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RIC Management Center

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

Favuvntes Ma\n'Menu > RIC Custumv»\pph:]tluns » RIC Managarjeﬂt Center
Main Menu = RIC Custom Applications >

@ RIC Management Center

RIC Management Center

%Cnrrentﬁtd uncts by Name

1 Current Adjuncts by TermiOrg
B Current Adjuncts by Name

Current Adjuncts by TermiAcademic Org
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| Summer Payroll Contracts
=] Review Wy TAFs
My Summer Acad Appointments

1 Current Adjuncts by Name:

@;aﬁul rent Adjuncts by Name
PRF—R Currert Adunctz by MName

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.

| Daniel Scott Il

Adjuncts by Name

*Tarms selected are 3 years from the current year up to 3 years beyond the current year,

[«] ag |-l
:::up Job Code g:"i"e“ EnmplID Name Email Address 3::‘::;:;;0“ T:::s D:i::iulls
1|IMS ADI1 A0 o Abdelgader.Ghada M. SADEVSO@ric. edu |[EMGLISH 2 View Details
HITE ADIL AD o Ackley,David L SADEVI0@ric edu [ENGLISH z View Details
FIE ADIMON  [AMN o Albanese IILRobert W SADEVSO0@ric. edu [EMGLISH 1 View Details
4|1ns ADIL ADD o Allison,Maya SADEVI0@ric. edu [ENGLISH z Miew Details
EIE ADIL ADJ o Amore.fAnthony SADEVS0@ric. edu [ENGLISH 7 View Details
& |IMS ADIL AL o Bailey.Carol v SADEVI0@ric, edu |[ENGLISH 2 View Details
FIME ADIL Al o Batzon,Judith williamson SADEVI0@ric, edu |[ENGLISH 7 View Details
2|IMS ADIL ADJd o Bethea.Indige K SADEVIO@ric, edu |AFAMST 1 YView Details
DI|IMS ADIL ADJd o Bredie,Micholas A SADEVI0@ric, edu |[ENGLISH 2 Wiew Details
10 |INS ADIL ADJd o Bryant,Heather R SADEVI0@ric, edu |[ENGLISH 2 Wiew Details
11 |INS ADI1 AL o Callahan,Mary C SADEVI0@ric, edu |[EMGLISH 2 Wiew Details
12 |INS ADIS AD] o Campana,Constance M SADEVI0@ric, edu |[ENGLISH k-] Wiew Details
13 |INS ADIL AD] o Carr,Karen L. SADEVI0@ric, edu |[ENGLISH 7 Wiew Details
14 |INS ADI1 A0 o CarrallldJoseph R SADEVI0@ric, edu |[EMGLISH 2 Wiew Details
15 |INS ADI1 A0 o Chitwaad. . Martin SADEVSO@ric. edu |[EMGLISH 2 View Details
16 [ns ADIL AD o Coletta,Francis § EMGLISH 1 View Details
17 [1ns ADIL ADD o Collins,Maira SADEVSO0@ric. edu [EMGLISH 3 View Details
1z (NS ADIL ADD o Collins,Raymend b SADEVI0@ric. edu [ENGLISH 7 Miew Details
13 [1ns ADINON  [ANN o Conti.Barbara & SADEVS0@ric. edu [ENGLISH 1 View Details
Z0|INS ADIZ AL o Cote,Joyce SADEVI0@ric, edu |[ENGLISH =] View Details
Z1|INS ADIMON AN o Dalessio,william R EMGLISH 1 View Details
22 |INS ADIL ADJd o Dalew,Jarmes SADEVI0@ric, edu |[ENGLISH 2 Wiew Details
232 |INS ADIMON ANN o DePierc.Deborah A SADEVI0@ric, edu |[ENGLISH 2 WView Details
24 |INS AL AL o Connmelly, Uriah SADEVI0@ric, edu |[ENGLISH =) Wiew Details
25 |INS ADIL AD] o Crrury Jeffrey L EMGLISH 2 Wiew Details
26 |INS ADIMON AN o Edgerton,Michael T EMGLISH 1 Wiew Details

*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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Adjunct Details by Name

0252841 Clarke,Mary Anne
HISTORY Dept of History

Term  |Description Subject Airea  [Catalog Nbr 2'2“:‘;“ Descr Maeating Pattern  |Meeting Start Time  |Maating End Ti
1|1092 |Spring 2009 HIST 161 23 Western History F 9:004M 12:50PM
2|1088 |Fall 2002 HIST 161 27 Western History F 2:00AM 1:S0PM
2|1082 |[Spring 2008 HIST 161 a7 Western History M 10:00AM 11:50AM
41072 [Spring 2007 HIST 161 23 Western History M & 00PM TiSOPM
5(1068 |Fall zoO& HIST 161 1s Western History M & 00PM TiTOPM
&|1062 |Spring 2006 HIST 161 14 western Histary TUF 12:00PM 1:50PM

Retumn

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

2 Current Adjuncts by Term/Org:

= Current Adjuncts by Ternm/Cnag
Current Adjuncts by TermiAcademic 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.

‘ Daniel Scott Il
Adjuncts by Term/Academic Org ##Data Updated Nightly + 4
*Terms selected are 2 vears fromn the current year up to 2 vears bevond the current vear,
P _ _ - Employee _ _
Term |Description Academic Organization Counter | ¥iew Details
1i(iio% Fall 2zoio AFAMET i Wiew Details
2 (1108 Surnmner 2010 AFAMET i View Details
=2 (1102 Spring 2010 AFAMET & Wiew Details
4 |1092 Fall zoog AFAMST =) Wiew Details
S (1096 Surnrmer 2009 AFAMST 2 Yiew Details
& |1092 Spring 2009 AFAMST =1 Wiew Details
F|ioss Fall zoos AFAMST 7 wiew Details
(1086 Surnmner 2008 AFAMST 2 Wiew Detsils
P (1022 Spring 20082 AFAMET <4 Wiew Details
10 |1072 Fall zoo7 AFAMET =) View Details
11 |107& Surnmner 2007 AFAMET 3 Wiew Details
12 |1072 Spring 2007 AFAMST =2 Wiew Details
MANASGE HIRES I
Adjiuncts by Marne Adjuncts by Term/Acadernic Org Current Emplovees

*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:

Adjunct Details by TermfAcademic Org
1102 Spring 2010
AFAMST Dept of Afro American Studies Accounting Dept # 12440

Pay Group |Job Code |Union Code |Name EmplID Business Tile Email Address

1 |INS ADIL AD] Green,Angel v u] H Adjunct SADEVIO0@ric.edu
Z |INS ADJIL ADI Johnson,Bruce G, a] B Adjunct SADEVIO0@ricedu
3 |INS ADIL AD] Kyei-Poakwa,Daniel u] 3 Adjunct
4 [INS ADJIL ADI Mends,Stephen K a] H Adjunct SADEVIO0@ricedu
5 |INS ADINON  [ANN Resseger,Hannah C u] 3 Adjunct SADEVI0@ric.edu
£ |INS ADIL ADI gilliman,Barbara u] 3 Adjunct

Return |

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

3 Current Employees:

ﬁ% Current Employees
Current Employees

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

Full-Time Employees

Raimundo Kovac

Full-Time Faculty fStaff Members

) ; .
Customize | Find | * First 1o0f1 Last

Empl
Department Description mp:yee View Details
111252 Mathernatics & Cormnp Science 22 Wiew Details
Adjuncts by Marme Adjuncks by Term/fcadernic Srg Current Ermplovess

By clicking on the View Details link you will see the detail information:
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Department Details
11252 Mathematics & Comp Science
: d [4] . »
Pay Group |EmplID Name Titde Telephone Extension |Email Address
1 (FAC o: Abrahamson,David L Professor 401/456-8038 [9862 SADEVI0@ric.edu
2 |FAC o: Andreozzi,Peter P Assistant Professor 401/456-9758 SADEVI0@ric.edu
3 |FAC o: Christy,Donna Assistant Professor 401/456-2038 1937 SADEVI0@ric.edu
4 [FAC o: Costa,Stephanie A Assistant Professar 401/456-8038 |9672 SADEWI0@ric.edu
5 [FAC o: DiPippo,Mark & Assistant Profeszzor SADEVI0@ric. edu
6 |C1l2 a: Ferguson.Jennifer L Senior Word Processing Typist 401/456-8038 (2507 SADEVI0@ric.edu
T |FAC o: Gall,walter G Assistant Professar 401/456-8038 SADEVI0@ric.edu
g [FAC o: Harrop,Fredarick F Ascaociate Professor 401/456-9640 SADEWVI0@ric.edu
9 (FAC o: Hurmphreys,Lisa D Professor 401/456-2028 (2295 SADEWVI0@ric.edu
10 |FAC o: Kovac,Raimundo ™ Associate Professor 401/456-9753 SADEVIO0@ric.edu
11 [FAC o: La FerlaWivian L Profezzar 401/456-8038 [9861 SADEWI0@ric.edu
12 [FAC o: MeDowell,Edward D Assaciate Professor 401/456-8028 [977F6 SADEWVI0@ric. edu
13 |FAC o: Moskal,Ann E Professzar 401/456-97461 SADEVI0@ric.edu
14 [FAGC o: Ravenscroft Jr,Robert A |Assistant Professor 401/456-9745 SADEWI0@ric.edu
15 [FAC o: Roy,Charles L #Assistant Professar 401/456-8038 [9662 SADEVI0@ric.edu
16 [FAC o: Sanders,Kathryn E Professor 401/456-8028 (9634 SADEWVI0@ric.edu
17 |FAC a: Sarawagi,Marnita ASSISTAMT PROFESSCOR 401/456-9634 9865 SADEVI0@ric.edu
18 [FAC o: Sparks,Rebecca L Assaciate Professor 401/456-98581 SADEWI0@ric.edu
19 [FAC o: Sullivan.Mary M Profeszar 401/456-2028 (9851 SADEVI0@ric. edu
20 |FAC a: Teixeira,Christopher T |Associate Professaor 401/456-28038  [3576 SADEVI0@ric.edu
21 |FAC a. Wwang,Bin Assistant Professar 401/456-8508 SADEVI0@ric.edu
Return |

4 Manage Hires:

You can access this page a couple of ways:

From the menu:

@@] Manage Hires

Manage Hires

OR

From a link available on other RIC
Management Center pages:

| MAMAGE HIRES I

4.1 Adding & Submitting a new potential hire:

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

Find an Existing Value

SetlD:[RICOL @,

Add

Find an Existing Value | Add a New Value

e SetlD = RICOL

e Enterin 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)

he page at http://ps90web.ricps.edu says:

Mational ID already exists! Used For emplid 042 with paygroup = FAC (Faculty Pay Group) and
emplovees status of Active, (20000,35)

l.*.

*Please read:

The Mational ID vou entered is already in use by another person in the system. IF wou are hiring this
person as a new adjunck, please proceed to the Request Adjunct Instructor Job page with the
emplid returned in this message. Inorder For an adjunck to be added to the insktructorfadvisor
table, they will need a job record with pawgroup = IMNS created.

IF wou are hiring this person as a new staff member, please contact the HR. office with the emplid
returned in this message For instructions on how to proceed.

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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he page at http://ps90web.ricps.edu says: il

Mational ID already exists! Used For emplid 0326411 with paygroup = HOM (Honorarium Pay Group)
and employee status of Terminated, (20000, 38

L]

*Please read:

The Mational ID ywou entered is already in use by another person in the system. IF wou are hiring this
person as a new adjunct, please proceed ko the Request Adjunct Instruckor Job page with the
emplid returned in this message. Inaorder For an adjunct to be added to the insktruckarfadwisor
table, they wil need a job record with pawvgroup = INS created.

IF wou are hiring this person as a new staff member, please contact the HR. office with the emplid
returned in this message For instructions on how to proceed,

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)

The page at http://ps90web.ricps.edu says: ﬂ

Mational ID already exists! Used For emplid 023541 72 with paygroup = MOME () and emploves skatus
of STUDERNT. (20000, 35

-

*Please read:

The Mational ID wou entered is already in use by another person in the system. IF you are hiring this
person as a new adjunct, please proceed ko the Request Adjunct Instructor Job page with the
emplid returned in this message. In order For an adjunct to be added to the instruckor fadvisor
table, they will need a job record with paygroup = IMS created.

If wou are hiring this person as a new staff member, please contact the HR. office with the emplid
returned in this message For instructions on how to proceed.

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)

The page at http:/ /ps90web.ricps.edu says:

Mational ID already exists! Used for emplid 03 with pawgroup = RET (Retires Pay Group) and
employves status af Active, (20000,35)

.-

*Please read:

The Mational ID you entered is already in use by anokther person in the swstem. IF wou are hiring this
person as a new adjunct, please proceed to the Reguest Adjunct Instructor Job page with the
emplid returned in this message. In order For an adjunct ko be added to the instruckorfadvisor
table, they will need a job record with pavgroup = INS created,

If wou are hiring this person as a new staff member, please contack the HR office with the emplid
returned in this message For instructions on how ko proceed,

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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The page at http://ps90web. ricps.edu says: El

Mational ID already exists! Used For emplid 0407222 with paygroup = SPM (Special Monkhly Pay
Group) and employee stakus of Terminated, (2 ___,35)

l.*

*Please read:

The Mational ID vou entered is already in use by another person in the system, IF waou are hiring this
person as a new adjunck, please proceed bo the Request Adjunct Instructor Job page with the
emplid returned in this message, In order For an adjunck to be added ko the instructorfadyvisor
kable, they will need a job record with paygroup = INS created.,

If wou are hiring this person as a new skaff member, please contact the HR. affice with the emplid
returned in this message for instructions on how to proceed,

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)

The page at http://ps90web.ricps.edu says: 5[

aim) Ackive INS record exisks For emplid 04 with last pay date of Unknown (Academic Orgs:
ARTS,EMGELISH). (20000,40)

l.;.

**Please read;

Adjunct Instructor record Found!

If there are academic orgs listed, this emplid is entered as an inskructorfadvisor Ffor those academic
organizations and course assignments can be completed at this bime iF emplovee's last pay date is
less than 3 vears old and their skatus is Active, IF older than 3 vears andfor their skatus is
Terminated, the emploves must go to HR ko update their orignal I-2 packet before course
assignments can be completed.

IF wour academic org is not lisked and wou would like to add your academic org to this adjunct
insktructor's available academic orgs, please proceed to the Add Academic Org page with the emplid
returned in this message.

If SSN is new to the system you will see the Hire Data page:
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Hire Data

 Find an Existing Value |l sE=RE =TR[]

SetlD:[RICOL @,
SSN: [00coceocd

Find an Existing Value | Add a Mew Value

Mew Hire Data

Potential Hire Data
Mational ID 054 *First Start Date E‘J

*Hire Type Category Starting Term @,
tnsteType[250n <] Acadorg & session| |

Advisor:

Prefix *Legal First Name Middle *Lagal Last Name Suffix

[ 1% | I I | @,

*Date of Birth E *Gender Unknown

Address Type  HOME *Country [USA 2,

*Address Line 1 |

Address Line 2 |

Address Line 3 |

*City | *State @, *Postal
Phone Type hi Telephnne| Phone Extension
*Email Type Home ¥ *Email Addr | Disable Reminder: D
Reason |
Adjuncts by Mame Adjuncts by Term/Academic Org Current Emplovees
[5) save

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.

) o . g
Once all the information is entered click on Save button: El
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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:

Mew Hire Data

Potential Hire Data

National ID [064- *First Start Date [02/15/201 [
*Hira T Specia Cat Instructor -
ire lype ategory Starting Term ]-]-52Qh Spring 2015
Instr Type | Adjunct Acad Org [ENGLISH @, Session 1@, P(bvg\
) - Submit )
Ad : |
visor: ||

Prefix *Lagal First Name Middle *Lagal Last Name Suffix
|Dr C% |JE|r|e |‘u" Doe QQ,

*Date of Birth D4}10}15E@*Gender Female -

Address Type HOME *Country [USA C%},

*Address Line 1 |lDD Old Colony Lane

Address Line 2 |

Address Line 3 |

* ity [Warwick *State [R1 @, *postal|0288s
Phone Type hd Telephone | Phone Extension
*Email Type Home ¥ *Email Addr |=mail@email.net Disable Reminder:
Reason|
Adjuncts by Name Adjuncts by Term/Academic Org Current Employees
5] save

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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Hire Data

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

Find an Existing Value Add a Mew Value

+ Search Criteria

Empl 1D begins with -

SetlD: begins with

1

@,

National 1D: begins with

1

1

Last Mame:  begins with

Department:  begins with -

Status of Hire: = hd -

Hire Type: = - -
Case Sensitive

Search | Clear | Basic Search |§ Save Search Criteria

Search Results
View All First E 10f1 m Last

=Empl D) 5etiD  Last Name Department Status of Hire Hire Type
< (blank) RICOL Doe 11248 Submitted Special DSCOTT

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.

MNew Hire Data

Potential Hire Data

National I 064- First Start Date 02/15/2015
Hire Type Special Category Instructor Starting Term 1152 Spring 2015
Instr Type Adjunct Acad Org ENGLISH Sassion 1 Submitted
Advisor: ||
Prefix Legal First Name Middle Legal Last Name Suffix
Dr Jane W Doe

Date of Birth 04/10/1960 Gender Female

Address Type HOME Country USA
Address Line 1 100 Old Colony Lane

Address Line 2

Address Line 2

City Warwick State RI Postal ozzes
Phone Type Telephone Phone Extension
Email Type Home Email Addr email@email.net Disable Reminder: | |
Reason
Adjuncts by Hame Adjuncts by Term/Academic Org Current Emplovees

% Save @“ Re’lmntDSearm:
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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

B +**TEST EMAIL FROM SADEY89**** Potential Hire Yerification Request - Message (Plain Text) =] x|

File Edit Wiew [Insert Format  Tools  Actions  Help

i Reply | (S@Reply to Al | (55 Forward | 4 A | e B R3X | e - e - A0 | @ | |

Fram:  SADEVES@ric.sdu Sent:  Tue 2{27(2007 3:51 FM
To: Resto, Jimena

(=t Resto, Jimena

Subjeck:  #**TEST EMAIL FROM SADEVS*##* potential Hire Yerification Request

Thiz email is to inform you that & potential new hire has been submitted for verification by (Maursen Reddy) for =]
department # (11246) .

The following information has been entered:

Start Date: 09/05/2007

Meme : Ernest &llison
BirthDate: 05/12/19EX

Mational ID#: XEX-X:-0001

Hire Type: Lojunct

Erail: (BUSN) e=lli SS@test.com

Navigation path: Home > RIC Management Center > Manage Hires

MIS Department
Rhode Island College

Building #1

Phone: 456-9873

Fax: 456-5132

Email: mishelpdesklric.edu

3. Verified: the verification results and actions can be as follows:
a. If thisis a brand new person & NO MATCH is found
e a new bio/demo record is created

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

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

e 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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TEST EMAIL FROM SADEYSY ATTENTION REQUIRED! New Bi emo record (emplid# 0408300) created! - =1

File Edit ew [Insert Format  Tools  Ackions  Help

“gaReply | i Reply to &l | £ Forpard | B | v | SR Kle~-9-K 3| @ E

From: SADEYS9@ric.edu Sent:  Fri 2f23/2007 421 PM
To: Resto, Jimena

o SADEYE3@ric.edu

Subject:  ***TEST EMAIL FROM SADEVE**+* ATTENTION REQUIRED! Mew Bio/Dema record (emplid# 0408300) created!

Thi=z email i= to inform y¥ou that a potential new hire that was originally submitted for wverification by (Jennifer ;I
Ferguson) for department # (11252) has been verified! ©Once the I-9 packet is received by your office it is important to
follow the instructions below.

The following information was entered for bio/demo verification:

Iatme = Christina FBatastini
EirthDate: 03/11/19Z%

National ID#: EX¥-HE-1212

**Hire Type: Full-time

MNEW ENMFLID: 0408300

To werifty biofdemo data:
Navigation path: Home »>Campus ComrunityrPersonal Informationsidd/Update Person

To create new job record for new hire:
Nawvigation path: Home>Workforce Adwiniscration>Personal Information>Organizational Relationships:>New Emplovment Instance

Onee job record is created the RIC Management Center needs to be completed:
MNawvigation path: Home>RIC Managemwment Center > Manage Hires
1.) select Correction Mode checkbox
2.) select werified new hire by name or ssn
3.) Click on the COMPLETE button

MISZ Departiment
Bhode Island College

Building #1

Phone: 456-9873

Fax: 456-8199

Email: mishelpdeskBric.edu

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

*+TEST EMAIL FROM SADE¥89**+** Denial of Potential Hire Yerification Request - Message (Plain Text) = x|

File Edit \Wew Insert Format  Tools  Actions  Help

Reply | ogReply to Al | 3 Forward | = B | v | &R Kla o N iy wt_a)a

From: SADEVES@ric.edu Sent:  Mon #/Z6/2007 1:04 PM
Tot SADEWS9@ric.edu

[aH Resto, Jimena

Subject:  ***TEST EMAIL FROM SADEMES*#* Dienial of Patential Hire Werification Request

This email is to inform you that the potential new hire: ;I
MName @ Peggy Choudrey

Birthlate: 09/23/19XK

Mational ID#: XEE-¥E-3923

Hire Type: Adjunct

yvou submitted for werification has been denied for the following reason:

Person exists - ewplid 0244996

MIS Department
Ehode Island College

Building #1

Phone: 456-9373

Fax: 456-3199

Email: mishelpdeskiiric.edu
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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

B +**TEST EMAIL FROM SADEY89**** Hire Yerification is COMPLETE - Message (Plain Text) (=S

© Fle Edt Wiew Insert Format  Tools  Actions  Help

éﬁ.g&ply L‘gREDWtDﬂH EEForﬂard & By 45 v @ 3 Kla- o N il}, lgl!

From: SADEYS9@ric.edu Sent:  Thu 3/8/2007 12:25 PM
To: SADEVES@ic. edu

Cc: SADEYES@ic,edu

Subjeck:  ***¥TEST EMAIL FROM SADEVEI***¥* Hire Verification is COMPLETE

Thi=z email i= to inform you that the potential new hire has been bheen completed: ;I

Narne: Briggs, Johanns

Ewplid:

Effective Date: 03/03/Z007

Dept: 59999 Special Monthly/Honorar iwm
Paygroup: SPH

Fosition:

Job Code: CONTE. Contract Employee

*Email address provided for communication: joBriggs4iftesting.net

MIS Department
Rhode Island College

Building #1

Phone: 456-9873

Fax: 456-5199

Ewmil: mishelpdeskfiric.edu

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

5 Update Denied/Canceled Hires:

‘iIE Update Denied/Canceled Hires

— |)pdate Denied/Canceled (no emplid) 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:

Update DeniediCanceled Hires

To reset a denied/cancelled (no emplid) hire back to pending click on the Update to Pending button for that hire

1 -
alize | Find | X | First | 4 1-2 of 2 n Last

Stat F Ent d r 1
Department|Description = _“5 2 Reason nrers fate to PendMg
Hire by
1 Duffy-thorpe 11244 EralEay cancalad EHALL ing

Department
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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:

Hire Data
Erter any information yau have and click Search. Leave fields blank for a list of all values.

_,n" Find an Existing Value 1 Add a Mew Walue |

EmpliD: | begins with |||

Setllk I hegins with L” & ]
Hational ID: I begins with ;”

Last Hame: I begins with L”

Department: I bedins with ;” Q

Status of Hire:l = ;I I LI

r Case Sensitive

Search | Clear | Basic Search E Save Search Criteria

Search Results

1-3of 3

EmpliD SetlD National ID L ast Hame Department Description Status of HireEntered by
04 30056 RICOL Q5. Doe 12440 Antz and Sciences Complete LECHUSTER
(blank) RICOL 05 Doe 11248 History Departrment Pending LSCHUSTER

Make corrections then submit:

National ID | ‘14835 *First Start Date [02/09/20|[# Pending

Submnit

Advisor [l
*Hire Type SPM ~ | Employee Category I Instructo = I *Department |1 1248 Q,
Mame Prefis Q *Date of Birth |02/17/13 [0
*Legal First Mame |Jane Middle |
*Legal Last Name |D°di“ Mame Suffis Ii =S
Marital Status [ Single =] Marital Status Date [ *Gender|Female =] |
Address Type HOME *Country |USA Q
+Address Line 1|200 <ld Raad
Address Line 2|
Address Line 3|
ity Providence #State RI s} #pgstal (02308
Code
Phone Type I =2 I Telephone | Phone Extension
*Email Type |Home =] *Email Addr |emailme@email.net Disable Reminder [
Reason
Adjuncts by Mame Adiuncts by Term/@cademic Crg Current Emplovees

ESa\reé SRetum to Search
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6 Department Class Updates

& Department Class Updates
= Departme azs Lizting: Updste Requests
P] =D rtment Cl Lizting: Update R =t

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:

Depart Class Update Requests

Find an Existing Value

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

+ Search Criteria

Term: pegins with - |

@,
@,

Academic Organization: begins with v|

Search || Clear |Basic Search [gf Save Search Criteria

Search Results
Wiew All First E 1-19 of 19 E| Last

Term|Descr Academic Organization
1158 Fall 2015 MATHCOMSCI
1156 (Summer 2015(MATHCOMSCI
1152 Spring 2015  MATHCOMSCI
1148 Fall 2014 MATHCOMSCI
1146 Summer 2014 MATHCOMSCI
1142 Spring 2014 MATHCOMSCI
1138 Fall 2013 MATHCOMSCI
1136 Summer 2013 MATHCOMSCI
1132 Spring 2013 MATHCOMSCI
1128 Fall 2012 MATHCOMSCI
1126 Summer 2012 MATHCOMSCI
1122 Spring 2012 MATHCOMSCI
1118 Fall 2011 MATHCOMSCI
1116 Summer 2011 MATHCOMSCI
1112 |Spring 2011 |[MATHCOMSCI
1108 Fall 2010 MATHCOMSCI
1106 (Summer 201 0|MATHCOMSCI
1102 Spring 2010 MATHCOMSCI
1082 |Spring 2008 |[MATHCOMSCI
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b.) Yousage 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):

Favorites © Main Menu > RIC Custom Applications > RIC Management Center > Department Class Updates
E - - -

Meve Window | Help |

Course Assignments for Current Faculty & Adjuncts 1156

Department Class Listing: MATHCOMSCT

]

Parsanalize | Find | B | First Bl 1-17 0r 17 B 12

11156 6W1  MATH 10 01 1 Basic Mathematics Compstancy 303 3 Staff.RIC Replace T | @,
21156 6W1 MATH 139 o1 1 Contemporary Topics in Math 30 0 Harrop,Fredaerick F Replace ¥ [9999o839993 (Ul staff,RIC
31156 6W1 MATH 139 0z i Contemporary Topics in Math 300 Roy,Charles L Replaes ~ [ @
41156 BW1 MATH 177 01 1 Quantitative Bus Analysis I 300 Roy.Charles L Replace ~ [ @
51156 6W1  MATH 209 01 1 Precalculus Mathematics 20 0 Pinheiro,Leonarde  Add v [oa /@ wang.Bin
61156 6W1 MATH 212 o1 1 Calculus I 300 Humphreys, Lisa D Replace ~+ | @&
71156 6W1  MATH 213 01 1 Caleulus 11 300 Kovac,Raimundo M  Replace ~ [ @
81156 6W1  MATH 240 01 1 Statistical Mathods 1 48 0 $E‘XEi’E'Ch'i5mphE' Replaes + | O
91156 6W1  MATH 240 0z 1 Statistical Mathods T o3 3 Staff,RIC Replace ~ [ @
10 1156 6W1  MATH 248 01 1 Business Statistics I 30 0 ¥e‘x"’ira'c"”i5t°ph"” Replses ~ [ @
11 1156 BW1 MATH 436 o1 1 Discrete Mathematics 200 Kovac,Raimundo M Replace ~ [ @
12 1156 6W2 MATH 10 20 1 Basic Mathematics Competency 300 Zhou,Ying Replace ~ [ &
13 1156 6W2 MATH 10 21 1 Basic Mathematics Competancy 300 Wang.Bin Replace ~ [ &
14 1156 &W2 MATH 139 20 1 Contemporary Topics in Math 300 Zhou,¥ing Replace + | O
151156 6W2  MATH 203 20 1 Precalculus Mathematics 300 Moskol, Ann E Replace ~ [ @
16 1156 6W2  MATH 240 20 1 Statistical Mathods T 240 Gall,Walter G Replace ~ [ @
17 1156 6W2 MATH 248 20 1 Business Statistics [ 20| D Gall,Walter G Replace ~ [ @,

Make Instructor Assignments

|=* Retumn to Search | | ] Previous in List =] Nextin List

hake Instructor Assignments I

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.

Make [nstrucior Assignments |
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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7 Maintain Term Workload

i Maintain Term Workload
. Mairtain Term YWorklozd

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.

ORACLE' ﬂ
3

Maintain Term Workioad

Maintain Term Workload

Thiz iz a list of instructors faor the term,

Click the "Maintain Workload" button to wiew Term Workload
far the selected instruckor, Term Warkload opens in another
page and will display warkload for ALL terms for instructar.
Plaase rnake sure to look atthe appropriate tarm.

“ou can change the zort order by clicking on colurmn headers,

Customize | Find | First E 1-29 of 29 m Last
p - -
Term |Acad Org G::up EmplID Name :i::l:lal:::d

11108 MATHCOMSCI FAC 1] Abrahamson,.David L Maintain Workload |
21108 MATHCOMSCI FAC 1] Andreczzi,Peter P Maintain Workload |
31108 MATHCOMSCI FAC 1] Christy,Donna Maintain Workload |
4 1108 MATHCOMSCI FAC 0 Costa,Stephania A Maintain Warkload |
51108 MATHCOMSCI FAC 0 DiPippo.Mark A Maintain Warkload |
61108 MATHCOMSCI FAC 0 Gall,wWalter G Maintain Warkload |
71108 MATHCOMSCI FAC 0 Harrop.Frederick F Maintain Warkload |
1108 MATHCOMSCI FAC 0 Hurmphreys,Lisa D Maintain Warkload |

8

91108 MATHCOMECI FAC 0 kowac,Raimunda M Maintain Warkload |
19 1108 MATHCOMSCI FAC 0: Teixeira,Christopher T Maintain Warkload |
20 1108 MATHCOMSCI FAC 0 Wang,Bin Maintain Warkload |
21 1108 MATHCOMSCI FAC o0: Zhou,¥ing haintain Warkload |
22 1108 MATHCOMSCI IWS o Bermman,David M Maintain Workload |
231108 MATHCOMSCI INS o: Bierden,larmes E Maintain Workload |
24 1108 MATHCOMSCI INS 0: Calhoun,Thomas M Maintain Warkload |
25 1108 MATHCOMSCI INS a: Marsis,James L. Maintain Warkload |
ZE 1108 MATHCOMSCI INS o: Rodrigues,Mariano Maintain YWorkload |
27 1108 MATHCOMSCI IMS o Snowrnan,Alaysha & maintain Workload I
28 1108 MATHCOMSCI INS 0« Who,Sarmantha Maintain Warkload I
29 1108 MATHCOMSCI INS o Yu,Bin haintain Warkload I
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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.

Term Workload

&0 New Window (2)Help [ Personalize Page [ hitp

Stilwell,Geof E ID: 0457091

Academic Institution: RICOL

Rhode Island College Total Term FTE%

Term: 1158 Fall 2015 50.00

Instructor Assignment Class: |FULLTH Full Time

Calculate Workload: Assigned FTE %:
Limit Workload: Instructor Muttiplier %: | 1

Ww Job Code
Comd . L Work Ao S d  Assi
m *Assign Type e B Last Updt Date-Time
Genetics BIOL 221 02 10226 Regular ~|[ 300 7 (] 21 21 Laboratory Laboratory [+]
Genetics BiOL 221 000 [10224 Regular STD-Standard Assignme ~ [ 3.00 B 2500 58| 58 Lecture Leciure [+
Genelics BiOL 221 01 10225 Regular STD-Standard Assignme ~ [ 3.00 il 2500 17| 17 Laboratory Laboratory #
Save |G Returnto Search | [ Notify

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.

Genetics BlOL 221 0z 10226

Load ik - En Component Component  LastUodtOorld  Last Undt Date-Tme
Regular STD-Standard Assignme + 3.00

25.00 21 21 Laboratory Laboratory
Regular STD-Standard Assignme » | 3.00

2500| 58 58 Lecture Lecture
Regular STD-Standard Assignme = 3.00 25.00 17 17 Laboratory Laboratory

Genetics BIOL 221 000 10224

EEE
OooeE

Genetics BIOL 221 o1 10226

) B [+

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.

Workload Assignment Job Code

Genetics BIOL 221 02 10226

Regular STD-Standard Assignme -+ 3.00 1 2500 21 21 Laboratory
Genetics BIOL 221 000 10224 Regular STD-Standard Assignme - 3.00 [} 25.00 58 58 Lecture
Genetics BIOL 221 01 10225 Regular STD-5tandard Assignme - 3.00 (=] 25.00 17 17 Laboratory

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.

©Copyright 2010 All Rights Reserved Rhode Island College Page 20 of 39




\ Genetics BIOL 221 01 10225 Regular STD-Standard Assignme = 3.00
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) Job Code
Genetics BIOL 221 02 10226 Regular STD-Standard Assignme = 3.00 2500 21 21 Laboratary Laboratory
Genetics BIOL 221 000 10224 Regular STD-Standard Assignme = 3.00 25.00 58 58 Lecture Lecture

2500 17 17 Laboratary Laboratory

g EEE
ENEERE]
[ F g

IMPORTANT: When you are done making your changes remember to click the
SAVE button -2=2=|

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.

8 Request Adjunct Instructor Job:

ffi?' Reqguest Adjunct Instructor Job
A=l Request Adjunct Inztructor 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:
Request Adjunct Instructor Jobk

/ Eind an Existing Walue §" Add a New Value
EmpiD:[p @
Add
Find an Existing Value | Add a Mew value
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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| Request Adjunct Instructor Job

“EmpIID[ Wimsatt, Theila Joy

Expected Start DateIDE-"Ua"QUW 1]
*Academic Organization IPSYCH Q

Instructor's email for notification |53'j9'\"99@”0-9m'
Submitting will send a message to the email entered above

Status Submit Requestto HR |

~——————————

Updated by TMALLOY Date/Time 04/27/10 2:14:20.000000PM

B zave | [=] Motify | S Add | Update;'Di:pIayl

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.

9 Add Department Affiliation:

Add Department Affiliation
wroo 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:

Add Academic Org

/ Eind an Existing value Y Add a MNew Value

EmpliD: [o (=}

Academic Organization: IF'HII_OSOF'HY L=
Add

Find an Existing Walue | Add a Mew Yalue

2.) Click the ADD button to complete:
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{ Add Academic Org

Click the Add button to add Acad Org

=Emp|||3|3 Toti Frank v

*Academic Organization [PHILOSOPHY @ Dept of Philosophy

Add

Entered by DateTime

B Sa-.-el [=] Motify | E‘-rAddl Updﬁte.-'[:isplayl

3.) Once the instructor has had your department added to their approved
departments list, you can assign them to courses.

10 Faculty Cumulative Workload:

Faculty Cumulative Workload
Faculty Cumulative Workload

=] Faculty 2 Year Review by Dept
=] Faculty 2 %r In/Owr by Dept

i=] Faculty 2 vear Review by Empl

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

11 Payroll Contracts:

Payroll Coantracts

Payroll Cortractz

= Submit Instructor Contracts

=l Instructor Contracts Report

=] Revienwy Contracts by Emplid

= Reviews Cortracts by Departmert

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:
Subrr_ﬂtlnstrucmr Contracts
Submit Inztructor 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 2"
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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Submit Instructor Contracts
Enter any information you have and click Search. Leave fields klank for a list of all values.

[ Find an Existing Value 1
Term: |begins with =] | Q
Academic Organization:lheginswithll| Q.
EmpliD: |hegins‘w‘itnll| Q,

Search Clear I Basic Search B Save Search Criteria
Search Results

1-2of2

Term Description Academic Organization EmpliD HName Instructor Type Approval Status
4108 Fall 2010 PHILOSOPHY i7 Castiglione Robert L Professor kot Submit
1108 Fall 2010 PHILOSCOPHY 16 Quinn Teresa Adjunct kot Submit
1108 Fall 2010 PHILOSOPHY - .2 Prior.John & Adjunct kot Submit

2.) Select an instructor to see details:

‘Submit Instructor Contracts
Contract Termm 1152 Spring 2013 Acad Org MATHCOMSCI
Empl ID Andreczzi,Peter P 2Yr Cycle Start Term 1138
*
S5 Inload (2yrs)* 52.00

Owverload (2yrs)* 4.50

Job Code OVERLD Instructor Type Asst Prof
Total (2yrs)* 56.50

#Totals include current term

Services to Be Performed

El 5
| g First n 1of1 u Last
Subject Catalog| Class Class - Assign (Workload Course Compensation e e
Area Nbr |Section Nbr P Type Hours |Component Rate
1 MTET 512c 80 22547 Delving Deeper: OCE 1.00 Lecture 1,181.00 $1,181.00

FuncBAlgebra

Submit for Approvals . . X .
e Print Contract (new window) Total Units 1.00000
Instructor will be notified when their contract is submitted Contract Total $£1,181.00

Contract Status:  Not Submitted
View Payroll Contract Details

Ozipled | alfipzie

Do not send Cancel Email

Instructor will be notified when their contract is canceled

|t Returnto Search | | 1= PreviousinList  |45] MextinList (<] Nofify | |=* Refresh

Submit for Approvals

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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& ricps.edu
ile Edit Goto Favorites Help x @cd
l; 2]Signout B3 Suggested Sites &, Scrabble Word Finder - Sc... # Rhode Island College Peo... ] SADEVI0 [&] PeopleSoft Online Library B National Student Clearing... [ Account- National Studen... £
- RHODE ISLAND
COLLEGE
Payroll Contract
SERVICES TO BE PERFORMED
Term: 1152 Academic Org: MATHCOMSCI
Name: Andreozzi,Peter P
Employee ID# 0307672
SS Number: XXX-XX-7001
JobCode: OVERLD Instructor Type: ASST
Subject Catalog Section Class Description Assig Wrkid Crse Comp Rate Line Total
Nbr Nbr n Hrs Comp
Type
1 MTET 512C 80 22547 Delving Deeper: OCE 1 LEC $1,181.00 $1,181.00
Func&Algebra

Cancel Contract |

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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‘Submit Instructor Contracts

Contract Term 1152 Spring 2015 Acad Org MATHCOMSCI

Empl ID Teixeira,Christopher T 2¥r Cycle Start Term 1138

*
ssn Inload (2yrs)* 48.00

Owerload (2yrs)* 14.00

Job Code OVERLD Instructor Type Professor
Total {2yrs)* &2.00

*Totals include current term

Services to Be Performed

2
| i First | 4] 1of1l n Last

Subject Catalog| Class Class - Assign |Workload Course Compensation et
Area Nbr |Section Nbr P Type Hours |Component Rate
1 MATH 240 o1 20324 Statistical Methods I ovI 3.00 Lecture 1,181.00 $3,543.00
SUDmIGrAppoVals - - i
2 Print Contract (new window) Total Units 3.00000

Instructor will be notified when their contract is submitted Contract Total %£3,543.00
q Contract Status:  Submitted

View Payroll Contract Details

| Cancel Contract [[] po not send Cancel Email 3.00000 $3,543.00

Instructar will be notified whan their contract is canceled

_|§I‘ Return to Search | 1'|:| Previous in List JD Nextin List  |[Z]nhotifys| 8 Refresh

11.3 Instructor Contracts Report:

= Instructor Contracts Report
E Inztructar Cortracts 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

Instructor Contracts Report
Enter any information you hawve and click Search. Leave fields blank for a list of all values.

J Find an Existing Value " Add a New Value

Search by: Run Control ID begins with|

™ case Sensitive

Search |Advanced Search

Find an Existing Walue | Add a Mew Walue

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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Instructer Contracts Report

/" Eind an Existing ¥alue " Add a New Value

Run Control ID: IRepur‘t

Add

Eind an Existing Walue | Add a Mew Value

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

| nstructor Pyrl Contracts Rpt '

Run ControlID:  Report Report Manader Process Monitor Run

Instructor Contracts Report

Enter the term

Term: |11DB Q. Fallzo1o

Enter the department
Academic IPHILOSOPHY ), Dept of Fhilosophy
Organization:
I Print Detail

Ezave | [Ematity | Ernan | FlUpdsteDizplay |

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

Process Scheduler Request

User ID: ROLMSTED Run Control ID: Report

Server Name: =l Run Date: W@
Recurrence: =l Run Time: IW Resetto Current Date/Time |
Time Zone: I— 6}

Select Description Process Name Process Type ‘Type ‘Format Distribution
I Instructor Contracts Report ZPYROTT S0R Repart IWeb 'l I FDF 'l Distribution

Ok Cancel |

10.) To Retrieve the report, click on the Process Monitor link
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| nstructor Pyrl Contracts Rpt

Run Control ID:  Report ReportManager Process Monitor 3 Run

Frocess Instance: 335667

il.) Click on the Details link when the run Status reads Success and the
Distribution Status reads Posted

|/ Process List | SewverList |

UserID:IROLMSTED| Q. Type: | v[Last: | 1 IDays v[ Refresh |

Server: I 'l Name: I Tl Instance: | to |
Run I vl Distribution I vl M save On Refresh
Status: Status
Process List o mize | Find | Wie First 1| 1 of 1 ] Last
Select Instance Seq. Process Type BIOCeSS \\5op Run Date Time Run Statys  DISIMON py ooy
Name Status
| 835667 SGR Report ZPYROTT ROLMSTED 06/15/2010 10:29:54AM EDT  Success Fosted Cetails

12.) Click on the View Log/Trace link

Process Detail

Instance: 835667 Type: S0R Report

Name: FPYROTY Description: |Instructor Contracts Report
Run Status: Success Distribution Status: FPosted

Run Control ID: Report " Hold Request
Location: Server " Queue Request

r o
Server: PSMNT Cancel Request

Recurrence: [ Restart Request

Request Created On: 06/15/201010:30:034M EDT Parameters Transfer
Run Anytime After: 06152010 10:29:54AM EDT Messane Log

Began Process At: 06A15/2010 10:30:224M EDT Batch Timinos

Ended Process At: 06152010 10:30:51AM EDT Wiew Loo/Trace

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

File List

Name File Size (bytes) Datetime Created

Message Log 1,695 06M 52010 10:30:51.703000AM EDT
ZPWROYY 835667 PDF 2,034 0BM 52010 10:30:51.703000AM EDT
Trace File 144 OBM 52010 10:30:81.703000AM EDT

Sample report (no detail selected):
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Report ID: ZPFYROTT RHODE ISLAMD COLLEGE

Term: 1108 INSTRUCTOR PAYROLL CONTRACTS REPORT
Academic Org: PHILOSOPHY

Emplid Nams Total Wkld Units Total Contract Bmount Contract Status
0100657 Castiglione, Robert L 4.00 54 5BB.OO Mot CSubmitted

a Olmsted,Richard R 5.00 $5,735.00 Not Submitted

a Prior,Jochn G 3.00 $3,441.00 Not Cubmitted

a Quinn, Teresa &.00 56,B8B2.00 Not Submitted

T of contracts 4 Total of all contracts - 20,646.00

Sample report (with Print detail selected):

Report ID: ZBYROTT FHODE IELAND COLLEGE Page No. 1
Terz: E INETRUCTOR BAYROLL CONTRACTE REPORT Run Date 0/L
Academic Org: FHILOECPHY Run Time 10:3
Ezplid  Name Total Wkld Units Total Comtract Amount  Comtract Etatus

Eub] /Descr/Catalogh/Bection s#/Component fAssignType CompRate/Units/CrseTotal

01 Castiglions, Hobert L 4.00 % 4,508.00 Kot Submitted

PHIL God(s) 63-02 10831 LEC OVI 1,147.00 4.00 §4,58B8.00

01 Clmoted,Richard B 5.00 3 5,735.00 Kot Submitted
PHIL Freedom 262-04 10829 LEC OVI 1,147.00 1.00 $1,147.00
DEFT CHAIR - a VR 1,147.00 4.00 $4,cae.00

o Prior,John G 3.00 g 3,441.00 Fot Submitted
PHIL Introduction to Logic 205-02 10809 LEC OVI 1,147.00 i.00 §3,441.00

01 Quinn, Tereas &.00 % 6,082.00 Kot Submitted
PHIL Aes 230-01 10816 1,147.00 .00 §3,441.00
PHIL A« 230-05 10820 1,147.00 i.00 §3,441.00

Total # of comtracts Y Total of all contracta § 20,646.00

11.4 Review Contracts by Emplid:

2 | Review Contracts by Emplid
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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Review Contracts

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

J Find an Existing Value |

Term: |heginswithj| Q

Academic Clrganization:lheginswithj|

EmplID: [ begins with =] Q

Last Hame; |heginswithj|

Approval Status: |= j | j
Search Clear | Basic Search B Save Search Criteria

Search Results

1108 HISTORY

Term Academic Organization EmpllD Name

1-2 of 4

Approval Status
iBrown PeterB Submitted

1108 HISTORY } Toti.Frank ¥ Submitted

1108 HISTORY | Laffey Virginia M Submitted

1108 HISTORY Ames David A Submitted
2.) Select a contract to review:

Term: 1108 Fallzoio Academic Organization PHILOSOPHY

EmplID: 0« Amas,David &

Approval Status  Submitezd

Contract Details

First 1@ Last IE

Find |view All

Total Workload Units 2.00000 Submitted By ROLMSTED

Submitted On  04/13/10 2:5%:44PM

Tatal Contract Amount $9,176.00

Sequence 0

<
I | B 1-20f2
) Catalog Class |Class Work |
Job Code DeptID Subject | il s Component [Comp Rate | ¥°"K/iine Total Comment
1 ADIL 11263 PHIL Freedom 262 01 10826 Lecture 1,147.000000 4.00 £4,588.00
2 ADI11 11265 PHIL God|(s) 263 01 10830 Lecture 1,147.000000 4.00 £4,588.00

11.5 Review Contracts by Department:

| o | Review Contracts by Department
RA=] 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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Review Contracts by Dept
Enter any infarmation you hawve and click Search. Leave fields blank far a list of all values.

/ Find an Existing Value

Term: begins with v | s}
Academic Organization:| hegins with | |Q

Search | Clear |EIEISiESEEIrEh [E] Save Search Criteria

Search Results

|I| 1-2 of 2 m

Term Academic Organization

2.) Select a term and department to review:

Review Contracts by Dept

Review Contracts

Termn 1112 Academic Organization MTD

First "/ 1-8 of 8 [ Last

::apt:osval EmplID Name Deatails I:_.'::; Contract Total

1 Submitted | Abate,Greg C Dretails: F.00000 $: 1
2 Subrmitted | Burgess,.Charlatte D Details 3.00000 $: 1
3 Submitted | Conlan,Kelly M Details 2.00000 $: 1
4 Payrall | Rodgers,Susan Details 7.50000 F: 1
5 WPAL | Plaza-Martin,Denise Details 3.66000 % 1
& Payraoll | Christensen,Eric Details 3.33000 $: 1
7 Denied | Bohn,James Details &.00000 1 1
g Denied [ Rickaoff,Alexandra M. Details 3.00000 $: 1

Total Units  35.49000 Total Amount $40,742.50
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12 Addendum A (Dean access only)
RIC Management Center: DEPARTMENT MAINTENANCE

12.1 Course Bulletin Maintenance

Department Maintenance
Department Maintenance

[=] Course Bulletin Chair Maint ]
=| Department Appointments

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 Dir,
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.
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& New Window (2 ielp  [& Personalize Page El hip
-] ) [ ] apn
Acad Org Subject  Description PS Deseription Beademic Career *Status Empl 1D Hame Jate  Building Aoom Telephone Email
e R R | cocs ries [ == acve v|[o0sess | |saucian. ienat o e a7 [conasesnss [sare]
awn e |[mopoioay pu— veoe e <|[oamuese | |sameray € CRE @[ [orasesriz onre]
MCDLANG | AREC [Asabic Asabic usDG Active - |[g102157 @, Margenat.Maricarmen R [or et @, |[148 20174566029 [3aTE]
ARTS ART [art 520 studic At Feg) At uGDe Active ~|10080s @, BocraderNeney K [Frot | [aan @[ [s0tiazes0se SATE]
ARTS ARTE [art Education ‘At Education uGDe Active ~ [0100808 |, Booibrader,Nanoy K [Frat | [aas @, [s0r/aces052 SATE]
aRTS ARTM [Media Studies Art Media ueDa Active v|[0100208 & Bockbrader,Naney K [Prot | [aan @, [+01/4568054 SATE
OLoeY | BIOL | [Pioicoy (520 Lab ree) T = T (G, Mammern tioya o [ree 2oz Toniasea010 > ]

The below picture is the course bulletin header for BIOL. Items a — g are indicated below:

RHODE ISLAND COLLEGE Report ID:  ZSRRO25P
R ot Time: 092612014 11:15 PM

) Schedule of Classes for Fall 2014
Eull;lng codes and locations can be founyd At hitp:Veww. ric. .

+- S0me courses require departmental dofsent to envoll. Thase courses are designated In the Cowrse Listng by a "+".
~ -Late afiemoon and evening courses| gre highlighted with =~

Call No. Gen.Hd - Title d Day(s Time
a c
10961 ELB 516-01 r_‘l M Biling-Biculirl Educ Th ~4:00 PM - 6:50 PM
4 v /

4 )
Biology (*$30 Lab Fee) (FLS 252 Dr. Lloyd Matsumoto 401/456-8010 imatsumoto@ric.edu

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)

Favorites Main Menu > RIC Custom Applications > RIC Management Center > Department Maintenance > Course Bulletin Chair Maint

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

Term: begins with @,
Academic Group: begins with - |FAS

Search || Clear |Basic Search [g7 Save Search Criteria

Search Results
View All  First [4] 1-2of3 [3] Last
Term Academic Group

1148  |EAS
1152 EAS
1156 |EAS
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
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Institution Acad Org

1 RICOL  AFAMST
2 RICOL  ANTH

3 RICOL ARTS

4 RICOL  ARTS
5RICOL ARTS

6 RICOL  BIOLOGY
7/ RICOL BIOLOGY
8 RICOL  BIOLOGY
9 RICOL COLLCR
10/ RICOL  COMMN
11 RICOL ENGLISH
12 RICOL  ENGLISH
13 RICOL FAS
14 RICOL  FAS
15 RICOL FILMST
16 RICOL  GEMED
17 RICOL GENED
18/ RICOL  |GERON
18 RICOL HISTORY

Course Bulletin Chair Maint

Mo Changes Allowed After:

Academic Group FAS

03/21/2015

Subject

AFRI
ANTH
ART
ARTE
ARTM
BIOL
CTSC
RADT
COLL
COMM
ENGL
WRTG
FYS
NPST
FILM
GED
LABSCI
GRTL
HIST

Term 1152

Description

Africana Studies
Anthropology

Art (*530 Studio Art Fee)
Art Education

Media Studies

Biology (*$30 Lab Fee)
Computed Tomography
Radiologic Technology
College Course
Communication

English

Writing

First Year Seminar
MNon-Profit Studies

Film Studies (*$30 Lab Fee)
General Education
General Educ Lab Science
Gerontology

History

PS5 Description

Alricana Studies
Anthropology

Art

Art Education

Art Media

Biology

Computed Tomography
Radiologic Technology
College Course
Communication
English

‘Writing

First Year Seminar
Non-Profit Studies

Film Studies

General Education
General Educ Lab Science
Gerontology

History

Academic
Career

UGDG
uGDG
UGDG
uGDG
UGDG
uGDG
uGDG
uGDG
uGDG
uGDG
uGDG
uGDG
uGDG
uGDG
uGDG
uGDG
uGDG
uGDG
UGDG

Status

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Inactive
Active
Inactive
Active
Active
Inactive
Active
Active

Z)Help [ Personalize Page i hitp =

Hame

Saucier,P. Khalil
Baker Mary E
Bockbrader,Nancy K
Bockbrader,Nancy K
Bockbrader,Nancy K
Matsumoto,Lloyd H
Hall Eric S

Hall Eric 8
Nightingale Jayne
Min,Eung-Jun
Scott lll, Daniel M

Hughes,Quenby O

Bohlinger,Vincent
Magyar,James G

Filinson,Rachel
Espinosa David F

17.)

a.
b.
c.

18.) To change a Chair, select the lookup L for Emplid
19.) Enter/Update the remaining values for the row you are updating

Review each subject to verify:

Description (will print in bulletin)
Chair
Chair’s contact information

20.) Click the Save button
21.) To download a list to excel, scroll over to the right to click on the Download icon

Personalize | Eind | E | ¢
22.) You will be promp

Frst K1 160

& psaxis

() Save File

| Opening ps.xls |

You have chosen to open:

which is: Microsoft Excel 97-2003 Worksheet
from: http://pscsweb.ricps.edu

What should Firefox do with this file?

Microsoft Excel (default)

[[] Do this automatically for files like this from now on.

©Copyright 2010 All Rights Reserved Rhode Island College
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12.2 Department Appointments

Department Maintenance
Department Maintenance

[=] 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.

— —
Favarites - Main Menu » RIC Custom Applications > ~RIC Management Center > Department Maintenance > Department Appaintments
(0 New Window (z)Help [ Personalize Page

Outgoing Appointments

Academic Group CMT - School of Management Print Appointment Report

Defaut is UGDG,
add row  GRDG
has seperate
appointment

Security Changes will take
effect on the following day  NOTE: Changes made here DO NOT impact the Course Bulletin

# 1 ]
Academic 5 . Security  Change
Academic  *Appointment ity Current Last Updated
Organization Description Academic [‘Acpoifiment) Securly (Cumenl = |Name Changes  Appointment Name cintment Description LastUpdated | gt Updated On
Career Status Level  Appointment By
Depariment] Complete To

1 ACCTCIS UGDG Active v | | Chair v | 0254423 Weiss,Susan F @ ACCTCIS Chair JMELLO_7687 06" 11:20AM
2 AccTels UGDG | [Acive | [Director v]0307621  Churen,Lisa Bonitat [ ACCTCIS Director ZMASSCHG 1:15PM
3 oM School of Management | UGDG  |[Active v | [Dean v | 0517897 Wello Jefrey A @ Dean School of Management HASER 08H2/16 224PM
4 cuT Senoolof Management | UGDG  |[Active v | [Director v [ 0401888 Raimondo Marianne Y Healtn Care Administration Director MCARDONO 11:29AM
5 ECONFIN UGDG | [Active | [AsstCha v 0421887  AydogeuMurat [ [ECONFIN Assistant Ghair 0BH AT 11:182M
& ECONFIN UGDG |[Active | [Char _ v]|D100081 KanimAlema [ [ECONFIN Chair JMELL 1:21PM
7moTTECH |DeplofMenagement® Gpg |[acive v |[Char v 0100032 | GaseyMichael S @, MGTTECH Chair 7 02077 452PM

5] save | [ Retum to Search

Department Appointments | Qutgoing Appointments

Particular columns and values for each department can impact an appointment. Focusing

on the AFAMST appointment, the columns and values are:
e 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

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

e 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 2" 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.
o Forthose 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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Favovntes Ma\n'Menu » RIC Custom'Aptht\ons > RIC Maﬂageinent Center » DepartmentvMalntaﬂaﬂce » Department Appointments
FNew Window (2/Help [F Personalize Page &5 htip <
Department Appointments
Academic Group FAS - Faculty of Arts and Sciences fF'rmtAgpnointment Reporf
If Dept is not Default is UGDG, A ‘:"3"9"5
listed, add new add row if GROG may resuft in N .
row wlexisting has seperale morefless Security Changes will take
dent wi note appointment access effect on the following day
I
Academic N . . . Security Change
Orqanizati i oreor A“‘;m“ Sf;:;“’ ﬁmem Hame Changes  Appointment Name Appointment Description
Department) - _ = Agpointment Complete To
1 AFAMST Dept of Africana Studies UGDG Active  »  Chair ~ 0103455 Saucier P. Khalil Q |.AFAIuIST Program Director =
Department of "
2 ANTH Anthropology UGDG Active  » | Chair - 0360586 Baker,Mary E Q |ANTH Chair
3 ARTS Dept of Arts UGDG Active  »  Chair - 0100808 Bockbrader Nancy K Q |ARTS Chair
4 BIOLOGY Dept of Biology UGDG Active v | AsstChz = 0400653 Merson,Rebeka Rand @, |EIIOLOGY Asst Chair
5 BIOLOGY Dept of Biclogy UGDG Active  »  Chair - 0100927 Matsumoto Lloyd H @, |EIOLOGY Chair
6 COMMN Dept of Communication UGDG Active »  Chair - 0100903 Israel Kay F @, |COMMN Chair
7 ENGLISH Dept of English UGDG Active ~  AsstChe = 0100919 Calbert, Cathleen M @, |ENGL\SHASSICI‘IE\[
8 ENGLISH Dept of English UGDG Active  ~  Chair « 0100794 Scott I, Daniel M @, |ENGUSH Chair
9 FAS ;”;:n't::‘“"’ and UGDG | Adive ~ AssocDe + 0100458  Anthony,Edythe L Q, [FAS Associate Dean
10/FAS Foeuty of Ans and UGDG | Acive v CoDear v (0479240 |KiserApril @, [FAS Co-Associate Dean
Faculty of Arts and " "
11 FAS Sciences UGDG Active  »  Chair - 0432603 Golden,Gregory @, |F\rstYearSem|narD\rec¢or
Faculty of Arts and "
12 FAS eiences UGDG Active +  Dean - 0100015 Simson,Earl L Q |Dean Faculty of Ats and Sciences
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

Personalize | Find | B V3 First K 160 0760 I3 Last |
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.

Opening ps.xls e, J
You have chosen to open:

ps.xls
which is: Microsoft Excel 97-2003 Worksheet
from: http://pscsweb.ricps.edu

What should Firefox do with this file?

Microsoft Excel (default)

() Save File

[[] Do this automatically for files like this from now on.
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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.
e 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.

A NEW WINaowW ¥ alal
Department Appointments

Academic Group CMT - School of Management

When Revoked is checked, the
revoke has been completed

G £ ]

X . Prior p p
gf;:,m',fm Description "—E‘f,:g”,” AEW AEE—;’,‘WD(;MM Empl ID Name Ovemride  Revoke Date Revoked  Original Revoke Date E:“U - B_:“U e

1 AccTCIS gjspt of Acctg &Complnfo  |;5ng Active Chair 0100731 Przybyla,Jane E 1201012017 JMELLO_ 7687 ?f’lgﬂ;”

2 CMT School of Management UGDG Inactive Dean 0100088 Blanchette David M MCARDONO

3 cMT School of Management UGDG Inactive Dean 0397416 Haser-Lafond,Jeanne JHASER

4 CMT School of Management UGDG Inactive Director 0307812 Hayden,Michael B MCARDONO

5|EconFin | Deptof Economics & UGDG Inactive Chair 0421897  Aydogdu Murat 06/13/2017 121062017 UMELLO 7es7 | D91302017
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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.
e Enter a new revoke date

e Save
Owerride Revoke Date Revoked Original Revoke Date
L 12102017 E{J 12102017
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