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RIC Management Center 
From the menu select RIC Custom Applications > RIC Management Center: 

 

 Current Adjuncts by Name: 

 
Clicking on this link will give you a listing of your department’s adjunct faculty 
employees (defined by the Academic Organizations you have security to) in order 
by last name with the # of term* assignments. The page may take a little while to 
load – please be patient and do not re-click on the link – this will slow down 
the page load. 

 
 *Terms selected are 3 years from the current year up to 3 years beyond the 
current year – for example: current year = 2007; terms selected are any from 
2005-2009. 

To view details for a term click on the View Details link: 
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Click on the Return button to go back to the previous page. 

 Current Adjuncts by Term/Org: 

 
Clicking on this link will give you a listing of your department’s adjunct faculty 
employees (defined by the Academic Organizations you have security to) grouped 
by term*.  The page may take a little while to load – please be patient and do 
not re-click on the link – this will slow down the page load. 

 

*Terms selected are 3 years from the current year up to 3 years beyond the 
current year – for example: current year = 2007; terms selected are any from 
2005-2009.  The adjunct is listed because they have been scheduled to teach a 
course that falls within this Academic Organization (verified by the Instructor 
Schedule page). 
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To view details for a term click on the View Details link: 

 

 

Click on the Return button to go back to the previous page. 

 Current Employees:   

 
Clicking on this link will give you a listing of your department’s current full-time 
employees and department retirees: 

 
By clicking on the View Details link you will see the detail information: 
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 Manage Hires:  

You can access this page a couple of ways:  

   

 

    OR 

 

   

 

4.1 Adding & Submitting a new potential hire: 

You will be taken to the Hire Data – Add a New Value page: 

From the menu: 

 

From a link available on other RIC 
Management Center pages: 
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 SetID = RICOL  

 Enter in the new potential hire’s 9-digit SSN (an initial verification check will 
be done based on SSN) & click on the Add button 

If SSN exists in the system you will receive an error message - the emplid, 
paygroup, and employment status will be provided.  If a match is found you 
can not initiate a new hire here; you may receive the following messages 
that will guide you on how to proceed.  

Example 1: Person’s emplid is 0433768 with paygroup = FAC (faculty) 
and is active; if you’d like to add this person as an adjunct instructor you 
may proceed to the Request Adjunct Instructor Job page as indicated in 
the message (explained in section 8) 

 

Example 2: Person’s emplid is 0326411 with paygroup = HON 
(Honorarium) and is terminated; if you’d like to add this person as an 
adjunct instructor you may proceed to the Request Adjunct Instructor 
Job page as indicated in the message (explained in section 8) 
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Example 3: Person’s emplid is 0234139 with paygroup = none and is a 
student; if you’d like to add this person as an adjunct instructor you may 
proceed to the Request Adjunct Instructor Job page as indicated in the 
message (explained in section 8) 

 

Example 4: Person’s emplid is 0301620 with paygroup = RET (retiree) 
and is active; if you’d like to add this person as an adjunct instructor you 
may proceed to the Request Adjunct Instructor Job page as indicated in 
the message (explained in section 8) 

 

Example 5: Person’s emplid is 0402383 with paygroup = SPM (Special 
Monthly Pay Group) and is terminated; if you’d like to add this person as 
an adjunct instructor you may proceed to the Request Adjunct Instructor 
Job page as indicated in the message (explained in section 8) 
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Example 6: Active INS job record exists for emplid is 0429866 and is 
setup as an instructor for ARTS & ENGLISH; if you’d like to add this 
person as an adjunct instructor for your courses, you may proceed to 
the Add Academic Org page as indicated in the message (explained in 
section 9) 

 

 

If SSN is new to the system you will see the Hire Data page: 
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As much information should be entered so that the most thorough verification can 
be done upon submittal.  Page cannot be saved without the required fields which 
have an * next to their label.    

Once all the information is entered click on Save button:  
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On the Hire Data page you will now see the status of Pending with a new Submit 
button in the top right hand corner of the screen: 

  

If you are ready to submit the potential new hire for verification click on the Submit 
button.  If it is your first new hire entry the page will refresh itself.  If you’ve 
previously entered a potential hire, when clicking submit it will close your current 
window and bring you back to the Manage Hires search page. You will notice the 
new potential hire’s status has been updated from Pending to Submitted:  
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If you select the potential new hire in Submitted status you will notice that all fields 
are locked.  *No changes can be made by you at this point; if there are 
corrections required you will need to contact the HR department so they can 
make corrections.  
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4.2 Statuses of your hire request: 

There are 5 statuses that a new hire can have: 

1. Pending: data entry only; no notification sent 

2. Submitted: data entry complete; email notification sent to Verifiers with the 
person who submitted the request and the Department Dean/Manager on 
copy 

> Sample Submit Email 

 

3. Verified: the verification results and actions can be as follows: 

a. If this is a brand new person & NO MATCH is found 

 a new bio/demo record is created  

 a notification email will be sent to Human Resources personnel 
with the new emplid listed in the email 

 Human Resources will wait for the new hire to come in before 
creating a new job record 

 When the new job record is created the person will be marked as 
complete on the Manage New Hires page 

> Sample Verification Email 
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4. Denied: if this was thought to be a new person but a MATCH was found  

a. the request will be denied  

b. a notification email will be sent to the person who originally submitted 
with the Department Dean on copy with the reason why this person 
was denied which will also include the emplid found 

> Sample Denial Email 
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5. Complete: once Human Resources creates the new job record the person 
will be marked as complete on the Manage New Hires page 

a. a notification email will be sent to the person who originally submitted 
the hire request with the Department Dean on copy; the email will 
provide job data information for the new hire record 

> Sample Complete Email 

 

At this point a new hire is complete and is added to the instructor/advisor table 
and course assignments can be completed. 

 Update Denied/Canceled Hires:  

 
Clicking on this link will give you a listing of the hires that have been canceled prior 
to creating a new emplid and/or those that were denied by the MIS verification 
step.  You are able to set that person back to pending if necessary: 
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To update the status back to pending simply click on the Update to Pending 
button for that person.  You will automatically be taken to the Manage Hires page 
where you can now select that hire for modification and to resubmit to MIS for 
verification: 

  

Make corrections then submit: 
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 Department Class Updates 

 

Use this page to make instructor changes for a course.  You will be able to directly 
update instructor assignments for the term that is made available for instructor 
updates by your Dean.  You will no longer be required to email your individual 
instructor assignment changes.  Terms prior to the term available will be display 
only.  Terms following the term available will be available for updating instructors. 

1.) Select or enter the term and Academic Organization 

a. You can either use the lookups for valid values or click search to get 
a full list of available terms/academic orgs: 
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b.) You are able to REPLACE or ADD an instructor assignment by clicking 

on the  lookup icon for the New Instructor column (by default the action 
is to Replace the currently assigned instructor): 

 

2.) Make Instructor Assignments: This 
button is available for terms where you are allowed to update the 
instructors.  Once clicked your instructor changes will directly update the 
schedule of classes.  If you are only replacing instructors, the page will 
refresh and you will immediately see the instructor assignment changes.  If 
you are adding instructors, you will be brought back to the search page 
after your additions are saved.  You can verify the changes by navigating to 
Curriculum Management > Schedule of Classes > Maintain Schedule of 
Classes. 

3.) If the term selected is not available for 
updating instructor assignments the Make Instructor Assignments button 
will be grayed out. 
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 Maintain Term Workload 

 

 

Use the Maintain Term Workload page to maintain faculty (full time) and adjunct 
(part time) instructor’s term workload.  This page will list all faculty (full time) and 
only those adjuncts (part time) that are scheduled to teach for the available term.  
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Click on the “Maintain Workload” button to open up a Term Workload page for a 
selected instructor – a new page will pop-up. *Pop-up blockers may prevent the 
page from displaying – turn off pop-up blockers if necessary. 

 

This page should be familiar to you.  It is the same page that is currently used to 
maintain a current instructor’s term workload with some additional new features.   

Available features: 
1. Split Load (click +) Click the “Split Load” checkbox then the “+” sign at the 

end of the row only if the course on this particular line is going to be split 
between in-load and over-load credits.  This action will cause the row to be 
duplicated with an Assign Type of “OVI-Overload Instruction” and you can 
enter the appropriate number of overload workload units. 

 
 

2. Workload Enrl.  You can (and should) enter the number of students taught 
by the instructor only if the class is taught by multiple instructors.  Student 
teaching and applied music classes are good examples of when to enter 
the workload enrollment total for each instructor of the class. When you 
update this value your username and date/time will be saved as the last 
updated columns. 

 

3. If you want to add non-instructional activity, just press the “+” sign on the 
last row display.  A new line will be inserted where you can enter the 
necessary information.  In no case should you see non-instructional activity 
(including Additional Prep) combined with data in the Subject, Catalog_nbr, 
Section and Class_Nbr  fields.  If this happens please call Institutional 
Research so it can be corrected.  
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IMPORTANT: When you are done making your changes remember to click the 

SAVE button . 

After you’ve saved your changes, you can then close the new window.   You can 
then pick another instructor from the original page where you had the list of 
instructors for the semester. 

 Request Adjunct Instructor Job: 

 
Here you can request an adjunct instructor job record be created for an existing 
emplid.  In order for an adjunct instructor to be added to the instructor/advisor 
table, they will need an instructor job.   

1.) You will enter or lookup the emplid and then click Add: 

 
2.) Enter: 

a. Expected start date  
b. Academic organization 
c. Instructor’s email for notification 

i. The campus email will populate if found but it may no longer be a 
valid email address for communication; you should update the email 
address because when you submit your request an automated 
message will be sent to the email address notifying them that HR 
has received a request for their instructor employment and that they 
will need to report to the HR office to complete the proper 
paperwork 
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3.) Click the Submit Request to HR to send your request. 

 
Once HR completes your request, you will be sent an email letting you know it’s 
complete. 

 Add Department Affiliation:  

 
Here you can add your department (academic org) to an instructor’s approved 
departments list.    

1.) You will enter or lookup the emplid, enter your academic organization and 
then click Add: 

 

 
 

2.) Click the ADD button to complete: 
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3.) Once the instructor has had your department added to their approved 

departments list, you can assign them to courses. 

 Faculty Cumulative Workload: 

 

10.1 Faculty 2 Year Review by Dept 

This page will provide a department summary of the inload Faculty Load Hours for 
the two year cycle. The inload hours completed for terms up through the current 
terms will display.  Inload hours display are included on the last day of the 
previous term.   

1) Select a 2 year Fall term 
2) Select a department (academic organization) 
3) Click Search 

10.2 Faculty 2 Yr In/Ovr by Dept  

This page will provide a department summary of the inload and overload Faculty 
Load Hours for the two year cycle. The inload and overload hours for terms up 
through the current terms will display.  Workload hours for each term are included 
on the last day of the previous term.   

4) Select a 2 year Fall term 
5) Select a department (academic organization) 
6) Click Search 
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10.3 Faculty 2 Year Review by Empl 

This page will provide a summary of individual instructor inload and overload 
Faculty Load Hours for the two year cycle. The inload and overload hours for all 
available terms will display.  Workload hours for each term are included on the last 
day of the previous term.   

1) Select or enter EmplID 
2) Select a 2 year Fall term 
3) Click Search 

 

 Payroll Contracts:  

 

Beginning Fall 2010 semester, all instructor payroll contracts will be submitted 
online. Chairs have up to 2 business days after the add/drop date to submit their 
instructor payroll contracts.   

11.1 Submit Instructor Contracts:  

 

*IMPORTANT: Before submitting contracts it is strongly suggested that you run 
and review the Instructor Contracts Report explained in section 10.3 (pages 27-29) 

To submit an instructor’s contract for approval you will use the Submit Instructor 
Contracts page. 

1.) Click Search and you will see a list of instructors that have any type of 
Overload assignments for the available term.  (Please note: after the 2nd 
business day after the add/drop date you will no longer be able to see or 
submit an instructor’s contract) 
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2.) Select an instructor to see details: 

 

3.) Click the Submit for Approvals  button (Note: an 
email will be sent to the instructor notifying them that their contract for the 
term has been submitted with instructions on how they can log into MyRIC 
to review the details) 

4.) Optional: to get a printable version of the contract you can click the Print 
Contract (new window) link. 

The report will open up a new window and will automatically appear when ready.  
You can save or print using the File menu on the browser. *Pop-up blockers may 
prevent the report from displaying – turn off pop-up blockers if necessary. 
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11.2 Canceling Contracts  

If a contract needs to be canceled, you can do so by clicking on the Cancel 
Contract button.  This button is only available when the contract is in Submitted 
status or Denied Status. (Note: an email will automatically be sent to the instructor 
notifying them that their contract for the term has been canceled.  You have the 
option of not sending the cancel email by selecting the Do not send Cancel Email 
checkbox.) 
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11.3 Instructor Contracts Report: 

 

To generate a report of your departments instructor payroll contracts by term, you 
can use the Instructor Contracts Report page to create a report. 

1.) Click search for an existing run control id 

 
2.) If you do not have a run control id created; click on the Add a New Value 

tab or link 
3.) Enter a run control id (no spaces allowed) 
4.) Click Add 
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5.) Select the Term and Acad Org 
6.) Click Save 
7.) *Optional: click the checkbox for Print Detail if you would like the report to 

include details 

 

8.) After you save, click on the RUN button  
9.) Click OK; this will run the report 

 
10.) To Retrieve the report, click on the Process Monitor link 
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11.) Click on the Details link when the run Status reads Success and the 

Distribution Status reads Posted 

 
12.) Click on the View Log/Trace link 

 
13.) Click on the link that has *.PDF as the extension; this will open the report 

in a new window where you can print it, save it, and/or email it 

 

Sample report (no detail selected): 
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Sample report (with Print detail selected): 

 

11.4 Review Contracts by Emplid:  

 
 

To review an instructor’s contract you can use the Review Contracts by Emplid 
page. 

1.) Click Search and you will see a list of previously submitted contracts for all 
terms. 
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2.) Select a contract to review: 

 

11.5 Review Contracts by Department:  

 

 

To review all instructor contracts for a department you can use the Review 
Contracts by Department page. 

1.) Click Search and you will see a list of previously submitted contracts for all 
terms. 
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2.) Select a term and department to review: 
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 Addendum A (Dean access only) 

RIC Management Center: DEPARTMENT MAINTENANCE 

12.1 Course Bulletin Maintenance 

 

Beginning in Fall 2014, RIC’s printed course bulletin was converted to an online version 
made available on the RIC website http://www.ric.edu/recordsoffice/bulletin.php .  In order to 
correctly display the current department/subject chair, a Course Bulletin Chair 
Maintenance page (formerly Department Chair Maintenance) was created.  This page is 
available to the Deans for maintaining their Course Bulletin Chairs from term to term.  
With each upcoming term, a prior term’s Course Bulletin Chairs will be copied into the new 
term making the maintenance as minimal as possible.  Once Deans are notified that the 
upcoming term list is ready, they can review and make changes only if needed.   

Because the online course bulletin is highly visible to all through the RIC website, 
following is a detailed explanation of the Course Bulletin Chair Maintenance page to 
demonstrate how the data on this page translates to the course bulletin that is being 
published to the RIC website. 

In the below example, academic group FAS (Faculty of Arts & Sciences) for Fall 2014 is 
shown.  Please refer to the BIOL (Biology) subject.   

a) The description column normally matches the PS Description column but if you 
need the Bulletin to print differently, for example to indicate the $30 lab fee, you 
can modify the Description column as done below.   

b) Status – if there is a subject listed but is not in use for that term or if the subject is 
planned to be inactivated but has not been inactivated yet, you can mark it as 
inactive for course bulletin purposes only (making it inactive here will not affect the 
subject elsewhere in the system), the bulletin will not look for a chair for this 
subject.   

c) Emplid – select the emplid for the Chair of this subject; Lloyd Matsumoto is the 
Chair of BIOL subject courses for the course bulletin for Fall 2014.   

d) Name Prefix = the value entered here will print in the course bulletin before the 
Chair’s first name – only letters needed, do not add the period ‘.’ so it can be Dr, 
Prof, Mrs, Mr, etc.   

e) Building – select the Chair’s building.   
f) Room - type in the room # (employee room #s do not exist in the system only 

academic room #s exist, this is why it requires data entry so that it prints in the 
course bulletin).   

g) The telephone and email address fields will automatically fill in once you’ve 
entered the Chair emplid.  The phone will default to the business phone that is 
setup up in the system – this may or may not be accurate for course bulletin 
purposes – make edits if needed but keep in mind that the phone # entered here 
will print in the course bulletin for all to see.  The email address will default to the 
campus email address – edit if necessary.  

http://www.ric.edu/recordsoffice/bulletin.php
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The below picture is the course bulletin header for BIOL.  Items a – g are indicated below: 

 

The above is found at: http://www.ric.edu/recordsoffice/bulletin.php  

 

Steps to review/update Course Bulletin Chairs 

Navigation: RIC Custom Applications > RIC Management Center > Department 
Maintenance > Course Bulletin Chair Maint 

14.) Click search for a list of terms by academic group (your Records security 
will limit which groups you see) 

 
15.) Select a term to review and/or update 
16.) The list will be in order of Acad Org but you can sort by clicking on any 

other column; the below shows the list in order by Subject 

http://www.ric.edu/recordsoffice/bulletin.php
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17.) Review each subject to verify: 

a. Description (will print in bulletin) 
b. Chair  
c. Chair’s contact information 

18.) To change a Chair, select the lookup  for Emplid 
19.) Enter/Update the remaining values for the row you are updating 
20.) Click the Save button 
21.) To download a list to excel, scroll over to the right to click on the Download icon  

 
22.) You will be prompted to Open or Save the excel file. Please save to your 

computer if you’d like to access the list at a later time. 
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12.2 Department Appointments 

 

Academic department appointments will now be maintained in the MyRIC > RIC 
Management Center module.  Users with Dean level access have the ability to 
add/change department chairs/directors/etc for their School and the academic 
organizations that fall under their School.  These appointments will control what security 
roles and rights are assigned to the selected faculty members for their respective 
departments.   

12.2.1 Department Appointments 

Using the School of Management (CMT) as an example that has several academic 
organizations under it, you can see various appointment types have been designated to 
several faculty members.   

 

Particular columns and values for each department can impact an appointment.  Focusing 
on the AFAMST appointment, the columns and values are: 

 Academic Org = AFAMST 

 Academic Career = UGDG (by default for all departments) 

 Security Level = Director 

 Current Appointment = 0103455 (emplid for P. Khalil Saucier) 

 Security Changes Complete flag = checked (this indicates that security roles and 
rights have been made for this appointment) 

 Change Appointment To = if the current appointment is being replaced, enter the 
emplid here for the new appointee 

 Appointment Description = defaults to the academic org and security level 
description 

 Last Update by and On = person who last updated this appointment 
 
 

Various changes can be made on the Department Appointments page. Changes such as: 
1.) Add a new Assistant Chair to a department that only has a Chair  
2.) Change an existing Chair to another faculty member 
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3.) Add department Summer Chairs* 
a. *Summer Chair appointments will automatically become inactive on the first 

day of the Fall term 
4.) Add a 2nd Chair for the GRDG level for a department 

a. For example, ARTS has a Chair for UGDG (default for all departments) but 
you determine that you would like another chair for the GRDG (graduate 
level) for ARTS  

5.) Inactivate a current appointment because it is no longer needed 
a. For example, perhaps the Director appointment for First Year Seminar is 

no longer needed.  Change the status from Active to Inactive 
b. You will receive a message that reads  

“Click YES to continue with inactivating this appointment type.  Security will 
be revoked for the current appointment. If this appointment type is still 
needed but the appointment needs to be changed, select an emplid under 
Change Appointment To.  Click NO to keep appointment type active.” 

*NOTE: department appointments do not change or impact a faculty member’s job title 
under their HR job record. 

What happens next? When appointment changes are made, a nightly MIS 
process will automatically assign the appropriate security and rights to the faculty 
members for the changes made that day.  If there is an issue with the automated 
process, the user that made the change may be contacted by MIS for additonal 
information.  

 Those appointment changes that required security roles and rights changes will be 
completed overnight.  The Security Changes Complete flag will be checked.  The 
appointees can login the following day to see updated roles and rights.   

 For those that are replaced by a new appointment, the old appointment is saved to 
Outgoing Appointments with a revoke date calculated 180 days from the date of 
the change.  For more information on Outgoing Appointments see section 12.1.2 

Steps to review/update Department Appointments 

Navigation: RIC Custom Applications > RIC Management Center > Department 
Maintenance > Department Appointments 

23.) Click search for a list of Schools (Academic Group) - your Records security 
will limit which groups you see 

a. Dean level users will only see their School so the page will automatically 
open 
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24.) To get a PDF report of current appointments, click the Print Appointment 

Report link 
a. Turn off pop up blockers if report is blocked  

25.) Make appointment changes as needed. Then Save. 
a. The row changed/added will become view only 
b. The Security Changes Complete flag will be unchecked 
c. The last updated by and on will update with your userid and the current 

date/time 
26.) To get an updated Appointment report, indicating “pending” changes, click 

on the Print Appointment Report link again. 
27.) Optional: to download the page to excel, scroll over to the right to click on the 

Download icon 

 
a. You will be prompted to Open or Save the excel file. Please save to your 

computer if you’d like to access the list at a later time. 
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12.2.2 Outgoing Appointments 

Outgoing Appointments are those appointments that have been replaced by 
another faculty member.  Outgoing Appointments will retain their rights to allow 
overlap to train and support the new appointment.  

 The system will default the “grace” period of retaining security rights for outgoing 
appointments to 180 days as the Revoke Date. 

 Deans will be able to manage outgoing chairs’ PS rights by shortening or 
lengthening the revoke date so that some appointment’s MyRIC security rights 
could be revoked immediately or extended. 

 
Once the revoke date is reached, the nightly MIS process will automatically revoke 
the prior security and rights related to their prior appointment. The Revoked flag 
will be checked when completed.     
In order to extend or to shorten the revoke date, a Dean could override the revoke 
date by selecting the Override checkbox.   

 When selected, the Revoke Date field is available for edit and the Original Revoke 
Date will appear.  The Original Revoke Date is just a reference date to record what 
the original revoke date is. 

 Enter a new revoke date  

 Save 

 


