Sphh 1201 Engr 05/17/2015 2.00 MW 0&5:100PM
e ] DE1SSPM
| Assign | YES | 24635 ENGR | Intro to 01/20/2015 Lec 2.00/ SAC SACL 1315
1201 | Engr 05/17/2015 2,00 M DB:20AM
Q01 10:20AM
| Assign YES 24636 ENGR Intreto 0L1/20/2015 Lec 2.00/ HLC
Taphit If 1201 Engr 05/17/2015 2.00 Th TEA

=Rl o2
[Assign |  YES 24638 ENGR lIntroto 01/20/2015 Lec 2,00/ RGCRGC1 327
| 5 .HI" 1201 Engr 0s8/17/2013 2.00 T 08:30AM
—E ) 004 10:20AM
| Azsign YES 24540 ENGR Statics 01/20/2015 Lec 3.00/ RGC RGCIL 326
[ Split | g 2301 05/17/2015 2.40 MW 09:00AM
L=k o0z2 10:20AM
RGC RGC1 326
Lab ggg; MW 0B 25AM
l 02:50AM

Note: You can only split one course at a time. The split must be completed before working
on another course.

8. Assign the split course to the current instructor by clicking on Add <faculty name>for <(Lab,
Lecture, etc.>

Assignments
Fatulty Nase Rpz Crangrage D Citatel 10
| %€ Rirtam Blas LEMC1Y 2 Annigred LEW D 2
Maa Credir & 20 h-l.wthdﬂ.}:l: 2.0
[I-’III Courss Bastwesn Inllrutlnril
fanrt Total LEWCred
fynorys Courve S#¢ Dwseripbon End Rem LEH/Cred W Campus Bidg Room Dayr  Tiew
LB E%OR 01 oo Engr SL20200F 200/200 Lecten SAC SACT 1314 W =
L] o720 /200 10 2000
Instructors Asnigned to Cowurse Lecture
LEH / Cradit LEH Howr
Lty Imatruztor Name Albest yted Creartosded Wodily
Add Roe Chprdraae U for Leay I

Or, click the Return button at the upper left to return to the previous page.
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9. Select the Save button to save the split allocation with this instructor.

Edit Faculty Course Split Allocation

Faculty Mame: Rlao, Chandragiri D
Datatel 1D
Course:EMNGR 1201
SBection: 001
Term: CREDIT Spring 2015
Teaching Methed: Lecturs

2.00 LEH = 2.00 Gradit Hours
Hours Allocated: 2.0
Save | | Cancel

Or, click on the Cancel button to return to the previous page.
10. In this example, the Save button was selected.

Assignments

Faculty Hams: Rac. Cranoage D Drtaded 10:
<% Rnbam Mam LEH:11.0 Assigned LEH: 1.2
Ua Credit & 50 Anslgned Credits-t 300 100

[!phi Courss Belween |I|I-'IH.I¢IUI‘I-I
Srart Tertal LEH/Cred

Synonym Course  Se¢ Description End Rem LEHICred W Campus Bidy Room Days  Tirse
S4RIE ENGR 001 immowmEegr JVI0AMNE 20007300 Lestew SAD SACH 1 M e
=2 O 1TEI0RE 297 0.00 POCI0AM

Instructors Assigaed 1o Course Lechuse

LEH / Credit.  LEH Howrs
Satus  Inetructor Hame DistatedlD Allgested Crericaded  Ladily

Ferding Fao, Chandogn D 100 7 1.00 L3f paace

Now, the instructor’s information now appears below the Instructors Assigned to Course
Lecture table.

11. The instructor’s information assigned to a split course can be edited or deleted.

Assignments

Faculty Name: B3s. Chasgrags D Diatated 10
g LEM: 110 Asnigmed LEM-7.0
Max Credit 2 00 Assbgned Credits: .00 .00
Split Course Betwesn Instructors
Seart Testsd LEH/Crad
Synorym Course Sex Deseripticn End Rem LEHICred B Campus Bldg Rooes Days  Tiews
24035 EMNGR BOY et ws Engr OU2020IT 200200 Lecstow SAC SACT 1313 M = L
1 ETAME . L0/200 I

Instructers Assigned to Course Lecturs
LEH | Credit LEH Howrs

Satus Imstructor Name DatateaI D Albgcated Owerloaded  Hedify
Fensing  Rag, Cramarage O 1,00 /100
Edit use to modify the instructor information

Delete  use to delete this instructor’s assignment to this course.
Or, click the Return button at the upper left to return to the previous page.
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Note: All new instructors added to the Appointments page after the Assignments window ends,
need to have their Appointments and Eligibility approved before the new instructors
receive any Assignments.

If instructors are appointed and given course eligibility after you have been through the
Assignments process, they will appear as new work that needs to be handled from the
Assignment Module for XXX Department page the next time you click on Assignments.

Schedule Conflicts

A scheduling conflict occurs when a scheduling problem occurs between 2 or more courses. For
example, scheduling conflicts can occur when
« the meeting time for 2 or more different classes overlap
« one class ends and the second class begins at the same time
o class locations make it unrealistic for someone to arrive and be present for more than one
class within a reasonable period of time
e 2 or more classes attempt to be scheduled in the same room

There may be many other types of scheduling conflicts. There are too many to list.

eStaffing allows potentially conflicting sections to be assigned if the sections are located at
nearby campuses. However, eStaffing denies scheduling potentially conflicting sections if the
sections are located at distant campuses.

A scheduling conflict results in a failure to assign the section to an instructor. The following
warning message displays when eStaffing detects potentially conflicting sections.

WARNING: Course XXXX NNNN section YYY conflicts with a previous assignment.

A schedule conflict between classes at nearby campuses can be overridden if
« there are no other conflicts between the two assignments
o only asingle section is added
« and there is sufficient time between the end of the first class and the beginning of the second
class to get from one classroom to the other

The eStaffing system calculates whether there is sufficient time for someone to get from one
classroom to the other based on the location of the classes as well as other parameters set by the
eStaffing Administrator.

If the scheduling conflict can be overridden, the message states
Confirm this assignment and override the typical travel time with the Assign Courses
button above.

Upon receiving this message, examine the location of the two classes.

o If the campuses are, in fact, relatively close together and it does appear someone can get from
one classroom to the next in the time allowed, click on the Assign button.

o However, if the campuses are relatively far apart and it appears someone cannot get from one
classroom to the next in the time allowed, click on the Split button or the Next Instructor
button. Both buttons assign one of the sections to a different instructor.
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Overloads
Overloads are additional teaching sections that are above the regular teaching load paid at the
adjunct faculty rate of pay. A fractional overload does not count as an additional teaching
section.
Attempting to assign a section that put’s an instructor’s LEH over the instructor’s limit results in
a failure to assign the section. The following warning message displays when attempting to
assign sections to an instructor where the LEH is over the limit.

WARNING: Course XXXX NNNN section YYY would overload LEH.

See Faculty Eligibility View for more information on a faculty’s assigned LEH.

Overloads cannot be assigned during Assignments. The End date of Assignment Loop
Processing in the eStaffing Time Line must have passed before assigning any Overloads. The
eStaffing Assignment Loop Processing End date is set by the eStaffing Administrator.

Assign Remaining Sections
Assign Remaining Sections can manipulate both the assigned and unassigned courses.

Inactive Disciplines are not yet past the assignment deadline. - message

Selecting the Assign Remaining Sections function before the end of the Assignment Loop Processing
End date displays the following error message.

Assign Remaining Sections

Select discipline below:

Biclogy

Chemistry
Bictechnology
Astronomy

Engineering

Geology

Physics

Earth & Environmental Science
Military Science
Mathematics

Social Science Air Force

I Inactive Disciplines are not yet past the assignment deadline I

None of the disciplines are selectable before the end of the Assignment Loop Processing End date.
After the Assignment deadline passes, click on Assign Remaining Sections.

Assign Remaining Sections

Select discipline below:

Computer Science/Computer Technology I

Inactive Disciplines are not yet pastthe assignment deadline

The Assign Remaining Sections page lists all disciplines alphabetically for which a Dean /
Department Chair is responsible. Each discipline is linked to the second view of the Assign
Remaining Sections page.

Click on one of the disciplines on the Assign Remaining Sections page.
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Show all Remaining Sections

Assign Remaining Sections

Social Science Air Force

SPRING 2014

[ e i mermamng Secvons |

Locate sections io assign within this depariment

Filter by Campus | 3MC  [=]

Filer by Course | | AFS-1204 [=]

Unassigned Courses within Social Science Air Force

| Filter by Cowrse and Campus

i a 1Z00PL
CLA 5404 W 01008
110040

CLA 0130 TTh 12 00PU

01-00Pu

CLA 5404 W OF00PU

110040
CLA 0130 TTh i200ei

Earty
Reserve Synonym Course Sec Description "’Et:: Coll  Metod Campus Bidg Room Days  Time
San
Imap]lum :’.:,f; 001 ﬁ“"""”w g:,jﬂfzg:: N Lectare UT
L ur
[Assign | 44658 ‘1";3'5 mimm onsm:mlzu:: N Lecuwe UT
Lab uT
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Click on Show all Remaining Sections to view the entire list of unassigned sections for this

department.

Click the Assign button next to a course/section to begin the assignment process.

Go to Begin the Assignment process.

S:\program\Student Team Docs\eStaffing Enhancements\Documentation\eStaffing Dean and Dept. Chair Manual.docx

Last update: 09/21/2018



Page 43 of 130

eStaffing
Dean-Dept. Chair Manual

Filter Sections by Course and Campus button

Assign Remaining Sections

Financial Management
SPRING 2014

Locate sections o assign within this department

Fiter by Course | | BUSA-1313[=] [ Fiec by Campus | |3mc [=] Filter by Course and Campus

e To view the list of unassigned sections belonging only to one course
Select the Filter by Course drop down and click on the Filter by Course and Campus

button.
e To view the list of unassigned sections located only at one location
Select the Filter by Campus drop down and click on the Filter by Course and Campus

button.
Click the Assign button next to a course/section. Go to Begin the Assignment process.

Begin the Assignment process
Adjunct Faculty Assignment - Assign Course

[ Return to Assign R&mainingJ

Assign Course Between Instructors

" Start Tatal LEH )
Synonym Course Sec Description End campus Rem. LEH Teach Bldg Room Days Time
AFS- Found USAF  01M13/2014 1.00 12:00PM
#4658 05 001y osiaro1a U7 0.00 Lecure CLA 5404 W o) nopm
1.50 11:004M
uT 0.00 Lab CLA 0.130 TTh 12-00FM
Instructors assigned to course Lecture
LEH | Credit
Status Instructor Hame Datatel ID Allocated Hours Overloaded Modify

[ Add Instructor for Lecture]

Instructors assigned to course Lab

LEH | Credit
Status Instructor Name Datatel ID Allocated Hours Overloaded Maodify

| Add Instructor for Lab

Select
e Add Instructor for Lecture button to assign an instructor to the lecture portion of the course

e Add Instructor for Lab button to assign an instructor to the lab portion of the course
e Or, Return to Assign Remaining button to return to the previous page
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Adjunct Faculty Assignment

Assign Course Between Instructors

Synonym Course Sec Description SE‘:;‘ Campus ;g}:'t:ﬂ Teach Bldg Room Days  Time
GEOL- Physicl 052772014 3.00 0G5:00PM
1202 oz 992 Geoigy 081122014 "¢ 00 Ce el T et
225 08:00PM
RGC 0.00 Lab RGC1 108 TTh DS-S0F
I [Ratum to Assign C.nurs&JI
View
Hire Max Assigned LEH Faculty
Name Level Priority LEH Discipline / All View Assignments Eligibility

Eligible Faculty with Preferred Sections
Eligible Faculty with Matched Preferences
Eligible Faculty with un-Matched Preferences
Hill, David NSTA Exception Highest Priority 11 0.00/0.00 Mo Azsignments
i M Adjunct HighestPriority 11 0.00/0.00 Mo Assignments

£ ] Adjunct Highest Priority 11 0.00/0.00 Mo Assignments

Denton-k redith Y MSTA Highest Priority 11 0.00/0.00 Mo Assignments

Duncan, Cathering S Adjunct Eligiole 11 0.00/0.00 Mo Assignments it
Dunn, Dennis Adjunct Eligitle 11 0.00/0.00 Mo Assignments Jib
Cooke, Mary .| Adjunct Eligible 11 0.00/0.00 Mo Assignments Show Eligible
Darling, Bruce Adjunct Eligible 11 0.00/0.00 Mo Assignments Show Eligible

Note: The Adjunct Faculty Assignment page is currently on the Eligible Faculty with un-
Matched Preferences table. (Probably should check these tables in order)

1st Eligible Faculty with Preferred Sections
2" Eligible Faculty with Matched Preferences
3" Eligible Faculty with un-Matched Preferences

Show Eligible link

Click on the Show Eligible link for one faculty
Adjunct Faculty - Show Eligible Course Summary

| << Ratum io Prinscud Scien ] Faculty Mams: Hill, Daid Datased I0c
Appt Lireed LE3TA Excapian APEE Flateic Sfd ek

I Gealaqgy Chgible Course Summary Information I Show Prafenancdl Sharw ASfghanitd

Total Hire
CoMarse Sections DHrtabls Priarily
GEGL - 1301 8 Show AN Sections Eligible
GEOL - 1305 4 Shew Al Seetions Haighest |
GEOL - 1403 1 Show Al Sactions Faghest

Show Eligible displays an overview of the faculty’s Eligibility, Preferences, and Assignments.
If there are other sections that need to be considered, click the Show All Sections link.

S:\program\Student Team Docs\eStaffing Enhancements\Documentation\eStaffing Dean and Dept. Chair Manual.docx
Last update: 09/21/2018



eStaffing
Dean-Dept. Chair Manual

Show All Sections link

Page 45 of 130

[ << Retum to Previous Screen |

Adjunct Faculty - Show Eligible Course Details

Faculty Mame: Hill, David
Appt Level: MSTA Excaption

Geology Eligible Course Summary Information

Show Preferences

Datatel 1D:
Appt Status: Approved

Show Assignments

Start Tot LEH/Cred

Syn Crs Sec Desc End Rem LEH/Crad IM Camp Bldg Room Days Time
(] vcezz S5t coaffmeners ouimaols 2001300 oo oz zaa T SO
(Assgn faseas J500  ooz|ir™e=® CU0is 20000 lec R6C Rect tos T STECCU
Gman] «oo2e 9550 coaftmemese ouivaoie 2001300 e joc macs ros w320
(e | 0952 S50 cosflsears. ovioviaoks 2001200 (i nac oca sos wrwr SO0
(Assign ) 4seas §50-  oos |G Me* % OliTI3004 00/ o0 Lec RvS  RVSA 2266 TTh  GCIEEEL
acszc 0L qorfMerrers QUIVASIY 300/300 e mac mnca aszmoo T SHOOM

All sections of the course are displayed with detailed information.

Click on the Assign button for one of the classes and the instructor is assigned to that class.
eStaffing then returns to the Assign Course page located at the To Begin the Assignment

process.
Click on a faculty name.

Edit Faculty Course Split Allocation

Faculty lame: Hill, Dadd
Datated i
Course: GEOL 1403
Secton: (02
Term: Sping 2014
Teaching Method: Lecure

3 LEM = 2 Creai Hours

Hours ABocated: 0.0
(ool fcwen] |
Select the Save button to save the split allocation with this instructor.
Or, click on the Cancel button to return to the previous page.

Remaining/Re-Assign provides more flexibility to get assighments finalized. In this procedure,
instructors are assigned to courses instead of assigning courses to instructors. This allows you to directly
manipulate both unassigned and assigned classes. A list of unassigned sections can be called for each
discipline to find instructors, and, where necessary, sections can be reassigned and overloads can be
assigned.
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After the End date for Assignment Loop Processing in the Time Line., sections are assigned to
instructors based on courses rather than instructors. Assign instructors to the remaining
unassigned sections until there are no more sections or instructors.

Re-Assign

Re-Assign transfers a course assignment from one instructor to another in order to staff all
sections. Only the Assignments from the current Phase are reflected as selections. The
assignment must be made but not necessarily accepted to be reassigned.

Inactive Disciplines are not yet past the assignment deadline. - message

Selecting the Re-Assign function before the end of the Assignment Loop Processing End date displays
the following error message.

Assign Remaining Sections

Select discipline below:

Biclogy

Chemistry
Bictechnology
Astronomy

Engineering

Geology

Physics

Earth & Environmental Science
Military Science
IMathematics

Social Science Air Force

IInadi\:E Disciplines are not yet past the assignment ::IEE::IIinEI
None of the disciplines are selectable before the end of the Assignment Loop Processing End date.
After the Assignment deadline passes, click on the Re-Assign function.

Faculty Selector - Re-Assign Faculty

elect discipline below:

The Re-Assign page lists all disciplines alphabetically for which a Dean / Department Chair is
responsible.

Click on one of the disciplines listed.
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Faculty View

The Faculty View page gives the Dean/Department Chair the opportunity to view the faculty
Eligibility information as the faculty views it. Only faculty in the current Phase are displayed on
the Faculty View page.

Faculty Eligibility View

“Eelazt discipline below:

=tronany

1 [T | | e

IRIES
-

’:

Ll
[+

(%]

The Faculty View page lists all disciplines alphabetically for which a Dean / Department Chair
is responsible.

Click on one of the disciplines listed.

Faculty Eligibility View

Astronomy

CREDIT SPRING 2019

If none of the faculty for the discipline selected preferences, nothing is returned.
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Faculty Eligibility View
Faculty Eligibility View

Astronomy

CREDIT SPRING 2015

Approved Journalism Department Appointments
Catatel I Find Courses by Name Level Status LEH Rﬁﬁé;}::ii;'is:ﬁi::i!igﬂﬁd
I Bankenship, Fackary I WETA Approved j.:.; ;;‘;
= " 3 0,007 0.00
B, e 1A/ CA Aoprived 0,00/ 0.00
Fulton, John Agpnat Approved gi ;g
fitra, Shyams: Adgunct Agoroved ,Igg :_g
Richmond Maryin META Excegtion  Approved 4 E; :1!.'::
Datatel ID the faculty’s ID number
Find Course by Name the faculty’s name
Level indicates the faculty’s current priority order
Status indicates the faculty’s current Appointment status; either Approved or

LEH Assigned  the total LEH currently assigned to the faculty for this term
(Also see Faculty Assigned Load to view the faculty’s Assigned LEH / Credit and
the faculty’s Maximum LEH / Credit)

Cred Assigned  the total number of credits currently assigned to the faculty for this term
(Also see Faculty Assigned Load to view the faculty’s Assigned LEH / Credit and
the faculty’s Maximum LEH / Credit)

Discipline
All
Click on one of the faculty names listed.
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Show Eligible Course Summary

Adjunct Faculty - Show Eligible Course Summary

i << Return to Previous Soreen | Faculty Name: Blankenship, Zachary O Datatel 1D:
Appt Lewel: MSTA Appt Status: Approved
Astronomy Eligible Course Summary Information Show Praferences

Show Assignments

Total Hire
Course Sections Details Priority
ASTR - 1303 6 Show All Sections Highest
ASTR - 1304 5 Show All Sections Highest
ASTR - 1403 2 Show All Sections Highest
ASTR - 1404 1 Show all Sgctions Highest

See Show Eligible link for table details.
Show Eligible Course Details

Adjunct Faculty - Show Eligible Course Details

II << Retumn to Previous Soreen | Faculty Name: Blankenship, Zachary D Datatel 1D:
hppt Level: MSTA Appt Staw;:ﬁppfa'.-e-:l
Astronomy Eligible Course Summary Information Show Preferences

|I Show Assignments

Start Tot LEH /Cred

Syn Crs Sec Desc End Rem LEH/Cred IM Camp Bidg Room Days Time
(fmgn] 2030 573 o2 Towr VIO 201300 e mrc mac2 mmooTm SO
ese | mom (ST e N DUEORTE 35000 weew e e GRORD
[fsmgr ] 22022 (557 o0 08 OTk0is cossoco e RGC RGCL IS MW TRy
e | 23 i3 s RN NN 100/0% e ma ;o mw (RORT
(om] 203 J57% ooy Tol  OS 30/300 opec T SN
o 2ons S ooe T QUMEE 0130 e wseas ™M S

See Show All Sections link for table details.
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Faculty Prefs
The Faculty Prefs page allows the Dean/Department Chair to view the faculty Preferences as the
faculty views it. Only the faculty in the current Phase are displayed on the Faculty Prefs page.

Search by Datatel/Colleague ID

Faculty Preferences

[ Search for faculty by 1D or Last Name
Datatel/Colleague ID Qooaooa
Last Mame
| Find Faculty ]l

Datatel/Colleague ID  enter the faculty’s ID number
Click the Find Faculty button

Faculty Preferences

Which is the correct person? I

0o0anon Barak, Frank Select Faculty

If this is the correct person, click the Selected Faculty button.

You cannot access the Section Preference area at this time. - message

Faculty Preferences

== You cannot access the Section Preference area at this time. Access to this area is allowed during these dates:
Sep 25, 2018 @ 12:00AM - Sep 27, 2018 11:59PN.

This message appears because there is a specific time period when faculty preferences can be
viewed. First of all, faculty needs time to enter their preferences. Or, the current day/time may be
completely out of the eStaffing cycle. Please wait for the appropriate time frame to select the
Faculty Prefs function.

Faculty Preferences Summary Report
On the following page is an example of the Faculty Preferences Summary Report.
The report includes:

e Disciplines and sections the faculty is certified to teach
e Location Preferences
e Term Preferences including:
o Maximum number of sections faculty selected and is willing to teach
0 Whether or not faculty is willing to teach section overloads
o0 Comments entered by the faculty member
e X marks the days of the week and time of day faculty is NOT available to teach
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Faculty Preferences
[Escutctame tang oy | Frask marak | |

"@-mj Faculty has no PREFERRED SECTIONS saved

o otwnofscaion grerenezhvere evere:

Limit my courses 10 (hese locations only

Priority Location
Chodee #1: All Campuses

The follawing|term preferenceswere entered:

hax Number of Sections: | 12

| am willing to teach Owerloads

The following commants were antened

sannet work 3 dayes out of svery momth

The followring times Idﬁ'l'll'l when the instructor is HOT available were entored:; I

Time Monday Tuesday Viednesday Thisrsday Friday Saturday Sunday
TAM - BAM x X X x X
BAM - 3AM x * X * X
SAM - 10AM = = X x X
10AM - 11AM x X x x X
1AM - 12PN * X X * X
12PM - 1PM x X X x X
1PM - 2PM x x X x X
2PM - 3PM X X X x X
APM - 4PM X X X X X
4PM - 5PM x X x X X
5PM - EPM = x X X X
6PM - TPM x X x x X
TPM - 8PM X 4 X X X
8PM - 3PM X X X X X
BPM - 10PM X o X x X
10FPM - 11PN X X X X X
TIPM - 12AM = X X X X

The Faculty Preferences page appears displaying the faculty’s choices with campus locations,
maximum number of sections to teach, as well as days and times for the next term.
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Search by Last Name

Faculty Preferences

Which is the correct person? |
Lednetier Jask Select Faculty J
Ledbetier Steven | Select Faculty |
Ledtetier William | Select Faculty
Last Name enter the faculty’s last name

Click the Find Faculty button

If multiple responses appear, click the Select Faculty button related to the appropriate person.

Faculty Preferences

Search for faculty by ID or Last Name

Datatel/Colleague 1D

Last Name Ledbetter I

I Find Faculty I

Discipline Options

Ordering materials through the eStaffing system is no longer an option.
So this feature automatically defaults to block all material orders for all disciplines.

Disregard the Discipline Options function in this manual.

It is not relevant to eStaffing any longer.

Discipline Options allows Deans to control whether the discipline can order media via eStaffing.
Click on Discipline Options.

Discipline Options
Discipline Name Use Material - Block New Faculty
Order System  Material Orders
Biology (]
Chemistry =
Biotechnology =
Astronomy ]
Engineering o
Geolegy 0
Physics =
Earth & Envirenmental Science |
Military Science =
Social Seience Air Force =
[ Save piscpine options |

The checkbox for Use Material Order System either permits (checkmark) or denies (no
checkmark) the use of the material ordering system for each of the listed disciplines.

The checkbox for Block New Faculty Material Orders either permits (checkmark) or denies
(no checkmark) blocking new faculty from using the material ordering system for each of the
listed disciplines.
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Reports

Reports provides a convenient way to view many tables of data regarding faculty, appointments,
eligibility and assignments within each discipline for present and past terms.

Click on Reports.

Executive Reports

IT:—rm for Reports: Credit Spring 2019 I

Change Term

Change Term Used for Reports

Faculty

Show Faculty Preferences

aculty Preference Summary

Faculty Contact List

Appointments and Eligibility

Eligibility List

Assignments

All Assignments

Faculty Assigned Load

The Executive Reports page appears listing all possible reports that run based on the Term for Reports.

All Reports are based on the Term for Reports indicated at the top of the Executive Reports page.
To change the Term for Reports, click on Change Term Used for Reports.

Use the browser Back button € to get back to the Executive Reports page.

Change Term

Change Term Used for Reports
Click on Change Term Used for Reports.

Change Term

II Cumrent Term Selected: Credit Spring 20182 I

[sam Reporting Term: Spring 2019 (2195000) |+| | Select Reporting Term

Spring 2019 (2195000} =

. |

Summer 2018 (2180000}

All Reports selected on this page reflect the term next to the Current Term Selected at the top
of the page.

To change the Reporting Term
o click on the Select Reporting Term drop down
« select one of the listed Terms
« click on the Select Reporting Term button
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Executive Reports

Term for Reports]Credit Fall 2018

Change Term ‘

Change Term Used for Reports

Executive Reports reappears with the selected term next to Term for Reports.
The data for all subsequent reports are executed based on the selected term.

The selected term remains until the user logs out or the user selects another term with the
Change Term Used for Reports function.

Click on one of the links to see the respective report.
e Show Faculty Preferences
e Faculty Preference Summary
e Faculty Contact List
e Eligibility List
e All Assignments
e Faculty Assigned Load

Faculty

Show Faculty Preferences

The Faculty Preference Summary report allows the Dean/Dept. Chair to view preferences for
an individual faculty member from past terms.

To view faculty preferences in the current eStaffing Phase, see Faculty Prefs.
Click on Show Faculty Preferences link under Reports in the Executive Menu.

Faculty Preferences

Search for faculty by ID or Last Name

DatatelColleague IDv I

Last Name I

|[_Find Facutty |

Enter only one of the following:
e Datatel/Colleague ID Faculty ID
e Last Name only the last name of the faculty

Click the Find Faculty button
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Faculty Preferences

Search for faculty by ID or Last Name

DatatelColleagus I 0007776

Last Name
I Find Faculiy

Entering the Datatel ID results in only one response. See Show Faculty Preferences - Example.

Faculty Preferences

Search for faculty by ID or Last Name

DatatelColleague 1D
Last Name
I Find Faculiy

Entering the faculty Last Name may, or may not, result in multiple responses.

Faculty Preferences

Which i the correct person?
Blum. Andres Select Faouky |
Bum. Joha Sahect Faculy
Blum, Shemy | Select Faruly
Blum-Katr, Katrna | Sebect Faculy
Bumenthal Wichas Select Faouly

If multiple responses appear, click the Select Faculty button for the appropriate faculty member.

On the following page is an example of the Faculty Preferences Summary Report.
The report includes:

Disciplines and sections the faculty is certified to teach
Location Preferences
Term Preferences including:
o Maximum number of sections faculty selected and is willing to teach
0 Whether or not faculty is willing to teach section overloads
o Comments entered by the faculty member
X marks the days of the week and time of day faculty is NOT available to teach
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Show Faculty Preferences - Example
Faculty Preferences

mu-n-gu-_munu
Priority  Symosym Course Sectiom  Dates  Method Campes Bidg Boom Deys Time

mmwmm@

oLTIR0E
2 Saaky mmmuulwmmnm

Priofity Synceym Course Secton Dates Method Campus Didg Boom  Deys T
1 mwme MY g MTME e MC MO 205 ww  osooeworIoe
181 1280018

e 0% oo BATR n e mo 2mes ww er0ewcsseu

I mmm-mmnm-m“mml

Time  Mondsy Tuesdsy  Wednesday  Thursdsy Fridsy  Sslurdey  Sendey
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Faculty Preference Summary

The Faculty Preference Summary report provides a succinct view of each faculty member
within a discipline, whether or not preferences were entered for each faculty member, and the
number of preferred sections each faculty member selected.

Click on the Faculty Preference Summary link under Reports in the Executive Menu.

Adjunct Faculty Assignment - Preference Summary

| Select discipline below: |

Architectural & Engineering Computer Aided Design
Auto Collision Repair & Refinizhing Tech
Automotive Technology

Building Construction Technology

Electronics & Advanced Tech

Geographic Information Systems

Heating, Air Conditioning & Refrigeration

Land Surveying Technology & Geomatics

Welding Technology

Click on one of the disciplines listed.

Adjunct Faculty Assignment - Preference Summary

Auto Tech/Power Mech

CREDIT SPRING 2018

Faculty Preference Status Summary for Auto Tech/Power Mech
Preferences # Preferred

Faculty Name College 1D Level Entered Sections
MeNei, Kevin W Adjunct Campus & Times 5
Hernandez, Antenio WSTA Excaption - 0

Pineda, Robert Adjunct = 0
Grooms, Michasl P Adjunct Campus & Times 3

Sosa, Alex M Agjunct Campus & Times -]

Carter, Timothy A BcA Campus & Times 3
Hughes, Stephen B Adjunct Campus & Times 0
Barrington, Kedh D Adjunct - 0 |

The Adjunct Faculty Assignment — Preference Summary page appears with
o the faculty priority level
e which preferences were entered by the faculty
e and the number of preferred sections chosen by each faculty member within the selected
discipline
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Faculty Contact List

The Faculty Contact List link provides the faculty name, faculty 1D, phone, email, and home
address for each faculty member within a discipline. It includes the current faculty appointment
status as well.

Click on the Faculty Contact List link under Reports in the Executive Menu.

Report - Faculty Contact Lists
Engineering
CREDIT SPRING 2019
Appointment Contact List within Enginesring
Home
Phone
Faculty College  Office Appt
Ham e L1 FPhane Email Address Slatus
Albers. John E =) ishn albenSeuslines ady Adjur
Approved
1512 Georgatown, TX
72
[Eskin sk, (512) mphpmmpd gyhipipcfiaustinos gy Adjund
hichammad Approved
Cirvildvas Asgten, TX T8
Rso, Chandmgin 15123 oaoife uiings edy arjund
Aesthn, T HPH
1512) T8I Approved
Shew, Shane O =13 rpng jraeRailings &g, Agjuna
Ceedar Park, TX HEPH
{513 TR Approwed
Springen. Clyde H (M2}  sedngedisiino edu Adjunct
HPH
Auatin, TX Approwed
78T
Traipilbs, Daved N [ } D Adjuns
Fending
Augstin, TX T8

Use the browser Back button (€-) to get back to the first Contact List after selecting one of the links.
(Note: The ID, phone, and home address was altered in this document for protection.)

Show Contact in Address format

Report - Faculty Contact Lists
Engineering
CREDIT SPRING 2019
I E‘":'."C:"lscli".i.::'e;;f:"\'sl! Show Mame and Email cnly Show Contact and Preference Status
[ Appointment Contact List within Engineering
Faculty Name College D Address

Clicking the Show Contact in Address format link displays only the faculty name, ID, and
address information.
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Show Name and Email only

Report - Faculty Contact Lists

Engineering

CREDIT SPRING 2019

Sh

ow Contact in Address format I Show Name and Email only I Show Contact and Preference Status

Appointment Contact List within Engineering

Faculty Hame College 1D Emaill

Clicking the Show Name and Email only link displays the faculty name, 1D, and email address.
Show Contact and Preference Status
Report - Faculty Contact Lists

Engineering

CREDIT SPRING 2019

Show Contact in Address format Show Mame and Email only I Show Contsct and Preference Elsl,;l

| Appointment Contact List within Engineering |

Home
Phone
College Office Pref Appt
Facult Hame 10 Phone Email Status Status

Clicking the Show Contact and Preference Status link displays the faculty name, 1D, home
telephone, office telephone, email address, preference status, and appointment status.

Appointments and Eligibility

Eligibility List

The Eligibility List report provides a succinct view of the eligibility attributes as well as the
priority level for each faculty member within a discipline.

Click on the Eligibility List link under Reports in the Executive Menu.
Report - Eligibility

| select discipline below: |

Astronomy

Biclogy
Bictechnology
Chermistry

Earth & Environmental Science

Enginsering
Geology
Mathematics
Military Science
Physics

Social Science Air Force

Click on one of the disciplines.
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Report - Eligibility
Engineering
CREDIT SPRING 2019
‘Choose report definitions
Facully ariteris: Al Faculty =
Sort order: Course E
[ Buid Report |

Faculty criteria
Select from:
All Faculty (all faculty within a selected discipline)
Early College Start ONLY Appointments (faculty within a selected discipline with ECS)
Phase 1 Faculty (all Phase 1 faculty within a selected discipline)
Phase 2 Faculty (all Phase 2 faculty within a selected discipline)
Sort order
Select from:
Course - (sorts all courses within a discipline by course/rubric)
Last Name - faculty last name
Priority Level - (meaning Eligibility Level priority under Edit/Add Eligibility table)
Rubric - (sorts by course/rubric within each faculty’s course assignments)
Telecom Method - (see Telecom Methods options under Edit Course Eligibility table)
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Example — All Faculty sorted
Faculty criteria  All Facu

by Last Name
Ity

Sort order Last Name

Page 61 of 130

Report - Eligibility

CREDIT SPRING 2019

Engineering

Choose report defmbions

mculty onteria

Ll

Al Facuity

Last Hame

Buld Report

Hame

Eligibility List by Name and Course

Datatel 1D APPT

Jahn E
shiplph, Mohamemad Omibde

Chandragin D

pringen, Clyds H

Adjunct
Adpung

Adjuns

Adjunc

L

Course
EMNGR-1201
ENGR-1201
ENGR.2301
EMNGAR-1201
ENGR.2301
ENGR-1201
ENGR-2408

Hire
Priority

Eligitie
Eligitin

Eligitde

Haghast Prsty
Highest Pricrity
Highest Pricrity
Highest Pricrity

ECS
Elig

Y
Yad
Tes
Yiad
Yes
b

Tl

Status
Fanding
Panding
Panding
Panding

Panding
Panding

Output is sorted only by faculty’s last name.

Displays the faculty name, ID, and
APPT appointment status; Same as Priority Level under Appointments table

Course course/rubric; Same as Course under Assignments without the section
number

Hire Priority ~ Same as Eligibility Level under Edit/Add Eligibility table)

ECS Elig (Is faculty eligible to teach Early College Start courses? Yes/No)
Same as Early College Start Level under Edit/Add Eligibility table

Status eligibility status; Same as Elig Status under Eligibility table
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Example — All Faculty sorted by Course

Report - Eligibility
Engineering
CREMT SPRING 219
Crcerin tmge] Sl filipras
F aostiy cridaria &l F oty -
Ean aidar s | -
sk gt ||
Eliginilily Lisl by Coursem mnd Wesme
Hirs ECS
& aurne M e ODafabel 1D A&AFFT Pricrily Enig Stwlus
[EMOE 4201 | Aok, Jokn Adjuscl  Elgisle wan  Fanding
Ethiitis, Hatpnmad Bonideel Adjurdd  Ebgitle ran  Fanding
Asa, Chasduigi B Afjuacd Highad Prscty Y Panding
Spengen, Chyde W Adjusct Mighudt Priacty  Yan  Fanding
ENGEZHT | Eibkiti, Habanmad Onidna Adjuscl  Elijila Yai  Panditg
Ria, Chnsdtagn & Afjuscl  Mighast Frisdty Y Panding
|EuE 208 | Bpangis, Divda H Adpscl Highell Prisily Vel Panding

Output is sorted by faculty name within course/rubric number, same as the next example
except the course/rubric is the first column in the table.

Example — All Faculty sorted by Rubric
Report - Eligibility

Engineering
CRENT SPRING 2019
Thoows repor! Sefindbione
Faialty ertana AlFandy -
Sarl ardar Futei | -
Buld egant. | |

|t||-n|-b|l-|ly List By Rubric mnd HName |

Hira ECE

Hama Dwiwiai D AFFT Coul ie
st Jesn E Hligitly LR
ok gl sk 0 b amam god vwekde ae Elsgibie ERG AR50

ENG R0

s Changragin D Highast Prizaty | EWGRAZ0L
BN R-2301

Sgriagan, Clyda H Highust Prigsity | BEA- 1201
|Ewenaacs

Prinsity
A djnol
Ao
vt
Adjnol
iyl
Adjumol
Adivol

Elig

ieRdin

"

Felud
Pardirg
Farding
Fanditg
Fanging
Faraing
Fanding
Fardieg

Output is sorted by faculty name within course/rubric number, same as the above

example except the faculty name is the first column in the table.
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Assignments

All Assignments

The All Assignments List report provides a succinct view of the eligibility attributes as well as
the priority level for each faculty member within a discipline.

Click on All Assignments link under Reports in the Executive Menu.

Report - Assignments

ISeIect discipline below: I

Astronamy

Biaology

Biotechnology
Chemistry

Earth & Envirenmental Science
Engineering

Geology

hiathem atics

Mlilitary Science

Physics

Social Science Air Force

Click on one of the disciplines.

Report - Assignments

Astronomy

CREDIT SUMMER 2018

Choose report definitions
Faculty criteria: Pending | Build Report:

Accepted

| Pending
Refused

Select one of the Faculty criteria:
Accepted faculty accepted an assignment
Pending faculty has not accepted or refused an assignment
Refused faculty refused an assignment

Click on the Build Report button.
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Faculty criteria Pending example

Report - Assignments

Astronomy
CREDIT SUMMER 2018
Chcoms raport daliniteong
Faculty criferia: Ipm I"" Build Report. |

Farding Saclions wilhin Agtronomy

Course Teaching Assigned Assigned  Faculty  Owerload
Oatatal 1D Faculty Hamae Syroniym Sen Mathiod LEH Credt  dccapted Status

Marish, Gesige 54262 ASTRAI0I003  Lacture 300 3.00

Pending assignments within the Astronomy discipline.

Faculty criteria Refused example
Report - Assignments
Mathematics
CREDNT SPRING 2018
Chooie repart definitions
Faculty criteria - Buid Report
Refused Sections within Mathematics
Std
LEH
Start Ovid
Sj'n Course S=c Description End 4 LEH Campus Bidg Room Days Tirme
Mame: Gordon, Teresa . C“’“.: Appt: Adjnct
Jan 1B
MATD-0300 2018 12:00PM
m B bierdlgebra o Lec 400 EGN EGNT 123 MWW oo,
2018
Name: Wiliamson, Uerris R Appt: Adjunct
Jan 16
MATH-1342  Elmestary 2018 03:00PM
m o 5 Mapiy L5 300 HLC HLCT 2414 MW ponn
2018
Mame: Lombardo, Richand G c“'“.; Appt: Adjunct
Jan 16
MATD-0421 DevMathis! 2018 05:30PM
confiet| 52308 e o Mayts e 13 PN PN s TR LCo
2018
Jan 1B
MATD-0422 DevMsthZnd 2018 05:30PM
conflet| 52307 o _— a1y e 13 PN PN B4 TR Lo
2018
lan 1B
MATD-0423  DevMathlrd 2018 05:30PM
confict| 52399 024 == a3 Lec 133 PN PN BM T g ||

Refused assignments within the Mathematics discipline. The Reason for refusal is given in the
first column.
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The Faculty Assigned Load report provides a succinct view of the maximum number of LEH
and Credit hours, the assigned LEH and Credit hours as well as the priority level for each faculty
member within a discipline.

Click on the Faculty Assigned Load link under Reports in the Executive Menu.

Report - Faculty Assigned Load

ISeIec{ dizcipline below: I

Astronomg

Bialogy

Biotechrology
Chemistry

Earth & Envirenmental Science
Engineering

Geology

hdathematics

Military Seience

Ehysics

Social Science Air Foree

Click on one of the disciplines.

Report - Faculty Assigned Load

Engineering

CREDIT SPRING 2018

| Facutty Load Maximum  Assigned within Enginsering |

Maximum Assigned
Faculty Mame College 1D Level LEHICredit LEHICredit
Albers, John E Aguingy M0/ a8.00 Q.0070.00
Eshialak, Mohammad Owmichar Agmingt 1.00/9.00 9.00/70.00
Rag, Chandragin O M3TA 100800 Q.00 70.00
Shaw, Shana 0 Agmingy 11.00/9.00 0.0070.00
Springen, Clyde H Adunc 11.00 /9.00 0.00/70.00
Truflio, David N Adunct 1100 /9.00 0.00/70.00

The Maximum LEH/Credit hours and the Assigned LEH/Credit hours appear for each faculty.

Draw Order Report

The Draw Order Report provides a summary of faculty assignments for a term within a
discipline.

Click on Draw Order Report.

Faculty Draw Information:

Select Discipline and Term

Select a Term E

Click on the Select a Term drop down.
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Faculty Draw Information:

Select Discipline and Term

Selecta Term -
— Fall 2012 o
E Spring 2013
Summer 2013

Fall 2013

Spring 2014

Summer 2014

Fall 2014

CREDIT Spring 2015
CREDIT Summer 2015
CREDIT Fall 2015
CREDIT Spring 2016
‘CREDIT Summer 2016
Credit Fall 2016
Credit Spring 2017
Credit Summer 2017
Credit Fall 2017
Credit Spring 2018
Credit Summer 2018
Credit Fall 2018

m

Credit Spring 2019 x

Click on a term from the drop down list.

Faculty Draw Information:

Select Discipline and Term

Credit Summer 2018 |+

Accounting

i £l

Acgounting
Allied Health Sciences

American Sign Language-Interpreter Training
Anthropology

Arsbic -
Architectural & Enginesring Computer Aided Design

Arts

m

Azsoc, Degree Mursing

3

Auto Body Colision and Refinishing (PCAER)
Auto Tech/Pavrer Mech

Biclogy

Bictechnclogy

Buikding Construction Tech

Business and Technical Communications
Chemistry

Child Development

Chinsse

Commercial Music

Computer Science/Computer Technology -

The Faculty Draw Information page reappears with a discipline drop down list.
Click on one of the disciplines listed in from the drop down.

Faculty Draw Information:

Select Discipline and Term

Credit Summer 2018 | «
.

Now that both the term and the discipline are chosen, click on the Submit button.
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Faculty Draw Information:
Select Discipline and Term
Select a Term v
Assignment Information
& D Section
Group roup raw Mame Discipline Phase Freferences Azzigned Type Campus
Order Order
Entered
ERTELRER g g  EECEEl Astronomy | 1 ¥ ASTR-1304002 Lecture HLC
- Senior Marvin
ERITEAER g g  EEmmEl Astronomy | 1 ¥ ASTR-1304002 Lecture HLC
- Senior Marvin
Adjunct HPH .
_ Senior 5 2 Mitra, Shyamal | Astronomy 1 i -
Adjunct HPH Blankenship,
 Senior 5 3 Zachary Astronomy 1 i
Adjunct HPH
-]I;ni{x 5 4 Endl, Michael [Astronomy 1 o ASTR-1403-002 Lecture RRC
Ad]:!?i:lpH 5 4 Endl, Michael [Astronomy | 1 iy ASTR-1403-002 Lab RRC
Adjunct HPH
_ Senior 5 5 Fulton, John Astronomy 1 N -
Adjunct 7 q  MKeating, Astronomy | 2 ¥ -
! Christopher g
Adjunct T 2 End|, Barbara |Astronomy | 2 o -
Adjunct T 3 Marion, George | Astronomy | 2 i ASTR-1303-001 Lecture CYP
Adjunct T 3 Marion, George | Astronomy | 2 o ASTR-1303-003 Lecture NRG
Adjunct T 4 Ries, Judit Astronomy | 2 N -
Total records: 12

See Draw Order Report table for an explanation of the columns on this page.

MSTA

MSTA Exception is the highest priority group when receiving section assignments.
MSTA is the next highest priority group when receiving section assignments.

MSTA appointments are renewable one-year appointments. Adjunct Faculty who have held a
MSTA one-year appointment for three consecutive years shall receive a three-year MSTA
appointment that is renewable every year the Adjunct Faculty meets the MSTA Eligibility
Standards.

See MSTA Application Processing for information on submitting a MSTA Application. Faculty
are allowed to submit a MSTA Application within a predetermined timeframe.
(See Timeline to submit MSTA application in the eStaffing MSTA Calendar)

Dept. Chairs are required to make their MSTA selections within a predetermined timeframe.
(See MSTA selection in the eStaffing MSTA Calendar)

And Deans are required to make their MSTA approvals within a predetermined timeframe.
(See MSTA approvals in the eStaffing MSTA Calendar)

Department Chairs and their staff will receive email reminders at the appropriate time, but the
MSTA dates are also posted on the eStaffing MSTA Calendar).
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MSTA Limits
There is a pre-determined limit to the number of MSTA applications allowed for each discipline.

The MSTA Limits apply only to specific terms (MSTA Term Type).

The MSTA Limits are established by the eStaffing Administrator.

The MSTA Limits table is available only to Deans and Department Chairs.
Click on MSTA Limits in the Executive Menu.

MSTA Limits

MSTA Limits for Term Spring 2014
Discipline Name I MSTA Total Limitl IMSTA Term Tmel
Astronommy 2 Fall, Spring Only |Z|
Biology 15 Fall, Spring, SummerE
Biotechnology ] Fall, Spring, SummerE
Chemistry 10 Fall, Spring Only |E|
Engineering 1 Fall, Spring Only |E|
Environmental Science and Technology 0 Fall, Spring Only |Z|
Geology 4 Fall, Spring Only |Z|
Mathematics 36 Fall, Spring Only |Z|
Military Science n/a n/a
Physical Sciences 0 Fall, Spring Only |Z|
Physics 5 Fall, Spring, SummerE
Social Science Air Force nia nia

This is an example of the MSTA Limits table for the Dean of Science, Engineering & Math.

MSTA Total Limit  displays the total number of approved MSTA applications allowed for
each discipline within the current term

MSTA Term Type identifies which terms the MSTA Limits apply within the current term

Deans can change the MSTA Total Limit and the MSTA Term Type.
Department Chairs can change only the MSTA Term Type.

To make a change:

MSTA Total Limit enter the changed number in the MSTA Total Limit box for the
appropriate discipline. Then, click the Save Changes button.
MSTA Term Type select the term type from the MSTA Term Type drop down for

the appropriate discipline. Then, click the Save Changes button.
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MSTA Options
MSTA Options allows Deans to accept new MSTA applications for the upcoming fiscal year (not term).
Click MSTA Options in the Executive Menu.

Discipline MSTA Setting

II Select discipline below: ||

Astronomy

Biclogy

Bictechnology

Chemistry

Earth & Envirenmental Science

Engineering

G q
Mathematics
Military Science
Physics

oice

Social Science Ai

The Discipline MSTA Setting page lists all disciplines alphabetically for which a Dean /
Department Chair is responsible.

Click on one of the disciplines on the Discipline MSTA Setting page.
Discipline MSTA Setting

Mathematics

Is this discipline accepting new MS5TAs for the coming year?

[ LIpdate Discipline Selection ]

Click on the (select) drop down. Then, select Yes or No.
Yes accept new MSTA applications
No  do not accept new MSTA applications
Click on the Update Discipline Selection button.

This selection updates the Departments accepting MSTA applications and the Departments NOT
accepting MSTA applications pages located under the Calendar tab at the top of the eStaffing
application.
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MSTA Select

The Deans/Dept. Chairs uses the MSTA Select function to choose from a list of the submitted
MSTA Applicants for the current fiscal year.

Clicking on MSTA Select.
MSTA Applicant Selection

Astronomy

nnnnnnnn

Opens the MSTA Applicant Selection page.

MSTA selections have not seen submitted — message

The following message informs the Dean that no MSTA selections have been made.
MSTA selections have not been submitted! The deadline is <month day, year>.
Under the MSTA Applicant Selection column no MSTA selections have been made:
0 MSTA and 0 MSTA Exception. This discipline is permitted to have 2 MSTA appointments.

Once the MSTA selection deadline has passed (See MSTA selection in the eStaffing MSTA
Calendar), the Dept. Chair cannot select MSTA appointments until the next fiscal year.

MSTA appointments get first priority over all other Adjunct faculty when selecting assignments.
MSTA Applicant Selections table

M5TA MSTA Applicant Selections MSTA

Selection MSTA 3 Year
Limits MSTA {Exception] Ongeing

2 0 0

The MSTA Applicant Selections table on the MSTA Application Selection page displays the
number of MSTA Applicants yet to be selected and the number of three-year MSTA
appointments.

The total number of MSTA Applicant Selections plus the number of MSTA 3 Year Ongoing
appointments cannot total more than the number of MSTA Selection Limits.
MSTA Selection Limits - the number of MSTA appointments allowed for this discipline; same as
the MSTA Total Limit for the discipline when clicking MSTA Limits
MSTA Applicant Selections
MSTA —total number of saved MSTA applicants for this fiscal year (still needs approval)
MSTA (Exception) - total number of saved MSTA (Exception) applicants for this fiscal year
(still needs approval)
MSTA 3 Year Ongoing - the number of three-year MSTA appointments - see MSTA or see
MSTA in the Glossary for more information

S:\program\Student Team Docs\eStaffing Enhancements\Documentation\eStaffing Dean and Dept. Chair Manual.docx
Last update: 09/21/2018


https://eapps.austincc.edu/eStaffing/misc/calendar_msta.php
https://eapps.austincc.edu/eStaffing/misc/calendar_msta.php

Page 71 of 130
eStaffing

Dean-Dept. Chair Manual

Number in MSTA 3 year Ongoing column
Clicking the number under the MSTA 3 year Ongoing column presents the following page:
Adjunct Faculty Assignment

Astronomy

I Retrn 1o Provaos Page I

|_ ld!-I'-lu Corvirimemay 3 eamt mkml Lodl v & L0 ey

Home FPhans Appi
Name Datatel 1D ONice Fhone Em ail Addieas Stales

Risprovsed, Ml E a2 2l #2y MSTA Endiptnn
Azatin, Ta'T

The MSTA Ongoing 3 Year Appointments page lists all three-year MSTA appointments
within this discipline with their contact information and appointment status.

Click the Return to Previous Page button to return to the MSTA Application Selection page
MSTA Applicant List table

| Panging |
&ﬂlgngmrlﬂg‘ré éggllssn! Izsllgr Fall, Spring

Requesied Appointment New Applicant

Name I __Levells] Level GQualifications
2 Nore
Haating. Christopher F MSTA
MSTA
2 Nore
Marion, George MSTA
MSTA

The MSTA Applicant List table on the MSTA Application Selection page lists the selected
MSTA Applicants waiting for approval and the MSTA Applicants yet to be selected.

Name — faculty name
ID - faculty’s ID
Requested Level — the faculty member’s requested appointment level (MSTA or MSTA Exception)
Appointment Level - the faculty member’s current appointment level (None or MSTA)
New Applicant Qualifications — displays View Details or Incumbent
View Details -a MSTA Applicant. Clicking displays the applicant’s qualification details.

Adjunct Faculty Information - MSTA Application

Astronomy

This is a problem. Should see the MSTA Applicant’s qualification details.
Incumbent - indicates a current MSTA appointment (not a MSTA Applicant)
Show Comments
Clicking on the Show Comments link on the MSTA Application Selection page presents:
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MSTA Applicant Selection

Astronomy

LA weleei Borri haw'e ndd By sulsmlied” Ml desdioe i Mad T 7075

wera MSTA Apolisant Ssisclisns mM3TA
Selection S TA 3 Year
Limits A [Exception) Drgeing

B 9 L

Astromosy MSTA Apolicani lisi for Fall Befing
Hew
Regquesled Appoiniment Applicant Applicatian
Mame 1] Leval]s) Lewvel Qualifieations Commenls
The S & Applcation
Comments & ind ened
from tha ted area
expdaaning the a0ully's
St . backgreund and ACT
S ey LISTA, o ) EEpaaEncE on he MSTA
F LIS TA :EE :EEE

The Show Comments page is exactly the same as the MSTA Applicant List table with the
addition of the Application Comments column.

Application Comments - Displays the text entered in the area titled ‘Please briefly describe
your background and ACC Experience’ from the faculty’s
submitted MSTA Application.

All other column headings are described on the previous page.

Hide Comments
Clicking on the Hide Comments link returns to the MSTA Select page.
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Show Pending
Clicking on the Show Pending link on the MSTA Application Selection page....

Requested Appointment Mew Applicant
Hame o Level{s) Lew el Qualifications
Blankenship, Zachany D Pending
Castanhgira Endl, Barbara Pending
Endl, Michasl Fending
Fulten, John B. Pending
L")
Kaaling. Christophes F MSTA e W
MSTA
2
Mafion, Geonje META None view Detsin
MSTA
Mitra, Shyamal K Panding
Ries. Judit G Pending

The Show Pending page displays all faculty within a discipline who either submitted a MSTA
Application, or who did not submit a MSTA Application but are qualified to do so.

Not all faculty may be qualified to submit a MSTA Application. See the Eligibility Standards
for MSTA Appointments in AR#: 4.06.002 - Administrative Rules — Staffing of Adjunct Faculty

Requested Level(s)
Pending the pending definition is not certain at this time —one of the following may apply:

e faculty within a discipline who are qualified to submit a MSTA Application, but have
not done so yet

e faculty who have submitted a MSTA Application, was selected to be a MSTA
appointment by the Dean but has not accepted or declined an offer to become a MSTA
appointment (from MSTA — DeptChairMSTAManual)

Declined the declined definition is not certain at this time —the following may apply

e faculty who has chosen to decline an offer to become a MSTA appointment (from
MSTA — DeptChairMSTAManual)

MSTA  all faculty within a discipline who submitted a MSTA Application requesting a
MSTA priority level

View the explanations for Appointment Level, New Applicant Qualifications, and View
Details under MSTA Applicant List table.
MSTA Applications Only

Selecting MSTA Applications Only returns to the original MSTA Applicant Selection page
with the MSTA Applicant List table.
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MSTA Approve
Only the Deans has access to the MSTA Approve function.
MSTA Approve approves submitted MSTA Applicants for the next fiscal year.

MSTA Applicant Approval

Astronomy

I M5TA selections have not been submitted! The deadline is Mar 9 2019 I

MSTA MSTA Applicant Selections META

Selection MSTA 3 Year
Limits M5TA [Exception) Ongoing

2 0 0 i

Astrnnnrn:[l MSTA Applicant Iistl for Fall. Spring

Requested Appointment New Applicant
Name 1o Lewvel[s} Lewvel Qualifications

Keating, Christopher F 1204408 MSTA

Marion, George 1041917 MSTA View Details

I Approval can not be performed! M 5TA selections have not been submitted. I

MSTA selections have not been submitted — message
This message is a warning indicating no MSTA applications have been submitted so far.

Approval can not be performed! — message

This message is a warning indicating approval of submitted MSTA applications cannot take
place since no MSTA applications have been submitted so far.

MSTA Applicant List table

The MSTA Applicant List table on the MSTA Application Approval page lists the selected
MSTA Applicants waiting for approval. None of the MSTA Applicants yet to be selected appear
on this page.
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The Faculty Menu lists eStaffing functions involved with your past personal teaching
assignments.

+Executive Menu

1

eStaffing Time Line:

.
|8 You have been identified as an EXECUTIVE of e Staffing. Use the menu on the left to display the timeline.
—

If you have no past teaching assignments with ACC, the only menu you’ll see is the Executive
Menu. The Faculty Menu is not available with your login to the eStaffing application.

If the Faculty Menu does not appear when you login to the eStaffing application, this section of
the eStaffing Dean and Dept. Chair Manual does not apply to you.

eStafiing

HExscutive Manu

eStaffing Time Line:

X
I_I 8 You hawve been identified as an EXECUTIVE of e 5taffing. Use the menu on the left to display the timeline.
-

Deans and Dept. Chairs with past teaching assignments may see this page after logging into the
eStaffing application.

Click on Faculty Menu to expand its functions.

+Executive Menu

eStaffing Time Line:

= Faculty Menu

My Info
Reports.

=
I You have been identified as an EXECUTIVE of e 5taffing. Use the menu on the left to display the timeline.
—

Section Freferences
Show Assignments
Faculty Preferences

=5taffing Time Line

Eligibility

This is what the expanded view of the Faculty Menu looks like.
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My Info

Your eStaffing Information:*

Rama: Your name
Strent Address: 123 Main 5t

Aushn, TX

TaTm
Phoae: your phone number
E-mait your email address
Senior $1atus Y

Emnpioyment
[ ou are currently an adjusct faculty member I
*Click here to change your address
Your Staffing Eligibility:
Department FrispaophyHUmManBesRElgion
Staffg Levek: ICA
Crod info: Max Sgiing: 9, Wi Summer. 5, Max Fall
LEH Infc Maz Sgaing: 11, Max Summer; 6, Max Fall 11

¥our LEH Information for Credit Spring 2018
LEH Assigned: [
Creds Assigned: 0

The Faculty My Info page summarizes the user’s eStaffing information as a faculty member.

The Faculty My Info page includes:

The faculty’s personal contact information.

Employment - The faculty’s Priority Level. for the current term

Your Staffing Eligibility - A summary of the faculty’s assigned load for the current term
Your LEH Information for <term> - A summary of the faculty’s maximum LEH hours and
Credit hours for the current term

Reports
See Draw Order Report.

Section Preferences
See Section Preferences in the eStaffing Adjunct Faculty Manual

Show Assignments
See Show Assignments in the eStaffing Adjunct Faculty Manual

Faculty Preferences
See Faculty Preferences in the eStaffing Adjunct Faculty Manual
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eStaffing Time Line

eStaffing Time Line:

[’ :-.\j: “fou have been identified as an EXECUTIVE of eStaffing. Use the menu on the left to display the timeline.
4

Deans and Dept. Chairs should use the Time Line function under the Executive Menu.
Also see eStaffing Time Line in the eStaffing Adjunct Faculty Manual.

Eligibility
Also see Eligibility in the eStaffing Adjunct Faculty Manual

Please see the eStaffing Adjunct Faculty Manual for more information on the eStaffing faculty
functions.
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Appendix

Priority Levels

Initially, Priority Levels are based on the previous year appointments.
Please see AR#: 4.06.002 - Administrative Rules — Staffing of Adjunct Faculty.

MSTA

MSTA (Exception): allows Adjunct Faculty who have, in a single semester prior to summer,
1999, taught at the maximum workload permitted under Board Policy D-3(c), to teach
up to that workload for the duration of the appointment.

MSTA: allows Adjunct Faculty to teach up to the maximum workload allowed by
Administrative Rule 4.06.013, Adjunct Faculty Load Limits.

MSTA appointments are renewable one-year appointments. Adjunct Faculty who have held a
MSTA one-year appointment for three consecutive years shall receive a three-year MSTA
appointment that is renewable every year the Adjunct Faculty meets the MSTA Eligibility
Standards.

Instructional Associate

Instructional Associate (1A): a college professional/technical position that is associated
with a department and that is held by a member of the Adjunct Faculty.

IAs are automatically renewable one-year appointments. 1As not meeting the 1A Eligibility
Standards for two consecutive years will not be renewed.
College Associate

College Associate (CA) - a college professional/technical position that is associated with a
support area of college and that is held by a member of the Adjunct Faculty.

CAs are automatically renewable one-year appointments. CAs not meeting the CA Eligibility
Standards for two consecutive years will not be renewed.

Senior
Senior - applies to Adjunct Faculty who have taught at least 10 semesters at ACC not
counting more than two semesters from any one year.
Employed Industry Specialist: (work force only)

« Receives his or her primary income and benefits from an organization or source other
than ACC, or is retired with benefits, and

« Has knowledge of special technical skills required for successful employment in a
particular industry or business.

To receive or retain this designation, Adjunct Faculty must submit evidence yearly of
employment and benefits, or retirement with benefits.
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Dual Credit Annual Appointments
Dual Credit Annual Appointment - an appointment held by selected Adjunct Faculty that
allows for assignment of sections over multiple semesters.
These appointments:
e apply only to dual credit courses taught at High Schools
e are available only to faculty who have completed the Dual Credit Orientation Program
e are made by Department Chairs with approval of their Dean
Dual Credit Annual Appointments are renewable annually with summary teaching
evaluations of very good or excellent in all categories and acceptable evaluations with
respect to compliance with administrative procedures.
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List of Faculty Appointments after performing Rolling Appointments
This is the same page as the List of Faculty Appointments page.

Appointments

Biotechnology
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This is the first time Appointments function is selected after a Rolling Appointments procedure.
This page changes its appearance after the first time Create Appointments for Selected Faculty
button is selected. (Go to Appointments - details page to see the differences in this table).

The column headings on the List of Faculty Appointments page are:
Faculty Name the name of the faculty member
Select All / Deselect All a checkmark in the column header acts as a toggle to either select or

deselect all Active Appointments. No Inactive Appointments are selected with this checkbox.

Or, the user can click individual checkboxes in this column to create appointments for

individual faculty members. Do not click the Select All/Deselect All column header checkbox.

Faculty with checkmarks are created as Active Appointments. Unchecked faculty become
Inactive Appointments and are placed under the Inactive Appointments table.
Whether creating individual faculty appointments, or creating all Active Appointments,
the Create Appointments for Selected Faculty button must be selected to activate the
appointments for the current term.

No Preferences Past Three Semesters

Fhx indicates preferences were selected by the faculty in each of the past 3 semesters
blank entry indicates that faculty preferences were NOT selected by the faculty member in
each of the past 3 semesters. A blank entry also exists for faculty members
who did not choose faculty preferences for any past 3 semesters, or for any
one semester in the past 3 semesters. New ACC faculty have a blank entry.
Last Semester Taught in Disciple the last semester the faculty taught within this discipline.
An abbreviated year — 218 (2018); S (Spring), F (Fall), U (Summer); 000(college credit)
Information is based on Ellucian assigned active courses. Cancelled courses are excluded. A
blank term indicates faculty remains in eHire as an applicant with no Colleague assignments.
Create Appointments for Selected Faculty button creates the Active Appointments for the
current term. This button can be selected only once per semester for each discipline.

Active Appointments — see Active Appointments
Inactive Appointments - see Inactive Appointments
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Appointments - details page

After the Create Appointments for Selected Faculty button is selected for the first time during
a term, the appearance of the List of Faculty Appointments page changes to this view.

| Appsintmants

Enginaering

Go to Add New Faculty to Discipline for information on that function.

Click on the Faculty Name to edit the faculty’s eStaffing appointment

The fields on the Appointments - details page are:

Datatel ID the faculty ID — If no ID is listed, it needs to be reported to the IT staff.

Faculty Name the name of the faculty member; click on the name to edit the faculty’s
eStaffing appointment settings
If the name is incorrect, it needs to be reported to Human Resources.

Priority Level based on the faculty’s previous term Priority Level. — See Priority Levels

Max LEH the maximum number of the combined lecture hours and laboratory hours
allowed to each faculty member. These numbers are different for 1A, CIA, and EIS status.
The LEH numbers are maintained under LEH Settings on the Administrator site.

The Dean assigns sections to each instructor until the instructor’s LEH is reached, or no
more courses are available. Courses may be split allowing the assignment of a portion of a
course (lecture OR lab OR a portion of a lecture / lab). No overloads can be assigned
during the Assignments phase. See Lecture Equivalent Hour (LEH) and AR#: 4.06.013

Max Credit the maximum number of course credits allowed to each faculty member
See AR#: 4.06.013

Status the current state of the faculty’s appointment status — either Pending or Approved.
Any new Assignment, or changes to faculty Assignments causes the faculty Status to reset
from Approved to Pending. All appointments are approved only by the Dean.

Pending the appointment is recommended, but the recommendation has not yet been
approved by your Dean. A Pending status does not restrict eligibility, but the
Pending status does exclude faculty from the Assignments process.

Approved the appointment recommendation has been approved by the Dean.

Approve Select All / Deselect All  a checkmark in the column header acts as a toggle to either
select or deselect all Active Appointments and Inactive Appointments. Or, the user can
click each specific checkbox in this column that applies (but not the Approve Select All /
Deselect All checkbox) to indicate the approval of individual faculty appointments.
Whether approving individual faculty appointments, or approving ALL appointments, the
Approve Appointments button must be selected to submit the approval.
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Active Appointments — see Active Appointments
Inactive Appointments - see Inactive Appointments

Exclude Appointments from Next Roll

All faculty who have a checkmark next to the Remove from Appointment List field in the
Appointments — faculty details page are moved to the Exclude Appointments from Next Roll
table with a Pending status where these faculty members remain until they are
e Approved to be removed from the Appointment list during the next term
e Or, the Remove from Appointment List checkmark is removed from the Appointments
— faculty details page. In this instance, the appointment is moved back under the Active
Appointments or Inactive Appointments table where the faculty originated.

Unable to create appointments - message

If the discipline is not participating in the eStaffing cycle or if the discipline is new with no
assigned faculty, the following message appears:

Appointments

Social Science Air Force

CREDIT SPRING 2015

I Unshble to creste sppointments st this time. Click hers if new department. I

Appointments - faculty details page

Appointments

Faculty Mame Diavds, Leshe

Dhaeated 1D

Priority Laved H3TA

Change Priosity Level [=]

M Digcipline ADDHA et Ha

First Samaster Tawght in Discipline 204F000

Semesters in Discipline 37 E
Senior Flag Yas

Earty College Start QHLY:

Workipres Qnky
Employmant industry Speciakst (E15)

Imactive Appointment
Remowe from Appaintment List

Save Appointment Changes | | Approve Appoantment | | Cancel

Any changes made to the Appointments — faculty details page resets the Status of the faculty
appointment from Approved to Pending on the Appointments —details page.
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The fields on the Appointments — faculty details page are:
Faculty Name the name of the faculty member

Datatel ID the ID number of the faculty member
Priority Level  the current Priority Level of the faculty member

Change Priority Level  Adjunct, MSTA, 1A and CA may be listed in the Priority Level field,
but Adjunct and 1A are the only changes allowed in the Change Priority Level field

New Discipline Appointment
No - this is NOT the first term faculty completed a teaching assignment for this discipline
Yes - this IS the first term faculty completed a teaching assignment for this discipline

First Semester Taught in Discipline an abbreviated year; S(Spring), F(Fall), U(Summer);
000(college credit); (example 214F000 is the Fall term of 2014)
If faculty taught before 1999, this field should default to 199F000.

Show History  selecting this link opens the faculty’s Appointment and Teaching History
page which displays the faculty’s past teaching assignments. See Show History link for
more information.

Semesters in Discipline the number of semesters (or terms) faculty taught and completed
an assignment. Cancelled courses are excluded.

Senior Flag based on an Admin Rule 4.06.002 calculation. The calculation determines
whether faculty is classified a senior.
No faculty is NOT classified a senior
Yes faculty IS classified a senior

Early College Start ONLY the assignment process allows sections marked Early College Start
within the department as course options only if they are available for assignment.
This attribute is manually maintained. This effects Preferences and Assignments.
ECS and ECHS indicate Early College Start and Early College High School.

Workforce Only:

Employment Industry Specialist (EIS) An on/off switch that allows the Dean to bypass

the Max LEH and Credit Hour requirements as defined by Admin Rule 4.06.013
(v" = bypass; no checkmark = do not bypass)

Inactive Appointment faculty members who are not participating in the current eStaffing term;
A checkmark in the Inactive Appointments checkbox causes a faculty name to

e remain on the eStaffing faculty roll, but not be included in the Preferences process or
the Assignments process and does not allow changes to Eligibility
e De listed under the Inactive Appointments table
Dean or Dept. Chair can remove the checkmark to make the faculty an Active Appointment.
Remove from Appointment List faculty who are deactivated during the eStaffing cycle
These faculty members are no longer on the eStaffing faculty roll and are not
considered for any eStaffing assignments. Deactivated faculty members are listed on
the Exclude Appointments from Next Roll table and are not included in the Rolling
Appointments process for the next term.
See Exclude Appointments from Next Roll to reactivate the faculty.
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Buttons at the bottom of the page
Save Appointment Changes button  to save modifications to the faculty appointment attributes

Approve Appointment button only Deans have the Approve Appointment button.
The Dean selects the Approve Appointment button to approve the faculty appointment
for the current term.

Cancel button selected to reinstate the original faculty appointment detail attributes, or to back
out any recent changes
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Show History link
The faculty’s Appointment and Teaching History page appears when selecting the Show
History link on the Appointments — faculty details page.

Appointment and Teaching History
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Appointment and Teaching History page displays a history of the

e faculty’s Priority Levels (example: Adjunct, MSTA)

e Course assignments the faculty completed in the past (in Green type). The completed
courses may be included in the computation to determine seniority (Senior Flag on the
Appointments — faculty details page.)
current course assignments the faculty is scheduled to teach, pending completion (in Blue type)
past course assignments the faculty was assigned to teach but were cancelled (in Red type)
past terms where the faculty had no course assignments — no course information appears
method used to assign a course - whether eStaffing or Datatel was used (explained below)

In the example above, the faculty:
e changed Priority Level from MSTA to Adjunct between 2017 and 2018
completed several course assignments in the past (Green) between 2015 and 2018
has pending course assignments in the future (Blue); Summer 2018 and Fall 2019
had a course assignment, but did not complete it due to a course cancellation (Red); Fall 2016
did not have a course assignment during two terms; Summer 2016 and Fall 2017
had course assignments during the Summer terms of 2015, 2017, and 2018
the Fall, Spring Only designation indicates that the courses for this discipline participate
in the eStaffing application only during the Fall and Spring terms

The courses for this particular discipline are exempt from participating in the eStaffing
application during the Summer term. Courses for the Summer term may assigned only in
Datatel, or in eStaffing when the eStaffing exempt toggle is switched. Since this discipline is
exempt for the Summer term, these courses may, or may not, noted in the eStaffing application.
But the courses for this particular discipline in the Summer term should always appear in Datatel
(FWKL).
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Review and/or Modify the Appointments - faculty details page

Appointments
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This Appointments page appears when clicking on a faculty’s name on the Appointments — details
page. See Appointments — faculty details page for information on this page.

Review and/or modify the faculty’s attributes.

If nothing needs to be modified, the Dean may choose

e The Cancel button if the faculty is not to be approved at this time.

e The Approve Appointment button to immediately approve the appointment.

Modifications to the faculty member’s attributes require the user select the Save Appointment
Changes button to save the modifications.

Only Deans have the Approve Appointment button on the Appointments — faculty details page.
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Eligibility page
Used to select which courses faculty are eligible to teach in the next term.

Click on the faculty name to display the details of the faculty’s eligibility (See Edit/Add
Eligibility page).

Eligibility
Engineering
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Approve All Checked Eligibility button  Click the Approve All Checked Eligibility button
to approve the eligibility of faculty members. After selecting individual Approve Select
/ Deselect checkboxes, click the Approve All Checked Eligibility button.
Datatel ID the faculty ID
Faculty Name the name of the faculty member which is linked to the details of the faculty’s
eligibility
Appointment Overview
Appt. Status the approval status of the appointment — Reflects the same state as the
Status column on the Appointments page
Priority Level the faculty’s current Priority Level - Reflects the same priority as the
Priority Level column on the Appointments page
Eligibility Overview
Eligible Courses The number of courses this faculty member is eligible to teach.
e If this number is O (zero) this means the faculty member is either new, or has all eligibility

removed.
e This number is RED when any changes are made with the faculty’s eligibility after the initial
approval.

e A RED number indicates this eligibility needs to be approved.

Pending Approval  number of courses where eligibility is pending Dean/Dept. Chair approval
Any HPH (see Edit/Add Eligibility page)
Yes at least one course under Eligibility Level in the Edit/Add Eligibility table is marked
with the Highest - HPH (Highest Priority to Hire) eligibility level
No  No courses under Eligibility Level in the Edit/Add Eligibility table are marked with
the Highest - HPH (Highest Priority to Hire) eligibility level
See To Change HPH to change Any HPH from Yes to No.
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Elig Status Pending, Approved, or Revoked — the current eligibility status of a faculty member

Pending eligibility has been recommended, but the recommendation has not yet been
approved by the Dean or Department Chair

Approved the Dean or Department Chair has approved the recommendation

Revoked refers to the faculty’s eligibility to teach a course. It has nothing to do with
the availability of the course in the Course Schedule.

Edit/Add Eligibility
Japanese
CREDIT SPRING 2015
Faculy Hama Lzt Name, First Name
Datatel i 1234587
Appointment Level Adjurect Facuity
Eligibde 10 teach the following coarses during Credit Spring 301 4:
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In this example, the faculty’s eligibility to teach JAPN 1300 has been revoked and it is
not recommended that the faculty’s eligibility to teach JAPN 1300 is approved at this
point in time. However, the faculty’s eligibility to teach JAPN 1300 can be reinstated
anytime.

Revoked relates to the faculty’s eligibility status to teach a course. It has nothing to do
with a course being canceled or removed from the schedule. So the course remains in
eStaffing.

Revoked appearing next to a Course on the Edit/Add Eligibility page means the

faculty is ineligible to teach that course for some reason.

The course remains in the eStaffing application. So, even though this faculty member

maybe ineligible, perhaps another faculty in the department IS eligible to teach JAPN 1300.
Approve Select / Deselect Checkboxes used to select or deselect faculty member for approval.

Clicking Approve for a faculty checkbox causes ALL Pending eligibility for that faculty to
become Approved.

To Change HPH

Before you can do the following, the Status of the Course in the Edit/Add Eligibility page CANNOT
be Revoked. If so, you must select the course and select Reinstate Eligibility first.
To change a faculty’s Yes to No under the Any HPH column:

o Select Eligibility

 click on the faculty name

« click on the course(s) that indicates Highest under the Eligibility Level column

o click on Eligible under the Eligibility Level column

e Save Changes

« If the course needs to be revoked, select the course again and click on Revoke. Select a

Revoke reason and select Save Revoke Changes.
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Edit/Add Eligibility page
Eligible to Teach

All active courses for the term meeting the faculty member’s Preferences and Eligibility are
displayed here.

Edit/Add Eligibility
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Return to Eligibility List button  returns to the Eligibility page

Faculty Name the name of the faculty member
Datatel ID the ID number of the faculty member
Appointment Level the faculty’s current Priority Level — Should reflect the same priority

as the Priority Level column on the Appointments page

Fields in the table titled - Eligible to teach the following courses during Credit <term> <fiscal year>

Course the abbreviation of a section identifying a specific course including a
Subject Prefix (four letters — Ex. BIOL - Biology) and a Course Number (four
numbers)?!

The four numbers of a course number:
1t digit — indicates academic level
0 indicates a Developmental level course
1 indicates a freshman level course
2 indicates a sophomore level course
2"d digit — indicates the semester credit hour. Ex. BIOL 1406 is a four credit hour
course.
last 2 digits — identifies the specific class

Eligibility Level  one of the following values

New indicates a course was added to the faculty’s Eligible to teach table, or faculty
is new to eStaffing; the course is added to the Eligible to teach table pending
approval

! Reading a Course Description — page 16 of 2011 Student Success Guide
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Eligible meets the first level of eligibility requirements as defined by AR#: 4.06.001
Highest meets the highest eligibility level; faculty is Adjunct (HPH); as defined by

AR#: 4.06.001
Remove  course is pending approval for a removal. The course appears until removal is
approved.

Once the removal is approved, the course disappears from the faculty’s eligibility list.
Telecom Methods

Yes the course is available as a distance learning class in a Telecom Method
No the course is not available as a distance learning class in a Telecom Method
Early Coll Start
Yes this course is offered as an Early College Start course
No this course is not offered as an Early College Start course
Edit/Add Eligibility
Arablec
Highmal Fis E] lllll L] AppeTE

Early College Start only - message
If faculty is marked as Early College Start Only on the Assignment, the
Early College Start Only message appears here.
Status

Pending  eligibility has been recommended, but the recommendation has not yet been
approved by the Dean or Department Chair.

Approved the Dean or Department Chair has approved the recommendation

Revoke Faculty eligibility for this course is not recommended. Click on the course to view
the text in the Revoke reason field. However, faculty eligibility can be reinstated
for this course anytime.

Revoke Approved The Revoke Status of the faculty’s eligibility was approved. So, faculty
eligibility for this course is not recommended. However, faculty eligibility can be
reinstated for this course anytime.

Approve button Changes the eligibility Status of an individual course from Pending to
Approved.
The Approved Eligibility status for one course on the Edit/Add Eligibility
page does not change the status of the Elig Status column on the Eligibility
Page.
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Add Course Eligibility
These are active and pending courses that may now meet the faculty member’s Preferences and
Eligibility.
A CURRENTLY UNRESOLVED ISSUE:

eStaffing problems occur when a course is cancelled or changed anytime during an

eStaffing cycle such as after course eligibility is added.

Edit/Add Eligibility
Welding Technology

CREDIT SPRING 2019

Faculty Hame Barak. Frank
Datstel ID
Appointment Lewel Adjunct Faoulty

Eligible to teach the fellowing courses during Credit Spring 2019
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Add Course Eligibility
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Course the abbreviation of a section identifying a specific course including a
Subject Prefix (four letters — Ex. BIOL - Biology) and a Course Number (four

numbers)?
The four numbers of a course number:
15t digit — indicates academic level
0 indicates a Developmental level course
1 indicates a freshman level course
2 indicates a sophomore level course

2 Reading a Course Description — page 16 of 2011 Student Success Guide

S:\program\Student Team Docs\eStaffing Enhancements\Documentation\eStaffing Dean and Dept. Chair Manual.docx
Last update: 09/21/2018


http://www.austincc.edu/facstaff/documents/SuccessGuide2ACC_Registration.pdf

Page 92 of 130
eStaffing
Dean-Dept. Chair Manual

2" digit — indicates the semester credit hour. Ex. BIOL 1406 is a four credit hour
course.

last 2 digits — identifies the specific class
Eligibility Level select one of the following values

New indicates a course was added to the faculty’s Eligible to teach table, or faculty
is new to eStaffing; the course is added to the Eligible to teach table pending
approval

Eligible faculty meets the first level of eligibility requirements as defined by AR#:

4.06.001

Highest meets the highest eligibility level; faculty is Adjunct (HPH); as defined by

AR#: 4.06.001

Telecom Methods select one of the following values. These values are maintained on the
Administrator site.
The course must be offered as the selected method before the system can assign the faculty
to the course.?

None course is not offered in any of the Telecom Methods

DIL (Distance Learning) - All Telecom Methods are classified as distance learning. This
may refer to a Telecom Method that is not already listed.

DLC (Campus testing required) - Course instruction is online. Tests are taken in the
Instructional Testing Centers on campus. Distance Testing is not allowed. Students
need to be aware of the on-campus testing requirement when registering.

HYD (Hybrid) - Most course instruction is online (more than 50%). There is at least one
mandatory on-campus component (e.g.; on-site orientation, lab work, meetings,
testing in an Instructional Testing Center). Distance Testing may be allowed.
Students need to be aware of the on-campus requirement when registering.

ONL (Online) - Course instruction is online. Tests may be taken in the Instructional
Testing Centers on campus or proctored through the Distance Testing program.
Online courses eliminate geography as a factor.

Early Coll Start  All Faculty can teach Early College Start courses so this checkbox defaults
with a checkmark. Faculty marked Early College Start from the appointments page will
have these boxes grayed and unchangeable. Eligibility can be removed only from regular
faculty.

Add Justification This field is optional. Used to enter the faculty’s source of credentials.

Add button  moves a course into faculty’s Eligible to teach table from the Add Course
Eligibility table.

3 Distance Education — Telecom Methods
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Edit Course Eligibility
Used to make modifications to a faculty’s Eligibility to teach a course.

Edit Course Eligibility
Make any level and method changes. Click appecpdiate buttan when finidhed
Hams Frank Barsi
Datatel ID
R Early Coll
Cowrse Eligibility Lewel Telecom Methods Saart Status
WLDG 1407 Bighle g - o [ Save Changes
DL r )
oLe Fevoke
HiC -
Add Dae:
Add Reason:
Course the abbreviation of a section identifying a specific course including a
Subject Prefix (four letters — Ex. BIOL - Biology) and a Course Number (four
numbers)*

The four numbers of a course number:
15t digit — indicates academic level
0 indicates a Developmental level course
1 indicates a freshman level course
2 indicates a sophomore level course

2" digit — indicates the semester credit hour. Ex. BIOL 1406 is a four credit hour
course.

last 2 digits — identifies the specific class
Eligibility Level select one of the following values

New indicates a course was added to the faculty’s Eligible to teach table, or faculty
is new to eStaffing; the course is added to the Eligible to teach table pending
approval

Eligible meets the first level of eligibility requirements as defined by AR#: 4.06.001
Highest meets the highest eligibility level; faculty is Adjunct (HPH); as defined by
AR#: 4.06.001

Telecom Methods select one of the following values. These values are maintained on the
Administrator site. See Distance & Alternative Education.

The course must be offered as the selected method before the system can assign the faculty
to the course.

None course is not offered in any of the Telecom Methods

DIL (Distance Learning) - All Telecom Methods are classified as distance learning. This
may refer to a Telecom Method that is not already listed.

DIR (Distance Learning) - All Telecom Methods are classified as distance learning. This
may refer to a Telecom Method that is not already listed.

4 Reading a Course Description — page 16 of 2011 Student Success Guide
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DLC (Campus testing required) - Course instruction is online. Tests are taken in the
Instructional Testing Centers on campus. Distance Testing is not allowed. Students
need to be aware of the on-campus testing requirement when registering.

HYC (Hybrid) - a classroom Hybrid class. A hybrid course combines traditional face-to-
face classroom instruction with online computer-based learning. A hybrid course
meets onsite more often than an Online course (ONL) (more than 50 percent but
less than 85 percent), and less of the work is completed online.® The classroom
Hybrid is divided between 50% time spent in class and 50% time spent working
online. Distance Testing may be allowed. There are mandatory on-campus
components (e.g.; on-site orientation, lab work, meetings, testing in an Instructional
Testing Center). Students need to be aware of the on-campus requirement when
registering.

HYD (Hybrid) — a Hybrid class offered through Distance Learning. A hybrid course
combines traditional face-to-face classroom instruction with online computer-based
learning. Most course instruction is online (more than 50%). There is at least one
mandatory on-campus component (e.g.; on-site orientation, lab work, meetings,
testing in an Instructional Testing Center). Distance Testing may be allowed.
Students need to be aware of the on-campus requirement when registering.

ITV -

IVC -

ONL (Online) - Course instruction is online. Tests may be taken in the Instructional
Testing Centers on campus or proctored through the Distance Testing program.
Online courses eliminate geography as a factor. ®

PCM -

PRN -

Early Coll Start  All Faculty can teach Early College Start courses so this checkbox defaults
with a checkmark. Faculty marked Early College Start from the appointments page will have
these boxes grayed and unchangeable. Eligibility can be removed from regular faculty only.

Status

Save Changes button saves all of the faculty’s Eligibility modifications

Revoke button used to revoke the faculty’s Eligibility to teach a course

Add Date displays the date a course was revoked; only when the eligibility for a course has

been revoked. eStaffing automatically fills in this date.

Add Reason the reason a course was revoked; selected from the Revoke reason drop down
Edit Course Eligibility

el B PRI SR DI SALERRIN e wRes 1 e

e Foara fiars
Dunzisl

5 FAQs about Hybrid Courses
6 What is Distance Education?
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Save Revoke Changes - example

Edit Course Eligibility
Mk sy level and mathod chamges. Click spproprisbe butics whan finidhed
Harmse Frani Bimnak
Datatel IO

Course Eligibality Lewel Tetmcom Methods E';:’lftd' Stabus

HOTE 1405 Pt e Yl Approved
asa o
Add Reason:
e
T e [ tevoke cranges |
dwsaription: ) [ Renstate Eighity |
| Renstate Ehgraty |

Add Date the date when the Revoke button was selected; eStaffing automatically
fills in this date

Revoke reason select one of the reasons from the drop down button

Data entry error the wrong course was selected
Retired the faculty retired from teaching

Revoke description enter text describing the reason to revoke this course
Save Revoke Changes button must be selected to save the revoke details

Reinstate Eligibility button used after the a revoke was selected to reinstate the
faculty’s Eligibility to teach a course (see Reinstate Eligibility)

Revoke of Eligibility Approved - example
Edit/Add Eligibility

Welding Technology

CREDIT SPRING 2019

Facuylty lams Elawi. Frama
Diatatel 10

Appaintment Lewvel Asjunot Faautt

Elgeldd 80 W30h the Tollowing courses during Credit Spring 2018

re, Eligibility Talecom Early Call

Level Methods Suan -
WOTE 140 P ™ o | Agorowe |
18 Eligible W i Parding | Aporowve
O 141 Eligibls Ho Y iy ,_-"_"f"""_-l
Eligitia ha Yo ] lﬂ'ﬂw ]
W00 1430 Eliginie Ko Yo Peding | Agprove |

A revoked course remains on the faculty’s Eligible to teach table with a Revoked Status.
The course does not go back to the Add Course Eligibility table.

S:\program\Student Team Docs\eStaffing Enhancements\Documentation\eStaffing Dean and Dept. Chair Manual.docx
Last update: 09/21/2018



Page 96 of 130
eStaffing

Dean-Dept. Chair Manual
Edit/Add Eligibility

Welding Technology

CREDIT SPRING 2019

Faiulty Hishi BB, Fiaina
Datstel ID

Appointmand Leve] Agjunct Feoulty

Eligilde 1o lgaoh ths Pdbewing coursss during Cradit Spring 2019:

Eligebility Telecom Eaaty Coll
bl Lewvel Mathods Start g
Prgwoan
ETE 10
' I M Ms i Approved
—
WLDHD 180T Eligikis Mo L] Pending | Approve |
LG a7 Eligizie te Y Fncieq [-HM_,
WL, Eligitie Ho Yaa Panding | Approve |
WLDG tazs Eligités L] Vs Panding Approve |

If the Approve button is selected on a Revoked course, the Status changes to Revoke
Approved and the Approve button for this course disappears.

This eligibility can still be reinstated. See Reinstate Eligibility.
Reinstate Eligibility - example

Edit Course Eligibility
Make any level and method changes. Click appropriate button when finished.
Hame Frank Barak
Datatel 1D
Course Eligibility Level Telecom Methods E‘“;;ﬁ“" Status
NHDTE 2401 New Ho Yes Pending
Add Date: 072018
Add Reason:
Rewoke reason: IDa!a Entry Error -rI
Revoke = mmmes [ Save Revoke Changes ]
dascriplion: | Reinstate Eligbility |

Select the Save Revoke Changes button.
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Edit/Add Eligibility

Welding Technology
CREDNT SPRING 2019
Facutty Hame Barps Fraca
Databed 1D
Appoindment Lewel Adjund Faculty

Eligible b2 teach the isllowing coumies during Credit Spring 2015

come ST e sen S
WETE 4834 Tiga o b m
NOTEZMD1  Mew - ves appcove |
WLDS 1407 Emgible g e Panaeng ADCaove:
WADG 1417 Engitie Mo Tas Fanawg Lm]
DG 1422 Exgitie e o Pancing | Apmove
LD 1438 Eigible M Yaa Pending | Approve |

Click on NDTE 2401 which was revoked under the Course column.
Edit Course Eligibility

Mg oy lwel and mattod changes THoh sppropenipsy futon when fisisad

Hame Frass Qaoss
Dutated I
Course Eligibility Level Telecom Mathods E"'*‘I il Statuy
MOTE 1405 tor o Vs Agpesed
Add Diade: [oria b e b |
Add Beason:

Revoke reason  Dats Erdy Brer =

wRBaE & Eeardn B4 perebe She

vk wiighbiisiy beps [ Sove Revoke J
A
Click on the Reinstate Eligibility button.
Edit Course Eligibility
Klsim Sty vl @ mathed changes. Clioh approprsie Busss wihen finished
Hame Fra-a Barps
Dariaisl 0
Course [Eligibility Lewel Telwcom Msthod 'E"';".ﬁ"'"
KOTE 2401 Hew one [ i
-
il
HC -
Add Date O ER20E
Add Reaien

The original Eligibility information returns.
Make any changes, if necessary. Then, click the Save Changes button.
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Edit/Add Eligibility

Welding Technology
CREDIT SPRING 2018
Facaity Hame Barpt. Frank
ks 1D
Appaintment Level Adjund Fagulty

Eligitis i leach the lollowing courses during Credit Speing 2018

e
Rrwiin
NOTE 1608 S Mo an appemns
I NOTE g1 P P L Pangng i_‘ BDICE
WAL 1407 igazia H ¥ Pansing | Approve |
Etigrtle Mg Yo Pansieg | Approve |
Enigizis Mo e Pandiog [ Apgrove |

The faculty’s eligibility to teach this course is reinstated with a Pending status; meaning
this change now requires Dean Approval
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Proceed with Assignments table

Assignments
Faculty Name:Rao, Chandeagi D Datatsl 1D:
Max LEH:11.00 Assigned LEH:0.00:0.00 -
Max Credit3.00 Assigned Credits:0,00:0.00
Priority Level:META MSTA: Y of 1

I Assign Instructor Show Preferences Show Assignments I

Highest Start Avail
Assign Split Priority Syn Course Desc End T/M LEH/Cr Details

Preferred Sections
Preferred Campus and Times
Mon-Preferred Eligible for Courses

YES 24639 ENGR Introte 01/20/2015 Lec 2.00/ CYP CYP5 2236

1201  Engr 05/17/2015 2.00 MW 06:00PM
005 06:55PM
YES 24635 ENGR Introtc 01/20/2015 Lec 2.00/ SAC SACI 131
1201 Engr 05/17/2015 2.00 M 0B:130AM
oot 10:20AM
YES 24536 ENGR Introte 01/20/201% Lec 2.00/ HLC
1201 Engr 05/17/201% 2.00 Th TEA
002
YES 24638 ENGR Introto 01/20/2015 Lec 2.00/ RGC RGC1 327
1201 Engr 0%/17/201% 2.00 T 0B:30AM
004 10:20AM
YES 24640 ENGR Statics  01/20/2015 Lec 3.00/ RGC RGCL 32§
2301 05/17/2015 2.40 MW 09:00AM
002 10:20AM

Assignments
Faculty Name:Rao, Chandeagei D Datatel 1D:
Max LEH:11.00 Assigned LEH:0 000,00
Max Credit .00 Assigned Credits:0 000,00
Priority Lewel:WMETA MSTA: Y of 1

I Assign Instruckor Shaow Praferences Show Assignments I

Highest Start Avail
Assign Split Priority Syn Course Desc End T/M LEH/Cr Dretails

Preferred Sections
Preferred Campus and Times
Hon-Preferred Eligible for Courses

YES 24639 ENGR Introto 01/20/2015 Lec 2.00/ CYP CYPS 2236

1201  Engr 05/17/2015 2.00 MW 05:00PM
003 06:55PM
YES 24635 ENGR Introte 01/20/2015 Lec 2.00/ SAC SACL 131
1201 Engr 05/17/2015 2.00 M 08:304M
001 10:120AM
YES 245356 ENGR Introte 01/20/2015 Lee 2.00/ HLC
1201 Engr 05/17/2015 2.00 Th TEBA
002
¥ES 24638 ENGR Introto 01/20/2015 Lec 2.00/ RGCRGC1 327
1201 Engr 05/17/2015% 2.00 T OB :30AM
004 10:20AM
YES 24640 ENGR Statics 01/20/2015 Lec 3.00/ RGCRGCIL 326
2301 05/17/2013 2.40 MW 05:00AM
002 10:20AM
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Assignments

Faculty Name: Rag, Chandeagiri D
Max LEH:11.00

Max Credit3.00
Priority Lewel: META

Datatel 10

Assigned LEH:0.00:0.00
Assigned Credits: 000000

MSTA:1 of 1

| Mgt Instructon »»

Assign Instruckor

Shew Praferences

Show Assignments

| Assign

| Split |

| Assign

| Assign
Split

| Assign
Selit |

 Split |

| Azsign |

Split |

Highest
Assign Split Priority Syn

YES

YES

YES

YES

Hon-Preferred Eligible fer Courses

24539

24535

2486386

24638

24840

Instructor information
Lists an instructor’s Name and the Eligibility attributes that make this instructor a candidate for
any of the following sections. Or, click the Next Instructor button to display the next

instructor’s name and eligibility attributes.

Instructor tabs

Course

Desc

Start
End

Preferred Sections

ENGR
1201
Qo3

ENGR
1201
oo1

ENGR
1201
002

ENGR
1201
004

ENGR
2301
ooz

Intra to
Engr

Intro to
Engr

Intro to
Engr

Intro to
Engr

Statics

01/20/2015
05/17/2015

01/20/20135
05/17/2015

01/20/2015
0Sf17/2015

01/20/2015
05/17/2015

0L/20/2015
05/17/2015

/M

Preferred Campus and Times

Lac

Lec

Lec

Lec

Lab

Avail
LEH/Cr Details

2.00f CYP CYPRS 2236

2.00 MW 0&:00PM

06:55PM
2,00 f SAC SACL 1315
2.00 M OB:30AM

10:204M
2.00 f HLC
2.00 Th TBA

2.00f RGCRGC1 327

2.00 T 0B:30AM
10:20AM
3.00/ RGCRGCL 326
2.40 MW 05:00AM
10:20AM
RGC RGCL 326

= !
E gg MW 0B:25AM
‘ 08:50AM

Page 100 of 130

The user can quickly view the instructor’s Preferences and Assignments using these tabs.

Assign Instructor tab

There are three mutually exclusive lists of sections under the Assign Instructor tab from which
sections can be assigned.
Preferred Sections - These sections are unassigned and match this instructor's preferred
sections; matching this instructor's preferences.
Preferred Campus and Times - These sections are unassigned and match this instructor's
preferred campus and preferred times; matching this instructor's
preferences.
Non-Preferred Eligible for Courses - These sections are unassigned and the faculty is
eligible to teach this section, but the course does not match this
instructor's preferences.
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Unassigned Sections
Lists the sections that are unassigned which the instructor is eligible to teach.

1. The Assignments page always lists the highest priority sections that need to be assigned.
Regardless how many times eStaffing is exited and re-entered, the Assignments page always
lists the highest priority sections that need to be assigned.

2. Initially LEH is 0.00 / 0.00. This indicates 0 LEH have been assigned in the current
discipline and 0 LEH have been assigned in all disciplines.

3. To assign one or more sections, click the Assign or Split buttons to assign the sections to this
instructor. Then click on Assign Courses.

Assign

Split

A co-requisite course consists of two courses that must be taken concurrently, such as the

Lecture and Lab components belonging to one course. Sometimes the individual components of
a co-requisite course may be taught by more than one instructor.

Choosing the Split button causes each component of a co-requisite course to be taught by a
different instructor.

Assignments
Faculty Hame-Bao, Srandagn B Diatased 10
£ Rmbum Bax LEH-®1 4 Assigresd LEH-0.C
Max Credit .00 dagigned Credits-2 00 7 000
| Split Course Betwesn Insiruciors|
Start Tedsl LEHAC red
Symoeye Course Sso Description End Bem LEM/Cred 10 Campus Bldg Room Dwys  Time
L] EMNGR 001 |mte 35 Engr O200NS 2004 200 Lhsluse SAC SACT 1393 W D 30AM
) BAT TS 21200 hlge il
Imstructors Assigned to Cowrse Lecture
LEH 7 Cradit LEH Hauf
StMus  Imatrustsr Name DatatsfiD ARl peuted Croartoaded  Uadity

Click on Add <instructor name> for Lecture at the bottom of the page to split the section with
this instructor. Or, click the Return button at the upper left to return to the previous page.

Edit Faculty Course Split Allocation

Faculty Mame: Rao, Chandragin D
Diatatel 1D
Course:ENGR 1201
Section: 001
Term: CREDIT Spring 2015
Teaching Method: Lecturs

2.00 LEH = 2.00 Cradit Hours
Heours Allecated: 2.0

Save Cancel

Select the Save button to save the split with this instructor.
Or, click on the Cancel button to return to the previous page.
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Assignments

Faculty Hams: Rac. Trandage O DCrartated 1O
<€ Bntum Man LEH:11.0 Assigned LEH: ! 2
Mao: Sredit 5 00 Assigned Credits:? 50/ 150

ISpIH Courie Belween |I||'Iru=lurll
Seart Total LEH/Crad

Eyreanym Courss Sez Description Emd Rers LEHCraed  |W Carspus Bldg Room Dayan  Tiss
Jenin ENGR 0N e Eagt DLIDI0NE Z00/ 200 Lestew SAC SACE 133 M 25 Au
2 O I TI2015 0.0 7 0.00 DOrI0AM

lnstructars Assigaed 1e Course Lesture

LEH § Cradit LEM Houwrs
LT Intrustor Name DatatadiD Mleested Orbrloaded  Liadily

Fesding Fao Chasdagri D 100 7 1.00

In this example, the Save button was selected. Now, the instructor information now appears
below the Instructors Assigned to Course Lecture table.
Modify

Edit — used to modify

Delete — used to delete this instructor from this assigned course.

Show Preferences tab

The Show Preferences tab displays a quick view of this instructor's preferences across all
disciplines.

Initially, this tab is blank.

Show Assignments tab

The Show Assignments tab displays a quick view of this instructor's assignments across all
disciplines. Initially, this tab is blank.

Note that the first column is Approval with an initial Pending value. Approval indicates
whether the faculty member has accepted or declined the assignment, or has not yet done either.
New assignments are automatically assigned a Pending value until the faculty member makes a
decision.

B b "

= Assignments

Trw e Fagubty Naems: Spongan, Shpse W Cratated 10

e Max LEH: 11 30 Avsigred LEH:2 204 20

f— i Cradie & 00 Avabgnad Craditic ] 004 00 Melkad |SidrSiadr B
- Prigrity Lewel A5unst Adpunct FPH - Janior:t gf 1

L]
mangrmeT Anskgn Imstruckor Show Prafarances | Ehow Anskgnimants !

Wp-Apee Current Faculty Assignments

Pty vl Approval Symomnym  Course Dates LEH/Cred T/M Campus Bldg Room Days Time

Yoy Pt Panding 13034 ASTR 1303 OL/20/2013 200/ Let RGC RGCI 331 TTh 06:00PM

L. oo os/17/20158 2.00 Q7 :20PM

LI Panding 146348 EMNGR 1201 012072013 2,00/ Lec HLE Th TRA
- oE/i7/204 .00

it o2 31 =} - 2.0

Faom e
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Assignments

Engineering

CREDIT SPRING 2015

@ You are working within thl:— of random draw assignments.

| Proceed with Assignments |

Assignment Process Status for Engineering

Prigrity Level Phaze Phase Status  Phase Progress
M5TA - Senior First Complats Oof D
M5TA First Complete 1of 1
1A - Senior First Complete Oof @
1A First Complete Oof 0
Adjunct HPH - Senior First Complats 1of 1
Adjunct HPH First Complete 0of O
Adjunct Second ITD Be Dnral I 0 of 3|
Yo
You

Assignments cannot proceed if Appointments have not been approved.
The number of approved Appointments is shown for each group under Phase Progress.

If there isn’t at least one approved Appointment, this discipline will not be allowed to proceed
to the Assignments step.

All Appointments must be approved.
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Assignments
Faculty Mame: Dupnick, Edwin Diatatel 10:
Max LEH:11.00 Assigned LEH: 2.0200/0.00
Max Credit: 2.00 Assigned Credits: 0.0000.00 Mesxt Instructor >=
Priority Level: Adjunct Adjunct: 1 of 2
|| Assign Instructor ” Show Preferences || Show Assignments |
Highest Start Avail
Assign Split Priority Syn Course Desc End T/M LEH/Cr Deatails
Preferred Sections
Preferred Campus and Times
Mon-Preferred Eligikle for Courses
MO 24638 ENGR Introto  01/20/2015 Lec 2.00,/ RGC RGC1 327
split 1201 Engr 05/17/2015 2.00 T 08:3048M
004 10:204AM
MO 24540 ENGR  Statics 01/20/2015 Lec 3.00/ RGC RGCL 326
Split 2301 05/17/2015 2.40 MW 05:004M
ooz 10:204M
0.00 / RGC RGC1 326
Lab 0.00 MW 08:2548M
: 08:50AM
MO 24642 ENGR Dynamics 01/20/2015 Lec 2.00/ RGCRGCL 331
Split 2302 05/17/2015 2.40 TTh 06:00PM
oo1 O7:20PM
RGC RGC1 327
Lec gzg; TTh 06:35PM
; O7:55PM
RGC RGC1 327
Lab ggg; TTh 06:00PM
; 06:25PM
RGC RGC1 331
Lab ggg; TTh 05:25PM
; 03:50PM
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Assignments

Engineering

CREDIT SPRING 2015

@n ou are working within the|Second phase{of random draw assignments.

| Proceed with Assignments |

Assignment Process Status for Engineering

Fricrity Level Fhace Phase Status || Phase Progress
M5TA - Senior First Complate Dafd
M5TA First Complete 1of 1
1A - Senior First Complete Dofd
14 First Complate Dofd
Adjunct HPH - Senior First Complete 1of 1
Adjunct HPH First Complate Dofd
Adjunct Serond Complate lofd

Second phase completed but faculty view doesn’t show the additional faculty
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Draw Order Report table

Click on the Draw Order Report function under the Executive Menu.
This table provides a summary of faculty assignments for a term within a discipline.

Faculty Draw Information:
Select Discipline and Term
Select a Term -
Assignment Information
G Dran Sedion
Group roup raw Name Discipline |Phase Preferences Assigned Type (Campus
Order Order
Entered
Adjunct HRH ¢ g STl astronomy | 1 ¥ ASTR-1204003 Lecture HLC
- Senior Marvin
RELTEGRFL g g EEIE Astronomy | 1 ¥ ASTR-1304-002 Lecture HLC
- Senior Marvin
Adjunct HEH )
 Senior 5 2 Mitra, Shyamal || Astronomy 1 o -
Adjunct HPH Blankenship, _
- Senior 5 3 Zachary Astronomy 1 h
w;::i:PH 5 4 Endl, Michael Astronomy 1 b ASTR-1403-002 Lecture RRC
ﬂdj:‘::i:PH 5 4 Endl. Michael Astronomy 1 hd ASTR-1403-002 Lab RRC
Adjunct HPH
- Senior 5 5 Fulten, John Astronomy 1 M -
Adjunct 7 1 Keatina, Astronomy | 2 ¥ =
! Christopher &
Adjunct T 2 Endl, Barbara | Astrocnomy | 2 h -
Adjunct T 3 Marion, George | Astrocnomy | 2 h ASTR-1303-001 Lecture CYP
Adjunct i 3 Maricn, George | Astronomy | 2 hd ASTR-1303-003 Lecture NRG
Adjunct T 4 Ries, Judit Astronomy | 2 N -
Total records: 12
Group the Priority Level and Senior Flag from Appointments — faculty details page

Group Order The Group Order and Draw Order are used together to determine the order in
which faculty are assigned course sections for the upcoming term.
The Group Order is the number assigned to a faculty that corresponds with the Priority
Order for Staffing.
Then, the faculty within each Group Order are randomly selected and assigned the next
consecutive sequence number beginning with number 1. A Draw Order number is the
term used for this consecutive sequence number assignment. So, the Draw Order is a
consecutive sequence number beginning with 1 assigned to a randomly sorted set of
faculty members within a given Group Order.
Together, the Group Order and Draw Order are used to assign courses within a term
in a fair and equal manner across all faculty.

Priority in course assignments
e Begins with the lowest Group Order (1) and ends with the highest Group Order (7).

e Within each Group Order, the priority in course assignments begins with the lowest
Draw Order (1) and ends with the highest Draw Order.

Draw Order  See Group Order (above)
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Name The faculty name

Discipline The name of the discipline selected in the Draw Order Report.

Phase the Phase in the eStaffing Calendar the faculty enters the eStaffing cycle; either

1 (Phase 1) or 2 (Phase 2)
Selection Preferences Entered Y/N - faculty entered Preferences for the term Y (Yes) or
(N) No
Assigned Specific sections (combination of course prefix — course number - section number)
assigned to each faculty. (See Understanding the Public Course Schedule)
A hyphen (-) means no classes were assigned in this term to this faculty.

Type the Section Type of assigned to this section (Lecture, Lab, etc.)
Campus the campus_location assigned to this section
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Rolling Appointments

Changes or updates to all eStaffing data must occur after a completed Rolling Appointments
procedure for the term. Otherwise, changes to eStaffing data are NOT saved or maintained.

The Rolling Appointments procedure for the term is not complete until you receive the eStaffing
email notification informing you of the start of the eStaffing cycle. See eStaffing Letters Mailed
in the eStaffing Calendar.

Rolling Appointments is a process performed exclusively by the IT Department that occurs only
once at the beginning of each eStaffing term. Appointments from each discipline in the previous
eStaffing term are copied, or “rolled”, into the upcoming eStaffing term.

This process also rolls the faculty’s current Priority Level (Adjunct, MSTA, IA/CA) into each
discipline in the upcoming term. Each department rolled into the eStaffing term is reviewed and
approved individually.

The Appointments page below is an example of what might be seen after the Rolling
Appointments process has completed.

Appointments

Engineering

CREDIT SPRING 2019

Semester appointments not yet aeated for Credit Spring 2019, Select the faculty below to aeate the Credit Spring 2019
appointments.

Select All/
Deselect All Ho Preferences Last Semester Taught

e Past Three Semesters In Discipline

Active Appointments

Albers, John E 2128000
Eshkslak, Mohammad O T 2180000
Shaw, Shana O 2128000

Trujille, David N | 2185000

Rao, Chandragiri D | - 2135000

Springen. Clyde H O 2175000

| Create Appointments for Selected Faculty |

This Appointments list includes:
e All faculty offered assignments in the previous eStaffing term
o All faculty with past assignments in Datatel, but did not participate in the past eStaffing cycle
e All faculty marked as an Inactive Appointment

The Dean/Department Chair should verify this list of adjuncts and click on the Select All /
Deselect All checkbox for each faculty that should be included in the upcoming term.

Or, click the Select All / Deselect All checkbox in the column header to select all Active Appointments.

Then click the Create Appointments for Selected Faculty button after all faculty are chosen.
This process creates all eStaffing appointments for the next term.

Faculty not on the Appointments list can be placed back on the Appointments list after the
Appointments - details page is available including faculty who were listed under the Remove
from Appointment List from the previous eStaffing term.
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All faculty who had a checkmark in the Remove from Appointment List checkbox (see
Appointments — faculty details page) from the previous eStaffing term under the Exclude
Appointments from Next Roll table are not included in the current Appointments list.

These faculty can also be placed back on the Appointments list after the Appointments - details
page is available. See Adding faculty removed from the previous term

Immediately after the eStaffing email notification is sent, the Dean or Department Chair can
decide which faculty members listed on the Appointments page should be considered for
teaching assignments in the current eStaffing term.

Appointments

Land Surveying Technology & Geomatics

CREDIT FALL 2018

Semester sppointments not yet created for Credit Fall 2018. Select the faculty below to create the Credit Fall 2018 appointments.

Select All /
Deselect All Ne Preferences Last Semester Taught

R Past Three Semesters In Discipline

Active Appointments

Femandez, Manuel E [ el 2185000

Long, Adem W 2 - 2185000

<

Rittes, Michael T 2188000

Barnard, John D 2140000

Escobar, Miguel A 2145000

Il Create Appointments for Selected Faculty |I

The Dean may decide

e To click the checkbox immediately under the Select All/Deselect All column. Doing so
automatically selects every faculty member, but only under Active Appointments.

e To click individual checkboxes for every faculty member to be included in the upcoming
term. Faculty under Active Appointments and under Inactive Appointments can be
selected.

e To click the checkbox immediately under the Select All/Deselect All column to select only
those faculty under Active Appointments. Then click individual checkboxes under Inactive
Appointments.

After all faculty members are selected, the Dean clicks the Create Appointments for Selected
Faculty button at the bottom of the Appointments page.

Then the format of the Appointments page changes into the Appointments - details page format
for the reminder of the term.
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Appointments
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After the Create Appointment button is selected, the appearance of the Appointments page

changes.

For a detailed explanation of this page, go to Appointments — details page.

The snapshot below shows how the Appointments page appears the first time the
Appointments function is selected after the Rolling Appointments procedure is completed.

Appointments
Land Surveying Technology & Geomatics
CREDIT FALL 2018
I Semester appointments not yet oreated for Credit Fall 2018. Select the faculty below to oreate the Credit Fall 2018 appointments.
Select All /
ame  DeselectAl Nof Last Taught
Eaculty N l:‘ Past Three Semesters In Discipline
Femandez, Manuel E || | = 2185000
Long, Adam W 0 [E=] 2125000
Ritter, Michael T ] 3 2185000
Inactive Appointments
Bamard, John D ] 2140000
Escobar, Miguel A E 2145000
I [ Create Appointments for Selected Faculty ]

The following statement appears at the top of the page.

Semester appointments not yet created for Credit <term> <year>. Select the faculty below to
create the Credit <term> <year>.appointments.

Appointments may appear under the Active Appointments table and the Inactive
Appointments table. The appointments that were listed under the Exclude Appointments from
Next Roll table from the previous term are removed and will not appear at all on the

Appointments page for this term.

Faculty members are listed under Active Appointments or Inactive Appointments according to

the placement of the faculty at the end of the previous term.
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Appointments page after Rolling Appointments

Appointments

| Land Surveying Technology & Geomatics

CREDIT FALL 2018

Semester appointments not yet oeated for Credit Fall 2018, Select the faculty below to oreate the Credit Fall 2018 appointments.

Select All /
Deselect All Mo Preferences Last Semester Taught

i—'i Past Three Semesters In Discipline

Active Appointments

el 2185000

Faculty Name

Fernandez, Manuel E

Long, Adam W 2185000

) )

Ritter, Michael T 2185000

Barmard, John D ] 2140000

Escobar, Miguel A | 2145000

| l Create Appointments for Selected Faculty ]I

The Appointments page includes:
e the name of the discipline (example: Land Surveying Technology & Geomatics)
e the current Term, as it pertains to eStaffing
o0 CREDIT —meaning a college credit discipline (rather than Continuing Education)
o0 the term (Spring, Summer, Fall)
0 and the fiscal year
A description of the columns on this Appointments page can be found at List of Faculty
Appointments after performing Rolling Appointments.

Active Appointments

Active Appointments include
o all faculty offered assignments in the previous eStaffing term and whose assignments
appeared in both the eStaffing application as well as Datatel
o all faculty offered assignments in the previous eStaffing term but whose assignments
appeared only in Datatel and not in the eStaffing application

Inactive Appointments

Inactive Appointments include all faculty who have a checkmark in the Inactive Appointment
checkbox on the Appointments — faculty details page.

Even though these faculty continue to remain on the faculty roll, they do not participate in the
eStaffing cycle as long as they remain as an Inactive Appointment. As a consequence, these

faculty members also do not participate in the eStaffing Preferences or Assignments processes
for the current eStaffing term.
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Create Appointments for Selected Faculty button

Appointments

Land Surveying Technology & Geomatics

CREDIT FALL 2018

Semester appointments not yet created for Cradit Fall 2018, Select the faculty below to reste the Credit Fall 2018 sppointments,

Select All /
DeselectAll Mo Preferences  Last Semester Taught

Faculty N
EECUB N ae Past Three Semesters In Discipline

Active Appointments
Femandez. Manuel E d = 2185000
Long, Adam W - 2185000

Ritter, Michael T < 2185000

Bamard, John D 2140000

Escobar, Miguel A 2145000

I\ Create Appointments for Selected Faculty \I

When a Dean or Department Chair selects the Create Appointments for Selected Faculty
button, all faculty members with a checkmark under the Select All/Deselect All column
become Active Appointments for the current term.

Active Appointments

All faculty members currently listed under Active Appointments with no checkmark in
the Select All/Deselect All column will be marked as an Inactive Appointment and will
be moved under Inactive Appointments at the time the Create Appointments for
Selected Faculty button is selected.

All Active Appointments must have a checkmark in the Select All/Deselect All column
to remain under Active Appointments after the Create Appointments for Selected
Faculty button is selected.

Inactive Appointments

All faculty members currently listed under Inactive Appointments with a checkmark in
the Select All/Deselect All column will be marked as an Active Appointment and will be
moved under the Active Appointments table at the time the Create Appointments for
Selected Faculty button is selected.

All Inactive Appointments with no checkmark in the Select All/Deselect All column
remain under Inactive Appointments after the Create Appointments for Selected
Faculty button is selected.
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MSTA Application Processing

Adjunct Faculty may apply for Multiple Semester Term Appointment (MSTA) positions
through the eStaffing system.

However, MSTA applications must be submitted within the time period specified on the MSTA
20xx-20xx Notification (PDF) under the eStaffing Calendar.

Deans and Dept. Chairs may choose to approve or decline any submitted MSTA applications.

Any questions faculty have about MSTA positions, eligibility requirements, or selection criteria
should be discussed with the faculty’s Department Chair.

It is recommended that faculty first becomes familiar with the Administrative Rule AR#
4.06.002 Subject: Staffing of Adjunct Faculty.

Faculty may see the following message.
MSTA Application:

@ MSTA applications cannot be entered at this time.

| MSTA Administrative Rules: AR# 407002

There possible reasons for seeing the message above are:

e The timeline for entering MSTA applications is NOT open.
See the eStaffing MSTA Calendar to review the scheduled time slot to process MSTA
applications.

e Your department is NOT participating in eStaffing. See eStaffing Exempted Departments.

Faculty may see a page similar to the page below, but only if the faculty member previously
entered a MSTA Application.

MSTA Application

| appiied for a BISTA posiion within Governmeend for the Fall, Sprisg berms during the Fall 2015 - Summaer 2018 academic year
| enbeqed e Rallowing commsend B brely Gesorbe my Dacground End enphiences Rere a ALC

Please consider ma for this position. | kove been teaching for over 12 years and my studeal evaluations are excelent Thank you
for your consideration of my application.

O 2014-12-00 153811000,

All eStaffing questions should be directed to the Dean of your department or your Dept. Chair.
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eStaffing Buttons

Calendar

Hovering the mouse over Calendar displays a drop down of selections.
eStaffing

Calendar Documentation Exemptions
Current Staffing Calendar
MSTA 2018-2019 Process

Departments NOT accepting MSTA applications

Departments accepting MSTA applications

MSTA 2018-2019 Notification (PDF)

What's my ACCelD?
ACC Helpdesk

The Calendar drop down includes:
e Current Staffing Calendar
e MSTA 201x-201x Process
o Departments NOT accepting MSTA Applications
o Departments accepting MSTA Applications
0 MSTA 201x-201x Notification (PDF)

Current Staffing Calendar
Clicking on the Current Staffing Calendar displays the eStaffing calendar for the current term.
The calendar below is an example of an eStaffing calendar.

eStaffing Calendar
ESTAFFING CALENDAR PROCESS FOR CREDIT SPRING 2019
Start Date End Date Task
Aug 02, 2018 Aug 02, 2018 = eStaffing Credit Spring 2019 Letters Mailed
Aug 02,2018 Aug 02, 2018 + eStaffing Credit Spring 2019 Posters on Campus Today
Phase 1 I Where MSTA, IA, HPH have priority.
» e3taffing Preferences Entered by Adjunct Faculty with MSTA or |4 or
Sep 10,2018 Sep 12,2018 Highest Priority to Hire
Sep 13, 2018 Sep 17, 2018 - eS.tai.ﬁngAs.mgnments to Adjunct Faculty with MSTA or 1A or Highest
Priarity to Hire
» e3taffing Assignments Accepted/Declined by Adjunct Faculty with
Sep 20,2018 Sep 25,2018 MSTA or 14 or Highest Priority to Hire and Text Orders Placed
Phase 2 I Time for other Adjunct Faculty
Sep 25,2012 Sep 27, 2018 * eStaffing Preferences Entered by Adjunct Faculty without MSTA o 1A or
Highest Priority to Hire
Sep 28, 2018 Oct 02, 2018 = eStaffing Assignments for Adjunct Faculty without MSTA or 1A or
Highest Priority to Hire
+ eStaffing Assignments Accepted/Declined by Adjunct Faculty without
Oct03, 2018 Oct 05, 2018 WSTA or IA or Highest Priority to Hire and Text Orders Placed

The Start Dates and End Dates for both Phase 1 and Phase 2 appear here.
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MSTA 201x-201x Process

Suspending your mouse over Calendar in the eStaffing window displays a drop down of selections.

eStaffing

‘Current Staffing Calendar
ElExecutive Manu

My Info | MSTA 2018-2019 Process

Time Lin=

Fes— Departments NOT accepting MSTA applications
poinbme:

Eligibitty Departmenits accepting MSTA applications
Reserve

MSTA 201282019 Notification (PDF)

Clicking on MSTA 201x-201x Process under Calendar

eStaffing MSTA Calendar

ESTAFFING MSTA CALENDAR APPLICATION PROCESS FOR FALL 2019 - SUMMER 2020 APPOINTMENT

Start Date End Date Task
Feb 02, 2019 Feb 02, 2019 Anncuncement of MSTA Process to Adjunct Faculty
Feb 12, 2019 Feb 23, 2019 Timeline to submit M5TA application in ACCeStaffing
Mar 02, 2015 Mar 02, 2019 MSTA selection by Department Chair
Mar 12, 2019 Mar 12, 2019 MSTA approvals by Deans
Mar 20, 2019 Mar 20, 2019 M5 TAs notified of award via email

@ For information about department criteria, contact the Department Chair.

Displays the eStaffing MSTA Calendar. The eStaffing MSTA Calendar is updated every
fiscal year.
The eStaffing MSTA Calendar displays the Start and End dates when

e MSTA Applications can be submitted (once every fiscal year)

e MSTA selections and approvals are made

e MSTA approvals are notified by email

Faculty should contact their Dept. Chair for questions on the MSTA application process.

S:\program\Student Team Docs\eStaffing Enhancements\Documentation\eStaffing Dean and Dept. Chair Manual.docx
Last update: 09/21/2018



Page 116 of 130

eStaffing
Dean-Dept. Chair Manual

Departments NOT accepting MSTA applications

Clicking on Departments NOT accepting MSTA Applications under Calendar displays all
departments that are not accepting MSTA applications for the current term.

This list may be different every term.

Departments Not Accepting MSTA Appointments:

THE DEPARTMENTS LISTED BELOW WILL NOT ACCEPT NEW MSTA APPLICATIONS FOR THE FALL 2019 -
SUMMER 2020 ACADEMIC YEAR (THESE DEPARTMENTS HAVE DEPLETED THE NUMBER OF MSTAS THEY
ARE ALLOWED):

Professicnal Photography
Visual Communication
Art

Creative Wiiting

Cance

Dramsa

Radio, Television & Film

Crestive Design Technologies
Amountinﬁ
Any MSTA applications submitted for these departments will NOT be considered for the current term.

Departments accepting MSTA applications

Clicking on Departments accepting MSTA Applications under Calendar displays all
departments that ARE accepting MSTA applications for the current term.

This list may be different for every term.

Departments Accepting MSTA Appointments:

THE DEPARTMENTS LISTED BELOW WILL ACCEPT NEW MSTA APPLICATIONS FOR THE FALL 2019 -
SUMMER 2020 ACADEMIC YEAR :

Government

Education Instruction

Sociclogy

English For Speskers of Other Languages

Culinary Arts

@ For information about department criteria, contact the Department Chair.

MSTA applications submitted for these departments MAY be considered for the current term.
MSTA applications for these departments must be approved by the Dean of the department.
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MSTA 201-201x Notification (PDF)

Clicking on MSTA 201x-201x Notification (PDF) under Calendar displays a memo with
information regarding MSTA appointments for the current term.

1y - p P
( Austin Community College District

Memorandum

DATE: Friday, February 2, 2018
RE: MESTA APPOINTMENTS
Term Appoil (MSTA)

Veu are invited 1o apgly for 3 Multipls Semester Term Appointment (MSTA). The appointment process is
described in Admimistrative Rule 4.09.002 {Staffing of Adjunct Faculty) based en Board Policy D-6, (Employment
of Adyuct Faculty). The calendar associated with the MSTA process can be found on the ACCeStaffng logi page
an https:/eapps austince edw eStaffing

Current Adjunct Faculty who have beld MSTA status for three comsecutive vears do not need to re-apply.

Adjumet Faculty who have held MSTA for three consecutive years may withdsaw from consideration of senewal by
providing written notification 1o the Chair

Some departments have po MSTA vacancies and will not be accepting applications. A list of the departments that
will not be accepting new MSTA applications for the 2018-2019 vear wall be svailable on the ACCeStaffing
websize

The application process will be conducted in the ACCeStaffing system. Interested Adjunct Faculty members,
including those with MSTA status for bess than thres comsecutive yeass, must apply through the ACCeStaffing
system. MSTA wall be 1o the Chaur for

To be eligible for a MSTA in 3 given department, an Adjunct Faculty member must be on the eligibility list in that
depanment. META selecuon shall be based upon mnformatien pathered theough the evaluanen process and
additional criteria determined by the Department. Department Chiairs may supplement the selection process through
direct iterviews or other approaches generally used for selection of full-time faculty. For aditional information
about the MSTA selection process in your please contact vour Chair or Dean.

Application Process and Deadline

+  Check to ennre that your department is accepting MSTA applications

& Toapply for 3 MSTA, log in to the ACCeStaffing rywem 3t hitps: eapps austine: edu eStaffing during the
peniod of Monday, Febrary 12 through Friday, Febnzary 23, 2018,

«  Expand the Faculty Menu by clicking the plus sign (<)

= Click the "MSTA Application” on the Faculty Menu.

+  All Adnnct Faculty members who have not beld MSTA mﬂw three consecutive vears will be prompted
to subsrat am apphi for the Follow the on-screen

+  Submut your MSTA application by Friday, February 23, 1018

For technical assistance with the MSTA process, pl tact ACC Tech Support at 223-8324.

Ce: Deans
Deepartment Chasrs

This is only an example. Do not attempt to read this snapshot of a memo. The information on this
memo is different every term. It is important to be familiar with the information on this memo.
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Documentation
Hovering your mouse over Documentation displays a drop down of selections.

eStaffing Documentation Exemptions

General
Fall 2018 Notification (PDF)
User Manual for Adjuncts (PDF)
User Manual for Deans and Department Chairs (PDF)

MSTA for Department Chairs and Deans (PDF)

‘What's my ACCelD?
ACC Helpdesk

The Documentation drop down includes:

<term> 201x Notification (PDF)

User Manual for Adjuncts (PDF)

User Manual for Deans and Department Chairs (PDF)
MSTA for Department Chairs and Deans (PDF)

General
There is no information to see here.

<term> 201x Notification (PDF)

Clicking on <term> 201x Notification (PDF) displays a memo with general information
regarding the eStaffing cycle for the current term.

This is only an example. Do not attempt to read this snapshot of a memo. The information on this
memo is different every term. It is important to be familiar with the information on this memo.
User Manual for Adjuncts (PDF)

Clicking on User Manual for Adjuncts (PDF) opens the eStaffing Adjunct User Manual.

Note: The most recent version of this manual may, may not, be available at this time.

User Manual for Deans and Department Chairs (PDF)

Clicking on User Manual for Deans and Department Chairs (PDF) opens the eStaffing User
Manual for Deans and Department Chairs.

Note: The most recent version of this manual may, may not, be available at this time.
MSTA for Department Chairs and Deans (PDF)

Clicking on MSTA for Department Chairs and Deans (PDF) opens the eStaffing User Manual
for Deans and Department Chairs dealing specifically with processing MSTA applications.
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Exemptions

A department with an eStaffing Exemption is exempt ONLY from performing the Assignments
portion within the eStaffing application.
Exempt eStaffing departments must perform both the Appointments as well as the Eligibility
portions within the eStaffing application.
It is essential that the college maintains all related records regarding course assignments. The
college needs to be aware

e which faculty were selected within each term

e which sections faculty was assigned to teach within each term

e what eligibility is assigned to each faculty member within each term
After Appointments and Eligibility have been approved, exempt departments make their course
assignments for the term manually within Colleague.
Faculty Appointments, Eligibility, and Assignments for non-exempt departments are
maintained within the eStaffing application which, in turn, updates the related data within
Colleague.
The appointments and eligibility information is maintained for exempt departments historically
throughout time. The assignments information is also maintained for non-exempt departments.
To see which departments are exempt from making assignments in eStaffing, hover your mouse
over Exemptions. A drop down of selections appears.

eStaffin a Documentation Exemptions

2013 - 2014 Departments Exempted from ACCeStaffing
Welcome to eStaffing

Procedure for Requesting Exemption

ACCelD: ACC eStaffing Exemption Request Form

Password:

Login
‘What's my ACCelD? 09
ACC Helpdesk

The Exemptions drop down includes:
e 201x-201x Departments Exempted from ACCeStaffing
e Procedure for Requesting Exemptions
e ACC eStaffing Exemption Request Form

201x-201x Departments Exempted from ACCeStaffing

Clicking on 201x-201x Departments Exempted from ACCeStaffing displays an approved list
of departments exempt from participating in eStaffing.

Exemptions must be approved before the department appears on this list.
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eStaffing Exempted Departments

List of cufrond eotmphid ASCplngs not availabie at this ime

Building Constscion Technolagy Exemption approved

Dental Hygiene Exemption approved

Daagnotic Madical Imaging - Radiology ExempRon approved

Fire Probection Technology

Jewelry Exernpbon approved

Medical Lab Technology Exemption approved

Music Exemption approved

Muskc Business, Padormance & Technclogy ExempRon approved

xeFnEBan Approd

Ofice Administration Exernglion approved

Pharmacy Techaician Exgmption approved

Physical Therapist Assistant Exemption approved

Professional Hursing Exemption approved

Soncgrapy ExempRon approved

Surgical Technology

xeFnEBan Approd

Vocational Hurging Exernplion approved

Welding Technology Exgmption approved

This is only an example. This list is NOT current. The list is different every term.
It is important to review this list every term.

Procedure for Requesting Exemption

Clicking on the Procedure for Requesting Exemptions displays a detailed set of steps and
approvals required for a department to obtain an exemption from participating in eStaffing.

This request must be approved every term. See ACC eStaffing Exemption Request Form.

The bottom of this page refers to the Administrative Rule AR 4.06.002 which mandates an
approval of the exemption.

ACC eStaffing Exemption Request Form

Clicking on the ACC eStaffing Exemption Request Form opens an Information Technology
page listing a number of IT forms. The eStaffing Exemption Request.pdf is only one of the
many forms listed.

The eStaffing Exemption Request.pdf appears a few entries down the list.
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q
ZCAUSTIN
COMMUNITY
COLLEGE Information Technology
ACC eStaffing Exemption Request

Depantment

Department Chair name ACC phone:

ACC email

Number of adjunct seclions staffed each long semester.

Number of adjunct faculty on eligibility st

Requesting exemption from  [JPreferences  [JAssignment Process [ Acceptance Process

Reason for exemption

Note: Please atiach any additional information.
Department Chair Signature: Date

DOlApproved  CINot Approved  Reason not approved:

Dean signature: Date
For ACC eStaffing Committee Use Only
O Approved J Disapproved
Reason/Comments
Chair Signature Date

Final Approval
QAgproved O NotApproved  Reason not approved
AVP Signature Date

OApproved T NotApproved  Reason not approved

EVP Signature Date

WTE 003 0707

This is only an example of the form. This form may have changed so it is important to download
a current version of the form from the eStaffing site.

The ACC eStaffing Exemption Request Form needs to be completed and submitted for approval.

S:\program\Student Team Docs\eStaffing Enhancements\Documentation\eStaffing Dean and Dept. Chair Manual.docx
Last update: 09/21/2018



Page 122 of 130
eStaffing
Dean-Dept. Chair Manual

Support
Hovering your mouse over Support displays a drop down of selections.

eStafﬁng Calendar Documentation Exemptions Support

Help Desk
Login

Welcome to eStaffing S R

ACCelD: ,7 Latest Complance Report

Password: |

What's my ACCelD?

ACC Helpdesk

The Support drop down includes:

e Help Desk
e Organizational Reference

e Latest Compliance Report

Help Desk

Clicking on Help Desk takes the user out of the eStaffing application and into the ACC
Technical Support Services website which provides the user with many technical resources.

The user can click on the browser Back button €< to get back to eStaffing.

Organizational Reference

Clicking on Organizational Reference takes the user out of the eStaffing application and into a
website where the user can view ACC’s hierarchy of staff by clicking on the Organizational
Charts button.

Latest Compliance Report

As stated in the Background Overview, the purpose of the eStaffing application is to make the
assignments for course sections fair and unbiased across all faculty. While it may be impossible
for all departments to participate in eStaffing, it is important to remember:

Departments who do not participate in eStaffing (exempt) are responsible for proving fair
and unbiased course assignments across all faculty.

That is why it is important for exempt departments to keep accurate records regarding faculty
course assignments as well as the rationale used to make the assignments. Accurate records are
critical for exempt departments to insure all course sections have faculty assignments and to
prove fairness with all course assignments.

The Latest Compliance Report is analyzed at the end of every eStaffing term to determine how
departments used the eStaffing application and how departments comply overall with our
Administrative Rules. Click on Latest Compliance Report under the Support drop down at the
top of the eStaffing window.

The report displays detailed statistics regarding all departments that participated in eStaffing
during the last eStaffing term.
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May 21, 2018 ACCeStaffing Comphiance Report Fall 2018
IDetm Area /Di?c:;ob)lel Exempt | #of #of Assignments | Pass/ #of | #of Assignments | Pass/
¥Y/N? | Adjunct | Sections Completed Fail Adjunct | Sections Completed Fail
Faculty | (assigredin Faculty | (zmmedm
eStaffing) eStaffinz)
| PHASE I (MSTA/IA/HPH) PHASE II
Arts & Digital Media

While it may be impossible for all departments to participate with eStaffing, it is important that as
many departments follow eStaffing to insure:

all course sections have an assigned faculty member

all course sections were assigned fairly and without bias

all course section reassignments can be made quickly and easily

all course sections with split assignments have an assigned faculty member

section assignments are made to a faculty member with eligible credentials

ease in assigning course sections fairly and without bias

historical record keeping of eStaffing assignments

Each of the above bulleted items become the responsibility of every department awarded an
eStaffing exempt status in the event that an exempt department needs to prove these items.
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Logout

eStaffing Documentation Exemptions ? Logout

Clicking on Logout takes the user out of the eStaffing application and back to the eStaffing
Login screen. Clicking on Logout provides security by preventing unauthorized use of the
eStaffing system while the user is away from their computer.

It is important to always log out of eStaffing before leaving the computer.

When a user logs into the ACC eStaffing system, the system remains open and available for
modification until the user is logged off. All changes to the system are associated with the user id
that made them.

If a user is away from the computer while logged into the system, anyone could work at that
computer using that user’s access level and that user’s identification. Anyone could potentially
make changes to the eStaffing system using that user’s authorization.

To logout of the system, click on the Logout button.
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Glossary
Refer to the respective Administrative Rule in the applicable footnote for more information.

Active Appointments These are faculty members that are
participating in the eStaffing cycle during the current eStaffing term. These are faculty
members include all faculty offered assignments in the previous eStaffing term and all
faculty that had assignments in Colleague but did not go through eStaffing.

Adjunct faculty non-staffing table employees of the College who hold an academic rank or
title and are paid using the adjunct faculty pay scale’. Faculty appointed on a course-
by-course basis for a term not to exceed one semester per contract period, except where
the adjunct faculty member has a MSTA (Multiple Semester Term Appointment),
which guarantees courses during the academic year term (subject to sufficient
enrollments).®

Assignments (Teaching Assignments or Teaching Load) - sections that a faculty member is
assigned to teach within a specified period of time, usually a semester.

Case-sensitive your ACCelD and password are both case sensitive which means each letter in
your ACCelD and password must be typed the way it was originally entered; either as a
capital (upper-case) letter or a common (lower-case) letter. Otherwise, the ACCelD and
password combination entered will not login successfully.

College Associate (CA) a college professional/technical position that is associated with a
support area of the college and that is held by a member of the Adjunct Faculty.®

Combined Courses Multiple sections of a course that are treated as a single section for payroll
purposes. Distance Learning courses that are scheduled for more than one session
during a semester (i.e. 16, 12, and 8 weeks) are often combined. Combined sections
receive a numeric combination code.

Contact hour  aunit of measure that represents an hour of scheduled instruction given to
students, of which 50 minutes must be instruction.

Course load number of sections assigned to a faculty member in a specified period of time,
usually a semester

Course load reduction - areduction in the number of sections assigned to a faculty member;
releases faculty members from all or part of their full-time teaching duties

Distance education a formal educational process in which the majority of the instruction
occurs when student and instructor are not in the same physical setting; Distance
education classes must be offered through Distance Learning. Distance education is
defined as a formal educational process in which the majority of the instruction occurs
when student and instructor are not in the same place and is defined by SACS.
Instruction may be synchronous or asynchronous. Faculty may teach no more than 60%
of their regular teaching load in distance education courses. This requirement may be
waived by the Department Chair for good cause.

7 Administrative Rules — Full-Time Faculty Workload — AR#: 4.03.004
8 page 6 of eStaffingDept.ChairManual
9 Administrative Rules — Staffing of Adjunct Faculty — AR#: 4.06.002
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Dual Credit Annual Appointment an appointment held by selected Adjunct Faculty who
completed the Dual Credit Orientation Program and teach only to dual credit courses at
High Schools.

Eligibility in reference to eStaffing, a determination of whether, or not, a faculty member is
qualified to teach within a subject matter based on the faculty’s credentials meeting
SACS requirements

Employed Industry Specialist (EIS) A designated member of the Adjunct Faculty who
receives his or her primary income and benefits from an organization or source other
than ACC, or is retired with benefits, and has knowledge of special technical skills
required for successful employment in a particular industry or business. 11

Faculty employees of the College who hold an academic rank or title and are paid using a
faculty pay scale.

Faculty hired by justification  faculty who have qualifications other than normally expected
academic credentials such as: outstanding professional experience, appropriate licenses,
honors and awards, or other demonstrated competencies or achievements that further
the instructional goals and objectives of the College. *?

Full-time faculty all full-time teaching faculty, librarians, and counselors who are paid on
the full-time faculty pay scale. 3

Good evaluative standing  refers to an overall rating of good or better on the most recent Full-
Time Faculty Evaluation Summary form.

Highest Priority to Hire Status (HPH or HPTH) Highest Priority to Hire (HPTH) is a
designation given by the Department Chair to some members of the Adjunct Faculty on
a given Eligibility list in recognition of the documented quality of their teaching of that
course or their unique qualifications to teach that course. Adjunct Faculty holding
HPTH designation will be afforded priority in the staffing process (see Administrative
Rule 4.06.002, Staffing of Adjunct Faculty). 4

Hire Priority refers to the demand for Faculty to teach a course. Some Faculty have exclusive
credentials to match demanded requirements for specific courses.

Inactive Appointments are faculty members that are NOT participating in the eStaffing cycle
during the current eStaffing term. These are determined by the Inactive Appointment
flag. (See Appointments — faculty details page) These faculty members remain on the
faculty roll, but cannot participate in the eStaffing Preferences or the Assignments
processes.

Instructional Associate (IA) a college professional/technical position that is associated with a
department and that is held by a member of the Adjunct Faculty. 1°

10 Administrative Rules — Staffing of Adjunct Faculty — AR#: 4.06.002

11 Administrative Rules — Staffing of Adjunct Faculty — AR#: 4.06.002

12 Administrative Rules — Faculty Qualifications - AR#: 4.03.005

13 Administrative Rules — Faculty Qualifications - AR#: 4.03.005

14 Administrative Rules — Administration of Eligibility Lists — AR#: 4.06.001
15 Administrative Rules — Staffing of Adjunct Faculty — AR#: 4.06.002
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Integrated Courses courses in which both college credit and continuing education students
may enroll. Integrated courses receive a numeric code.

Laboratory hour  the number of hours per week students are required to spend in contact
with teaching staff in a laboratory setting that is associated with a course. For workload
calculation purposes, one laboratory hour equals 0.75 contact hours unless defined
differently elsewhere in this document. The number of lecture equivalent hours and lab
hours for each course is determined from the course descriptions in the official College
catalog.

Lecture equivalent hour (LEH) - the sum of Lecture Contact Hours per week plus 0.75
times the number of Laboratory Contact Hours per week that are required for a course.
It is a weighted combination of Lecture Hours and Laboratory Hours stated for the
course.
One Lecture Hour is one LEH, and one Laboratory Hour is .75 LEH.

Max LEH — may be different for Adjuncts. Instructional Associate (I1A), College
Associate (CA), MSTA, and Employed Industry Specialist (EIS).
This information is maintained on the eStaffing Administrator site.

Lecture hour the total number of contact hours scheduled for the lecture portion of a course
during a standard 16-week semester, divided by the number of weeks in the semester.
The number of lecture hours for any course is stated in the course description in the
catalog.

Multiple Semester Term Appointment (MSTA) 16 an appointment held by selected
Adjunct Faculty that allows for priority status in the assignment of sections over
multiple semesters.

MSTASs are renewable one-year appointments. A member of the Adjunct Faculty who
has held an MSTA for three consecutive years shall receive a three-year appointment
that shall be renewed each year that he or she meets the eligibility standards.

Types of MSTA appointments

1. MSTA (Exception) allows Adjunct Faculty who have taught at the maximum
permissible workload permitted in the Spring of 1999, or earlier, are eligible for a
MSTA (Exception) appointment under Board Policy D-3(c).

MSTA (Exception) can teach up to that workload for the duration of the appointment.

2. MSTA allows Adjunct Faculty to teach up to the maximum workload allowed by
Administrative Rule 4.06.013, Adjunct Faculty Load Limits.

Overload refers to the fulltime faculty’s sections or Lecture Equivalent Hours (LEH) taught
in addition to a faculty’s required course load or workload within a specified time
period (usually a semester) and paid at the adjunct faculty rate of pay. !’ A fractional
overload does not count as an additional teaching section.

Section a class identified in the College’s Semester Course Schedule by a unique
section/synonym number

16 Administrative Rules — Staffing of Adjunct Faculty — AR#: 4.06.002
17 Administrative Rules — Full-Time Faculty Workload — AR#: 4.03.004
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Section type courses may be offered in various formats; lecture, in-class exercises, laboratory,
distance learning or a combination

Senior Adjunct Faculty members of the Adjunct Faculty who have taught at least 10
semesters at ACC not counting more than two semesters from any one year.

Skills instructor refers to those instructors appointed on a course-by-course basis who have
knowledge and experience in specific course content and work under the supervision of
a SACS-qualified faculty member. 18

Teaching assignment may include teaching during the day or evening at more than one
location.

Workload  the amount of work assigned, or expected, of a full-time faculty member within a
specified period of time, usually 40 hours per week.

18 Administrative Rules — Faculty Qualifications - AR#: 4.03.005
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