Faculty Workload Allocation Module
Recording Workload Implementation Plans (WIP)
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Effective Fall 2019 Regents Rule 31006 and associated UT Tyler Handbook of Operating Procedures 3.2.0
include revised faculty workload requirements. Under the new policy, workload assignments take the
form of percentages of time assigned to each area of Teaching, Leadership/Service, and
Scholarship. Academic Affairs and the Office of Information Analysis are revising reporting mechanisms
and data analyses accordingly. In addition to internal purposes of monitoring effective use of faculty
resources, faculty workload and percentage of time allocations are reported to the THECB each
semester. An effective way to manage these data on an ongoing basis is required. This custom module
in the student system, Campus Solutions (aka myUTTyler) was designed for this purpose. Chairs will record
the workload agreements for all full-time faculty for each semester within two weeks of the census date.

THECB reporting requires percentages be broken into five categories rather than three, so Teaching and
Service will be further divided as shown below.
. : Teaching as Instructor of Record.
o : Directly supporting instruction. Department Chairs/Directors, Program
Coordinators and others engaged in activities considered to be directly related to the teaching
function (Alternate Assignment - Department).

. : Deans, Associate Deans and others engaged in service within a college.
(Alternate Assignment - College)

. : Research, scholarship, creative activity. (Alternate Assignment - Research)

. : Faculty serving in various administrative roles, such as director of a non-instructional

unit, chair of major committees, major projects at the institutional level on in the
community. (Alternate Assignment - University)

Please direct questions about this module to Cindy Strawn in the Office of Information Analysis:
cstrawn@uttyler.edu or 903-565-5818.
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Creating Faculty Workload Allocation for Faculty — Multiple Entries

Chairs will be required to enter workload allocation percentages for faculty who fall under their purview. If
you have a multiple employees that you wish to enter information for, you may use the following steps. If
you wish to enter information for a single employee at this time, you may use this section or see the
section titled “Creating Faculty Workload Allocation for Faculty — Single Entry”.

1. Within myUTTyler

(https://tycs-prd.utshare.utsystem.edu/psp/TYCSPRD/?cmd=login&languageCd=ENG&)
access your Faculty Center tile.

Campus Community Faculty Center Advising Center

e

LAY

m\ -

-

Along the left-hand navigation, select “Chair Workload”.

£ Campus Solutions Staff

Faculty Center

= ) Class Schedule 5 "

= | Class Roster

Faculty Center

My Schedule

afl

= | Grade Roster

]

= | Course Evaluation Report 2012 Spring | University of

Texas at Tyler

Change Term

afl

=) Class Search sSelect display option

® Show All Classes O Show Enrolled Classes Only
= | Request Transcript

Icon Legend ii§ Class Roster [ Grade Roster 5]l Learning Management
= | Worklist

My Teaching Schedule > 2012 Spring > University of Texas at Tyler

= | Worklist Details

=] Query Viewer

I Chair Workload

| Faculty Review

Personalize | View All | (2 | LQ

First (4 1-20f2 (k) Last

Class Class Title Enrolled Days & Times Room Class Dates
=z ACCT 3300-001 SURVEY OF Male NP - 2-1 . Ratliff Building Jan 12, 2012-
s B0 (20090) ACCOUNTING (Lecture) 22 Mowe Z-00PM - 3158 South 02024 May 12, 2012
= ACCT 3325-001 Y A1 7] X Y . s Business Eldg Jan 12, 2012-
fﬂﬁ = (20083) INCOME TAX | (Lecture) 28 Mo 6:00PM - 8:40PM Room 00104 May 12, 2012
View Weekly Teaching Schedule Go fo top

My Exam Schedule = 2012 Spring > University of Texas at Tyler

You have no final exams scheduled at this time

Go to top
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From that dropdown, click “Workload Term Overview”.

! Chair Workload ~

Faculty Workload Allocation

Workload Term Overview

The following page will open.

|
Workload Term Overview

Workload Allocation Term Overview

Term || Q

Acad Org Q Search

Personalize | Find | 1| [ First (4 10f1 (» Last

Empl ID Name Academic Organization

2. Fill in the required information and click “Search”.

2a. Term: Enter the Term code for which you will be entering workload information. Clicking the
magnifying glass will show the list of available Term codes.

Look Up Term x

Search by: Term begins with

Look Up Cancel | Advanced Lookup

Search Results
View 100 First (4 1-150f15 (k) Last
Term

2198

2202

2205

2208

2212

2215

2218

2222

2225

2228

2232

2235

2238

2242

2245
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2b. Acad Org: Enter the Acad Org (Department) for which you will be entering workload information.
Clicking the magnifying glass will show the list of Acad Orgs which fall under your purview.

Look Up Acad Org x

Search by:  Academic Organization begins with ||

Look Up Cance Advanced Lookup

Search Results

View 100 First (4 1of1 (k) Last
Academic Organization

ACCTFIMBEL

Clicking “Search” will pull up all employees that fall within the entered Term and Acad Org.

Workload Term Overview
Workload Allocation Term Overview
Term (2212 |Q
Acad Org |ACCTFINBL |Gy Search
Personalize | Find | {2 | Q First ‘4 116 0of16 (» Last
Empl ID Name Academic Organization Action
11 I | ACCTFINBL VIEW
2 5 G ACCTFINBL VIEW
3 5 W ACCTFINBL VIEW
4 5 Fi ACCTFINBL VIEW
5 5 C ACCTFINBL EDIT
6 5 5 ACCTFINBL VIEW
T 5 C ACCTFINBL VIEW
8 5 P ACCTFINBL VIEW
g 5 W ACCTFINBL VIEW
10 5 R ACCTFINBL CREATE
115 Lif ACCTFINBL VIEW
12 5 G ACCTFINBL CREATE
13 5 H ACCTFINBL VIEW
14 6 R ACCTFINBL VIEW
15 6 R ACCTFINBL CREATE
16 6 — R ACCTFINBL CREATE
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Each employee row will have an “Action” value which indicates the status of the employee’s workload
information for the given Term.

e CREATE: this employee has no existing rows for the given Term and Acad Org. Click “CREATE” to
start a row for them.

e VIEW: this employee has a row for the given Term and Acad Org which has been submitted for
approval. Click “VIEW” to view the information entered or to add a new row for the employee
to change the given information.

e EDIT: this employee has a row for the given Term and Acad Org which has been saved but NOT
submitted for approval. Click “EDIT” to view the saved information, make changes, and/or

submit the row.

3. To create workload information for a given employee, click the “CREATE” button on the respective
row. The following page will pop out. You may now enter workload information for the instructor.

Workload Allocation Main Compo X
Help
Faculty Workload Allocation

| s | ID: - —
Academic Institution UTTYL  University of Texas at Tyler Acad Org ACCTFINEL
Term 2212 2021 Spring Department Department of Accounting, Finance, & Business Law
Faculty Workload Allocation Find | View All First (4) 10f1 (b Last

[l cancel Workload Allocation [ submit | Sequence 1 NEW

Category Percentage Comments/Explanation

Instruction

Administration

Academic Support

Research

Other

Total 0.00
Overload
e
Personalize | Find | (21| [ First (4) 10f1 (b Last
1] 2
Description Subject Area Catalog Nbr Section Class Nbr Session Comb Sects 1D

1

oK Cancel Apply
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3a. Enter percentage information for the five categories as relevant to the specific Instructor and Term.

Any category which does not apply to the Instructor and Term may be left blank.

All percentages must add up to 100% for the information to be Submitted for Dean approval.

Faculty Workload Allocation Find | View All First (4! 10f1 (b Last

Cancel Workload Allocation

Enter percentages for each applicable category in Sequence 1 NEW
these fields.

Category Percentage Jc

Instruction -

Administration

Academic Support

Research s

e
Other <

4
Total 0.00

3b. Comments or explanations about the percentages can be entered via the “Comments/Explanation”
boxes. Comments are required if Percentage amounts are entered for the “Other” category only.

Faculty Workload Find | View All First 1of1 (k) Last

Enter comments or notes about the percentages in
these boxes.

Cancel Worklo: Submit Sequence 1 NEW

Category Perce Comments/Explanation

Instruction

Administration

Academic Support

Research

Total 0.00
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3c. Category descriptions can be accessed at any time by clicking the Category name.

Instruction

Category Percentage Comments/Explanation

Administration

Clicking the Category
names will produce pop-
up boxes with
descriptions of the
categories.

Academic Support

Research

Other

Total 0.00

Message

Instruction {20200,1)

1 Instruction: Teaching as Instructor of record.

Pop-up received
after clicking
the

"Instruction”
Category.

3d. Available categories are:

¢ Instruction: Teaching as Instructor of Record.
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e Administration: Directly supporting instruction. Department Chairs/Directors, Program Coordinators
and others engaged in activities considered to be directly related to the teaching function (Alternate

Assignment - Department).

e Academic Support: Deans, Associate Deans and others engaged in service within a college.

(Alternate Assignment - College)

e Research: Research, scholarship, creative activity. (Alternate Assignment - Research)

e Other: Faculty serving in various administrative roles, such as director of a non-instructional unit,
chair of major committees, major projects at the institutional level. (Alternate Assignment - University)
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3d. If a Percentage amount greater than zero is entered for the “Other” category, an additional selection
box will apply which is required. The values available in that selection box are:

AuxOpertns: Auxiliary Enterprise Operations

InstSuppor: Institutional Support

PubService: Public Service

StuService: Student Services

Other: Other — if this value is selected a comment is required to Submit the information.

AuxOperins
Total InstSuppor

This drop-down appears if a percentage value greater than zero is entered for the "Other”

Sttjll‘l:gewi e category. If a value of "Other” is selected for the drop-down, a comment will be required to
Submit the information for Dean approval.

StuService

3e. Enter percentage information for any authorized teaching overload as relevant to the specific
Instructor and Term. This percentage is on top of the 100% for the five categories above and would be in
addition to that total. Comments or explanations about the percentage can be entered via the
“Comments/Explanation” box.

Enter the authorized teaching overload percentage in this field. Enter comments or notes about the overload percentage in this box.

o
Overload J-

3f. The instructor’s current teaching schedule for the term will be displayed below the Workload Allocation
area. Information is for reference only and includes: Course Description, Subject Area, Catalog Number,
Section Number, Class Number, Session, Combined Sections ID, Load Factor, Class Status, Enroliment
Capacity (Cap Enrl), and Current Enroliment (Tot Enrl).

1 = ’ information.

Description Subject Area Catalog Nbr Section Class Nbr Session Comb Sects ID
1 PERSOMAL & COMMUNITY WELLNESS ALHS 1300 0&0 81432 Reqular
2 TRADITIONAL YOGA KINE 1205 oo 81657 Reqular

3g. Three buttons are available along the bottom of the page.

e OK: clicking this button will save the information currently entered and return you to the list of
employees. This button and the “Apply” button function the same way.

e Cancel: clicking this button will delete the pending row and return you to the employee list.

e Apply: clicking this button will save the information currently entered but will allow you to stay on
the employee’s workload entry page.
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4. If you want to save the row as is to finish later, click the “OK”. If the information entered is correct and
complete, you may submit the row using the “Submit” button. Once information has been submitted, it
cannot be changed. A new entry for the faculty member would need to be created to make any
adjustments. The “Submit” button will only available to you if you are authorized by your role to submit for
the designated faculty member.

Faculty Worklead Allocation

— 10 5
Academic Institution UTTYL  University of Texas at Tyler Acad Org HEALTHKINE
Term 2198 2019 Fal Department Department of Health & Kinesiology
Faculty Workload Allocation Find | View Al First (4 10f1 Last
Cancel Workload Allocation Submit Sequence 1 SAV
Category Percentage Comments/Explanation —
\

) - Omnce all information

Instruction 40.00 ““ has been entered
correctly and is ready
for Dean review, click

Administration the "Submit" button.

Academic Support

A
Research 40.00
P
Other duties as assigned.
Other |Cther r 20.00
A
Total 100.00 Last Updated On 2020-04-29-10.17.02.000000 By I
Overload
Overload 5.00
A
Personalize | Find | (2 G' First (4 1-20f2 Last
1 2 | =»
Description Subject Area Catalog Nbr Section Class Nbr Session Comb Sects ID
1 PERSONAL & COMMUMNITY WELLNESS ALHZ 1300 060 81432 Regular
2 TRADITIOMAL YOGA KINE 1205 001 81657 Regular
ol Save =] Notify + Add - Update/Display
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5. After clicking “Submit”, “OK”, or “Cancel”, you will be returned to the list of employees. You may now
move on to creating or editing additional rows for other employees.

Workload Term Overview
Workload Allocation Term Overview
Term [2212 |Q
Acad Org |ACCTFINBL | Q Search
Empl ID

1 1— r‘.ﬂ—
2 5 G

35 W

45 Fi

h5) C

G 5 5

75 C

8 5 P

9 5 W

10 5 R

11 5 Lij

12 5 G

13 5 HE

14 § R

15 6 R

16 § R

Name

Personalize | Find | (2] L;‘ First (4 1-16 of 16 (}
Academic Organization Action
ACCTFINBL VIEW
ACCTFINBL VIEW
ACCTFINBL VIEW
ACCTFINEL VIEW
ACCTFINBL EDIT
ACCTFINBL VIEW
ACCTFINEL VIEW
ACCTFINBL VIEW
ACCTFINBL VIEW
ACCTFINBL CREATE
ACCTFINBL VIEW
ACCTFINBL CREATE
ACCTFINBL VIEW
ACCTFINBL VIEW
ACCTFINBL CREATE
ACCTFINBL CREATE

Last
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Creating Faculty Workload Allocation for Faculty — Single Entry

Chairs will be required to enter workload allocation percentages for faculty who fall under their purview. If
you have a single employee that you wish to enter information for, you may use the following steps. If you
wish to enter information for several employees at this time, see the section titled “Creating Faculty
Workload Allocation for Faculty — Multiple Entries”.

1. Within myUTTyler

(https://tycs-prd.utshare.utsystem.edu/psp/TYCSPRD/?cmd=login&languageCd=ENG&)
access your Faculty Center tile.

Campus Community Faculty Center Advising Center

e

LAY

m\ »

™

Along the left-hand navigation, select “Chair Workload”.

£ Campus Solutions Staff Facult_v Center

[ ]
= | Class Schedule "
=) Class Roster

Faculty Center
= | Grade Roster I\/Iy Schedule
= | Course Evaluation Report 2012 Spring | University of Change Term

Texas at Tyler
='] Class Search Select display option

@ Show All Classes O Show Enrolled Classes Only
=) Request Transcript
Icon Legend ii§ Class Roster [ Grade Roster [ Learning Management

= | Worklist

My Teaching Schedule > 2012 Spring > University of Texas at Tyler

Personalize | View All | (21 | 5 First (4) 1-20f2 (p) Last
= | Worklist Details =

= Class Class Title Enrolled Days & Times Room Class Dates
=z ACCT 3300-001 SURVEY OF olia 3 O0PM - 31 A Ratliff Building Jan 12, 2012-
Query Viewer i & 20090) ACCOUNTING (Lecture) 22 MoWe 2:00PM - 3:15PM e oor”  [an 12,202
B fin B A0CT 3325000 \ncowE TAX | (Lecture) 26 Mo 6:00PM - 8:40PM e
( ) Y
J Chair Workload v View Weekly Teaching Schedule Goto top
] Faculty Review ~ My Exam Schedule > 2012 Spring > University of Texas at Tyler

You have no final exams scheduled at this time.

Go to top
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From that dropdown, click “Faculty Workload Allocation”.

! Chair Workload ~

Faculty Workload Allocation

The following page will open.

Faculty Workload Allocation

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

1D| begins w

felyel

Term| begins
Last Name| begins with v
First Name| begins with *

Case Sensitive
Limit the number of results to (up to 1000): |300

= .
Search Clear | Basic Search & Save Search Criferia

Find an Existing Value | Add a New Value

2. Click “Add a New Value”.

Faculty Workload Allocation

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value || Add a New Value \J"/"

Search Criteria

1D[ begins with ¥ Q
Term| begins with v Q
Last Name| begins with v
First Name| begins with v
Case Sensitive
Limit the number of results to {up to 1000): 300

Search Clear | Basic Search 3"'] Save Search Criteria

Find an Existing Value | Add a New Value

Page 12 of 48
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3. Enter the instructor’s Employee Id.

Facuilty Workload Allocation

Find an Existing Value Add a New Value

D Q
Term Q
Academic Organization Q,

Add

Find an Existing Value | Add a New Value

Faculty Workload Allocation

Eind an Existing Value Add a New Value

o] S o
Term &'}

Academic Organization QL

3a. If the ID is not known, you can click on the magnifying glass to search.

Page 13 of 48

3b. First and Last Name are available as search fields. Enter any information known into the fields and
click “Look Up”. All faculty who are active a Department that falls under the Chair’s purview will be
available. Once you have located the correct faculty member, click the line with their information.

Look Up ID

Enter known
Empl ID| begins with v information
First Name| begins with » S , into these two
Last Name | begins with ¥ . fields and
. gins w ~y—d click "Look
Up".
Look Up Clear Cancel Basic Lookup
Fa
Search Resuﬁ?‘*-—q
View 100 First (4 1-84cf64 Last
Empl ID First Name Last Name Academic Organization
e ey B HEALTHKINE
== —— ] HEALTHKINE

HEALTHKINE
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4. Enter or select the appropriate Term code.

Faculty Workload Allocation

Find an Existing Value Add a New Value

DS (T,
Term :
. L Q —
Academic Organization Q

Find an Existing Value | Add a New Value

Page 14 of 48

4a. Clicking the magnifying glass will show the list of available Term codes as well as the Term

Descriptions.

Look Up Term

Empl ID —1

Term| begins with »

Look Up Clear Cancel | Basic Lookup

Search Results

View 100 First (4 1-150f15 (p) Last
Term Description
2198 2019 Fall
2202 2020 Spring
2205 2020 Summer
2208 2020 Fall
2212 2021 Spring
2215 2021 Summer
2218 2021 Fall
2222 2022 Spring
2225 2022 Summer
2228 2022 Fall
2232 2023 Spring
2235 2023 Summer
2238 2023 Fall
2242 2024 Spring
2245 2024 Summer

Help
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5. Enter or select the appropriate Academic Organization.

Faculty Workload Allocation

05— Q)
Term 2198 |Q,
Academic Organization Q

Add

Find an Existing Value | Add a New Value

Find an Existing Value || Adda New Value

-

™~

Page 15 of 48

5a. Clicking the magnifying glass will show the list of available Academic Organizations for the faculty

member as well as the Academic Organization Descriptions.

Look Up Academic Organization

Term 2188
Academic Organization | begins with v

Search Results

6. Once all three fields have been filled in, click “Add”.

Empl ID 5 —

Look Up Clear Cancel Basic Lookup

View 100 First (4) 10f1 (b Last
Academic Organization Description
HEALTHKINE Department of Health & Kinesiology

Faculty Workload Allocation

Find an Existing Value Add a New Value

GE
Term 2188 |Q

Academic Qrganization HEALTHKINE |Q

Add

o

Find an Existing Value | Add a New Value

Help

- -
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7. You can now enter the Workload Allocation information for this instructor.

Page 16 of 48

Faculty Workload Allocation

—
Academic Institution UTTYL  University of Texas at Tyler
Term 2198 2019 Fall

Faculty Workload Allocation
Cancel Workload Allocation

Category Percentage

Instruction

Administration

Academic Support

Research

Other

Total 0.00

Overload

1|2 |=»
Description Subject Area
1 PERSONAL & COMMUNITY WELLNESS ALHS
2 TRADITIOMAL YOGA KINE

ol Save ||[=] Motify

Comments/Explanation

ID:

Acad Org HEALTHKINE
Department Department of Health & Kinesiology

Find | View All First (4 10f1 Last
Submit Sequence 1 NEW

P

4

P

4

P

Personalize | Find | (2

Section

P

E  Fist 120f2 (b Last

Class Nbr  Session Comb Sects ID
81432 Regular
81657 Regular

% Add

2] Update/Display

7a. Enter percentage information for the five categories as relevant to the specific Instructor and Term.
Any category which does not apply to the Instructor and Term may be left blank.
All percentages must add up to 100% for the information to be Submitted for Dean approval.

Faculty Workload Allocation

Cancel Workload Allocation

these fields.

Category Percentage Jc

Find

View All First (4) 10f1 (») Last

Enter percentages for each applicable category in J Sequence 1 NEW

Instruction -

Administration

Academic Support

Research

Other s

Total 0.00
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7b. Comments or explanations about the percentages can be entered via the “Comments/Explanation”
boxes. Comments are required if Percentage amounts are entered for the “Other” category only.

Faculty Workload

Enter comments or notes about the percentages in
these boxes.

Cancel Worklos

Category Perce

Instruction

Administration

Academic Support

Research

Other

Total 0.00

Comments/Explanation

Find | View All First (4) 10f1 (p) Last

Submit Sequence 1 NEW

7c. Category descriptions can be accessed at any time by clicking the Category name.

Instruction

Category Percentage Comments/Explanation

Administration

Clicking the Category
names will produce pop-
up boxes with
descriptions of the
categories.

Academic Support

Research

Other

Total 0.00

Message

Instruction (20200,1)

1 Instruction; Teaching as Instructor of record.

Pop-up received
after clicking
the

"Instruction”
Category.
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7d. Available categories are:

¢ Instruction: Teaching as Instructor of Record.

e Administration: Directly supporting instruction. Department Chairs/Directors, Program Coordinators
and others engaged in activities considered to be directly related to the teaching function (Alternate
Assignment - Department).

e Academic Support: Deans, Associate Deans and others engaged in service within a college.
(Alternate Assignment - College)

e Research: Research, scholarship, creative activity. (Alternate Assignment - Research)

e Other: Faculty serving in various administrative roles, such as director of a non-instructional unit,
chair of major committees, major projects at the institutional level. (Alternate Assignment - University)

7d1. If a Percentage amount greater than zero is entered for the “Other” category, an additional selection
box will apply which is required. The values available in that selection box are:

o AuxOpertns: Auxiliary Enterprise Operations

e InstSuppor: Institutional Support

e PubService: Public Service

e StuService: Student Services

e Other: Other — if this value is selected a comment is required to Submit the information.

AuxOperins
Total InstSuppor

This drop-down appears if a percentage value greater than zero is entered for the "Other”

Sttjll‘l:gewi e category. If a value of "Other” is selected for the drop-down, a comment will be required to
Submit the information for Dean approval.

StuService

7e. Enter percentage information for any authorized teaching overload as relevant to the specific
Instructor and Term. This percentage is on top of the 100% for the five categories above and would be in
addition to that total. Comments or explanations about the percentage can be entered via the
“Comments/Explanation” box.

Enter the authorized teaching overload percentage in this field. Enter comments or notes about the overload percentage in this box.

o
Overload J-

7f. The instructor’s current teaching schedule for the term will be displayed below the Workload Allocation
area. Information is for reference only and includes: Course Description, Subject Area, Catalog Number,
Section Number, Class Number, Session, Combined Sections ID, Load Factor, Class Status, Enrollment
Capacity (Cap Enrl), and Current Enrollment (Tot Enrl).

Click here to expand the table and see all schedule i | (=2 | First (40 1-20f2 (») Last
1 2 | = ’ information.

Description Subject Area Catalog Nbr Section Class Nbr Session Comb Sects ID
1 PERSONAL & COMMUNITY WELLNESS ALHS 1300 0860 81432 Regular
2 TRADITIONAL YOGA KINE 1205 0o 81657 Reqular
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79. Information entered can be saved at any time and returned to later as needed. To save the
information, use the “Save” button along the bottom of the page.

Personalize | Find | (& | Q First (4 1-20f2 (} Last
Description Subject Area Catalog Nbr  Section Class Nbr Session Comb Sects ID Load Factor Class Status Cap Enrl  Tot Enrl
1 PERSONAL & COMMUNITY WELLNESS ALHS 1300 060 81432 Regular 100.0000  Active 50 49
2 TRADITIONAL YOGA KINE 1205 001 81657 Regular 100.0000  Active 20 20
[5] save ||[=] Notify 54 Add || 5] Update/Display
I

e You can return to saved information at any time by searching from the Faculty Workload
Allocation landing page. Enter faculty information and click “Search”. Applicable rows will appear
and allow you to select and make changes as needed.

Faculty Workload Allocation

Enter any information you have and click Search. Leave fields blank for a list of all valuss

Find an Existing Value Add a New Value

Search Criteria

10| begins with v

felye

Term| hegins with v
Last Name| begins with v |c
First Name| begins with v |ls
Case Sensitive
Limit the number of results to (up to 1000): |300

Search Clear | Basic Search ;l"'l Save Search Criteria

«
.

O

Find an Existing Value | Add a New Value
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8. Once all the information has been entered and is ready for Dean review, the page can be submitted via
the “Submit” button. Once information has been submitted, it cannot be changed. A new entry for the
faculty member would need to be created to make any adjustments. The “Submit” button will only
available to you if you are authorized by your role to submit for the designated faculty member.

Faculty Workload Allocation

— 1D —
Academic Institution UTTYL  University of Texas at Tyler Acad Org HEALTHKINE
Term 2198 2018 Fall Department Department of Health & Kinesiology
Faculty Workload Allocation Find | View &l First (4 1o0f1 Lazt
Cancel Workload Allocation Submit Sequence 1 SAV
. -
Category Percentage Comments/Explanation X
| ) 2000 - Once all information
N : ““4| has been entered

correctly and is ready
for Dean review, click
Administration the "Submit" button.

Academic Support

Research 40.00
P
Other duties as assigned.
Other | Other r 20.00
4
Total 100.00 Last Updated On 2020-04-29-10.17.02.000000 By I
Overload
Overload 5.00
A
Perzonalize | Find | [ ;I First 1-20f2 Last
1|2 | E=»
Description Subject Area Catalog Mbr Section Class Nbr Session Comb Sects ID
1 PERSONAL & COMMUNITY WELLMESS ALHS 1300 060 31432 Regular
2 TRADITIONAL YOGA KINE 1205 001 81657 Regular

ol Save ||[=] Mofify + Add . Update/Display

8a. Chairs — you will have the ability to enter, save, and submit information for all faculty in departments
that fall under your purview EXCEPT for yourself. You will not be able to enter information regarding your
own allocations — a designee will need to enter and submit this for you.

8b. Designees — you will only have the ability to enter, save, and submit information for the Chair for
whom you are a designee. If you attempt to enter information for any other faculty, you will only be able to
save the information and WILL NOT be able to submit it for Dean review.
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9. Certain situations will produce errors upon submission.

9a. Total Workload Allocation less than 100.00: If the total percentage does not equal 100.00, the
following error will appear. Information cannot be submitted for Dean review if the percentages do not
total 100.00.

] Message

Attention! Total Workload Allocation must egual (100.00) percent. (20200,G)

OK

9b. “Other” type not chosen: If a percentage amount of greater than zero has been entered in the
“Other” category and a value has not been chosen from the additional drop-down box that appeared, the
following error will appear. Information cannot be submitted for Dean review if the “Other” percentage is
greater than zero and a value has not been selected in the drop-down box.

Message

Category "Other” requires a Type specification. Flease select a Type from the drop-down menu. (20200,7)

OK

9c. “Other” explanation missing: If a value of “Other” is selected from the drop-down box and an
explanation has not been added to the corresponding “Comments/Explanation” box, the following error
will appear. Information cannot be submitted for Dean review if a value of “OTHER” has been selected in
the “Other” category drop-down box and no information has been provided in the corresponding
“Comments/Explanation” box.

Message

Category "Other” with Type specification OTHER reguires a Comment'Explanation. (20200 8)

oK
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10. Once information has been successfully submitted, the status with change to “SUB” and the
information will be locked. Any changes that need to be made will require a new Faculty Workload
Allocation entry being created for the faculty member and Term.

Faculty Workload Allocation
—
Academic Insfitution UTTYL University of Texas at Tyler
Term 2198 2019 Fall
Faculty Workload Allocation
Cancel Workload Allocation
Category Percentage Comments/Explanation
Instruction 40.00
Administration
Academic Support
Research 40.00
Other duties as assigned.
Other | Other A 20.00
Total 100.00
Overload
Overload 5.00
1 2 | =W
Description Subject Area Catalog Mbr
1 PERSONAL & COMMUNITY WELLHESS ALHS 1300
2 TRADITIOMAL YOGA KINE 1205
) Save || [=] Moify

Find | View All

Section
060
001

1D: 5 —
Acad Org HEALTHKINE
Department Department of Health & Kinesiology

Submit

Last Updated On 2020-04-29-10.21.01.000000 By R

Personalize | Find | (2| [

Class Mbr
31432
31657

First (4 10f1 Last
+|
Sequence 1 sUB

Status is now "SUB"
for submitted. Any

additional changes will
require a new entry for
this employee.
&
&
A
A
First (4 1-20f2 Last
Session Comb Sects [D
Regular
Regular

+ Add - Update/Display
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Update Existing Faculty Workload Allocation Information for Faculty

(Chair or Designee)

If incorrect workload allocation information has been submitted for faculty, new information can be
entered and re-submitted for Dean review. See below for instructions.

1. Within myUTTyler
(https://tycs-prd.utshare.utsystem.edu/psp/TYCSPRD/?cmd=login&languageCd=ENG&)
access your Faculty Center tile.

Campus Community

Faculty Center Advising Center

e

5

poy

»

Along the left-hand navigation, select “Chair Workload”.

< Campus Solutions Staff Faculty Center

= | Class Schedule ===

= | Class Roster
Faculty Center

My Schedule

= | Grade Roster

5

Course Evaluation Report Change Term

2012 Spring | University of
Texas at Tyler

cam Scheduie:
= | Class Search

Select display option

® Show All Classes O Show Enrolled Classes Only

= | Request Transcript

Icon Legend [Ef’ﬁ Class Roster E_Ql‘ Grade Roster @ Learning Management

= | Worklist

My Teaching Schedule > 2012 Spring > University of Texas at Tyler

: i Personalize | View All | {7 | L:_E-J First (4 1-20f2 (b Last
L& Worklist Details Class Class Title Enrolled Days & Times Room Class Dates
=z ACCT 3300-001 SURVEY OF W eUte (0B - 24 EBPR Rallif Building  Jan 12, 2012-
= Query Viewer % = (200900 ACCOUNTING (Lecture) 22 MoWe 2:00PM - 35PN South 02024 May 12, 2012
= = ACCT 3325-001 y S . y - Business Bldg Jan 12, 2012-
i & (20083) INCOME TAX | (Lecture) 28 Mo 6:00PM - 8:40PM Room 00104 May 13, 2012
I Chair Workload View Weekly Teaching Schedule Go to top
] Faculty Review My Exam Schedule = 2012 Spring = University of Texas at Tyler
You have no final exams scheduled at this time.
Go to top

From that dropdown, click “Faculty Workload Allocation”.

! Chair Workload N

Faculty Workload Allocation
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Faculty Workload Allocation Module

The following page will open.

Faculty Workload Allocation

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

|D| begins with +

op

Term| begins with ¥
ith »

First Name| begins with *

Last Name| begins v

Case Sensitive
Limit the number of results to (up to 1000): |300

Search Clear | Basic Search Qf'ﬂ Save Search Criteria

Find an Existing Value | Add a New Value

2. Enter any known faculty information and click “Search”.

Faculty Workload Allocation
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Add a New Value
Search Criteria
|ID| begins with v
Term| begins with v

Last Name| begins with v |c
First Name| begins with v |s

pp

Case Sensitive
Limit the number of results to (up to 1000 300

v
Search Clear | Basic Search (87 Save Search Criteria

r

J

Find an Existing Value \ Add a New Value

3. Select the correct faculty row.

Faculty Workload Allocation

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

1D[ begins with v | S Q
Term| begins with v |2198 Q
Last Name| begins with v
First Name | begins with v
Case Sensitive
Limit the number of results to (up to 1000): (300

Search Clear | Basic Search gﬁf‘d Save Search Criteria
Search Results

View All First (40 10f1 (b Last

1D Term Academic Organization Last Name First Name

5 I 198 HEALTHKINE - -

Find an Existing Value \ Add a New Value

Page 24 of 48
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4. Click the “+” button to create a new entry for the faculty member.

Faculty Workload Allocation

Term 2198 2019 Fall
Faculty Workload Allocation
Cancel Workload Allocation

Category Percentage

Instruction 40.00

Administration

Academic Support

1D: 5

Academic Insfitution UTTYL  University of Texas at Tyler Acad Org HEALTHKINE

Department of Health & Kinesiology

Find | View All

Submit

Comments/Explanation

First

Sequence 1 SuB

Research 40.00
Other dulies a5 assigned.
Other |Other v 20.00
Total 100.00 Last Updated On 2020-04-29-10,21,01,000000 By RN
Overload
Overioad 5.00
Personalize | Find | (71| [ First
1]l 2
Description Subject Area CatalogMbr  Secion  ClassMbr  Session
1 PERSONAL & COMMUNITY WELLNESS ALHS 1300 060 81432 Regular
2 TRADITIONAL YOGA KINE 1205 w1 81657 Regular
0 Save i Retum to Search 41 MNextin List =1 Nofify

i 1of1 Last

+

)

1-20f2 Last

Comb Sects ID

Page 25 of 48

5. A new row will now exist for the faculty member which can be adjusted as needed with regards to
percentages and comments.

Faculty Workload Allocation
—

Term 2198 2019 Fall
Faculty Workload Allocation
Cancel Workload Allocation

Category Percentage

Instruction

Administration

Academic Supp

Research

Other

Total 0.00

Overload

Description
1 PERSONAL & COMMUNITY
2 TRADITIONAL YOGA

@l Save ||[8" Retumn to Search

Academic Insfitution UTTYL University of Texas at Tyler

1D

Acad Org

Department

Comments/Explanation

Last Updated On By

Personalize | Find | (7

Subject Area CatalogNbr  Section

ALHS 1300 060
KINE 1205 001
4 Mext in List =] Nofify

S —
HEALTHKINE
Department of Health & Kinesiology

Find | View All First 20f2 Last

Submit

Sequence 2 NEW

A

B Fist 120f2 (b Last

Class Nbr Session Comb Sects ID

81432
81857

Regular
Regular




Faculty Workload Allocation Module

Page 26 of 48

5a. Adjusting existing percentages or comments: If the reason for the new row is to adjust
percentages and/or comments from the previous row, the new information can now be entered and
submitted. Once the new row has been submitted, it will go to the Dean for review in place of the original
information entered. This row can also be saved before being submitted as needed.

Faculty Workload Allocation
E—— 100 = —
Academic Institution UTTYL  University of Texas at Tyler Acad Org HEALTHKINE
Term 2198 2019 Fall Department Department of Health & Kinesiology
Faculty Workload Allocation Find | View All First 2of2 Last
Cancel Workload Allocation Submit Sequence 2 NEW
Category Percentage Comments/Explanation
Instruction
Enter new information as needed
in the "Percentage” and
Administration "Comments/Fxplanataion” fields
and submit when ready for Dean
Teview.
Academic Support
A
Research
A
Other
A
Taotal 0.00 Last Updated On By
Overload
A
Personalize | Find | (2 |:' First 1-2 of 2 Last
1|2 |=»
Description Subject Area Catalog Nbr Section Class Nbr Session Comb Sects ID
1 PERSOMAL & COMMUNITY WELLNESS ALHS 1300 060 31432 Regular
2 TRADITIONAL YOGA KINE 1205 001 81657 Regular
o Save ||[&" Retum to Search 4= Mextin List =] Wotify + Add
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5b. Zeroing out allocations for faculty: If the reason for the new row is that the faculty member should
have NO allocation percentages for the given Term and Academic Organization, select the “Cancel

Workload Allocation” check box.

Faculty Workload Allocation
E—— 1D S —
Academic Institution UTTYL  University of Texas at Tyler Acad Org HEALTHKINE
Term 2198 2019 Fall Department Department of Health & Kinesiology
Faculty Workload Allocation Find | View All First 2 of 2 Last
Cancel Workload Allocation Submit Sequence 2 NEW
Category Percentage Comments/Explanation
Instruction
A
Administration
A
Academic Support
A
Research
)
Other
A
Total 0.00 Last Updated On By
Overload
A
Personalize | Find | (7 G‘ First (4 1-20f2 Last
1|2 |[=»
Description Subject Area Catalog Nbr Section Class Nbr Session Comb Sects ID
1 PERSOMAL & COMMUNITY WELLNESS ALHS 1300 060 31432 Regular
2 TRADITIOMAL YOGA KINE 1205 001 81657 Reqular
o Save ||[&" Retum to Search 4= Mextin List =] Notify + Add
5b1. The following Message box will appear.

Message

Yes Mo

Click YES to finish submitting, or MO to make further changes

Submission will result in & 0.00 Faculty Worklead Allocation total being reported for this EMPLID. (20200,9)
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5b2. If “Yes” is selected, the information will automatically resubmit, and the faculty information will be
presented for review a second time as having NO allocations for a given Term and Academic
Organization. *Note: Once “Yes” is clicked, the zero-allocation information will be submitted to the Dean
for review automatically. Any changes from that point will require an additional row being added for the

faculty member.*

Faculty Workload Allocation
—
Term 2136 2019 Fall
Faculty Workload Allocation
Cancel Workload Allocation

Category Percentage

Instruction

Administration

Academic Support

Research

Overload

12 |
Description
1 PERSONAL & COMMUNITY WELLNESS

2 TRADITIONAL YOGA

&l Save ||[E Retum lo Search

Academic Institution UTTYL  University of Texas at Tyler

Comments/Explanation

10: <A
Acad Org HEALTHKINE
Department Department of Health & Kinesiology

Find | View All

Submit

Last Updated On 2020-04-29-11.26.21.000000 B IS

Subject Area Catalog Nbr
ALHS 1300
KINE 1205

4] NextinList || =] Nofify

Personalize | Find | | [

Sect
060
001

fion  Class Nbr
81432
81657

First ({ 20f2
Sequence 2
First 1-20f2

Last

+
suB

<
N
2

A

Last

Session  Comb Sects ID

Reguiar
Regular

Status is
submitted
with the total
allocation
being 0.00.

+ Add

Faculty Workload Allecation
—

Term 2198 2019 Fall
Faculty Workload Allocation
Cancel Workload Allocation

Category Percentage

Instruction

Administration

Academic Support

Research

Overload

1] 2| =

Description

2 TRADITIONAL YOGA

o Save 1" Retum to Search

Comments/Explanation

Academic Institution UTTYL  University of Texas at Tyler

Last Updated On By

1 PERSONAL & COMMUNITY WELLNESS

Subject Area
ALHS
KINE

4 Nextin

Personalize | Find | (7

Find | View All

1D: 5
Acad Org HEALTHKINE
Department Department of Health & Kinesiology

Submit

Catalog Nbr  Section

1300 060

1205 001
List || =] Notify

]

Class Nbr
81432
81657

First 20f2 Last
Sequence 2 NEW
4
A
A
A
A
A
First 1-20f2 Last
Session  Comb Sects ID
Regular
Regular

+ Add

5b3. If “No” is selected, you will be returned to the new row still in pending status and will have the ability
to make changes and save or leave the page.
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Review/Approve Faculty Workload Allocation at the Dean Level (Deans)
Deans will be required to review and approve workload allocation information submitted for faculty within

their colleges. See below for instructions.

1. Within myUTTyler

(https://tycs-prd.utshare.utsystem.edu/psp/TYCSPRD/?cmd=login&languageCd=ENG&)

access your Faculty Center tile.

Campus Community Faculty Center

»

7

Advising Center

1K
LA | 4

[

Along the left-hand navigation, select “Dean Workload”.

< Campus Solutions Staff Faculty Center

= | Class Schedule

]

= | Class Roster
Faculty Center

Grade Roster My Schedule

=

Course Evaluation Report

2019 Spring | University of
Texas at Tyler

)

Class Search Select display option

® Show All Classes

o

Request Transcript

Icon Legend

Worklist

Change Term

My Exam Schedule

O Show Enrolled Classes Only

iz Class Roster  [5f] Grade Roster  [5]] Leamning Management

My Teaching Schedule = 2019 Spring > University of Texas at Tyler

X Personalize | View All | (7] | L:;l First (4 10f1 () Last
‘—Ej Worklist Details Class Class Title Enrolled Days & Times Room Class Dates
CHEM 3346- .
= MACRO, SUPRA, & NANC AN - AN-ENAL Ratliff Building  Jan 14, 2019-
1 Chair Workload o | | & oo2s) CHEMISTRY (Lecture) 20 TuTh & 304N - 10°504M South 02015 May 4, 2019
] Dean Workload e View Weekly Teaching Schedule Go fo top
l Faculty Review - My Exam Schedule > 2019 Spring = University of Texas at Tyler
‘You have no final exams scheduled at this time
Go to top

From that dropdown, click “Workload Allocation Approval”.

! Dean Workload

Workload Allocation Approval
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Faculty Workload Allocation Module

The following page will open.
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Workload Allocation Approval

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Academic Organization| begins with

Approval Status| = v | W

Limit the number of results to (up to 1000} |300

= )
Search Clear Baszic Search 2 Save Search Criteria

2. To see all the records that have been entered and fall under your purview, click “Search”. Records will
be split across Terms and Academic Organizations. Select the Term and Academic Organization that you

are interested in reviewing.

Workload Allocation Approval

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Academic Organization| begins with

Approval Status| = v| | v

Limit the number of results to (up to 1000). | 300
Search Clear Basic Search @D"J Save Search Criteria

Search Resulis

View All First (4 1-14of14 (k) Last
Term Academic Organization Description Approval Status
2193 ACCTFINBEL Department of Accounting, Finance, & Business Law Approved
2198 COMPSCI Department of Computer Science Approved
2198 MANAMARK Department of Management & Marketing Approved

2202 ACCTFINBL Department of Accounting, Finance, & Business Law Approved

2202 COMPSCI Department of Computer Science Approved

2202 MANAMAREK Department of Management & Marketing Approved

2208 ACCTFINBL Department of Accounting, Finance, & Business Law Approved

2208 COMPSCI Department of Computer Science Approved

2208 MANAMARK Department of Management & Marketing Approved

2212 ACCTFINEL Department of Accounting, Finance, & Business Law Approved

2212 COMPECI Department of Computer Science Approved
2212 MANAMAREK Department of Management & Marketing Approved

2215 ACCTFINBEL Department of Accounting, Finance, & Business Law Mot Approv

2215 ACCTFINBL Department of Accounting, Finance, & Business Law Pending
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2a. To see records related to a specific Academic Organization, you may enter the Academic
Organization code that you wish to see and click “Search”.

Search Criteria

Academic Organization| begins with » [ ACCTFINEL

Approval Status| = v | v |

Limnit the number of results to (up to 1000); | 300

2b. To see records in a specific status, you may select a status from the Approval Status dropdown box
and click “Search”. Options include:
e Approved: this will limit the view to Academic Organizations that are currently fully approved for
the listed term.
e Not Approved: this will limit the view to Academic Organizations that have at least one row in
“Not Approved” status for the listed term.
e Pending: this will limit the view to Academic Organizations that have at least one row in
“Pending” status for the listed term.

Search Criteria

Academic Organization| begins with

Approval Status| = w o

imit the number of results to (up to 1000

Approved
Search Clear Basic Search| Mot Approved
Pending

3. All faculty allocation information that has been submitted for the specific Academic Organization and
Term will be visible. You can view the information by tab or you can expand the view to see all
information at once.

Workload Allocation Approval

Dean Workload Allocation Approval =
Academic Institution: UTTYL  University of Texas at Tyler Acad Org HEALTHKIME Department of Health & Kinesiology
Term 2195 2019 Fall Approve Al Submit
Perzonalize | Find | View All | (& Gl First (4 1-20f2 Last
Instruction Administration Academic Support Resezarch Other Overload Approval | [F5W :
Submitter Faculty ID Faculty Name Instruction Percentage mor Click here to '-‘Xpaﬂd VIEW. J
= ] —— 1} 0.00
2 I— =—==m L] 0.00

rn Save | [4M Return to Search 4] Mextin List | |=] Notify
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3a. Expanded view

=

Submitter FacultyID  Faculty Name |ISIn
| — ——
> — _rn 00 100.00 0.00 0.00 0.00 0472972020 Pending

il Save

Workload Allacation Approval

Dean Workload Allocation Approval [——1

Academic Institution: UTTYL  University of Texas at Tyler Acad Org HEALTHKINE Depariment of Health & Kinesiology

Term 2188 2019 Fall Approve All Submit

Persanalize | Find | Viewl | (31| [ First (4 120f2

Research Other Other Overload ~Approval Status
ent Percentage  Comment t  Percentage  Commen Percentage Percentage Reason 0" COMMNt poroongyge  Overload Comment Date Submited  “Approval Stat

e Cor
—— 9/50
0.00 0.00 0.00 0.00 0.00 0412912020 Pending

[ Retum to Search 450 MextinList | |[=] Notify

La

st

3b. The following information will be available:

Term
Acad Org: The Academic Organization under which the faculty member works.
Submitter: the person who submitted the information for review.
Faculty ID: the employee ID of the faculty member whose allocations are being reviewed.
Faculty Name: the name of the faculty whose allocations are being reviewed.
Instruction Percentage: Teaching as Instructor of record.
Instruction Comment: comments or explanation for the Instruction percentage listed.
Administration Percentage: Directly supporting instruction. Department Chairs/Directors,
Program Coordinators and others engaged in activities considered to be directly related to the
teaching function (Alternate Assignment - Department).
Administration Comment: comments or explanation for the Administration percentage listed.
Academic Support Percentage: Deans, Associate Deans and others engaged in service within
a college. (Alternate Assignment - College)
Academic Support Comment: comments or explanation for the Academic Support percentage
listed.
Research Percentage: Research, scholarship, creative activity. (Alternate Assignment -
Research).
Research Comment: comments or explanation for the Research percentage listed.
Other Percentage: Faculty serving in various administrative roles, such as director of a non-
instructional unit, chair of major committees, major projects at the institutional level. (Alternate
Assignment - University).
Other Reason: additional duties that fall into the “Other” category.

o AuxOpertns: Auxiliary Enterprise Operations

o InstSuppor: Institutional Support

o PubService: Public Service

o StuService: Student Services

o Other: Other — if this value is selected a comment is required.
Other Comment
Overload Percentage: Faculty who have an approved teaching overload.
Overload Comment
Date Submitted
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4. After reviewing the submitted information, select a value for the “Approval Status” column for each row
that has been reviewed.

Workload Allocation Approval

Dean Workload Allocation Approval [———1

Academic Institution: UTTYL  Universily of Texas al Tyler Acad Org HEALTHKINE Department of Health & Kinesiology
Term 2198 2019 Fal Approve All Submit
Personalize | Find | Viewall | (1] [ Fist (4 120f2 (b Last
=
Submitter FacultyID  Faculty Name :;‘y'f:::‘;n"s Instruction 2:{":'::;';““‘ Administration ﬁ:ff;"l‘a";:‘w"‘ Aoademic Support 'fzf::f;gs Research Comment E;:-:Egmags Qeher . Other Comment g;:;m:us Overload Comment Date Submitied  *Approval Status
== .—u 0 0.00 0.00 0.00 0.00 0412872020 Pending v
== _rn 00 100.00 0.00 0.00 0.00 047202020 Pending v

//

) Save | |[8 Retum fo Search 4] Nestin List | |=] Motify

4a. Available Approval Status values are:
e Pending: This is the default value and comes pre-populated when a new row is submitted for
review.
e Approved: This value means that the allocation information submitted for the given faculty
member, Term, and Academic Organization is approved.
o Not Approv: This value means that allocation information submitted for the given faculty
member, Term, and Academic Organization is incorrect and is therefore not approved.

4b. If all rows are approved, click the “Approve All” button and all statuses will automatically display as
“Approved”.

Workload Allocation Approval

Dean Workload Allocation Approval =

Academic Institution: UTTYL  University of Texas at Tyler Acad Org HEALTHKINE  Department of Health & Kinesiology
Term 2183 2019 Fal Approve Al Submit
/ Personalize | Find | ViewAll| 1] [} Fist (4 1-20f2 (3 Last
=
Submitter Faculty D Faculty Name g‘::zg::;‘n"e Instruction 2:::‘!:4:;;3“‘ Administration ﬁ:ff;:‘t‘;;j“’“”m Aeademic Support E:ff:;f;‘ng Research Comment E:r‘fgmsgs Otter . Other Comment E;:Lﬁ:ge Overload Comment Date Submitted  *Approval Status
1 — — .—n 00 0.00 0.00 0.00 0.00 0472912020 Pending v
> _rnnn 100.00 0.00 0.00 0.00 047202020 Pending v

Gl save ||[5 Retumn to Search 41 Nextinlist || Motify

5. Once the appropriate approval status has been chosen for each row, click “Submit”. All rows do not
have to have the same “Approval Status” for the page to be submitted. Additionally, all rows do not have
to be reviewed and submitted at the same time.

Workload Allocation Approval

Dean Workload Allocation Approval — /

Academic Institution: UTTYL  University of Texas at Tyler Acad Org HEALTHKIME Department of Health & Kinesiology /
Term 2198 2019 Fall Approve Al Submit
Personalize | Find | View All | (2 ;. First 1-2 0f 2 Last
Instruction Administration Academic Support Research Other Owerload Approval | =¥
Submitter Faculty ID Faculty Name Date Submitted *Approval Status
1 — S R Pending
- £ =y 04/29/2020 Approved v

nl Save i Retumn to Search 4= Mextin List = MNotify
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5a. Upon submission:
e Approved rows:
If the approval is submitted prior to the Term deadline, the process is completed, and no
additional approvals are needed unless changes are made.
If the approval is submitted after the Term deadline, the approved rows will proceed to the
Provost and/or Vice Provost for final review and approval. In this case, the following Message will
appear.

Message

SUBMIT Action Occurred after Deadlinel E-mail Motification Sent to Admin Approver.
10— E-MAIL: AMIRMIRAN@UTTYLER EDU (0,0)

OK

Once a faculty allocation has been approved, its approval status cannot be changed unless the
Chair submits new allocation information. It will remain in the Dean Workload Allocation Approval
page in “Approved” status but will not be resubmitted when the “Submit” button is selected again.

Workload Allocation Approval

Dean Workload Allocation Approval [ ] Once a row has
) _— been submitted as
Academic Institution: UTTYL University of Texas at Tyler Acad Org HEALTHKINE Department of Health & Kinesiology " -
Approved" it
Term 2193 2019 Fall Approve All Submit cannet be changed
) ) . — ) or re-submitted by
Personalize | Find | View All | 2 | First 1-20f2 Last
- — - l —_ : = ~ the Dean unless the
Instruction Adminisirafion Academic Support Research Other COwerload Approval | =W Chair enters and
Submitter Faculty ID Faculty Name Date Submitted *Approval Status submits new
1 I— — . 04/28/2020 Pending v information for
> /291202 F—— . -
] T L ] 04/28/2020 Approved -~ ) Dean review.
nl Save 1 Return fo Search +-| Mextin List = Mofify

e Not Approv rows:
The Chair who submitted the allocation information will receive an email notifying them that the
information was not approved. In this case, the following Message will appear.

Message

Workload Allocation was Not Approved. E-mail Notification Sent to I ERC UTTYLER.EDU (0,0)

o Ifarow is submitted as “Not Approv” it will remain in that status and continue to appear
for Dean review.

o Ifthe information is later determined to be correct, the row can be changed to “Approved”
and resubmitted.

o Ifthe information is incorrect, the Chair can submit new information for the faculty
member. Upon the Chair’s submission of the corrected information, the data will appear
for Dean review again with the “Approval Status” set to “Pending”.
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e Pending rows: Rows submitted in “Pending” status will remain in that status until another status
is selected and will continue to appear for Dean review.

5b. If multiple Terms or Academic Organizations are available for Dean review, you can move back and
forth between them using the “Previous in List” and “Next in List” buttons.

Workload Allocation Approval

Dean Workload Allocation Approval

Academic Institution: UTTYL Universify of Texas at Tyler

Term 2198 2019 Fall

Insfruction Administration Academic Support Research Other
Submitter Faculty ID Faculty Name
1 — (—— ]
2 E— — T
& Save ||[2" Retumn to Search +=| Mextin List

A\ /

—
Acad Org HEALTHKIME Department of Health & Kinesiology

Approve All Submit

Personalize | Find | View All | (7 GI First 1-20f 2 Last

Owerload Approval | [==°W

Date Submitted *Approval Status

04/28/2020 Approved
04/29/2020 Pending Ad
=] Notify
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Review/Approve Faculty Workload Allocation at the Administrative

Approval Level (Provost/Vice Provost)

Faculty Workload Allocations are expected to be entered and reviewed by the Dean by a certain point in
the semester. Information that is approved by the Dean after the deadline for a particular term requires
approval by the Provost or Vice Provost.

1. Within myUTTyler
(https://tycs-prd.utshare.utsystem.edu/psp/TYCSPRD/?cmd=login&languageCd=ENG&)
access your Faculty Center tile.

Campus Community Faculty Center Advising Center

e

5

@« :

Along the left-hand navigation, select “Admin Workload”.

< Campus Solutions Staff Faculty Center

[~ |
= ) Class Schedule

z ) Class Roster
Faculty Center

= | Grade Roster My Schedule
=) Course Evaluation Report 2016 Spring | University of Change Term

Texas at Tyler My Exam Schedule

= | Class Search Select display option

® Show All Classes O Show Enrolled Classes Only

5

Request Transcript

lcon Legend ﬁ”ﬁ Class Roster |§_P]‘ Grade Roster @ Learning Management
= | Worklist

My Teaching Schedule > 2016 Spring > University of Texas at Tyler

: X Personalize | View All | 31| 3 First (4 10f1 (» Las
= | Worklist Details =

= Class B Class Title Enrolled Days & Times Room Class Dates
) Gy v 0 T TIANS s s E e
'[ Admin Waorkload v View Weekly Teaching Schedule Go to top
I Faculty Review - My Exam Schedule = 2016 Spring = University of Texas at Tyler

You have no final exams scheduled at this time.

Go fo top
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Faculty Workload Allocation Module

From that dropdown, click “Workload Allocation ADM Approval’.

! Admin Workload ~

Woarkload Allocation ADM Apprav

The following page will open.

Workload Allocation ADM Approv

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Search by:  Term begins with ||
Limit the number of results to (up to 1000). |300

Search Advanced Search

Page 37 of 48

2. Click “Search” to pull up all records that are waiting for review. Records are available by Term. Select

the Term that you wish to review.

Workload Allocation ADM Approv

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Search by:  Term begins with
Limit the number of results to (up to 1000). 300

Search Advanced Search

Search Results

View All  First (4] 120f2 (k) Last
Term

2193

2202
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3. All faculty allocation information which was submitted after the deadline for the Term will be visible.
You can view the information by tab or you can expand the view to all information at once.

Workload Allocation Adm Approv

Administrative Workload Allocation Approval

Institution: UTTYL University of Texas at Tyler

Term 2198 2019 Fall Submit
Personalize | Find | View Al | (2 G‘ First (4 1-20f2 Last
Instruction Adminisiration Academic Support Research Other Overload Approval | =W
Acad Org Submitter Faculty ID Faculty Name Instruction ;rcentaue Instruction Comment
1 HEALTHEINE | ] T [ ————— 0.00 -
2 NURSING — = ] 10.00 ~

Click here to expand view. J

o Save | [GF Return to Search 4| Mextin List =] Notify

3a. Expanded View

Workioad Allogation Adm Approv

Administrative Workload Allocation Approval
Institution: UTTYL Ui

Term 2168 2010

of Texas at Tyler

AcadOrg  Submitter Faculty D  Facuity Name

e o OterComment  Dwresd . Overload Comment

1 HE

_—F 1000 s50.00 10.00 1000 2000 Cther  test

3b. The following information will be available:
e Term

Acad Org: The Academic Organization under which the faculty member works.

Submitter: the person who submitted the information for review.

Faculty ID: the employee ID of the faculty member whose allocations are being reviewed.

Faculty Name: the name of the faculty member whose allocations are being reviewed.

Instruction Percentage: Teaching as Instructor of record.

Instruction Comment: comments or explanation for the Instruction percentage listed.

Administration Percentage: Directly supporting instruction. Department Chairs/Directors,

Program Coordinators and others engaged in activities considered to be directly related to the

teaching function (Alternate Assignment - Department).

e Administration Comment: comments or explanation for the Administration percentage listed.

e Academic Support Percentage: Deans, Associate Deans and others engaged in service within
a college. (Alternate Assignment - College)

e Academic Support Comment: comments or explanation for the Academic Support percentage
listed.

e Research Percentage: Research, scholarship, creative activity. (Alternate Assignment -
Research).

e Research Comment: comments or explanation for the Research percentage listed.

e Other Percentage: Faculty serving in various administrative roles, such as director of a non-
instructional unit, chair of major committees, major projects at the institutional level. (Alternate
Assignment - University).
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Other Reason: additional duties that fall into the “Other” category.

o AuxOpertns: Auxiliary Enterprise Operations

o InstSuppor: Institutional Support

o PubService: Public Service

o StuService: Student Services

o Other: Other — if this value is selected a comment is required.
Other Comment
Overload: Faculty who have an approved teaching overload.
Overload Comment
Date Submitted

4. After reviewing the submitted information, select a value for the “Administrative Approval Status”
column for each row that has been reviewed.

Workload Allocation Adm Approv

Administrative Workload Allocation Approval

Institution: UTTYL University of Texas at Tyler

Term 2188 2019 Fall Submit
Personalize | Find | View All | 2 | L:_Ef First (4) 1-20f2 (}) Last
Instruction Administration Academic Support || Research Other | Overioad || Approval
Acad Org Submitter Faculty ID Faculty Name Date Submitted Approval Status *Administrative Approval Status
1 HEALTHKINE [ - -] —— 04/29/2020 Approved Pending v
2 NURSING — — T 04/29/2020 Approved Pending v

/-J

[§]save | |[Eh Return to Search 4= Nextin List [=] Notify

4a. Available Approval Status values are:

e Pending: This is the default value and comes pre-populated when a new row is submitted for

review.

e Approved: This value means that the allocation information submitted for the given faculty
member, Term, and Academic Organization is approved.

e Not Approv: This value means that allocation information submitted for the given faculty
member, Term, and Academic Organization is incorrect and is therefore not approved.

5. Once the appropriate approval status has been chosen for each row, click “Submit”. All rows do not
have to have the same “Approval Status” for the page to be submitted. Additionally, all rows do not have

to be reviewed and submitted at the same time.

Workload Allocation Adm Approv

Administrative Workload Allocation Approval /
Institution: UTTYL University of Texas at Tyler /
Term 2198 2019 Fall Submit

Personalize | Find | View All | {2 | L:_ﬁl First (4) 1-20f2 (}) Last
Instruction Administration Academic Support Research Other Overload Approval

Acad Org Submitter Faculty ID Faculty Name Date Submitted Approval Status * Administrative Approval Status
1 HEALTHKINE e D e 04/29/2020 Approved Approved v
2 NURSING _— e 04/28/2020 Approved Not Approv v

[§lSave ||[@h Return to Search 4= Nextin List [=] Notify
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5a. Upon submission:
e Approved rows: Rows are considered complete and no further review will be necessary unless
changes are made to the information by the Chair.
e Not Approved rows:
The Dean who submitted the allocation information for review will receive an email notifying them
that the information was not approved. In this case, the following Message will appear.

Message

Workload Allocation Approval was Not Approved. E-mail Notification Sent to :mUTTYLEF{ EDU (0,0)

OK

o Ifarow is submitted as “Not Approv” it will remain in that status and continue to appear for
Administrative review.

o Ifthe information is later determined to be correct, the row can be changed to “Approved” and
resubmitted.

o Ifthe information is incorrect, the Chair can submit new information for the faculty member.
Upon the Dean’s approval of this new information, the data will appear for Administrative
review again with the “Approval Status” set to “Pending”.

e Pending rows: Rows submitted in “Pending” status will remain in that status until another status
is selected and will continue to appear for Administrative review.

5b. If multiple Terms are available for Administrative review, you can move back and forth between them
using the “Previous in List” and “Next in List” buttons.

Workload Allocation Adm Approv

Administrative Workload Allocation Approval

Institution: UTTYL University of Texas at Tyler
Term 2198 2019 Fall Submit

Personalize | Find | View All | (2] | L:_ﬁl First (4 1-20f2 (k' Last
Instruction Administration Academic Support Research Other QOverload Approval

Acad Org Submitter Faculty ID Faculty Name Date Submitted Approval Status =Administrative Approval Status
1 NURSING | —— e T 04/29/2020 Approved Mot Approv v
2 HEALTHKINE _ e — 04/29/2020 Approved Approved
[F]save ||[@ Returnto Search 4= Nextin List [=] Notify

" Ll
2/
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Viewing Faculty Workload Allocation Information (Department Admins
and ASOs)

ASOs will have the opportunity to view workload allocation information that has been submitted for faculty
who work within their college. See below for instructions.

1. Within myUTTyler, click the compass icon in the top right-hand corner.

Sign In UT Tyler/Patriots Login Class Search Language Selection

U T You are not autherized for this page.

TYLER

From the dropdown, click “Navigator”

NavBar

Recent Places

oS

My Favorites

MNavigator

|

&

My Preferences

Classic Home
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From the available menu, use the following navigation:

Page 42 of 48

UTT Customizations>UTT Institutional Analysis>Faculty Workload Allocation>ASO Workload>ASO

Workload Review

NavBar: Navigator ﬁ-
L. CIBER Scholarship Application
Recent Places CLEAN Address 5
HighPoint Mobile Apps >

My Favorites

Self Service 3

E UTT Customizations 5
Mavigator

UTZ Customizations >

My Preferences Campus Community >

— Student Recruiting >

HEEEIE HLIE Student Admissions 5

The following page will open.

AS0O Workload Review

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Criteria

Search by: | Term ¥ |begins with
Limit the number of results to (up to 1000); |300

Search Advanced Search
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2. Click “Search” to pull all Term and Academic Organization information that are available for your
viewing. You will only see Academic Organizations for which you have been granted access based on

your position. Select the Term and Academic Organization that you are interested in viewing.

AS0 Workload Review

Find an Existing Value

Search Criteria

Search by: | Term

Limit the number of results to (up to 1000} 300
Search Advanced Search

Search Results

View All First (4) 1-20f2 (k) Last
Term  Academic Organization

2198 HEDDEPT

2205 HRDDEPT

Enter any information you have and click Search. Leave fields blank for a list of all values

* | begins with

3. All faculty allocation information that has been submitted for the specific Academic Organization and
Term will be visible. You can view the information by tab or you can expand the view to see all

information at once.

ASO Workload

ASO Workload Review

Academic Institution: UTTYL University of Texas at Tyler

Term 2198 2019 Fall

Instruction Administration

Academic Support Research Other
Submitter Faculty 1D Faculty Name
1 — — ——
 — —— EE—
[ Return to Search =] Previous in List 45| Nextin List [=] Motify

—
Acad Org TECHNOLOGY Department of Technology

Personalize | Find | View All | (2 | L:_ﬁl First (4) 1-20f2 (}) Last

Overload || Approval 4
Instruction P t . .
nstruction Fercen a?e r‘fﬁ!\\_p Chck here to expa_nd thf view
50.00
10.00

3a. Expanded view
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ASO Workload

Academic Institution: UTTYL  University of Texas at Tyler

=

Submitter  Faculty D Faculty Name

ASO Workload Review [——1

Acad Org  TECHNOLOGYDepartment of Technolegy
Term 2195 2019 Fall

Personalize | Find | View All| 7| [

Instruction _ Instruction
* Percent

ademic Support  Academic Support Researc h - o d
ercentage Comment. Percenta ae Percentage Reason  Comment Percentage

1 I r 5000 20,00 30.00 10.00 More! 04282020
—

C — 10.00 30.00 50.00 100.00 04/29/2020

Firs

4

120f2

Overioad Comment Date Submitted  Approval Status

Pending

Pending

La:

st

3b.

The following information will be available:

Term
Acad Org: The Academic Organization under which the faculty member works.
Submitter: the person who submitted the information for review.
Faculty ID: the employee ID of the faculty whose allocations are being reviewed.
Faculty Name: the name of the faculty whose allocations are being reviewed.
Instruction Percentage: Teaching as Instructor of record.
Instruction Comment: comments or explanation for the Instruction percentage listed.
Administration Percentage: Directly supporting instruction. Department Chairs/Directors,
Program Coordinators and others engaged in activities considered to be directly related to the
teaching function (Alternate Assignment - Department).
Administration Comment: comments or explanation for the Administration percentage listed.
Academic Support Percentage: Deans, Associate Deans and others engaged in service within
a college. (Alternate Assignment - College)
Academic Support Comment: comments or explanation for the Academic Support percentage
listed.
Research Percentage: Research, scholarship, creative activity. (Alternate Assignment -
Research).
Research Comment: comments or explanation for the Research percentage listed.
Other Percentage: Faculty serving in various administrative roles, such as director of a non-
instructional unit, chair of major committees, major projects at the institutional level. (Alternate
Assignment - University).
Other Reason: additional duties that fall into the “Other” category.

o AuxOpertns: Auxiliary Enterprise Operations

o InstSuppor: Institutional Support

o PubService: Public Service

o StuService: Student Services

o Other: Other — if this value is selected a comment is required.
Other Comment
Overload: Faculty who have an approved teaching overload.
Overload Comment
Date Submitted
Approval Status
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Viewing Faculty Workload Allocation Information as a Faculty Member
(Faculty)

Faculty members will have the ability to view the Faculty Workload Allocation information that has been

submitted for them. See below for instructions.

1. Within myUTTyler
(https://tycs-prd.utshare.utsystem.edu/psp/TYCSPRD/?cmd=login&languageCd=ENG&)

access your Faculty Center tile.

Campus Community Faculty Center Advising Center
b
:ﬁ-
' » —la

Along the left-hand navigation, select “Faculty Review”.

= | Class Schedule I

= | Class Roster
Faculty Center

My Schedule

= | Grade Roster

i

E-| Course Evaluation Report 2012 Spring | University of

Texas at Tyler

Change Term

My Exam Schedule
= | Class Search

Select display option

® Show All Classes O Show Enrolled Classes Only

i

Request Transcript

Icon Legend ﬁ"}'—\ Class Roster E_P]‘ Grade Roster @ Learning Management

=] Worklist

_ My Teaching Schedule > 2012 Spring » University of Texas at Tyler
Personalize | view Al | (@ | B2 First (4) 1-20f2 (») Last
= | Worklist Details VAl el

] Faculty Review

My Exam Schedule > 2012 Spring > University of Texas at Tyler

You have no final exams scheduled at this time.

= Class Class Title Enrolled Days & Times Room Class Dates
=gz ACCT 3300-001 SURVEY OF FIRTTAES 8 -4EDM Ratliff Building Jan 12, 2012-
Query Viewer i & (20000) ACCOUNTING (Lecture) 22 Mole 2-DDPM - 3 15PN South 02024 May 12, 2012
— i R ACCT 325001 incomE TAX | (Lecture) 28 Mo 6:00PM - 8:40PM CTLERll) ot
( ) y
] Chair Workload View Weekly Teaching Schedule Go fo top
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Faculty Workload Allocation Module

From that dropdown, click “Faculty Workload Allocation”.

| Faculty Review ~

Faculty Review

The following page will open.

Faculty Workload Review

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Criteria

Search by:  Term begins with |
Limit the number of results to (up to 1000); 300

Search Advanced Search
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2. Click “Search” to pull all Term information that has been entered for you. Select the Term that you are

interested in viewing.

Faculty Workload Review

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Search by:  Termbegins with
Limit the number of results to (up to 1000} 300

Search Advanced Search

Search Resulis

View Al First (4 1z2ofz (k) Last
Term

21493

2205
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3. All faculty allocation information that has been submitted for you for the specific Term will be visible.

You can view the information by tab or you can expand the view to see all information at once.

Faculty Review

Workload Allocation Faculty Review
Academic Institution: UTTYL University of Texas at Tyler

Term 2198 2019 Fall

Personalize | Find | View &ll | (21] L:_ﬁi First (4 10f1 (» Last
Instruction Administration Academic Support Research Other Qverload Audit -
ID Last Name First Name Acad Org Status Instru’;ﬁn\“'n Click to expand the view. J
1 e = TECHNOLOGY SUB

[=F Return to Search
E—

3a. Expanded view

Workload Allocation Faculty Review
cademic Instt an

98

Retin to Sech

Overioad  Overioad Gomments

3a. The following information will be available.

Term
ID
Last Name
First Name
Acad Org: The Academic Organization for which the workload allocation applies.
Status
Instruction Percentage: Teaching as Instructor of record.
Instruction Comment: comments or explanation for the Instruction percentage listed.
Administration Percentage: Directly supporting instruction. Department Chairs/Directors,
Program Coordinators and others engaged in activities considered to be directly related to the
teaching function (Alternate Assignment - Department).
Administration Comment: comments or explanation for the Administration percentage listed.
Academic Support Percentage: Deans, Associate Deans and others engaged in service within
a college. (Alternate Assignment - College)
Academic Support Comment: comments or explanation for the Academic Support percentage
listed.
Research Percentage: Research, scholarship, creative activity. (Alternate Assignment -
Research).
Research Comment: comments or explanation for the Research percentage listed.
Other Percentage: Faculty serving in various administrative roles, such as director of a non-
instructional unit, chair of major committees, major projects at the institutional level. (Alternate
Assignment - University).
Other Reason: additional duties that fall into the “Other” category.

o AuxOpertns: Auxiliary Enterprise Operations
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o InstSuppor: Institutional Support

o PubService: Public Service

o StuService: Student Services

o Other: Other — if this value is selected a comment is required.
Total

Overload: Faculty who have an approved teaching overload.
Overload Comment

Created By: The person (Chair) who submitted the information.
Created Date: The date that the information was submitted.
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