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Introduction

mEEm

Course goal

The goal of this workbook is to provide you with the knowledge and practice to setup and
maintain faculty information at your institution. The workbook is divided into three
sections:

e Introduction

e SetUp

o Day-to-Day Operations

Course objectives

In this course you will learn how to
e identify Faculty Load Code Validation forms
¢ identify Workload/Contract Analysis Control and Rules forms
o describe the Workload/Contract Rules creation process.
e create faculty records
e enter assignment information for a faculty member
e enter degree information for a faculty member
o perform faculty contract analysis

o identify the Faculty Load queries and reports.

© SunGard 2004-2008 Faculty Load
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Intended audience

Personnel responsible for maintaining faculty information

Prerequisites

To complete this course, you should have

¢ completed the Education Practices computer-based training (CBT) tutorial Banner 8
Fundamentals, or have equivalent experience navigating in the Banner system

e administrative rights to create and perform the necessary set up in Banner

o completed the Catalog and General Person modules.

© SunGard 2004-2008 Faculty Load
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Process Introduction
[ |

Introduction

The Banner faculty load process provides the capability to identify and define faculty and
advisors to the Banner Student System. It also provides the capability to dynamically
calculate workload and contract analysis based upon a set of user-defined control and rules
forms as well as the capability to produce hardcopy output of the calculated results of the
analysis performed through use of the module delivered reports. In addition, a number of
review/query forms are provided to look-up the related record information entered into the
module.

Flow diagram

This diagram highlights the processes used to setup and maintain faculty information within
the overall Student process.
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About the process

Before faculty and/or advisors may be assigned to records in the Banner Student System, at
minimum, a name must exist and each name must be identified in the Banner Student
Faculty Load module as faculty and/or advisors. Upon completion of this identification
within Banner Student, faculty instructional and non-instructional assignments can be made
and advisor assignment to students can be completed.

© SunGard 2004-2008 Faculty Load
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Set Up

mEEm

Section goal

The purpose of this section is to outline the Faculty Load set up process and detail the
procedures of the set up.

Objectives
In this section you will learn how to
e identify Faculty Load Code Validation forms
o identify Workload/Contract Analysis Control and Rules forms

e describe the Workload/Contract Rules creation process.

© SunGard 2004-2008 Faculty Load
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Control, Rules, and Code Validation Forms that
Support Faculty Load
[ ]

Validation forms needed

Before entering any information about your faculty in the Banner Student System, several
Control, Rule, and Code Validation forms require data to be entered first.

The following Control, Rule, and Code validation forms support important roles in the
Faculty Load module. Review these forms and practice entering information in each.

Form Description Banner Name
Assignment Type Code Validation STVASTY
Contract Rules Validation STVCNTR
College Code Validation STVCOLL
Degree Code Validation STVDEGC
Department Code Validation STVDEPT
Faculty Member Attributes Code Validation STVFATT
Faculty Contract Type Code Validation STVFCNT
Faculty Status Code Validation STVFCST
Faculty Category Code Validation STVFCTG
Faculty Staff Type Code Validation STVFSTP
Institutional Honors Code Validation STVHONR
Major, Minor, Concentration Code Validation STVMAJR
Faculty Non-Instructional Type Code Validation STVNIST
Term Code Validation STVTERM
Taxonomy of Program Code Validation STVTOPS
Term Workload Rules Code Validation STVWKLD

© SunGard 2004-2008 Faculty Load
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Assignment Type Code Validation
[ ]

Introduction

The Assignment Type Code Validation Form (STVASTY) is used to create, update, and
delete Assignment Type codes for use in the Faculty Load module for instructional and non-
instructional assignments, such as Over-Load, Academic Service, Committee Service, Club
Advisor, Academic Advisor, or Department Service. The Assignment Type Code can be
described as a table that lends further categorization to Instructional and Non-instructional
assignments.

Banner form

Code Description Activity Date

13

tast [13-70n-2000

© SunGard 2004-2008 Faculty Load
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Contract Rules Validation
[ ] .

Introduction

The Contract Rules Validation Form (STVCNTR) is used to create, update, and delete
Contract rules code(s).

Banner form

8 Contract Rules Validation STVCNTR 8.0 (BAN

Code Description Activity Date
[chairperson [p3-AUG-1394 &l
|[FrosF [Futl Time/college 1/Fall only [12-30L-1991
|FroaFs [Full Time/Callege 1/Fall Spr [1z-30L-1991
|FrozFs [Full Time/College 2/Fall Spr [12-3uL-1991
[proiF [part Time/College 1/Fall only [12-10L-1901
[pTo1FE [Part Time/Callege 1/Fall Spr [1z-10L-1951
[prozs [Part Time/College z/spring oly [1z-3uL-1991
[prce [Part Time/continuing Education [02-AUG-1394
| | |
| | |
| | |

© SunGard 2004-2008 Faculty Load
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College Code Validation
[ ] .

Introduction

The College Code Validation Form (STVCOLL) is used to create, update, insert, and delete
College codes, such as College of Engineering, College of Law, and College of Music. The
Faculty Load module uses these College codes to assign faculty to a particular College
within your institution and from which College a Faculty Degree has been received.

Banner form

"mCollege Code Validation §
Voice Response System  Canadian Statistics MIS
Code Description Message Number Required Code District Activity Date
M

m Mo collage Designated \ i r [ 29-APR-1987 <
’E |Not used in standing ‘ [ ’7 ’_ ’m
’E |Cn|\ege of Agriculture ‘ [ ’7 ’_ ’m
[an [college of allied Health \ O [ ] 10-J4H-1995
’H |COHege of Architecture ‘ O ,7 ,7 ,m
’E |COHege of Arts & Sciences ‘ O ’7 ’_ ’m
’E |Cn|\ege of Business ‘ O ’7 ’_ 10-J4N-1995
E |Cont\nuwng Education ‘ O ’7 ’_ ’m
’W |Schoo\ of Dentistry ‘ O ,7 ,7 ,m
[0 [college of Education \ 0 [ ] [ ] 10-JAN-1995
’W |Cn|\ege of Engineering ‘ [ ’7 ’_ ’m
W |Law School ‘ [ ’7 ’_ ’m
=3 [school of Medicine \ O [ ] 10-J4H-1995
’W |COHege of Mursing ‘ O ’7 ’_ ’m
[ | \ o [ [ r
[ | \ = . [ [

© SunGard 2004-2008 Faculty Load
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Degree Code Validation
[ ] .

Introduction

The Degree Code Validation Form (STVDEGC) is used to maintain the Degree codes, such as
Undeclared, Bachelor of Arts, and Doctor of Education. The Faculty Load module uses
Degree codes to maintain Faculty degree information.

Banner form

’E}J Degree Code Validation STWDEGC 8.0
Count in Award Yoice Response Web System Activity
Code Description Financial Aid Level Category Message Number Indicator Required Date
(7] [7]

EEE dedeed m B D O A
|AA |Associate in Arts v ’E ’; ’— [ [ ’m

[aas |associate in Applied Scienc I a5 s O O 04-JAN-1395

|AS |Assuciate in Science [ ’E ’; ’— O [ ’m

|AT |Associate in Technology [ ’E ’E ’— O O ’m

|BA |Bache|or of Arts [ lﬁ ’I ’— I [] ’m

|BA,-"MA |5 yr Bachelors and Masters [ ’H ’? ’— O [ ’m

|BAR |Bache|0r of Architecture v ’H ’; ’— [ [ ’m

|BBA |Bache|or of Business admir [ lﬁ ,; [ [ 04-J4N-1995

|BED |Bachelur of Education [ ’; ’; ’— O [ ’m |
|BFA |Bache|or of Fine Arts [ ’H ’; ’— O [ ’m

|BM |Bache|or of Music v lﬁ ’I ’— I [] ’m

|BS |Bache|or of Science " ’J ’I ’— O [ ’m

|BSME |Bach of Science & Mech En v ’H ’; ’— [ [ ’m

[psn b= in Mursing I e lea O O 28-1UN-1995

|BSW |Bachelur of Social Work [ ’; ’; ’— O [ ’m

|CERT |Certificate Program [ ’K IZ ’— O O ’m

[cer [cPR Certification 0 LA [r [ ] O O [09-mav-1995

|DDS |Doctnr of Dental Surgery [ ’H ’? ’— O [ ’m

[reL [piploma 4 [a [ez | [ ] 0 O [04-1an-1995 S

Degree code | J
Record: 147 | . | =08C>

© SunGard 2004-2008 Faculty Load
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Department Code Validation
[ ] .

Introduction

The Department Code Validation Form (STVDEPT) is used to maintain Department codes,
such as History Department, Counseling Department, and Department of Undeclared. The
Faculty Load module uses Department codes to assign faculty members to various
departments.

Banner form

"= Department Code Validation STVDEPT 8.0 (BAN

Code Description System Req VYR Msg No  Activity Date

B |undeclared v | |03-38m-13995 B
laccT  [accounting m | [z8-20n-1995

[aRT  [art I [ [z8-1Un-1395

BIOL  [Biclogy O | [28-10n-1995

BUs  [Business O | [28-30n-1995

cE [adult and Continuing Education I [ [04-18n-1505

[cHEM  [chemistry I | [z8-10N-1395

lc1s  [computer & Infarmation Systems O | [z8-20n-1995

lcoun  [counseling [ [ [z8-1Un-1395

DR&M  [Drama O | [28-10n-1995

[Econ  |Economics O | [28-30n-1995 |
[EDUC  [Education O [ [z8-1Un-1505

[EMGL  [English I | [z8-10N-1395

[Encr  [Engineering m | [z8-20n-1995

‘ENGT |Engineering Technology O | |28-JUN-1995

[FREM  |French O | [28-10n-1995

HIST  |History O | [28-30n-1995

HUM  [Humanities O [ [z8-1Un-1505

Law  [Law m | [z8-10N-1395

MaTH  [Mathematics m | [z8-20n-1995

Mus  [Music Department [ [ [10-34n-1395

sl [Music O | [28-10n-1995 -

Department code. | J
Recard: 117 | | =08C*

© SunGard 2004-2008 Faculty Load
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Steps
Your institution has decided to add a new department for Instructional Design. Enter the

new department by using the Department Code Validation Form (STVDEPT). Follow these
steps to complete the process.

1. Access the Department Code Validation Form (STVDEPT).
2. Select the Insert Record function.

3. Enter /NSTin the Code field.

4. Enter /Instructional Design in the Description field.

5. Click the Save icon.

6. Click the Exit icon.

© SunGard 2004-2008 Faculty Load
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Faculty Member Attributes Code Validation
[ ] .

Introduction

The Faculty Member Attributes Code Validation Form (STVFATT) is used to create, update,

and delete faculty member Attribute codes, such as Certified to Teach English, Department
Head, and Full-time Coach. Other forms use this form to validate faculty member Attribute
codes. The user can only create and update these codes from this form.

Banner form

"8 Faculty Member Attributes Code Validation STWFATT 8.0 (BAN

Code Description Activity Date
[Teaching Certification z8-AUG-1991 B
lcun [clinical [1z-AuG-1931
lcMTR  [computer Skills [12-a0G-1991
lcoaH  [Coaching Certification [12-a0G-1991
(cPr |cPR Certification [zz-10L-1954
|cPRI  [CPR Instructor Certification [z2-30L-1904
[Ecmp  [English Campesition [12-AUG-1991
[EMGL  [English Certification [1z-7UL-1951
[EsL [EsL certification [12-a0G-1991
[EVEM  [Evening Courses [2z-1uL-1994
FReT  [First-vear Courses Only [1z-auG-1991
‘MAST |npprnved for Masters Courses |12-]LIL-1991
READ  [Reading Certification [12-30L-1991
[RscH  [Research [1z-AuG-1931
‘UNDG |Undergraduate Courses Only |12-AUG-1991
\ | |
\ | |
\ | |

© SunGard 2004-2008
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Faculty Contract Type Code Validation
[ ]

Introduction

The Faculty Contract Type Code Validation Form (STVFCNT) is used to create, update,
insert, and delete Faculty Contract Type codes. The codes specify during which semesters
the faculty member's contract runs.

Banner form

Code Description Activity Date
[surnmer 1 only [12-300-1901 =]
[tz [summer 1 & Summer 2 [12-10L-1981
[z [summer z only [1z-300-1991
[ce [centinuing E4 [22-1uL-1994
,F_ [Fall only [1z-30L-1901
E [FallsSpring Contract [1z-30L-1991
[T [part Time [zz-30L-1954
[ [spring only [12-1UL-1991
[ |

[ |

mli |

© SunGard 2004-2008 Faculty Load
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Faculty Status Code Validation
[ ]

Introduction

The Faculty Status Code Validation Form (STVFCST) is used to create, update, insert, and
delete Faculty Status codes. These codes specify faculty member status, such as Active,
Inactive, and On Sabbatical. If the faculty member is designated as Active, then he/she will
be available for assignments. If the faculty member is designated not active, then he/she is
not available for assignments.

Banner form

" Faculty Status Code Validation STWFCST 8.0 (BANS_WIN)
Code Description Active Activity Date
|active 2 O1-JUL-1951 =
W |Inac:tive [ ’m
’F |Leave of Absence [ ’m
’E |Medica| Leave [l ’m
SB |Sabbatica| Leave [ ’m
[ = L
[ ] = L
[ ] = L
L o [

© SunGard 2004-2008 Faculty Load
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Faculty Category Code Validation
B :

Introduction

The Faculty Category Code Validation Form (STVFCTG) is used to create, update, insert, and
delete Faculty Member Category codes. The codes represent into which category a faculty
member is placed, such as Aadvisor, Full-time Professor, and Part-time Professor. These
codes may be used in calculating workload.

Banner form

%8 Faculty Category Code Validation STVFCTG 8.0 (BAN
Description Activity Date
|ndjunct Associate Professor ‘12-,\1UG-1991 el

[aD1azT [adjunct assistant Professor [12-AUG-1991
[aDaIns [adjunct Instructar [1z-AUG-1951
[aDPROF [adjunct Professor [12-10L-1991
[asPROF |associate Professor [12-10L-1991
[asTPRO [assistart Professor [12-AUG-1951
[coacH [coach [12-JUL-1991
[craD [araduate assistant (28-AUG-1991
[usT [tnstructor [1z-AUG-1951
|LecT [Lecturer [12-4UG-1991
[LiBR |Librarian [12-4UG-1991
[PrOEMR [Professor Emeritus [12-AUG-1951
[ProF [professor [12-AUG-1991
[a [Teaching Assistant [12-AUG-1991
[vsprROF |visiting Professar [1z-JUL-1991
| | \
| | \
| | \

© SunGard 2004-2008 Faculty Load
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Faculty Staff Type Code Validation
[ ]

Introduction

The Faculty Staff Type Code Validation Form (STVFSTP) is used to create, update, insert,
and delete Faculty Staff Type codes. These codes represent the different Staff types, such
as Evening Division, Full time, and Part time.

Banner form

Code Description Activity Date

I3

= [Evenina Division [12-3uL-1991
FT [Full Time |z8-AUG-1901
PT [Part Tirme [z8-aUG-1991

© SunGard 2004-2008 Faculty Load
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Institutional Honors Code Validation
[ ]

Introduction

The Institutional Honors Code Validation Form (STVHONR) is used to create, update, insert,
and delete Faculty Degree Institutional Honor codes, such as Cum Laude, Magnum Cum
Laude, and Summa Cum Laude.

Banner form

Transcript Commencement
Print Print EDI
Code Description Ind Ind Equiv Activity Date
& [cum laude rd rd [ [os-2an-19s g]
|M |magna curn laude [ [ ,7 06-18M-1995
|S |summa cum laude v [ '_ 06-JAM-199¢
| | m m [
| | o o [
| | o o .

© SunGard 2004-2008 Faculty Load
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Major, Minor, Concentration Code Validation
B :

Introduction

The Major, Minor, Concentration Code Validation Form (STVMAJR) is used to create, update,
and delete Major, Minor, and Concentration codes, such as History, Journalism, and Music.
The Faculty Load module uses this form to validate a faculty member's degree major,
minor, and/or concentration from the degree(s) he/she has received.

Banner form

"@mMajor, Minor, Concentration Code Validation ¢
Financial
Major Aid System  Voice Response
Code Description C[I_PC Major Minor Concentration Occupation Eligibility Required Message Number
ad
nnon| |Undeclared | v v [l [] [l v |
SEVIS Equivalent: |010000 Activity Date: |12-MAY-2003
Financial
Major Aid System  Voice Response
Code Description CIPC  Major Minor Concentration Occupation  Eligibility Required Message Number
101 English - Literature | O O W O O O i
SEYIS Equivalent: Activity Date: [01-AUG-2006 |
. Financial
Major aid System  Voice Response
Code Description CIPC  Major Minor Concentration Occupation  Eligibility Reguired Message Wumber
102 English - Communications | O [ [ [ = 0
SEVIS Equivalent: Activity Date: |01-AUG-2006
. Financial
Major - . i . . fid System  Voice Response
Code Description CIPC Major Minor Concentration Occupation Eligibility Required Message Number
103 English - Drama | [ O [ [ = O
SEVIS Equivalent: Activity Date: |01-AUG-2006
. Financial
Major e . ; . . Aid System Voice Response
Code Description CIPC Major Minor Concentration Occupation Eligibility Reguired Message Number
5180 Systerns Engineering | [ v O O 7 0O
SEVIS Equivalent: 015150 Activity Date: [08-NOV-2006
hiajor Code. |
Record: 147 | | =08C=

© SunGard 2004-2008 Faculty Load
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Faculty Non-Instructional Type Code Validation
[ ] .

Introduction

The Faculty Non-Instructional Type Code Validation Form (STVNIST) is used to create,
update, insert, and delete Faculty Non-Instructional Type codes. These codes describe the
various types of non-instructional work that a faculty member might be involved in, such as
Coach, Academic Committee, and Department Head. This form also associates the
minimum and maximum allowable workload for the positions.

Banner form

'I_E Faculty Non-Instructional Type Code Validation STWMNIST 8.0 (BA

Minimum  Maximum

Code Description Workload Workload Activity Date
ADY [advising [ tooo [ eoo0 [1z-uL-igst &
[cHR [pepartment chairman [ so00 [ 12000 [tzowiise:
lcoaH  [coaching assignment [ mooo [ 12000 [12-30L-1991
(comm  |academic Cammittes [ 1.000 | 3.000 [12-AUG-1991
lcur |curriculum Development | | 3000 [12-uL-1901
D1z Dissertation Director [ 1000 [ zooo [12-AuG-1mon
REL |General Relzase Time [ 1oo0 [ 1z.ooo [oz-auc-1994
|sERv  [service to Academic Community [ 1o00 [ o000 [1z2-AuG-13s1
|SPRE  [sponsored Research [ tooo [ 12000 [12-AUG-1991

| |
| |
| |

© SunGard 2004-2008 Faculty Load
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Term Code Validation
[ ] .

Introduction

The Term Code Validation Form (STVTERM) is used to create, update, insert, and delete
Term codes. Forms throughout the Student System use this form to validate Term codes.
The Faculty Load module defines faculty records, faculty assignments, workload, Contact
Analysis, and advisor and course section assignments, as well as faculty control and rules
information by term codes.

Banner form

"5 Term Code Walidation STWTERM 8.0 (BA
Term Term Term  Academic Housing Housing
Term Description Start Date End Date Type Year Start Date End Date
= = 4 4 = =
2 g The End of Time 01-JAN-Z99% 15-MAT-2999 r 9993 01-1AN-2999 15-MAY-2999 =
Financial Aid Process Year: 9999 Term: r Period: - [v* System Required Activity Date: |03-]AN-1995
Term Term Term Academic Housing Housing
Term Description Start Date End Date Type Year Start Date End Date
5] = [~] M = 5]
200920 Spring 2009 of 0809 Aid Tear 10-JAN-Z009 15-MAY-2009 2009 10-14N-2009 15-MAT-2009
Financial Aid Process Year: [0309 Term: r Period: - [ System Required Activity Date: |25-0CT-zo07
Term Term Term Academic Housing Housing
Term Description Start Date End Date Type Year Start Date End Date
= = (7] 4 =] =
200910 Fall 2005 of 0809 Aid Year 01-SEP-2008 15-DEC-2008 |— 2009 01-SEP-2008 15-DEC-2005
Financial Aid Process Year: 0509 Term: E Period: - [" System Required Activity Date: |25-0CT-2007
Term Term Term Academic Housing Housing
Term Description Start Date End Date Type Year Start Date End Date
= = d (7] = =2
200820 Spring 2005 of 0705 Aid Year 01-1AN-2005 30-MAY-2056 |— 2008 01-1AN-2008 30-MAY-2005
Financial Aid Process Year: [0708 Term: E Period: - [ System Required Activity Date: |05-DEC-2006
Term Term Term Academic Housing Housing
Term Description Start Date End Date Type Year Start Date End Date
= = [~] [ = =
200810 Fall 2007 of 0708 Aid Year 01-SEP-2007 20-DEC-2007 2008 01-SEP-2007 20-DEC-2007
Financial Aid Process Year: 0708 Term: E Period: - [ | System Required Activity Date: |05-DEC-2006 -
Term code. |
Record: 1/? | . | =osc=

© SunGard 2004-2008 Faculty Load
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Taxonomy of Program Code Validation
[ ]

Introduction

The Taxonomy of Program Code Validation Form (STVTOPS) is used to create, update,
insert, and delete taxonomy of program codes. These codes specify the taxonomy of the
program in the Key block, such as English or History. This form is used by other forms to
validate the program taxonomy.

Banner form

Code Description Activity Date

I3

© SunGard 2004-2008 Faculty Load
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Term Workload Rules Code Validation
B .

Introduction

The Term Workload Rules Code Validation Form (STVWKLD) is used to create, update,
insert, and delete Term Workload Rule codes, such as Full time, Evening Division, and Part-
time - Business.

Banner form

"8 Term Workload Rules Code Validation ST

Code Description Activity Date
= |continuing Edusation [oz-aUG-1994 B
ev [Evening Division [12-70L-1001
[Fr [Full Time [02-aUG-1934
[Fras [Full Time-arts & Sciences [0g-18n-1995
|Freu [Full Time-Business o8-18n-1995
[FTEN [Full Time-Engineering [s-180-1395
[FrLw [Full Time-Law [06-140-1995
[FThu [Full Time-Nursing [08-18n-1005
[T [Part Time [o6-14N-1935
[PTas [Part Time-Arts & sciences [0g-18n-1995
[pTEQ [part Time-Business o8-18n-1995
[PTEN |Part Time-Engineering [s-180-1395
[PTLm [Part Time-Law [06-140-1995
[Pru |Part Time-Nursing [08-18n-1005
| | |
| | |
| | |
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Creating and Analyzing Faculty Workload Rules
[

Control and rules forms needed

Before Workload and Contract Analysis results may be calculated, there are several control
and rules forms that need to be defined.

The following control and rules forms play important roles in the Faculty Load module.
Review these forms and practice entering information in each.

Form Description Banner Name
Faculty Load Term Control SIATERM
Faculty Workload Contract FTE SIACFTE
Faculty Contract Rules SIAFCTR
Faculty Workload Term Rules SIAFLRT
Faculty Contract Term Rules SIAFLCT
Faculty Workload Contract Rules SIAFLRC
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Methods of faculty load analysis

There are three methods of faculty load analysis.
e Faculty Workload Analysis

Performed on the Faculty Assignment Form (SIAASGN) using the rules
established on the Faculty Workload Term Rules Form (SIAFLRT).

e Faculty Contract Term Analysis

Performed on the Faculty Contract Analysis Form (SIACONA), using the rules
created on the Faculty Contract Term Rules Form (SIAFLCT), the Faculty
Workload Contract FTE Form (SIACFTE), and the Faculty Load Term Control
Form (SIATERM).

e Faculty Contract Analysis

Performed on the Faculty Contract Analysis Form (SIACONA) using the rules
created on the Faculty Workload Contract Rules Form (SIAFLRC) and the
Faculty Workload Contract FTE Form (SIACFTE).

Note: The batch Faculty Load Contract Analysis Report (SIRCTAL) handles multiple faculty
contract types and performs contract term analysis.

Note: Review Chapter 8 of the Student User Manual for more information on FTE and
Workload calculations.
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Faculty Load Term Control
[ ]

Introduction

The Faculty Load Term Control Form (SIATERM) must be defined for each term before
faculty assignments are made to course schedule sections. The form is used to maintain
the faculty load term information of FTE and duration factors. The FTE factor is used in the
faculty workload term analysis as the divisor and is the normal workload unit load for a
term. The duration factor is used in the calculation of the section contact hours and
indicates the number of minutes that represent an hour of class meeting time. If the FTE
factor is not entered, then no term FTE analysis can be performed on the Faculty
Assignment Form (SIAASGN).

Banner form

Term: |[ECNDEN ESpring 2000

FTE Factor: [

Duration Factor:

Activity Date:
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Faculty Workload Contract FTE
[ ]

Introduction

The Faculty Workload Contract FTE Form (SIACFTE) must then be defined to establish the
contract FTE factor for a Contract code. The Contract FTE is defined by effective term (a
from — to range). The form is used to specify the FTE factor that will be used when
calculating the Contract Term FTE or the Contract FTE on the Faculty Contract Analysis
Form (SIACONA). It represents the normal workload unit factor for the contract terms.

Banner form

Contract: ’?EI Fall/Spring Contract Term: |2007z0 EI Spring 2007
From Term: (200720 Maintenance @ To Term: |999999

Contract FTE Factor:
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Faculty Contract Rules
[ ]

Introduction

The Faculty Contract Rules Form (SIAFCTR) is used to establish the terms associated with a
contract type by Effective term. These rules are then used in the faculty member's Contract
Analysis, which is performed on the Faculty Contract Analysis Form (SIACONA).

Banner form

A Faculty Contract Type Term Rules SIAFCTR 8.0 (BANE VTN fririr el il el T T LT T T T LoD T X |
Contract Type: EIFaII,-’Spring Contract Term: |z007z0 E‘ Spring 2007
From Term: Maintenance E To Term:
Term Description Activity Date
M
[ r B
1 7
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Faculty Workload Term Rules
[ ]

Introduction

The Faculty Workload Term Rules Form (SIAFLRT) is used to create and update the
workload rules to be used when performing term analysis. Multiple rules for a term and a
Workload Rule code may be established on this form. Credit hours, contract hours, and
workload values may all be used in Term rules. Term rules may be copied forward to a
future term via the Default Term field.

Banner form

75 Faculty Workload Term Rules SIAFLRT 8.0 (BANS_WIN)
Term: |EENERN EISpring 2007 Default Term: I
[+ Active Workload Rule Code: EI
Credit Hours Workload 7
Total: | | Instructional: | ‘
Generated: | | MNon-Instructional: | ‘
Contact Hours
Weekly: | | Total: | ‘
Total: | | FTE Range:
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Faculty Contract Term Rules
[

Introduction

The Faculty Contract Term Rules Form (SIAFLCT) is used to create and update the rules
that are used when performing a contract term analysis. Multiple rules for a term and a
contract rule code may be established on this form. Credit hours, contact hours, and
contract values may all be used in term rules. Term rules may be copied forward to a
future term via the Default Term field. These term rules are used on the Faculty Workload
Summary window of the Faculty Assignment Form (SIAASGN) where workload summary
information and workload rules and analysis are displayed. These term rules must exist
prior to accessing the term analysis block on SIAASGN.

Banner form

78 Faculty Contract Term Rules SIAFLCT 8.0 (BANS_W

Term:
Contract Type: Fs EIFaIIfSpring Contract

Default Term: F

| Active Contract Rule Code: E‘ i
Credit Hours Workload

Total: Instructional: ‘ |

Generated: | | Non-Instructional: ‘ |
Contact Hours

Weekly: | | Total: ‘ |

Total: FTE Range:
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Faculty Workload Contract Rules
[ ]

Introduction

The Faculty Workload Contract Rules Form (SIAFLRC) is used to create and update the
workload rules for a contract type and an effective term that are used when performing the
contract analysis. Multiple rules for a contract type and effective term may be established
on this form. Credit hours, contact hours, and workload values may all be used in contract
rules. These rules must exist prior to running the contract analysis via the Faculty Contract
Analysis Form (SIACONA).

Banner form

Contract: EFaH;’Spring Contract Term: |2007z20 E Spring 2007

From Term: Maintenance [E To Term:
| Active Contract Rule Code: EI

c e

Credit Hours Workload
Total: Instructional: | ‘
Generated: Non-Instructional: | ‘
Contact Hours
Weekly: Total: | ‘
Total: FTE Range:
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Self Check
|

Directions

Use the information you have learned in this workbook to complete this self-check activity.

Question 1

Identify the form used to assign classes to your faculty members.

Question 2

One of the faculty members is on sabbatical. What form should you use so that no one
schedules that faculty member to a class?

Question 3

A faculty member was just promoted to Department Head. On what form can you record
this promotion?

Question 4

Identify the forms associated with Faculty Workload Rules Creation.
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Answer Key for Self Check
[

Question 1

Identify the form used to assign classes to your faculty members.

Faculty Assignment Form (SIAASGN)

Question 2

One of the faculty members is on sabbatical. What form should you use so that no one
schedules that faculty member to a class?

Faculty Information Form (SIAINST)

Question 3

A faculty member was just promoted to Department Head. On what form can you record
this promotion?

There are two possible answers for this
o The Faculty Attributes Block of the Faculty Information Form (SIAINST)

¢ The Faculty Non-Instructional Assignment block of the Faculty Assignment
Form (SIAASGN)

Question 4

Identify the forms associated with Faculty Workload Rules Creation.
e Faculty Load Term Control Form (SIATERM)

e Faculty Workload Contract FTE Form (SIACFTE)

e Faculty Contract Rules Form (SIAFCTR)

e Faculty Workload Term Rules Form (SIAFLRT)

e Faculty Contract Term Rules Form (SIAFLCT)

e Faculty Workload Contract Rules Form (SIAFLRC)
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Day-to-Day Operations

11 [

Section goal

The purpose of this section is to explain the regular process and to detail the procedures to
enter faculty and workload/contract information.

Objectives
In this lesson you will learn how to
e create faculty records
e enter assignment information for a faculty member
e enter degree information for a faculty member
e perform faculty contract analysis

¢ identify the Faculty Load queries and reports.
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Process Introduction
[ |

About the process

The Faculty Load process supports the creation, assignments, and maintenance of faculty
and advisor records within Banner Student.

Flow diagram

This diagram highlights the processes used to manage faculty information.

‘%"“%’ Legend
= Academic
Department
@l = Registrar

.- 0. Q. 0. O0-

L

Reviews

. Regist i i Assi Lo
Hires faculty and st:c?;n:fr:r reglstratll?n ot non instlr?th':‘t‘;ional Maintains
assigns load and adjusts b records
classes faculty loads as load
necessary
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What happens

The stages of the process are described in this table.

Stage Description

Academic Department

1 Hires faculty and assigns load.
Registrar

2 Registers student for classes.

Academic Department
3 Reviews registration data and adjusts the faculty loads as necessary.
4 Assigns non-instructional load.
5 Maintains the records.
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Creating a Faculty Record
[

Introduction

Your new faculty member information can then be input into the Banner Student System
through the Faculty Information Form (SIAINST).

Note: New faculty members must first be entered on the General Person Form (SPAIDEN).
The Faculty Information Form is used to enter and maintain that faculty information which
changes over time. The Faculty Member ID and the Effective Term are required in order to

view or update data.

Faculty information which can be maintained on this form includes

e Status
e (Category
e Staff Type

e Contract and Workload Rules
e Contract Type

e College and Department

e Attributes

¢ Comments.
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Banner form

78 Facult sor Information SIAINST 5.0 (BAN
ID:  [217829375 [ ¥ [Chapin, Michael 5. Term: |zo07z0  [7
Faculty Member Base Details
From Term: Maintenance @ To Term: |999999
Status: ac [*]active Status Date: 06-1aN-1995 [
+ Faculty
+ Advisor Appointment Date: @
Category: PROF E‘Professor
Staff Type: FT EIFuII Time
Workload Rule: |FTas EIFUII Time-Arts & Sciences
Faculty Data From Term; press DUPLICATE RECORD to copy the data |
Record: 111 [ N | | =05C=

Follow these steps to add a person to the system.

Note: A faculty member must have an active status and a checkmark in the Faculty
Indicator checkbox prior to entering instructional assignments.

1. Access the Identification Form (SPAIDEN).
2. Select the Generate ID icon.

Result: You are taken to the Common Matching Entry Form (GOAMTCH) if this
has been enabled in your system. This will allow you to ensure the person does
not already exist in the system. You can also select GOAMTCH from the
Options menu.

3. Click the down arrow next to the Matching Source field to select a matching
source, if necessary.

4. Perform a Next Block function.

5. Enter the last name of the new faculty member in the Last Name field.
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6. Enter the first name of the new faculty member in the First Name field.

Note: You can choose to enter information in the remaining fields, such as,
Middle Name, Prefix, and Suffix.

7. Click the Duplicate Check icon.
Note: If the person already exists in the system, the name will appear on the
Match tab. If this happens, perform a Rollback function and enter a different

last name and first name to create a hew person.

8. Click the Yes button to create the new person. (Or, click Select ID if Common
Matching found the person you were looking for).

9. Click OK at the prompt.

Result: You are returned to the key block of SPAIDEN; the new ID appears in
the ID field.

10. Perform a Next Block function.
11. Complete any additional information if necessary and click the Save icon.
Note: Notice that a Generated ID number populates both 1D fields.

12. Click the EXxit icon.
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Steps 2
Follow these steps to create a faculty member.

1. Access the Faculty Information Form (SIAINST).

Note: The ID and Name fields should already be populated with the ID number
and name of the new Associate Professor.

2. Click the down arrow next to the Term field and select a term code from the
Term Code Validation Form (STVTERM).

3. Perform a Next Block function.

4. Click the down arrow next to the Status field and select Active from the Faculty
Status Validation Form (STVFCST).

Note: Inactive faculty members may not be assigned to sections. The Status
Date field will automatically display today's date.

5. Select the Faculty checkbox to identify your new faculty member.

6. Click the down arrow next to the Category field and select the code for
Associate Professor from the Faculty Category Validation Form (STVFCTG).

7. Click the down arrow next to the Staff Type field and select the code for Ful/
7Time from the Faculty Staff Type Validation Form (STVFSTP).

8. Click the down arrow next to the Workload Rule field and select the code for
Full Time-Arts and Sciences from the Workload Rules Code Validation Form
(STVWKLD).

Note: The workload rule code maintained on this form is important in the Term
Analysis process. It will determine the set of rules to be used to analyze the
faculty member’s term assignments.

9. Click the Save icon.

10. Select Faculty Contract, College, Dept. Info from the Options menu. (You
can also reach this section by performing a Next Block.)

11. Click the down arrow below the Type field, and select the code for Fall/Spring
Contract from the Faculty Contract Type Code Validation Form (STVFCNT).

12. Click the down arrow below the Rule field and select the code for Ful/
Time/College 1/Fall Sprfrom the Contract Rules Code Validation Form

(STVCNTR).
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13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

Click the Default Indicator checkbox.

Click the down arrow below the Type field, and select the code for Summer 1
Only from the Faculty Contract Type Code Validation Form (STVFCNT).

Click the down arrow below the Rule field and select the code for Part
Time/Continuing Education from the Contract Rules Code Validation Form
(STVCNTR).

Click the Save icon.

Click the Home checkbox. This checkbox indicates the primary
college/department with which the faculty member is associated.

Click the down arrow below the College field and select the code for College of
Education from the College Validation Form (STVCOLL).

Click the down arrow below the Department field and select the code for
Instructional Design from the Department Validation Form (STVDEPT).

Set the percentage(s) for each college/department to indicate how much of the
workload belongs to that college/department.

Click the Save icon.
Select Faculty Attributes and Comments from the Options menu.

Click the down arrow below the Code field and select Research from the Faculty
Member Attribute Code Validation Form (STVFATT).

Click the Save icon.

Select Bio/Demo Information from the Options menu.

Enter the necessary information about the new Associate Professor in the
Gender, Date of Birth, SSN/SIN/TFN, Citizen, Ethnic, Marital, Religion,
and Legacy fields.

Click the Save icon.

Click the Exit icon to return to the Faculty Information Form (SIAINST).

Click the Exit icon to return to the Menu.

Note: The Faculty Personnel Form (SIAFPER) can be used to maintain the
tenure and sabbatical information, as well as AAUP membership and years of

teaching experience. If Banner HR is installed then the PEAFACT form must be
used instead of SIAFPER.

© SunGard 2004-2008 Faculty Load

Page 45



Entering Assignment Information for a Faculty

Member
|

Establishing the instructional workload

Prior to assigning faculty members to classes, the instructional workload should be
established. This process is done via the Basic Course Information Form (SCACRSE). The
Schedule Type information on the Basic Course Information form (SCACRSE) allows the
instructional workload to be assigned for each schedule type.

Banner form

Subject: ACCT FAccounting Course: 2320 F Term: (199510 F
Course Title: Intermediate Accounting 1
Course Details
From Term: (199510 Copy [E To Term: 999999
Course Title: [ntzrmediate Accounting I H
ours
College: Bl EICDIIege of Business High
Division: El CEU or Credit: 3.000 @ MNpnpe T Or ' To
Department: accT [ *|accounting Billing: 3.000 ®None (OF 'To
Status: FFAUtive Lecture: 3.000 @ MNone T Or O To
Approval: FEApproved Lab: ®None T Or To
cIp: | Other: ®mnone T Or OTo
Prerequisite Waiver: |—E Contact: 3.000 @ pNope T Or To
Duration: EI
[ Continuing Education Repeat Details
[ Tuition Waiver Limit: I_U Maximum Hours:
O .
Additional Fees Repeat Status: ’_EI
[T CAPP Areas for Prerequisites
[ syllabus Exists
[ Long Title Exists
Course title. |
Recard: 1/1 (. | z08C=
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Faculty Assignment Form

The Faculty Assignment Form (SIAASGN) is used to enter and maintain the assignment
information for a term for a faculty or advisor. Instructional and non-instructional
assignments can be maintained in the main and Faculty Non-Instructional Assignment
windows of this form. The Faculty Workload Summary window contains the workload
summary information and the workload rules and analysis results. The Schedule Form
(SSASECT) will also update this form when instructors are assigned to sections.

The faculty member must exist on the Faculty/Advisor Information Form (SIAINST) prior to
having assignments created. They must have a Faculty Status Code of Active, and the
Faculty Indicator code must be checked.

Note: Review the Banner Student User Manual for more information on Faculty
Assignments. Contract Types must be assigned to a faculty member on SIAINST before
instructional assignments are given in order for Term and Contract analysis to be performed

on SIACONA.

Banner form

ID: 217829375 [ ¥ [Chapin, Michael 5.

Term: [200720 [~

Session Institutional Percentage Primary Override
CRMN Session Subject Course Section Credit Credit of Session Instructor Conflicts
M

(. [ | = | | 100 m 8 2
Workload: Percent Responsibility: 100 Generated Credits: Position Number: E
Override Workload: Weekly Contact: FTE: Position Number Suffix:
Calculated Workload: Total Contact: Contract Type: E additional Instructors: |—
Assignment Type: Compensation Extracted: [ Compensation Applied: [
[ [ | | [ m o
Workload: Percent Responsibility: Generated Credits: Position Number: [7

10 [ | e

Override Workload: Weekly Contact: FTE: l— Position Number Suffix: ’_
Calculated Workload: Total Contact: Contract Type: ,7[7 Additional Instructors: r
Assignment Type: Compensation Extracted: [ Compensation Applied: [

[ ] [ | [ | | [ 0 O
Workload: Percent Responsihility: ’— Generated Credits: ’7 Position Number: [7
Override Workload: Weekly Contact: FTE: Position Number Suffix: ’_
Calculated Workload: Total Contact: ’— Contract Type: ’_[T Additional Instructors: |—
Assignment Type: Compensation Extracted: [ Compensation Applied: [ -
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Steps
Assign your new Associate Professor to an Education course, as well as give him/her a non-

instructional assignment to sponsor research for the College of Education. Follow these
steps to complete the process.

1. Access the Faculty Assignment Form (SIAASGN).

2. Enter the ID of the Associate Professor generated in the previous lesson in the
ID field.

3. Enter the term in the Term field.

4. Perform a Next Block function.

5. At the CRN field, perform a list function and execute a query.
6. Using the vertical scroll bar, locate an Education course.

7. Double-click the on the Education course to return it to the Faculty Assignment
Form (SIAASGN).

8. Select Faculty Non-Instruct Assignment from the Options menu.

9. Click the down arrow below the Type field and select the code for Sponsored
Research from the Faculty Non-Instructional Type Validation Form (STVNIST).

10. Click the down arrow below the College field and select the code for College of
Education from the College Validation Form (STVCOLL).

11. Click the down arrow below the Department field and select the code for
Education from the Department Validation Form (STVDEPT).

12. Click the Save icon.

13. Select Faculty Workload Summary from the Options menu and view your
Associate Professor's workload summary.

14. Click the Exit icon.

Note: You can use the Faculty Leave Assignment Form (SIALVAS) to track
instructional and non-instructional assignments a faculty member would have
been assigned for a term, had they not been on leave for that term.
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Entering Degree Information for a Faculty

Member
[ ]

Introduction

The Faculty Degree Information Form (SIAFDEG) is used to enter and maintain the degree
information associated with a faculty member. An unlimited number of college and degree
records may be maintained for a faculty member. In addition, each degree may have
major, minor, and concentration information associated with it.

Note: If you attempt to delete a degree record that has attached majors, minors, or

concentrations, you will receive the following message: “Cannot delete Prior College Degree;
Major/Minor/Area of Concentration data exists.”

Banner form

Prior Colleges

Prior College: EI -
Transcript Received: @ Reviewed: @ [ Official

Degree Details

Degree: EI Date: @ =
Attended From: @ Attended To: @ Year: l— Hours:
College: ’_E Honors: E GPA: | 2

Identification number; press LIST far namellD search list form |
Record: 141 | o | | =08C>
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Steps

Enter degree information for your Associate Professor. Follow these steps to complete the
process.

1. Access the Faculty Degree Information Form (SIAFDEG).

2. Enter the ID of the Associate Professor generated in previous lessons in the ID
field.

3. Perform a Next Block function.
4. Click the down arrow next to the Prior College field and select the code of the
college attended from the Source/Background Institution Query-Only Form

(SOISBGI).

5. Enter the date that the transcript was received in the Transcript Received
field.

6. Enter the date that the transcript was reviewed in the Reviewed field.
7. Click the Official checkbox.

8. Click the Save icon.

9. Perform a Next Block function.

10. Click the down arrow next to the Degree field and select the code for Bachelor
of Education from the Degree Code Validation Form (STVDEGC).

11. Enter the date that the degree was awarded in the Date field.

12. Enter the dates that your Associate Professor attended the college in the
Attended From and Attended To fields.

13. Click the Save icon.

Note: If another college a record needs to be added, click the Save icon then
perform a Next Block function.
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14. Select Majors, Minors, and Concentrations from the Options menu.

15. Click the down arrow next to the Major field and select the code for English
from the Majors Listing.

16. Click the down arrow next to the Minor field and select the code for History
form the Minors Listing.

17. Click the Save icon.

18. Click the Exit icon.
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Performing a Contract Analysis
[

Introduction

The Faculty Contract Analysis Form (SIACONA) is used to perform the contract analysis for
the faculty member on a term basis and on an overall contract basis. This process works in
the same fashion as the term analysis, which is performed on the Faculty Assignment Form
(SIAASGN).

Contract analysis will summarize the terms associated with the contract in the first section
on the form. For example, if Fall and Spring are both included in the contract, then the
instructional workload for both Fall and Spring will be summarized into one total.

The Contract Term Analysis information will perform the analysis and display an overload or
underload indicator for those rules that are not satisfied by the instructor’s assignments.

Only those assignments associated with a contract will be used in the contract analysis. The
faculty member must exist on the Faculty/Advisor Information Form (SIAINST) prior to
having assignments created. They must have a Faculty Status Code of Active, and the
Faculty Indicator code must be checked.

Note: Review the Banner Student User Manual for more information on Faculty
Assignments. Contract Types must be assigned to a faculty member on SIAINST before
instructional assignments are given in order for Term and Contract analysis to be performed
on SIACONA.
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Banner form

Contract: BFaII;’Spring Contract Term: 200720 E Spring 2007

ID: 217829375 E”Chapin, Michael <.

Contract Term Workload

Contract Rule: | |

Credit Hours: Instructional Workload:

Generated Hours: ’7 Non-Instructional Workload: ’7
Weekly Contact: ’7 Total Workload: ’7
Term Contact: Contract Term FTE:

Contract Term Analysis

Contract Rule: | |
Low High Low High

4[]

Credit Hours: Instructional Workload:

Non-Instructional Workload:
Total Workload:
Contract Term FTE:

Generated Hours:
Weekly Contact:
Total Contact:

1
1
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Steps

Perform the Contract Analysis for the Associate Professor on a term basis as well as on an
overall contract basis.

Follow these steps to complete the process.

1. Access the Faculty Contract Analysis Form (SIACONA).

2. Click the down arrow next to the Contract field and select Contract Type
Validation from the Options List.

3. Select the Fall/Spring contract code from the Faculty Contract Type Code Form
(STVFCNT).

4. Enter the term of your Associate Professor in the Term field.
5. Enter the ID number of your Associate Professor in the ID field.
6. Perform a Next Block function.

7. Enter the contract rule associated with the professor in the Contract Rule field.
Click on the Next Block icon.

Note: The hours associated with this Contract Rule will populate the appropriate
fields.

Note: In the Contract Analysis block, the Contract Analysis will summarize the
terms associated with the contract based on the selected Contract Type,
Contract Term, and Contract Rule. A Contract Term Analysis is also performed
and either an overload or underload indicator will be displayed for those rules
that are not satisfied by the Associate Professor’s assignments.

8. Click the Save icon.

9. Click the Exit icon.
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Faculty Load Reports and Queries
[

Available query forms and delivered reports

The following Query forms and Banner Reports are used frequently in the Faculty Load

Module.
Form Description Banner Name
Faculty Schedule Query SIAASGQ
Faculty Contract Query SIACONQ
Available Faculty Query SIAFAVL
Faculty/Advisor Query SIAIQRY
Faculty Information Query SIIINST
Faculty Course Section Query SIQSECM
Available Faculty by Term Query SOAFAVQ
Reports

Instructor Schedule Report SIRASGQ
Faculty Load Contract Analysis Report SIRCTAL
Faculty Load Term Analysis Report SIRTRAL
Instructional Assignment Purge SIPASGN

© SunGard 2004-2008 Faculty Load
Page 55



Faculty Schedule Query
B :

Introduction

The Faculty Schedule Query Form (SIAASGQ) gives an online view of a faculty member's
schedule. It will display all class assignments that the faculty member has been assigned
for the term and the specified ID.

Banner form

Term: ENEEN (7] ID: (217829375 [~|[Chapin, Michael S.
Session Begin End
CRN Subject Course Section Number Start Date End Date Mon Tue Wed Thu Fri Sat Sun Time Time
1 [ | | [ R R A R 1 [ o
Cross List Time
Building Room Group Override Conflict
Session Bllagin E_nd
CRN Subject Course Section Mumber Start Date End Date Mon Tue Wed Thu Fri Sat Sun Time Time
1 | | [ R s R R R [ 1 [
Cross List Time
Building Room Group Override Conflict
Session Begin End
CRN Subject Course Section Number Start Date End Date Mon Tue Wed Thu Fri Sat Sun Time Time
1 [ | | [ R s R R 1 [
Cross List Time
Building Room Group Override Conflict
Session Begin End
CRN Subject Course Section Number Start Date End Date Mon Tue Wed Thu Fri Sat Sun Time Time
1 [ | | [ R s R R R 1 [
Cross List Time
Building Room Group Override Conflict

Term code; press LIST for valid codes.
Record: 111 (. .. | Listofvalu.. | | <05C=
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Faculty Contract Query
[

Introduction

The Faculty Contract Query Form (SIACONQ) is used to view all faculty members or
advisors who are associated with a particular Contract type.

Banner form

Contract: EI Fall/Spring Contract Term: |200720 EI Spring 2007
D Last Name First Name Faculty Advisor Contract Rule College Department

| | | . . [ ] -
| | | . . [ ]

[ [ [ 0. 0. [

| | | 0. O [ ]

| | | 0. O [ ]

[ [ [ . . [ ]

| | | . . [ ]

| | | 0. . [

Steps

Follow these steps to view faculty contract information.

1. Access the Faculty Contract Query Form (SIACONQ).

2. Click the down arrow next to the Contract field and select the code for
Fall/Spring Contract from the Faculty Contract Type Code Form (STVFCNT).

3. Enter the term for which you assigned your professor in the Term field.
4. Perform a Next Block function.
5. View the faculty contract information.

6. Click the Exit icon.
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Available Faculty Query
[ ]

Introduction

The Available Faculty Query Form (SIAFAVL) is used to enter selection criteria for a section
that is available for assignment. A list of available faculty members is then produced based
on the information provided, and you may use this list to select a faculty member for
assignment to the section.

Banner form

Term CRM Subject Course Section Session Category Staff Contract Type College Department
R (7] | = I = o e id
Desired Faculty Attributes

d A
d (7]
i M
Available Faculty
D Category Staff Contract Type College Department
[ [ [ [ [ [ [ 1 @A
| | [ [ ] [ [ [
| | [ [ ] [ [ [
| | [ [ [ [ [
| | [ [ [ [ [
| | r [ [ [ [
[ [ [ [ [ [ [
| | [ [ ] [ [ [
| | [ [ ] [ [ [
| | [ [ [ [ [
| | [ [ [ [ [
| | - (] [ [ [ 5
Term Code; press LIST far valid codes | J
Record: 141 | | Listofvam.. | | =08C>
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Faculty/Advisor
[ ]

Introduction

The Faculty/Advisor Form (SIAIQRY) enables the user to select key pieces of information
about faculty members or advisors and to list those people who meet the selection criteria.

Banner form

’z}: Faculty/advisor Query SIAIQRY 8.0 (BANS_WIN) -
Term: 200720 EI [ Faculty [T advisor Category: EI
Staff Type: EI Contract Type: ,7@ Tenure Status: ,7@ Status: ,7 B
1D Last Name First Name Middle Name Faculty Advisor College Department
M
| | | | o o [ [ =
| | | | 0 0 [ [
| | | | o o [ [
| | | | o o [ B
| | | | m m [ [
| | | | O O [ [
| | | | o o [ [
| | | | = = [ [
| | | | o o [ L
| | | | O O [ [
| | | | m m [ [
| | | | = = [ L
| | | | o o [ [
| | | | m m [ [
| | | | O O [ [
| | | | o o [ L
| | | | = = [ [
| | | | o o [ [
| | | | O O [ [ &
Faculty Indicatar, 'Checked' for faculty. |
Record: 111 | 1 L | =0sC= J
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Faculty Information Query
[ ]

Introduction

The Faculty Information Query Form (SIIINST) is used to query information for a faculty
member and displays a view of data for that instructor by term over time.

Banner form

ID: (217629375 [~ [Chapin, Michasl 5. Term: 200720~
Start End Workload
Term Term Status Category Staff Workload Description
[7] [7] [*] [7]
3951 0ETCETE) [ac [proF [Fr [Fras Full Time-Arts & Sciences B
I e | |
I T | |
I I N | |
I e I | |
I T | |
I I N | |
I e I | |
I I | |
I I T | |
I e I | |
I N | |
I I T | |
I e I | |
I I | |
I T | |
I e I | |
I I | |
N N ) B | | S
Press COLUNT QUERY HITS to transfer to Faculty Information form. |
Record; 111 | . | | <0gC= J
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Faculty Course Section Query
[ ]

Introduction

The Faculty Course Section Query Form (SIQSECM) is used to display course section
information such as starting and ending dates, meeting times, and building names and room
numbers in association with the instructor's existing schedule.

Note: This form is accessed from SIAASGN by performing a List function from the CRN
field.

Banner form

Session Schedule Start End Begin End
CRN Subject Course Section Number Type Date Date Mon Tue Wed Thu Fri Sat Sun  Time Time
|| | | B B B | adaaaaga0d =
| | | IR | ooooobo [0 ]
| | | I I A I | ooooooo [ ]
| | | I | ooooooo [0 ]
| | | I | coooobo [ [ ]
| | | I T I | ooooooo [ ]
| | | I | ooooooo [ ]
| | | IR A | ooooobo [0 -
Instructor Schedule
I o s s o Y o | noeoeceoo [ §
I o s | ooorcoeoo [
I o I o o A e | cooecooo )]
s B e o Y o | nooeooo [
il e | ooosoooo []]
il o | ooosoooo []]
| y — O [ | noooooo [
I o s | cooecooo ]
oo C o O | seesooa 0]
A | 3
Enter a query; press F8 to execute, Cirl+Q to cancel. | J
Record: 111 | | Enter-qu.. | | | <0gC=
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Available Faculty by Term Query
[ ]

Introduction

The Available Faculty by Term Query Form (SOAFAVQ) is used to query faculty with specific
attributes and view faculty information by category, staff, contract, college or department.

Banner form

" fwailable Faculty By Term Query S

Term: m B Category: EI Staff: E Contract: ’;E‘ College: ’_B Department: E

Desired Faculty Attributes

Attribute

M d

M 4

M 4
Available Faculty

D Category Staff Contract College Department

| | | | [ [ &
| | | | [ [
| | | | [ [
| | | | [ [
| | | | [ [
| | | | [ [
| | | | [ [
| | | | [ [
| | | | [ [
| | | | [ [
| | | | [ [ =

Term Code; press LIST for valid codes.
Record: 141 | .. | Listofvalu.. | | <0gC=
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Instructor Schedule Report
. :

Introduction

The Instructor Schedule Report (SIRASGQ) is used to print an instructor’s schedule, with
detailed information including session dates and times, course names and CRNs, rooms
where the classes are being held, and enroliments. Optionally, Faculty salary information
may be printed on faculty schedules only if the Banner Human Resources System is
installed.

Banner form

"% Pracess Submission Controls GIAPCTL 5.0 (B

Process: ‘SIRASGQ F|Instru|:tnr Schedules Parameter Set: F

Printer Control

Printer: F Special Print:  |LANDSCAPE Lines: Submit Time:
|

Parameter Values

Number Parameters Values
] (7]
|Process Term |200110 =
|Instructor ID(s) o
|Par‘t of Term |%
|Print Salary |N
|salary Effective Date oz-0cT-2000

LENGTH: & TYPE: Character OfR: Required M/S: Single
Term fram which instructor schedules are derived.

T TEREIRTE)

Submission

[ |Save Parameter Set as MName: Description: “'Hold ® Submit

Destination Printer; DOUBLE-CLICK for available printers, MOPRIMT for no printout, DATABASE to review an-line. |
Record: 111 | . | Listorvaw.. | | =osC=
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Faculty Load Contract Analysis Report
B :

Introduction

The Faculty Load Contract Analysis Report (SIRCTAL) is used to calculate and print the
Faculty Load contract analysis.

Banner form

Process: |SIRCT»\1L F|Facu|ty Load Contract Analysis Parameter Set: F

Printer Control

Printer: | EI Special Print: Lines: |55 Submit Time:

Parameter Values

Number Parameters Values
(7] ]
[or [schedule Term 199001 <
[z [iD wumber \@oon0z623
’E |Cnntra|:t Type ‘FS
’E |Categ0ry Code ‘
E |Staf‘f Type ‘ N
’E |Instructor.-".qssignment Indicatr ‘A
’F |Co||ege Code ‘
’F |Departrnant Code ‘ -

LENGTH: &6 TYPE: Character O/R: Required M/S: Single
Term for which contract analysis will be performed.

Submission

[ Save Parameter Set as MName: Description: “'Hold ® Submit

Destination Printer; DOUBLE-CLICK for available printers, MOPRIMT for no printout, DATABASE to review an-line. |
Record: 111 [ .. | Listorvam... | | zosC=
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Faculty Load Term Analysis Report
[ ] .

Introduction

Faculty Load Term Analysis Report (SIRTRAL) is used to calculate and print the Faculty Load
term analysis.

Banner form

bmission Controls

Process: |SIRTRAL F|Faculty Load Term Analysis Rpt Parameter Set: F

Frinter Control

Printer: | EI Special Print: Lines: |55 Submit Time:

Farameter Values

Number Parameters Values
] ]

[or | [schedule Term 200410 =)
E |ID Mumber ‘

[03 [contract Type \

,I |Categ0ry Code ‘

’E |Staf‘f Type ‘ ]
’K |Instructor.-".qssignment Indicatr ‘A

’F |Co||ege Code ‘

’F |Departrnant Code ‘ -

LEMGTH: & TYPE: Character O/R: Required M/S: Single

Term for which analysis will be performed.

Submission

[ Save Parameter Set as MName: Description: “'Hold ® Submit

Destination Printer; DOUBLE-CLICK for available printers, MOPRIMT for no printout, DATABASE to review an-line. |
Record: 111 [ .. | Listorval... | | =0sC=
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Instructional Assignment Purge
' :

Introduction
The Instructional Assignment Purge (SIPASGN) is used to purge the instructional

assignments, the non-instructional assignments, and the rules associated with the term
being processed.

Banner form

hmission Controls GIAPCTL 8.0 (B

Process: |SIF‘P\SGN F|Instruct0n"l'erm Rule Purge Rpt Parameter Set: F

Printer Control

Printer: | EI Special Print: Lines: Submit Time:

Parameter Values

Number Parameters Values

A M|

[Report Term

|Purga Term

|Purga Instructional Assignment

|Purga Workload Rules

|Run Mode

LEMWGTH: & TYPE: Character O/R: Required M/S: Single
Term used in report heading.

ERLEEEEE

\
\
\
|Purga Mon-Instr Assignments ‘
\
\
\
\

Submission

["'Save Parameter Set as Name: Description: “'Hold ® Submit

Destination Printer; DOUBLE-CLICK for available printers, MOPRINT for o printout, DATABASE ta review an-ling |
Recard: 1/1 (. .| Listofval.. | | z08C>
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Summary

Let’s review

As a result of completing this workbook, you have

created the rules and validation forms used in the Faculty Load module
created faculty records

entered assignment information for a faculty member

entered degree information for a faculty member

performed faculty contract analysis

identified the Faculty Load query forms and reports.

Now you are ready to begin determining what information related to your faculty will be
implemented within the Banner Student Faculty Load module. Decisions will need to be
made based upon your organization’s needs as to which code validation forms and control
and rules forms will be used as well as what your values will be on these forms.
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Self Check
|

Directions

Use the information you have learned in this workbook to complete this self-check activity.

Question 1

What field on the Faculty Information Form will allow a faculty member to be assigned to
classes?

Question 2

On what form must the faculty member exist before being entered as a faculty member on
the Faculty Information Form?

Question 3

One of the professors was assigned to Chair an Academic Committee. How can you record
this information and the hours involved?

Question 4

Where can you find information on all of the classes that a professor is assigned?
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Question 5

An unlimited number of colleges and degrees can be maintained for faculty members.

True / False

Question 6

Describe the Contract Analysis process.

Question 7

Identify the report that calculates term analysis.

Question 8

Name the query that provides a list of faculty members associated with a particular contract

type.
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Answer Key for Self Check

Question 1

What field on the Faculty Information Form will allow a faculty member to be assigned to
classes?

A status of Active must be entered in the Status Code field.

Question 2

On what form must the faculty member exist before being entered as a faculty member on
the Faculty Information Form?

The General Person Identification Form (SPAIDEN)

Question 3

One of the professors was assigned to Chair an Academic Committee. How can you record
this information and the hours involved?

The information can be recorded on the Faculty Non-Instructional Assignment

block accessed from Navigation Frame of the Faculty Assignment Form
(SIAASGN).

Question 4

Where can you find information on all of the classes that a professor is assigned?

The information can be found on the Faculty Workload Summary window of the
Faculty Assignment Form (SIAASGN).

Question 5

An unlimited number of colleges and degrees can be maintained for faculty members.

True
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Question 6

Describe the Contract Analysis process.
The Contract Term Analysis process will perform the analysis and display an

overload or underload indicator for those rules that are not satisfied by the
instructor’s assignments.

Question 7
Identify the report that calculates term analysis.

Faculty Load Term Analysis Report (SIRTRAL)

Question 8

Name the query that provides a list of faculty members associated with a particular contract
type.

Faculty Contract Query Form (SIACONQ)
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Appendix

mEEN
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Forms Job Aid

Form Full Name Use this Form to...

STVASTY Assignment Type Code Validation Createcreate, update and delete Assignment Type codes for use
in the Faculty Load module for instructional and non-
instructional assignments.

Rules Forms

Day-to-Day Forms

Reports and Queries

SCACRSE Basic Course Information Form Establish establish the instructional workload. Must be done
prior to assigning faculty to classes.

SIAASGN Faculty Assignment Enter enter and maintain the assignment information for a term
for a faculty or advisor. Faculty must exist on SIAINST and have
a status code of Active.

SIAASGQ Faculty Schedule Query Have have an online view of a faculty member’s schedule.

SIACFTE Faculty Workload Contract FTE Specify specify the FTE factor that will be used when calculating
the Contract Term FTE or the Contract FTE on SIACONA.
Represents the normal workload unit factor for the contract
terms.

SIACONA Faculty Contract Analysis Perform perform the contract analysis for the faculty member on
a term basis and on an overall contract basis.

SIACONQ Faculty Contract Query View view all faculty members or advisors who are associated
with a particular contract type.

SIAFAVL Available Faculty Query Enter enter selection criteria for a section that is available for
assignment and view a list of available faculty members based
on the information provided.

SIAFCTR Faculty Contract Rules Establish establish the terms associated with a contract type by
Effective term. Used by SIACONA.
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Form Full Name Use this Form to...

SIAFDEG Faculty Degree Information enter and maintain the degree information associated with a
faculty member.

SIAFLCT Faculty Contract Term Rules create and update the rules that are used when performing a
contract term analysis. Used by SIAASGN, and must exist prior
to accessing the term analysis block on SIAASGN.

SIAFLRC Faculty Workload Contract Rules create and update the workload rules for a contract type and an
effective term that are used when performing the contract
analysis. These rules must exist before running the contract
analysis via SIACONA.

SIAFLRT Faculty Workload Term Rules create and update the workload rules to be used when
performing term analysis.

SIAINST Faculty Information enter and maintain faculty information that changes over time,
such as status, category, College and Department, or Attributes.

SIAIQRY Faculty/Advisor select criteria for viewing lists of faculty members and advisors
who satisfy those criteria, and view the list(s).

SIATERM Faculty Load Term Control maintain the faculty load term information of FTE and duration
factors. Must be defined for each term before faculty
assignments are made to course schedule sections.

SHINST Faculty Information Query query information for a faculty member, and display a view of
data for that instructor by term over time.

SIPASGN Instructional Assignment Purge purge the instructional assignments, non-instructional
assignments, and the rules associated with the term being
processed.

SIQSECM Faculty Course Section Query display course section information such as starting and ending

dates, meeting times, and building names and room numbers in
association with the instructor’s existing schedule.

SIRASGQ Instructor Schedule Report print an instructor’s schedule, with detailed information about
the section, session, course, rooms and enrollments.
SIRCTAL Faculty Load Contract Analysis Report calculate and print the Faculty Load contract analysis.
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Form Full Name Use this Form to...

SIRTRAL Faculty Load Term Analysis Report calculate and print the Faculty Load term analysis.

SOAFAVQ Available Faculty by Term Query guery and view faculty information by category, staff, contract,
college or department.

SPAIDEN Identification maintain identification records for persons and non-persons in
Banner. In this case, maintain faculty identification.

STVCNTR Contract Rules Validation create, update and delete Contract rules codes, such as Chair or
Full Time/College 1/Fall Only.

STVCOLL College Code Validation create, update, insert and delete College codes, such as College
of Engineering, College of Law or College of Music.

STVDEGC Degree Code Validation maintain the Degree codes, such as Undeclared, Bachelor of Arts
or Doctor of Education.

STVDEPT Department Code Validation maintain Department codes, such as History Department,
Counseling Department or Department of Undeclared.

STVFATT Faculty Member Attributes Code create, update and delete faculty member Attribute codes, such

Validation as Certified to Teach English, Department Head or Full Time

Coach.

STVFCNT Faculty Contract Type Code Validation create, update, insert and delete Faculty Contract Type codes,
such as Summer 1 Only, Continuing Ed or Fall/Spring Contract.

STVFCST Faculty Status Code Validation create, update, insert and delete Faculty Status codes, such as
Active, Inactive or On Sabbatical.

STVFCTG Faculty Category Code Validation create, update, insert and delete Faculty Member Category
codes, such as Advisor, Full-time Professor or Part-time
Professor.

STVFSTP Faculty Staff Type Code Validation create, update, insert and delete Faculty Staff Type codes, such
as Evening Division, Full time or Part time.

STVHONR Institutional Honors Code Validation create, update, insert and delete Faculty Degree Institutional
Honor codes, such as Cum Laude, Magna Cum Laude or Summa
Cum Laude.
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Form Full Name Use this Form to...

STVMAJR Major, Minor, Concentration Code create, update and delete Major, Minor and Concentration codes,
Validation such as History, Journalism or Music.

STVNIST Faculty Non-Instructional Type Code create, update, insert and delete Faculty Non-Instructional Type
Validation codes, such as Coach, Academic Committee or Department

Head. Also, to associate minimum and maximum workload for
the positions.

STVTERM Term Code Validation create, update, insert and delete Term codes, such as 200920
Spring 2009 of 0809 Aid Year or 200810 Fall 2007 of 0708 Aid
Year.

STVTOPS Taxonomy of Program Code Validation create, update, insert and delete taxonomy of program codes,
such as English or History. Used in the Key Block.

STVWKLD Term Workload Rules Code Validation create, update, insert and delete Term Workload Rule codes,

such as Full time, Evening Division or Part time — Business.
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Terminology
[

FTE (Full Time Equivalent) factor

The FTE factor is used in the faculty workload term analysis as the divisor and is the normal workload unit load for a term.

Instructional assignment

Faculty assignment to teach class sections.

Non-instructional assignment

Additional assignment(s) to fulfill contract requirements that are not instructional, for example, Department Chair, Research, etc.

Workload and contract rules

Provides end users with the capability to define their organization’s requirements to be used to perform dynamic (real-time) calculation
functions based upon faculty assignments.

Workload and contract analysis

The results of the rules calculations that provide the information that determines whether workload and contract requirements have
been met.
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