
Temporary Faculty processing (including AY Teaching Associates & Graduate Assistants.) 
 

 
 
Education entry has been removed; however, it is still required and mandatory before printing Appointment Notice. 
 
Send to Academic Personnel Prior to appointment: 
For Lecturers and Volunteers: Send an Employee Information Sheet along with the New Lecturer Form 
For Teaching Associates and Graduate Assistants:  Send an Employee Information Sheet 
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Departments continue to maintain the Instructor Advisor Table. 
 
 

 
  



Make sure that all instructors are listed as the instructor in the Schedule.  Also, for reporting, budget projections, and other 
data processing make sure that the employee record number is correct.  If this is a new employee, update the employee 
record number later if necessary. 
 
 

 
 
  



Make sure that this information is accurate, including assigned time.   
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Contract Data Entry for CAH, JCAST, KSOEHD, and HHS. 
 
Shells are being entered for Spring 2012 appointments.  These shells will have Effective dates, Entitlement, Contract Type, 
Position, Term, Rank/Grade, and Compensation Rate.  The WTU’s entered will be 0.00001.   
 
Departments should review and if corrections are needed, call APS.  Then in correction mode, proceed to the second panel 
TF Contract Courses, load default courses; review WTU’s, correct as needed, save. 
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Print contracts for Spring only. 
 
 
 

 
  



To request access to additional reports available. 
 
 

 




