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Faculty Workload Instruction Manual

Purpose

This manual was created to assist administrators in The University of Texas at Arlington colleges, schools
and departments to help calculate and verify faculty workload. The Texas Education Code Section 51.402
requires The University of Texas Board of Regents to adopt rules concerning faculty academic workloads.
Each fall and spring semester, faculty workload reports are reviewed to ensure that all faculty meet the
minimum workload requirements based on their faculty title, tenure status and their percent appointment
on state funds.

Requirements for faculty workload are set by the UT System Rules and Regulations of the Board of Regents,
Rule 31006. The data on faculty workload is reported via the CBM008 which is a summary of academic
duties and services performed by each faculty member for the fall and spring semester. Rule 31006 states
“each person paid full time from the appropriations item ‘faculty salaries’ shall be assigned a minimum
workload equivalent to 18 semester credit hours (SCH) of instruction in organized undergraduate classes
each nine-month academic year, or fiscal year at an institution’s option.”
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Faculty Workload Timeline

FALL SEMESTER

Action

August 2017

Faculty Workload training

Census Date:
September 11, 2017

1 WEEK OF CLASSES

All faculty appointments and course
assignments must be finalized in MyMav by
the first week of classes. Each department
should begin identifying faculty members that
may fall below the minimum workload.
CENSUS DATE

Academic units enter workload for
administrative and instructional assignment
credits through the MyMav Instructor Term
page (UT Regents Rule 31006, Sections 6.6-
6.12).

Report #1 to units in UTA BOX one
week BEFORE Census date to
make course and faculty
adjustments/corrections

NO CHANGES IN FACULTY
ASSIGNMENTS ALLOWED AFTER
CENSUS DATE

October 1- October 31

WORKLOAD VERIFICATION BEGINS

Units should review faculty workload
schedule to ensure faculty meet 18 TLCs by
the end of Spring semester, including winter
intersession. Additional teaching or other
responsibilities may be considered to ensure
compliance with Regents Rule 31006.

Presidential Credit requests will be considered
in Spring (UT Regents Rule 31006, Section
6.13).

Report #2 sent to units in UTA BOX
to verify entry of administrative
and instructional credits. No
changes to course based workload
allowed.

Mid- November

' SPRING SEMESTER

January 2018

Workload reports are archived by University
Analytics

ction

Faculty Workload training

Report #3 Final report in Box for
units by end of Fall

Census Date -
January 31, 2018

1 WEEK OF CLASSES

All faculty appointments and course
assignments must be finalized in MyMav by
the first week of classes. Each department
should begin identifying faculty members that
may fall below the minimum workload.

CENSUS DATE

Academic units enter workload for
administrative and instructional assignment
credits through the MyMav Instructor Term
page (UT Regents Rule 31006, Sections 6.6-
6.12).

Report #1 to units in BOX one
week BEFORE Census date to
make course and faculty
adjustments/corrections

NO CHANGES IN FACULTY
ASSIGNMENTS ALLOWED AFTER
CENSUS DATE




February 1-28, 2018 WORKLOAD VERIFICATION BEGINS Report #2 sent to units in BOX to

Units should review faculty workload verify entry of administrative,
schedule to ensure faculty meet 18 TLCs by instructional and presidential
the end of Spring semester, including winter credits. No changes to course
intersession. Additional teaching or other based workload allowed.

responsibilities may be considered to ensure
compliance with Regents Rule 31006.
February 14 Deadline for Deans to submit requests for
Presidential Credits (UT Regents Rule 31006,
Section 6.13) to the Provost’s Office. A full
justification must be included such as detailed
research plans, specific advising or program
responsibilities (number of students served),
etc. Each Dean submits all forms as well as:
e Total semester credit hours (SCH)
taught for each semester
e Total presidential credits used in
previous Fall and Spring
e Total request for presidential credits
for AY 2017-18
February 25 Final decisions from the provost on
Presidential Credit requests. Colleges/Schools
enter presidential credits in MyMav Instructor

Term page.
End of April 2018 Workload reports are archived by University Report #3 Final report in Box for
Analytics units by end of semester.

Frequently Asked Questions

Q. What if a GTA is assisting the primary instructor, how is their workload figured?

A. GTAs and GRAs are not to be included in the Faculty Workload Report unless they are instructors of record
(delivering the majority of the instruction and assigning grades). They should be coded as TAs in MyMav
Instructor Assignment page. The assignment type should be CB Exclude, the Autocalc checkbox should be
unchecked and the load factor and workload boxes should be blank. If a GTA or GRA is considered the primary
instructors, they must also have faculty credentials (CCQ) on file.

Q. What if the GTA is responsible for teaching a lab?
A. If the lab is part of the course grade, GRAs/GTAs are not primary instructors and should be coded as TAs and not
part of the Faculty Workload Report.

Q. What if the faculty member is a full-time administrator (100% A&P) who also teaches; should they be included in
the Faculty Workload Report?

A. Yes. Be sure and use the comment section in the University Analytics report to indicate that they are 100% A&P.

Q. What is the difference between GRAs and GTAs?

4



GRAs should not be teaching or assisting a faculty member with their course by grading, but instead should be
conducting research. If teaching, these students should be re-assigned as GTAs with assistance from the office of
Human Resources and if funded by a grant, informing the Office of Grants and Contracts.

What about combined courses, those with undergraduate and graduate students?
Combined courses will earn graduate course TLCs (Teaching Learning Credit) of 4.5 if the graduate course reaches
the minimum enrollment. If the minimum graduate enrollment is not reached, proportional credit will be given.

What is the minimum workload for a full-time tenured faculty member?
For Fall and Spring, the minimum teaching load credit for each semester (TLC) is 9. The minimum workload for a
tenured or tenure track faculty members is 18 TLCs for the academic year.

What is the minimum workload for a non-tenure track (NTT) faculty member?

Each non-tenure track instructor shall teach a minimum of 12 semester credit hours per semester of
undergraduate classes with allowed adjustments and equivalencies (4:4 teaching load). Part-time faculty
members’ workload is based on their percent appointment. Example: a part-time NTT faculty member teaching
two undergraduate courses would have a TLC of 6 and an FTE of .5 for that semester.

For a full-time faculty member that may not meet the minimum, should we assign the full presidential credits
permitted or only the amount of credit needed to meet the minimum?

Departments should only give the amount needed to allow the faculty to complete the minimum. Instructional
releases should be based on the guidelines provided by Regents’ Rule 31006 as indicated in Table | below.



TABLE I: ACADEMIC WORKLOAD CREDITS AT UTA, AY 2017-18

CATEGORY I: Teaching Equivalencies by Policy, UT Regents Rule 31006
Max per
Section | Type of Teaching Equivalency Justification Semester
6.10. | Administrative Department Chair 6
6.10. | Administrative Associate Department Chair 3
6.10. | Administrative Assistant Department Chair 3
6.10. | Administrative Administrative/Professional Support 6
6.10. | Administrative Associate Dean 6
6.10. | Administrative Associate Dean/Grad Studies 6
6.10. | Administrative Director- Center/Institute 6
6.6 Instructional Multiple Section Coordinator 3
6.6 Instructional Academic Program Coordination 3
6.6 Instructional TA/Lab Coordinator/Supervisor 3
6.9 Instructional Insufficient Enrollment 3
6.11 | Research/New Faculty 1st year only, develop course material 3
6.12 Instructional New Course Dev, Materials, Format 6
CATEGORY II: Presidential Credits
6.13 | Instructional Major Academic Advising 3
Basic & Applied Research (FDL, Research
6.13 | Research Reapportionment) 6
Preparing major document for
6.13 Instructional programmatic needs, accreditation 6
Duties performed in the best interest of
the institution's instructional programs
6.13 | Instructional as determined by the President 9

Q. What if a faculty member does not meet the minimum workload requirement as a result of FMLA or military
leave?
A. Please include a note in the Workload Report and do not assign presidential credits.



Definitions and Terminology

Assignment Creation Date: Assignments created in
UTA Flow, and subsequently UT Share, prior to the
start date of classes will work through the IDM process
based on the date the assignment was created in UTA
Flow, not the effective date of the assignment. Access
to Blackboard and MyMav occurs shortly after the
“assignment creation” date.

Assignment Type: This is a selection in MyMav that
determines if the instructor’s workload will be included
as part of the Coordinating Board reports. The default
faculty assignment type is “Regular” and faculty with
this assignment will be included in the reports. Faculty
with the assignment type “CB Exclude” will not be
reported on the Coordinating Board reports. Prior
approval from the dean is required for CB exclude.

Course Semester Credit Hours: One credit hour
“reasonably approximates not less than one hour of
classroom or direct faculty instruction [plus] a minimum
of two [to three] hours out of class student work each
week for approximately fifteen weeks for one semester
hour of credit, ... or the equivalent amount of work over
a different amount of time, or at least an equivalent
amount of work for other academic activities including
laboratory work, internships, practicum, studio work,
and other academic work leading to award of credit
hours.”

CBMO008 —Coordinating Board Report. The purpose of
this report is to collect data on the academic duties and
services of any type of faculty appointments, regardless
of their source of funds or their assignment.
Instructional faculty on sabbatical leave should be
reported with ‘000’ percent time but at their regular
salaries, even if they may be receiving a reduced
amount. This report will reflect conditions as of the
official census date of the fall and spring semesters.

CB Exclude: instructors coded as CB exclude will
not be reported on the CB nor Workload Reports.
Prior authorization from the Dean is required to
use CB exclude. For TAs, CB Exclude will be
selected under assignment type with the Autocalc
checkbox unchecked and the load factor and
workload boxes blank.

Effective Date: This date indicates when the action
or event should occur. The effective date enables
the system to maintain history of all changes
related to a record.

Empl ID: A unique 10-digit number (e.g.
1000123456) assigned to individuals with an
affiliation with UTA. It is used in the place of the
social security number to identify an individual.

Faculty Academic Workload: Each person paid
full-time from “Faculty State Appropriated
Salaries” is assigned a minimum academic
workload equivalent to eighteen semester credit
hours of instruction in organized undergraduate
classes during each nine-month academic year.
Workload for U.T. System faculty members is
expressed in terms of classroom teaching, teaching
equivalencies and presidential credits for assigned
activities.

Faculty Full-Time Equivalent (FTE): for Faculty
Workload Reports that provide data to CBM0O0S,
FTE is the full load expected of a faculty member in
that school/college, or in some cases, department.
College X may expect FT non-TT faculty to teach 4
undergraduate courses per long semester, totaling
12 TLCs per semester or 24 per academic year. For
College X, 1.0 FTE= 24 TLCs. A part time non-TT
faculty member in College X teaching 2 undergrad
courses per semester=.50 FTE.


https://www.uta.edu/provost/_downloads/policies/academic-credits.pdf

Faculty Positions: based on UT System Rule 31001,
faculty positions include tenured and non-tenure
track appointments and titles such as Professors,
Clinical Professor, Lecturers, etc.

Faculty Workload Equivalencies (see p. 32 for full

list from Regents Rule 31006):
6.9 Insufficient enrollment: a reduced workload
may be granted temporarily if assigned classes
do not materialize because of insufficient
enrollment. This exception may be granted for
two consecutive long-semesters only for any
particular faculty member. Additional duties may
be assigned in lieu of a course (6.9).

6.10 Administrative Services: workload credit
may be granted for a faculty member who is
head of a department or head of a comparable
administrative unit up to a maximum of six
semester hours of workload credit per semester.
When justified by the department head/unit
head, and approved by the institutional head,
three hours of credit may be given to faculty
members who provide non-teaching academic
services to the department/unit head. In no case
will the total for departmental administration
including the head, exceed nine workload credits
per semester unless the institution’s
organizational structure includes academic units
composed of more than one academic discipline
(6.10).

Example: if the Department Chair is

receiving six (6) workload credits per

semester, the Assistant/Associate Chair/

Director may only receive up to three (3)

credits per semester.

6.11 New Faculty Members: at the
recommendation of the department head or
comparable unit and upon approval of the
institutional head, up to three semester hours of
workload credit for each of two semesters may
be given to a newly appointed faculty member
during the first year of employment for the
purpose of developing instructional materials for
the courses he/she will teach (6.11)

Faculty Workload Presidential Credits 6.13

1) Major Academic Advising: Academic workload
credit may be given with approval from the
institutional head (Regents Rule 6.13).

2) Basic and Applied Research: Academic workload
credit may be given following a research work plan
approved pursuant to institutional policy (6.13)

3) Preparing Major Documents: Academic workload
credit may be given in the fulfillment of
programmatic needs or accreditation requirements
(6.13)

4) Other: Academic workload credit may be given for
duties performed in the best interest of the
institution’s instructional programs as determined
by the president (6.13).

Full-Time Faculty: A person who is full-time is paid
100% from stated appropriated funds. For tenured/
tenure-track faculty minimum workload equivalent to
eighteen semester credit hours of instruction in
organized undergraduate classes each nine-month
academic year.

GRA (Graduate Research Assistant): Graduate students
assisting faculty by supporting research not instruction.
They should not be teaching or assisting a faculty
member with their course by grading.

GTA (Graduate Teaching Assistant): Graduate students
assisting faculty by grading or supporting instruction.
GTAs should not be given a percentage teaching
responsibility factor such as 1% (0.1) to provide access
to MyMav and/or Blackboard. GTAs should be listed as
TAs in the pull-down menu unless they are instructors
of record.

Instructor of Record: UT Arlington identifies the person
that delivers the majority of the course content and
that maintains grading authority as the “instructor of
record”. Courses may have a secondary instructor if the
teaching and grading responsibility are split. These
designations must occur in the MyMav Instructor
Assignment Page.


https://www.utsystem.edu/board-of-regents/rules/31001-faculty-appointments-and-titles

Load Factor: Load Factor is the responsibility for
instruction as assigned to each instructor if more than
one instructor is assigned. Only one instructor can be
assigned as the primary instructor; others must be
assigned as secondary instructors. Assign the
appropriate percentage to each instructor (e.g. 50/50,
60/40, 70/30) making sure that combined they add up
to 100. Individuals assigned to classes with 0%
Responsibility Factor will still be able to access
Blackboard and MyMav Grade Roster. Please DO NOT
give a small responsibility factor such as 0.1% to an
individual for those purposes.

Part-Time Faculty: When a faculty member is paid
partially from a source of funds other than the ‘faculty
salaries’ line item, the minimum workload shall be
proportioned to the percentage of salary paid from the
appropriations item ‘Faculty Salaries’.

Position: A position is a collection of tasks, duties and
responsibilities performed by an employee. The
position title also referred to as the “working” title,
may be unique to the position and/or the department
and is often more specific than the job title. Example:
Director of Student Financials, we may have 50
employees with the job code and title of “Director”,
but we would only have 1 employee with a position
title of “Director of Student Financials”.

Presidential Credits and Workload Equivalencies:
Workload equivalencies may be granted by the head of
the institution (president) for duties not specified in
Section 6.1 to 6.12 of Regents Rule 31006. Presidential
credits are granted for duties specified in Section 6.13.

Primary Instructor: (“Prim Instr”) The primary
instructor delivers instruction and assigns grades. In
class sections in which two or more faculty are
assigned an instructor role, at least one must be
designated the Prim Instr. Note that in a multiple
component class (e.g., lecture and lab) at least one
instructor needs to be assigned to each component.

Secondary Instructor: in the case that two or more
instructors are assigned to a course, UT Arlington
guidelines require that one be named a primary
instructor, and one (or more) as secondary instructors.
The secondary instructor must also have faculty
credentials on file and may teach, grade papers or
provide support functions. The percentage
responsibility for teaching can be divided as determined
by the teaching faculty and department e.g. 50/50,
60/40, etc.

Summer Teaching: summer teaching appointments are
not applied toward the fulfillment of faculty workload
distribution for CBM008.

Teaching Load Credit (TLC): Each tenured and tenure-
track faculty paid full-time from the appropriations item
“Faculty Salaries” shall be assigned a minimum
workload equivalent to 18 semester credit hours of
instruction in organized undergraduate classes each
nine-month academic year. Minimum Teaching load
requirements for non-tenure track faculty is 12
undergraduate credit hours per semester. Less than full-
time is proportioned to the percentage of salary paid
from Faculty Salaries.

Team-Taught: Courses will have the teaching load
credit divided according to the percent of responsibility
of each faculty member as indicated on the official
Instructor Course Assignment.

Tenured Faculty: Faculty holding the rank of professor
or associate professor. Emeritus Faculty are not
included.

Tenure-Track faculty: assistant professors

Undergraduate student positions: Student Assistant,
Student Associates, Tutors, etc. They should not be
included in faculty workload reports and should be
coded as CB Exclude.

Workload: Credits assigned based on the official UT
System Minimum Faculty Academic Workload
Requirements. (If the course is lecture/lab combination
the lec/lab contact hours will be used to calculate
workload credits — lecture rate for each lecture contact
hours and lab rate for each lab contact hour).

Zero (0) Percent Appointment: individual in the
following situations may have a faculty appointment
that requires a 0% teaching load:

* Individuals with administrator/staff appointments
(100% A&P salary) assigned to teach a class (no
instructional appointment). If an 100%
A&P/administrator is teaching a course, please include
the course information and TLCs in the Comments
section of the Workload Report.

*Faculty members who may have left the university
but are still supervising a thesis or dissertation.

*Individuals teaching UT Arlington courses but not paid
by the university (example: military science).



Formulas for Workload Credits: Automatically calculated in MyMav

- Undergraduate

Lecture (LEC) = 1.0 TLC per each credit hour (3 credit hour
course=3 TLCs)

Seminar (SEM) = 1.0 TLC per each credit hour

Lab (LAB) = 1.0 TLC per each 1.5 class contact hour

Graduate

Lecture (LEC) = 1.5 TLC per each credit hour (3 credit hour
course = 4.5 TLCs)

Seminar (SEM) = 1.5 TLC per each credit hour

Lab (LAB) = 1 TL credit for each class contact hour

INDIVIDUAL INSTRUCTION
Supervision (i.e. student teaching, practicum, etc.) = 1.0

Independent study = .10 TLC for each student semester
credit hour

Note: in no case will individual instruction in a single individual
instruction course generate more teaching load credits
than if the course were taught as a regularly scheduled,
organize course.)

TLC for each 12 total student semester credit hours.

INDIVIDUAL INSTRUCTION

Practicum =1 TLC for each 8 total student semester
credit hours

Independent study = .20 TLC for each student semester
credit hours

Doctoral Dissertations =1 TLC for each 3 total student
semester credit hours. Credit given only to chair of
committee.

SPECIALIZED INSTRUCTION

semester credit hour of undergraduate instruction:
regularly scheduled laboratory and clinical courses
physical activity courses
studio art
studio music instruction

1.5 contact hours of instruction for each week of a long-term semester will be considered the equivalent of one

primary music performance organizations, such as ensembles and marching bands

Enrollment Factor

Class 59 or 60 - 70— 80— 90 - 100 - 125 - 150 - 175 - 200 - 250 or
size less 69 79 89 99 124 149 174 199 249 more
Factor 1.0 1.1 1.2 1.3 1.4 1.5 1.6 1.7 1.8 1.9 2.0

Type of Instruction

Lecture and Seminar

Must know following information:

Course credit hours

Course level (undergrad/grad)

Workload factor: 1.0 for undergraduate and 1.5 for
graduate

Enrollment factor (see table above)

CALCULATE: course credit hours x workload factor x
enrollment factor = workload

Example: Course credit hours for ARCH 1301 = 3 SCH
Course level is undergraduate

Workload factor is 1.0

Enrollment is 65, therefore enrollment factor is
1.1

Formula: 3x1x1.1=3.3
Faculty workload is 3.3

Lab and Private Lesson

Must know following information:

Instructor Contact Hours

Course level: undergraduate <5000, graduate
>5000

CALCULATE:
If undergraduate, formula is Contact hours / 1.5
If graduate, formula is Contact hours X 1.0

For example: Undergraduate course with 2 contact hours

Formula: 2/1.5=1.3333
Faculty Workload is 1.33
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Independent study Master’s Thesis (Only for Chair of Committee)

Must know following information: Must know following information:
e Course credit hours . Course credit hours
e Course level (undergrad/graduate) . Workload factor: 1 TLC for 6 student credit hours
e Workload factor: 0.1 for undergraduate courses
and 0.2 for graduate courses CALCULATE: course credit hours x enrollment / workload
e Enroliment factor= workload

CALCULATE: workload factor x (# of students X course credit

Example: Thesis Course 5398 with 2 students enrolled
hours) = workload

Course credit hours =3

Example: Course credit hours for Physics 1402 =4
Undergraduate Workload factor = 0.1
Enrollment is 3

Formula: (3x2.0)/6=1
Faculty workload is 1 TLC

Formula: 0.1 x (3 students x 4 credit hours) =.1 x 12=1.2 Doctoral Dissertation {Only for Chair of Committee)

Faculty workload is 1.2 1 TL credit for each 3 total student semester credit hours
Example: 6399= 1 TLCs per student

Graduate Example: 3 students enrolled in Psych 5600 (IND)= 6699= 2 TLCs per student

.2 X (3 students X 6 credit hours)=.20 x 18=3.6 6999= 3 TLCs per student

Faculty Workload is 3.6
Graduate Example: 3 students enrolled in Psych 5391 (IND)= Example: PAPP 6999 with 2 students enrolled
.2 X (3 students x 3 credit hours)=.20X9=1.8 Formula: 9 x 2/3=6

Faculty Workload is 1.8 Faculty Workload is 6 TLC

ASSIGNING AN INSTRUCTOR TO A TASK

Procedure

This procedure will describe how to assign an instructor to a class and enter the necessary Workload information.

Important: Click the book icon below to open a document that provides supplemental information that may be helpful
in completing this procedure.
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Step 1:

After logging into MyMav click

the Main Menu to begin navigating to
the correct area.

¢ Main Menu
: -
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1 Clasa Search{ Bravone Cotakia Lbote.
Adors
UILE Customizations Campus Comamunity | | Student Admissions
@me.mm &%ummwmw Mﬂtmuwwm
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= i Sl o
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dlom
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3 Slimnl [=
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5 Queary
1 Gosnecied Qyey
5 BlPbiebar
"%
= E———— Emw-m-wnp-mm
detaln, save wamings, eic checker

Step 2:

Click the Curriculum Management

menu.

03 Curriculim Management

T,

g

[ e Senace

3 UTA Cusiomaations
3 UTZ Customiations
@ campus Communiy
Highlighte £y Student Aderissons
[ Records and Enrolment
3 Cumculum Managemant
3 Fnancal Ad

[ Acagamc Adveement
[y Set Up SACR

[ Reportng Took

C PeopkTook

[0 Gues users
;"m 3 My Rersceatzatons
subloldens 1] Mr Dictionary

The menu
Main Men

Recently
appeat un
menu, oo

Braadcru

Manu Saarch, iscatsd undsr
ke Mam Menu, now suppons
Lype ahead which makes.
fnding pages much faster

Personalize Coment| Laout 7 Help
Mizin Mae & ov
A
= o P
Bccess i nelecied arems of Her scoount and achbes ) TS Trgteg Sproicey
L ™ Suduet Coaler 1 UTA Fnsacel Al
™ Class Sewrch ") U8 St Bczray
1 Clasa Search  Braone. Colakog Lbote.
Adors |

[
2 T2 Shaes Bacinds

i

e S B
and organizasons. maintsn 3¢ nimaten beat scores, applcation and franscript

can

I Stugeet Services Conter
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. Personal ntpemgtion £ Apglcaton Eyabigten
= Extornal T Scare

& ey

PR ank1r Cred IraTAcrpts and
pradustion.

= Loncil dul
= Do snd Schedsie sf | (3P Prucess and manage francial st
Clanass, manags tesdincs and grasog APPSR A0S AWaE.

71 Conrns Catagq T e Fencial g Statys
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=1 Career ged Preorgm nigrmgsen Mern,
Adee,
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5 Queary
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"% m
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Step 3

Top Manu o Mazin Maou {.;
. . UTACustomizations
Click the Schedule of Classes menu. | @ e oo | R WEET pr——
= \uin Man 2 UT2 Customeatans . L T S el £ At financal g
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£ Combned Sections [ = =]
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Step 4

Top Manu o Mzin Maou {.;
. f [ sefs v TA Customizations
Click the Schedule Class Meetings menu. | @ o Cotmrin | R | R i
Main Mn 0 UT? Customeatans » e = Sadond Cenlox (-1 1A Fiusncat Ay
™ o campus Communey . ™ Clasa Sewrch ) T2 Shlent Bocords
s Wightighte G Student Adersons X - Claaa Srach  Breveas Cotaky 17T
& i 1 Records and Enrolment . P
Schedule Class Meetings Recety ) Cobrnont P e, e e
g ST e A £ Course Cataog v ‘?‘% s, mapi 3 ot '“ﬂ'""‘“ e it mid iy
"7 [ Acacemc Agvesment () Schedule of Casses —
[y Set Up SACR oy Combred Secoons | 1] s Soarch o
@ Feoiring Took 1 Chss Foster [1] Manten Schaduie of Classas {3onel niormgton | srimveaioro
L PeophTook 3 Gradng [1] Schvedule Class Meetings e - Exmnal Teat Bosre Frmeman
:‘:ﬂ 0 Guest ey [ Instrisctor/ Adbvior Erformation 4 =T & e ot ;ﬁm__ francil s
T @ My Panoealzations Clarsed, marage aTeadince and grasng appications and
subloldess [ My Dictiorary Emm_ P'.m[m“m
T
Manu Saarch, lscatsd undss
5 ol o SACK
m&;ﬂm«wwm \)mhwmmm Run, creale, snd macage queres s
fding pages much fuster 7 Ut Datanty ™ Bitsert Mangger
5 Queary
Cososcted Queey
) BiPiarer

i’:lm-wmnmu Ewmnmw
detain, smve et

hitpa/s o COURSES.CLASS. DATA SCTH.G..DULE_OF CLASSESHC CLASS DATA SCTH_GBL i
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Step 5

Click the Look up button
(Alt+5) next to the term field.

Alternatively you could enter the term

code if you know it.

_%:Q

Schedule Class Meetings.

Enter any infarmation you have and click Search. Leave flelds blank for 3 st of 2l values.

case sensimve
Lirrit the numiber of resusts o fup bo 300} (300 |

o AR | CMAF . Basic S8 P Sive.B00CN Crfea

il CLASS SCTH_SCTY.

S ew Window () Help

Step 6

By using the lookup button you are
provided with a list of term choices.

For this example click the 2016
Fall link.

2016 Fall

P A P P -

Laok Up Term

14



Step 7

Favortes | Man Mens »  Cumoubim Management © Scheduls of Casses > Schedule Clss Meetngs

S Hew Window () Heln

Schedule Class Meetings

Cl_lck in the Subje(_:t Area: field. For
this example we will look for - seocncrian |

Architecture 1301-001. P a

Term: = - pes a

Subject Area: - ) @
Catalog Hbi: QNG Wil =

| Acasemic Carsen ~ -
Campus: D Wil ¥ @
Seasion - -
Class Hor: = -
Class Section: begins win +
Dascrgtion: Begis with -
[T Bages Wil - @
Cowrsa Oftaring Hor: - = @

L Case Sensitve
Lirit the nuriber of resusts 1o fup bo 300% [300°

Bearch C00F - Basic Sadch P Sive.S0atcn Gritia

Step 8

Favortes | Man Mens »  Cumoubim Management © Scheduls of Casses > Schedule Clss Meetngs

Type the subject code for the class | |sensaue coss oo

S Hew Window () Heln

Fier any information you have and click Search. Lagve flalds blank for 3 st of 38 valuss.

into the Subject Area: field. For -
this example Enter "arch" for T ——
Architecture. sessoc e =+

Qa
Term: = - 288 a
Subject Area: - P @
Catalog Kb BegIng Wilh -

Aeasemic Carver: - -
Campus: e Wi+ a
Sessson - -
Class Nbr: = -

Class Section; brgns win -

Dascrgtion: Begins with =

Cowrse 1 Begas Wl v @
Coursa Offaring Hor: - R

[l case sensitve

Lirit the nuriber of resusts 1o fup bo 300% [300°

Bearch C00F - Basic Sadch P Sive.S0atcn Gritia
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Step 9

Favorkas | Man Manu »  Cumculim Managament  + Schedula of Casses  Schedule Chss Mestings

0 Hew Window () Help
Schedule Class Meetings

Click in the Catalog Nbr: field.

| Acasemic instsution: = UTARL
Term: = - 2188 a,
Subject Area: - farer{
Catalog Kb BEgNS Wil -
Acasemic Carsen - -
Campus: D Wil ¥ @
Seasion - -
Class Nbr: = -
Class Section: begins win +
Dascrgtion: Begis wilth »
[T Begns wiR v @
Cowrsa Oftaring Hor: - = @
Clcase sensimve

Lirit the nuriber of resusts 1o fup bo 300% [300°

Bearch C00F - Basic Sadch P Sive.S0atcn Gritia

Step 10

Favertes | o out

Favortes | Man Mens »  Cumoubim Management © Scheduls of Casses > Schedule Clss Meetngs
Enter the desired information into Schedule Class Meetings

the Catalog Nbr: field. Enter

0 Hew Window () Help

n 1 30 1 n
. [~ searcnCrnaein ]

Acasemic instsution: = UTARL
Term: = - 2188 a,
Subject Area: - farcn
Catalog Hbr: pegns wm - |
Acasemic Carsen ~ -
Campus: D Wil ¥ @
Seasion - -
Class Nbr: = -
Class Section: begins win +
Dascrgtion: Begis wilth »
[T Begns wiR v @
Cowrsa Oftaring Hor: - = @
Clcase sensimve

Lirit the nuriber of resusts 1o fup bo 300% [300°

Bearch C00F - Basic Sadch P Sive.S0atcn Gritia
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Step 11

Favorkas | Man Manu »  Cumculim Managament  + Schedula of Chsses + Schadule Chss Mestings

0 Hew Window () Help
Schedule Class Meetings

Fier any information you have and click Search. Lagve flalds blank for 3 st of 38 valuss.

|Click in the Class Section: field. P—

Academic Insteution: = UTARL @,

Term: = - 2188 a
Subject Area: - farcn @
Catalog Hbr: Begns wim = (1201

Acasemic Carsen - -
Campus: D Wil ¥ 9
Seasion - -
Class Nbr: = -

Class Section: begins win +

Dascrgtion: Begis with -

[T Begns wiR v a
Cowrsa Oftaring Hor: - = @

[ cane Sensitve
Lirit the nuriber of resusts 1o fup bo 300% [300°

Bearch C00F - Basic Sadch P Sive.S0atcn Gritia

Step 12

Favorkas | Man Manu »  Cumculim Managament  + Schedula of Chsses + Schadule Chss Mestings

Enter the desired information into Schedule Class Mestings

0 Hew Window () Help

Fier any information you have and click Search. Lagve flalds blank for 3 st of 38 valuss.

the Class Section: field. Enter

IIOO 1 n
' [~ searcnCrnaein ]

Acasemic Instsution: = UTARL @,
Term: = - 2188 a
Subject Area: - farcn @
Catalog Kb Begns Wil = (1301
Acasemic Carsen - -
Campus: D Wil ¥ 9
Seasion - -
Class Nbr: = -
Class Section: begins wih v |
Dascrgtion: Begins with -
[T Begns wiR v @
Cowrsa Oftaring Hor: - = @
Clcase sensimve

Lirit the nuriber of resusts 1o fup bo 300% [300°

Bearch C00F - Basic Sadch P Sive.S0atcn Gritia
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Step 13

Click the Search button.

. Search | |

Favortes | Man Mens »  Cumoubim Management © Scheduls of Casses > Schedule Clss Meetngs

Schedule Class Meetings

FEnier any information you have and click Search. Lagve flalds blank for 3 st of 38 valuss.

Find an Exsing e

Academic Insstution: = . s

Term: - [1es a
Subject Area: - [arch

Catalog Hbr: Begns wim = (1201

Acasemic Carsen - -
Campus: D Wil ¥ @
Seasion - -
Class Nbr: = -

Class Section: begins win v [001]

Dascrgtion: Begis wilth »

Cowrse I BEgns Wil v @
Cowrsa Oftaring Hor: - s @

[Zcane Sensitve
Lirit the nuriber of resusts 1o fup bo 300% [300°

- Bharch | . Cloar . Basic Stach g S S0arch Graeda

FHaw Window () Help

Step 14

If you know the 1D of the instructor
you want to assign to the class you
could enter it here. For this example
we will click the Look up ID
(Alt+5) button to search for the
instructor.

@,

T23PH] (150N | [ [7] [ |7 [l
Topec - Free format
Topic:
Primt Toic On Tramscript Ssacibioey

Comrse iy 100008 Course Offering Nor: 1
Academic instiution:  Linkersity of Texas, Afington
Term: 016 Fall Undarorad
Suteect Aren: ARCH Adchscture
Catalog Nor: 1301 INTRO ARCHITECTUREANT DESIGH
CRacs Sactions
Seasion: 1 Regular Acadermic Session  Class NBE: 00357
Class Section: o Component: Lacture Event i
Ansocisted Class: 1 Units: 300 Associaled Class Afincutes

Faciing I Capacity Pat Mg Siart Migind M TW T F § § *StartEnd Oate

i Save | Betun o Searen | (] oty
Mengs | Entclimged Col | Exam

@ Hew Window (7 Help  [&° Personalice Page

18




Step 15

After a Job Assignment to hire an
instructor has been processed
through Human Resources and
they have been added to UTShare
they will be automatically added to
MyMav. After this occurs there is
still an overnight process that
identifies teaching positions and
adds those individuals to the
Instructor/Advisor Table in
MyMav. That procedure allows
the Instructor to be listed here so
that they can be added to a class.
It is no longer necessary to
process 0% appointments to get
a new instructor added prior to
their appointment start date. If
their job assignment has been
approved and entered into UTShare
by HR they should be in this list
the next day.

Laak Up 10

EmplE:  sagingwin ~ |
Ll Bame: peging with =
First Mame: sgging Wil « |

OOMKKNNO
LOOGROK

EDOQK00O

LDORKKNONE i Ancrymon
LOOGRANU, Insr Eneeymaus
ECOGKKKO0E Instructor, Anceymeus

tructor, ncoymous

Step 16

Faculty appointments need to be
processed through UTA Flow at least
two weeks in advance. It will take at
least 24 hours for the appointment to
process and for their name to appear in
MyMav for assignment of classes.

If the instructor is a returning
employee, you can search for that
person using the Look Up ID feature.

Laak Up 10

EmplE:  sagingwin ~ |
Ll Bame: peging with =
First Mame: sgging Wil « |
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Laak Up 10

Step 17

In this case since we are looking
for an instructor named

"Anonymous Instructor" we can im0 e
enter "1". into the Last SO e e
Name: field.

|
ik

GRERRRERERR

tooEon: |nstructor, Ancoymeous
HOOKKKNE inatructoe, Ancrymous
160000000 Instrucioe Ancepmouws
Anceymous

ooymous

norymoue

Ancrymous

LBOAKKIOO0E Instructor

Inyttuslor, Ancvrpmuy
LOOORRNUCK Instrucioe, Ancoymous
An

OG0
ACOKIOUOONE. [Natructoe, Snonymous

Step 18

Laak Up 10

Click the Look Up button.

Look Up

Lmglil  Mame
1EOMKKNIOOE Instrucioe, Ancrymoi
LDOTRROK, Instructer, Anceymous

s
ruct

Anorymous

trues

GREkRREREERREA

1 EOOKKNO
A0OKKRO, InFirucoe, Ancymous
0000000 |1 An

ACOKIOUOONE. [Natructoe, Snooymous
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Step 19

Click the Instructor, Anonymous
link.

Instructor, Anonymous

Look Up i

000K

NETRLICTOR
INSTRUCTOR

INSTRUCTDA

LNTRUCTOR
INSTRUETOA
ANSTRUCTOR
INSTRUCTON
LHATRUCTOR

Step 20

Click the drop down list for Instructor
Role.

Prim Inz :

0 New Window () Help  [&' Personalice Page

Comrse ik 100006 Course Offering Nbr: 1
Acadpmic InsEUticn:  University of Toxas, Alington
Term: 2016 Fal Undargrad
SubjEct Area: ARCH Achitechire
Catalog Nor: 1301 INTRO ARCHITECTUREMNT DESIGH
Session: 1 Regular Academnic Session  Class NBr: 80357
Class Secton: 001 Compoment: Lacture Event it
Associatid Class: 1 Units: 300 Asseciated Class Alricutes
Faciiny I Capacity Pat Mg Siart Mighnd M TW T F & 8 *SeariEnd Date =izl

[i2nTRuis

Mesangs | Dnrplimn) Co | Cam
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Step 21

Click the Prim Instr list item.

NOTE: There should be at least one
Primary Instructor (“Prim Instr”)
assigned to a class. In class sections
with two or more faculty assigned an
instructor role, please ensure that at
least one is designated the Prim Instr.
Note that in a multiple component
class (e.g., lecture and lab) at least one
instructor needs to be assigned to each
component.

Favcrtas | Man Menu Cumouum Management ) Schedule of Classas. »  Schedule Class Mestngs
I rvotimant Cri | - Exsm
Comrse iy 100006 Course Offering Nor: 1
Academic Instiution:  Linkersity of Texas, Afington
Term: 016 Fall Undargrad
Suleect Aren: ARCH Adchscure
Catalog Nor: 1301 INTRO ARCHITECTUREANT DESYGH
CRacs Sections
Seasion: 1 Regular Acadernic Session  Class NBe: 00357

Class Section: 001 Component Lecture Eveni:
Ansocisted Class: 1 Units: 300

Asseciated Class Afributes

Faciiny I Capacity Pt MmgSiart Migfnd M TW T F § § *SeariEnd Date ==
1230PM) | 1:50PH ¥ ¥ a0 1207R201%
Tope Ik Free format
Topic:
Contad Howrs.

Print Topic On Trasscript

THeem Chstacinriahc Ssantty

L Save | b Betun o Semich ] oty
Maangs | Datllman Co | Eam

0 Hew Wndaw ()Ml [ Personalice Page

Step 22

Click the proper selection. The
Faculty member we are adding will be
assisted by a TA but he is still the
Instructor of Record and has primary
responsibility for the class. Choose
"Prim Instr.”

i‘:auﬂlnch’ F

Favortes | Nan Mona 5 Cumculim Managament. ) Schadul of Classes ) Schedule Class Meatng
m [Ereuiiment Cr | Exsm
Comrse iy 100006 Course Offering Nor: 1
Academic Instiution:  Linkersity of Texas, Afington
Term: 016 Fall Undargrad
Suleect Aren: ARCH Adchscure
Catalog Nor: 1301 INTRO ARCHITECTUREANT DESYGH
CRacs Sections
Seasion: 1 Regular Acadernic Session  Chasa b 0357
Class Section: 001 Component Lecture Eveni:
Ansocisted Class: 1 Units: 300 Associaed Class Afincutes

Faciing I Capacity Pat Mg Siart Migind M TW T F § § “StartEnd Oate  H
1230PM | 1:50P4 ¥ ¥ a0 12072015
Tope: 10 Free format
Topic:

Primt Toic On Tramscript Ssacibioey

THeem Chstacinriahc Ssantty

Ll Save | L Betan o Search. 5] motdy.
Maangs | Datllman Co | Eam

0 Hew Wndaw ()Ml [ Personalice Page
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Step 23

Comrse ik
Academic Inssiuticn:
Tosmm:

Leave the checkmark in the Print

category. This allows the —
instructors name to be published in e Swte:

Annocutnd Class:

the Schedule of Classes.

Favortes | Man Menu

m [Erwolimens Crrl Ezsm

Cymcubum Management © Schedule of Classes > Schedule Clss Meetngs

O Hew W

100006
ineersity of Tomas, Aington

Course Offering Nor: 1

Undargraa
Achecture
INTRO ARCHITECTUREMNT DESIGH

1 Regular Acadernic Session  Class NBr: 80057
001 Component: Lecture EventIL:
1 Units: 300

Capacity Pat Mg Siart Migind M TW T F § §

12307M) [150PH
Topec I Free format
Topic:

Print Topic On Trasscript Cortac Hours.

il save

(b et o Swarch | (5] rotey
Aseangs | Entalimen ol | Exam

Windaw

Home | AddloFavertes | Sonou

T Help [ Personalice Page

Step 24

Access Settings:

Approve: Use this setting for the primary
instructor who is responsible for
grading. Primary instructors will need to set
their grade approval status to “approved” in
MyMav when their grades are final. The
Approve setting has the added advantage of
validating that all grades have been entered
correctly, as the setting will not be accepted if
grades are missing from the roster. See
Primary Instructor access in screenshot.

Grade: If GTAs or auxiliary faculty have been
approved by their academic departments to
enter grades into MyMav, use the Grade
setting. It allows direct grade entry into
MyMav as well as Blackboard, but does not
allow grade approval in MyMav. Do not
provide load credit (e.g. 1%) to GTAs or
auxiliary instructors that are not
instructors of record.

Blank: In academic departments that do not allow
GTAs or auxiliary faculty into MyMav grade
rosters (the majority of departments), leave
the access setting blank. This will allow
grade entry into Blackboard but not into
MyMav. Additionally, this setting allows
access into the MyMav Class Roster. All
academic coaches and shadow instructors
must have a blank in the access field. See TA
access in screenshot below.

Post: Do not assign post.

ORACLE

Favorkes | Man Monu »  Cumiculim Managamant  » Schedule of Classas

m [Erwolimens Crrl Ezsm

Comrse i 100006
Achdemic Inssiution:  University of Taxas, Alington

Schadule Chss Mestngs

Course Offering Nbr: 1

Term: 2016 Fal Undergrad

Sutgect Aren: ARCH Adchscture

Catalog Nbr: 1301 INTRO ARCHITECTUREANT DESIGH
CRass Sectio

Regular Academic Session  Class MBE 00057
001 Compoment: Lacture

Event itk

Capacity Pat Mg Siart Migind M TW T F § §

12307M) (150PH

Topec I Free format
Topic:

Contad Howrs.

Primi Togéc On Tramscript

[—
Ky Jslrucior Accass | contaer | BB | iipess
tooamxooan @, Instractor, Aeonymous  Prim bt » =) Appravel e,

il ave

(b et o Swarch ||| raotey
Aseangs | Entalimen ol § Exam

T Hew W
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ORACLE
Step 25 Favortes | Man Menu »  Cumosum Management Schedule of Cisses > Schedule Chss Mestngs

m [Erwoliment Crrl | Ezam

Comrse i 100006 Course Offering Nor: 1

Approve: Use this setting for the primary instructor o e T s

who is responsible for grading. The Approve setting | | g &0 s e ococ
has the added advantage of validating that all grades

have been entered, as the setting will not be accepted

if grades are missing from the roster. See Primary et aind 0T W T 603 8
Instructor access in screen shot below. et ] peetome
Grade: If GTA's or auxiliary faculty have been O .o
approved by their academic departments to enter -
grades into MyMav, use the Grade setting. It allows
direct grade entry into MyMav as well as Blackboard,
but does not allow grade approval in MyMav.

Blank: In academic departments that do not allow
G/TAs or auxiliary faculty into MyMav grade rosters
(the majority of departments), leave the access setting
blank. This will allow grade entry into Blackboard
but not into MyMav. Additionally, this setting allows
access into the MyMav Class Roster. All academic
coaches and shadow instructors must have a blank in
the access field. See TA access in screen shot below.
Post: Do not assign post.

1 Regular Acadernic Session  Class Nbe: 00357
01 Componest Lgcture Event il
Units: 300

Step 26 ORACLE

Fawortes | Wan Menu »  Cumcdum Management  » Schedule of Chsses » Schedule Class Mastngs

licing: T

Heme | Aded to Frvni|

] e Window

Comrse Offering Wor: 1

of Towas, Aflington

To enter an additional instructor for the
same Meeting Pattern row, click the plus
Sign II+II

Regular Acadermic Session
001 Componest Lechure
Units: 100

NOTE:

There should be at least one Primary
Instructor (“Prim Instr) assigned to a - : _
class. In class sections with two or more e o
faculty assigned an instructor role, S T
please ensure that at least one is
designated the Primary Instructor. At
least one instructor must also have
Approve access for grading purposes. In
a multiple component class (e.qg., lecture
and lab) at least one instructor needs to
be assigned to each component. Each
component will have its own class
section number.
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Step 27

Click the Add a new row at row 1
(Alt+7) plus sign graphic. This will
allow you to assign a second instructor
to the same class section.

Home | Add lo Favertes

Favortes | Man Menu > Cumouum Management  + Schedule of Chissas. » Schedule Class Meatings
0 Hew Window [ Help [’ Personalice Page
mma Enmilment ol | Exsm
Course ik 100006 Course Ofering Nor: 1
Academe: instiution:  Uiniversity of Toxas, Afington
Term: 2016 Fal Undargrad
SubjEct Area: ARCH Adchscure
Catalog Nor: 1301 INTRO ARCHITECTUREMNT DESIGH
Seamon 1 Regular Academnic Session  Class NBe 80357
Class Section: 001 Component Lacture Event i

Annocutnd Class: 1 Units: 300

Associated Class Afributes

Faciing I Mg Siart Mighnd M TW T F S §

1230PM| [ 1:50PN
Topec It Free format
Topic:

Primt Toic On Tramscript Ssacibioey

L) Save | L etun o Semich ] motty
Mestngs | Enrclimen) Co | Cam

ind, CLASS INSTREnew305507)

Step 28

The default faculty Assignment
Type is ‘Regular’ and faculty with
this assignment type will be
included in the Coordinating Board
reports. TAs should have the
assignment type 'CB Exclude'.
They will not be reported on the
Coordinating Board Faculty, Class,
and Workload reports. The
autocalc box should be unchecked
and the load factor and workload
box should be blank. A person
with a Load Factor of zero percent
should have the Assign Type of
CB Exclude. Please DO NOT
select the assignment type of 'Do
Not Use'.

Home | Add lo Favertes

Favortes | Man Menu »  Cumoubim Management + Scheduls of Classes > Schedule Clss Meetings
@ Hew Window (7 Help  [&° Personalice Page

mma [Enrolimant Crin | Ezsm

Course ik 100006 Course Ofering Nor: 1

Academéc instiution:  Liniversity of Toxas, Afington

Term: 016 Fall Undargrad

SubjEct Area: ARCH Adchscture

Catalog Nor: 1301 INTRO ARCHITECTUREANT DESIGH

Seasion: 1 Regular Acadernic Session  Chasa Nbr: 0357

Class Section: 001 Component Lacture Event i

Annocutnd Class: 1 Units: 300

Asscciated Class Afributes

Faciing I Mg Siart Mighnd M TW T F S §

1230PM| [ 1:50PN
Topec It Free format
Topic:
Contad Howrs.

Print Topic On Trasscript

[ Save. | [ Aetum i Search. | =) Kaity.

ueatings | Entallment God | Exam
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Step 29 ORACLE

Favcrtes | Man Menu Cumcuum Management ) Schedule of Cassas. ©  Schedule Class Mestngs
0 Hew Windaw
- IR ooimictcon | Em
Load Factor: e
:;I:ln;"mﬂm l‘s:.nrnlzmmlm.l’. Afington i !
Tesm: 2016 Fan Undergrad
Assigning multiple instructors to a class: ot iR RTECrURRT OCS 1
Total Responsibility Factor for a class must be S 1 Tecdncsen e s

equal to 100%. If total Responsibility Factor is s SR e B e
not equal to 100%, then the teaching load credit fackyo __ Capy ow s Mgiss M TWTF S S suntasows B

for the class will be divided evenly among all wenll]  fnm
individuals with ‘Regular’ assignment type on Pinelelmtl WM

the class.

— Regular = J [ 1 I =]

A Responsibility Factor of less than 1% will be T T ' 2l
reported as 0 in the Work Load Report. o

A Responsibility Factor greater than 1% will be | | ™ . a
rounded to the nearest whole number in the s e

Work Load Report (e.g., 49.3% = 49% and

49.7% = 50%).

Individuals assigned to classes with 0%
Responsibility Factor will still be able to access
Blackboard and MyMav Grade Roster. Please
DO NOT give a small responsibility factor
such as 0.1% to an individual for those

purposes.

Step 30 Favortes | Man Menu »  Cumoubim Management © Scheduls of Casses > Schedule Clss Meetings T
——— @ Hew Window (7 Help  [&° Personalice Page

Leave the Auto Calc checkbox el i VO

SubjEct Area: ARCH

selected for any instructors who i
have a Load Factor (% . o

Annocuted Class: 1 Units: 300 Asscciated Class Afributes

responsibility) for the class.

Faciiy i© Capacity Bat  MagSiart Migind M TW T F § § =
12307 [1.50PM
Topec I: Free Foimat
Topic:
Print Tepic On Trasseript Dhgac oo

— Feegular = J [ 1anoo0. | 300 = 11 3 [
LDDT0000 Reguia = ) il % (=

[ swe. | [ Asm i Seercs | =] oty

eatings | Entallment God | Exam

26




Step 31

In this example we will uncheck the
Auto Calc checkbox for the row with
the TA assigned since that person has
no responsibility or Load Factor for
the class.

Favurtas | Man Menu Cumoum Management ) Schedule of Classes. »  Schedule Class Mestngs
I rvotimant Crie - Exsm
Comrse iy 100006 Course Offering Nor: 1
Academic InSSiution:  Linersity of Toxas, Atinghor
Term: 016 Fall Undarorad
Suleect Aren: ARCH Adchscture
Catalog Nor: 1301 INTRO ARCHITECTUREANT DESIGH
CRacs Sactions
Seasion: 1 Regular Acadernic Session  Class NBE 00357
Class Section: 001 Component Lecture Even i
Ansocisted Class: 1 Units: 300 Associaled Class Afincutes

Faciing I Capacity Pat Mg Siart Migind M TW T F § § “StartEnd Date -5 =

23PN (150N | [ [7] [ 2 e [izniEs
Topec - Free format
Topic:
Primt Toic On Tramscript Shsacibioey

i swe. | [t Astum i Seerch || =] oty
Meetngs | Entallmste Gond | Exam

0 Hew Wndaw ()Ml [ Personalice Page

Step 32

For this example we have assigned
a primary instructor and a TA. We
have assigned 100% Load Factor
to the primary instructor. In order
to leave the Load Factor and
Workload fields blank for the TA
we first unchecked the Auto Calc
checkbox. If there is anything in
these fields we can now erase it.

Favortes | Man Menu »  Cumcubim Management © Scheduls of Casses > Schedule Clss Meetings
I rvotimant Cri - - Exsm

Comrse iy 100006 Course Offering Nor: 1

Academic Instiution:  Lindersity of Toxas, Atingho

Term: 016 Fall Undargrad

Suteect Aren: ARCH Adchscture

Catalog Nor: 1301 INTRO ARCHITECTUREANT DESYGH

CRaEs Sactions

Sesson 1

Regular Acadernic Session  Class NBr 30357
Class Section: 001 Compoment Laclure Eventit:
Annocutnd Class: 1 Units: 300

Associated Class Afributes
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Step 33

Click the Save button.

B save
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Good Job! You have
completed the procedure.

End of Procedure.
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Copyright © 1998, 2011, Oracle and/or its affiliates. All rights reserved.

Oracle is a registered trademark of Oracle Corporation and/or its affiliates. Other names may be trademarks of their respective owners.
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This software and related documentation are provided under a license agreement containing restrictions on use and disclosure and are protected
by intellectual property laws. Except as expressly permitted in your license agreement or allowed by law, you may not use, copy, reproduce,
translate, broadcast, modify, license, transmit, distribute, exhibit, perform, publish or display any part, in any form, or by any means. Reverse
engineering, disassembly, or deecompilation of this software, unless required by law for interoperability, is prohibited.

The information contained herein is subject to change without notice and is not warranted to be error-free. If you find any errors, please report
them to us in writing.

If this software or related documentation is delivered to the U.S. Government or anyone licensing it on behalf of the U.S. Government, the
following notice is applicable:

U.S. GOVERNMENT RIGHTS

Programs, software, databases, and related documentation and technical data delivered to U.S. Government customers are “commercial computer
software” or “commercial technical data” pursuant to the applicable Federal Acquisition Regulation and agency-specific supplemental
regulations. As such, the use, duplication, disclosure, modification, and adaptation shall be subject to the restrictions and license terms set forth in
the applicable Government contract, and, to the extent applicable by the terms of the Government contract, the additional rights set forth in FAR
52.227-19, Commercial Computer Software License (December 2007). Oracle USA, Inc., 500 Oracle Parkway, Redwood City, CA 94065.

This software is developed for general use in a variety of information management applications. It is not developed or intended for use in any
inherently dangerous applications, including applications which may create a risk of personal injury. If you use this software in dangerous
applications, then you shall be responsible to take all appropriate fail-safe, backup, redundancy and other measures to ensure the safe use of this
software. Oracle Corporation and its affiliates disclaim any liability for any damages caused by use of this software in dangerous applications.

This software and documentation may provide access to or information on content, products and services from third parties. Oracle Corporation
and its affiliates are not responsible for and expressly disclaim all warranties of any kind with respect to third party content, products and
services. Oracle Corporation and its affiliates will not be responsible for any loss, costs, or damages incurred due to your access to or use of third
party content, products or services.

Entering Workload Teaching Equivalencies and Presidential Credits

Faculty Workload Teaching Equivalencies (see table on p. 6) and Presidential Workload Credits (Regents
Rile 31005, 6.13) will be entered on MyMav’s Instructor Term page.

Once Presidential TLCs (Teaching Load Credits) are approved by the Provost’s Office for a faculty member,
the department can also enter these credits through the MyMav Instructor Term page
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Per UT System Rule 31006, 6.13 Departments are required to request approval for Presidential credits:

Academic workload credit granted by the head of the institution for all other purposes is limited to 1% of the
total semester credit hours taught at the institution during the comparable (fall or spring) semester in the
previous year. With the approval of the institutional head, limited faculty workload credit (within the

1% limit above) may be granted for major academic advising responsibilities, for basic and applied research
following a research work plan approved pursuant to institutional policy, for preparing major documents in
the fulfillment of programmatic needs or accreditation requirements, or for duties performed in the best
interest of the institution's instructional programs as determined by the head of the institution.

Procedures:

1. Departments request Presidential Credits (6.13) in Spring semester using the Provost’s office form.
Deadlines for submission of faculty instructional workload credits, as well as Presidential Credits are on p. 3
of manual.

2. Once approved by the Provost’s Office, as the Presidential designee for review of Faculty Workload
Credits, the department may enter the presidential credits via the MyMav Instructor Term page.
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The University of Texas System Rules and Regulations of
the Board of Regents --- Rules: 31006

Title: Academic Workload Requirements Rules and Regulation

Sec. 1 Statutory Requirement.

State law requires the Board of Regents to adopt rules concerning faculty academic workloads. Texas
Education Code Section 51.402 recognizes that important elements of workload include classroom teaching,
basic and applied research, and professional development. Workload for the faculty members of the
institutions of The University of Texas System is expressed in terms of classroom teaching, teaching
equivalencies, and presidential credits for assigned activities.

Sec. 2 Minimum Workload.

Each person paid full time from the appropriations item "Faculty Salaries” shall be assigned a minimum
workload equivalent to 18 semester credit hours of instruction in organized undergraduate classes each nine-
month academic year, or fiscal year at an institution's option, in accordance with guidelines listed below.
Sec. 3 Source of Funding.

When a faculty member is paid partially from a source of funds other than the "Faculty Salaries” line item,
the minimum workload shall be proportioned to the percentage of salary paid from the appropriations item
"Faculty Salaries.”

Sec. 4 Supervision of Teaching Assistants.

Teaching assistants shall be used only when given proper guidance and supervision to ensure quality
instruction. The minimum faculty workload established below does not apply to graduate teaching assistants
or assistant instructors who are pursuing degrees. The institutional head is responsible for assuring that all
teaching assistants are carefully supervised.

Sec. 5 Institutional Requirements.

This policy sets the minimum workload and equivalencies only; an institution may enact more intensive
and/or more detailed minimum requirements for inclusion in the institutional Handbook of Operating
Procedures, following appropriate approvals. For example, an institution may set individual minimum
requirements, consistent with these minimum guidelines, for a specific school or college.

Sec. 6 Equivalencies.

The following equivalencies are available to meet workload requirements:
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6.1 Graduate Instructions.

One semester credit hour of graduate instruction will be considered the equivalent of one and one-half
semester credit hours of undergraduate instruction.

6.2 Labs.

One and one-half contact hours of instruction of regularly scheduled laboratory and clinical courses, physical
activity courses, studio art, studio music instruction, and primary music performance organizations, such as
ensembles and marching bands, for each week of a long-term semester will be considered the equivalent of
one semester credit hour of undergraduate instruction.

6.3 Supervision.

Supervision of student teachers, clinical supervision, and intern supervision shall be credited such that
12 total student semester credit hours taught will be considered the equivalent of one semester credit hour.

6.4 Honors Program or Individual Research Projects.

Supervision of student practicum and individual instruction courses, such as honors programs and individual
research projects, shall provide equivalency at the rate of one-tenth semester credit hour for each student
semester hour of undergraduate instruction and one-fifth semester hour for each student semester hour of
graduate instruction per long-term semester. In no case will individual instruction in a single course generate
more semester credit hour equivalence than if the course were taught as a regularly scheduled, organized
course.

6.5 Thesis or Dissertation Supervision.

Graduate thesis or dissertation supervision shall provide equivalent credit hours only to the chairperson of
the thesis or dissertation committee at the rate of one semester credit hour for each six total student semester
hours of thesis research credit and at the rate of one semester credit hour for each three total student semester
hours of dissertation credit.

6.6 Coordination of Courses.

A faculty member who coordinates several sections of a single course shall be given one semester hour of
workload credit for each six sections coordinated up to a maximum of three semester hours of credit per
semester.

6.7 Large Classes.

Workload credit may be proportionally increased for teaching a large class that requires extensive grading or
evaluation of students' work by the faculty member according to the following weighing factors:

Weighing Class Size Factor
59 or less 1.0
60 - 69 1.1
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70-79 1.2

80 - 89 1.3
90 - 99 14
100 - 124 15
125 - 149 1.6
150 - 174 1.7
175-199 1.8
200 - 249 1.9
250 or more 2.0

6.8 Proportional Credit.

When more than one teacher participates in the instruction of a single course, the credit is proportioned
according to the effort expended.

6.9 Insufficient Enroliment.

A reduced workload may be granted temporarily if assigned classes do not materialize because of
insufficient enroliment and when additional classes or other academic duties cannot be assigned to the
faculty member. This exception may be granted for two consecutive long-term semesters only for any
particular faculty member.

6.10 Administrative Services.

Workload credit may be granted for a faculty member who is head of a department or head of a comparable
administrative unit up to a maximum of six semester hours of workload credit per semester. When justified
by the department/unit head and approved by the institutional head, three hours of credit may be given to
faculty members who provide non-teaching academic services to the department/unit head. In no case will
the total for departmental administration, including the head, exceed nine workload credits per semester
unless the institution's organizational structure includes academic units composed of more than one academic
discipline.

6.11 New Faculty Members.

At the recommendation of the head of the department or comparable unit and upon approval of the
institutional head, up to three semester hours of workload credit for each of two semesters may be given to a
newly-appointed faculty member during the first year of employment for the purpose of developing
instructional materials for the courses he or she will teach.

6.12 Course Development.

At the recommendation of the departmental chair and upon approval of the institutional head, workload

credit may be granted to a faculty member involved in the creation of a new course, new course format, or
new course materials.
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6.13 Credit Granted by Institution Head.

Academic workload credit granted by the head of the institution for all other purposes is limited to 1% of the
total semester credit hours taught at the institution during the comparable (fall or spring) semester in the
previous year. With the approval of the institutional head, limited faculty workload credit (within the

1% limit above) may be granted for major academic advising responsibilities, for basic and applied research
following a research work plan approved pursuant to institutional policy, for preparing major documents in
the fulfillment of programmatic needs or accreditation requirements, or for duties performed in the best
interest of the institution's instructional programs as determined by the head of the institution.

Sec. 7 Monitoring of Workloads.

The president of an institution shall designate the officer of the institution who will monitor workloads,
review workload reports, and submit the reports to the institutional head for approval and comment, as
appropriate, prior to submitting the reports to the Board of Regents through the System Administration
following the standard reporting format and deadlines as provided by the Texas Higher Education
Coordinating Board in accordance with Texas Education Code Section 51.402 and any applicable riders in
the current General Appropriations Act.

Sec. 8 Compliance Assessment.

Every faculty member's compliance with these minimum academic workload requirements shall be assessed
each academic year. If a faculty member is found to be out of compliance, the institution shall take
appropriate steps to address the noncompliance and to prevent such noncompliance in the future.

History

Created: September 2016 by MCosio/DPirkle/AMillan
Updated: 17 September 2016/MMC

Updated: 30 September 2016/MMC

Updated: 17July2016/MMC
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