9.2 Review Online Contract on FWL
Maintenance

Purpose: Use this document as a reference for how to use the Maintain Faculty Workload
Page.

Once a contract has been generated it can be reviewed on the Maintain Faculty Workload
page. Colleges not using the Automated Approval process, may also use this page to
Approve or Rescind contracts individually. Colleges using the Automated Approval process
may use this page to submit contracts for approval.

Audience: Class Scheduling Staff, HR/Payroll Staff.

@ Youmust have at least one of these local college managed security roles:

« ZD FWL View Cnt Calc

« ZZ FWL Contract Approve
« ZZ FWL Contract Calc

« ZZ FWL Contract Gen

« ZZ FWL Contract Submit
+ ZZ FWL Pay Processing

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

Review Online Contract on FWL Maintenance

Navigation: NavBar > Navigator > Curriculum Management > CTC Custom > Faculty
Workload > Faculty Workload Transactions > Maintain Faculty Workload

1. The Maintain Faculty Workload search page displays.
2. Search for existing instructors:
« Empl ID: Enter the ID or use the Look Up.
+ Academic Institution: Enter or use the Look Up.
+ Term: Enter the term or use the Look Up.
+ Last Name: Enter 1 or more characters to search by last name.
+ First Name: Enter 1 or more characters to search by first name.
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3. Select the Search button to view a list of all instructors and/or terms that meet the entered

search criteria.

Maintain Faculty Workload

Enter any information you have and click Search. Leave fields blank for 3 list of all values.
Find an Existing Value
~ Search Criteria
Empl ID' | begins with |~ | | 101009431
Academic Institution | begins with | Q
Term | begins with |+
Last Name | begins with |
First Name | begins with |~

I:‘Include History Currect History

Clear Basic Search - Save Search Criteria

Search Results

View All 1-2 of 2

Empl ID Academic Institution Term LastMame First Hame

i wat4n 218

FULLTIMER | JIMRMY

101002481 | WA140 2195 | FULLTIMER | JIMNMY ]

4. The Maintain Faculty Workload page displays.

U

are displayed.

On the HCM Data Page tab, in the HCM Data Contract Info section, all generated contracts

6. Select the View Contract link to access the administrative staff view of the online contract

(appointment letter).

HCM Data Page FWL Grid Calculation Results FWL Notes/Comments

Header Data

Empl 1D: 101009481 Institution:  WA140 Clark College Term: 2185 SUMMER 2019
First Jimmy Last Hame: Fultimer Fhone:

Hame:

Email:

HCM Data Information

HCM Position Job Summary

"5 Q
Empl  EmplRed # Payroll . ’ e
EmplClass STT, DTRC HR Status o JobCode Company  Business Unit Department Desoription
1 FAC 0 Primary Active Active 001062 | 140 HR140 58832 ABE - LARCH
HCM Data Contract Info
w Q
Contract
Contract Goneration | Contract  ContractBy  p Lo Rollup  Total Contract Contract  Contract
Mumber =5 Type Department FTE%  Amount  Generated Approved  Signed
114021951 | 07112012 ML ML_99632  Moonlight Appointment 23.333 2680.00
2 14021952 | OFI11/2018 ML ML_99632  Moonlight Appointment 30,667 4048.00

1-1 of 1
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7. The Contract Information page displays.
8. To exit and do nothing, select the Return button.
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9. If entering a comment visible to the instructor on their contract is desired, enter the

comment in the comment box and Select the Save button.

10. Colleges not using the Automated Approval process can Approve or Rescind a contract on

this page by selecting the appropriate buttons.

11. If a contract has been rescinded, the Display check box controls whether or not the

rescinded contract will display on the Faculty Center.

12. To view what actions have been taken on this contract Select the Contract Audit History

link.

Contract Information
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13. The Contract Audit History pagelet displays.
14. Select the Return button to return to the Contract View page.

Contract Audit History

Empl [D: 101009481 Institution: WA140 Term: 2195 Contract Number: 14021952

5 Q 1-1 of 1
Action By Date/Time Action
1 Benny Par-Time 07119 12:53:064M Contractis Generated

Wiew All
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15. The process to review online contract information from the FWL maintenance page is now
complete.
16. End of procedure.
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