Syracuse University
iIJAN for use with Temporary Faculty attached to the Adjuncts United Bargaining Unit

Scenarial- Enter new iJANAU member Pay Rate change, FEBange, department chang8 G O X 0

JOB Information Earmings Distribution ApprovalaiComments |

1. Click on the Load Button to load Job information

Hoemve Dept: 23020-4035 CVPA-School Of Music Budget Year: 2010 for employee
EmgliD: 100 EmplFlDM:I o Py Group

Hewdob ©  JOBBegn Date:[05052010 B som ena pare: [05072010 | [

UpaataRehire

Posaticn I—
Teamp Emipl I—;I .
o Coster [— S HrsAVK; I_

OMce Phone: 3154432101 Comp Rate:

Furd: Dept Program: Account S ipdate

CurrentFulure Jobs

View Load Roi® | Position
I an  [23020- =
1| Vierw . Laad 0 FT Ingtructar (2L BnaE 01012010 DE0TR2010 A
I-iSn-EI C e | (= et Ak
JOB Information | Earnings Dishribaticd | &

1. Verify information is correct (includes dates,
Seniority dates, comp rate, etc..)

2. After loading Job information on EMPL REC 0,
Temp Empl Field will be filled with Faculty Temp an
corresponding Job Code

3. Check Multi Year Appointment if appropriate

4. Click Validate button to Validate credits for
employee




Syracuse University
iJAN for use with Temporary Faculty attached to the Adjuncts United Bargaining Unit

[ JOB Information {_Eamings Distibution | Approvals/Comments |

Home Dept: 23020-4035 CVPA-Sehool Of Music Budget Year: 2010 JOB Info
1. Credits will not be lated until the Update
EmpliD: empiRcan[ 0 oG sz o . P
. button is clicked.
NewJob ©  JOBBeginDate: [04012010 0 0@ Eng Dare: [0507/2010 [
[

Updat@Rehing On Leave ? rC

P-:nsll.l-:m:l

Termination? [

Temp Empl; [Faculty Temp =] validate | .

.| 0.130000
™ Muiti Year Appodntment

Bargaining Unit
Job Code: [1784 a E‘I:dHrs.m:I 1.01 |nsr2m2nna Il
. Occupational
Office Phong:  315443-2191 CumpRal.a.l 97547000 Somoriy Dot | E

Fund: 11 Dept 23020 Program: 00001  Account: 520514

Commaent:

ﬂSn‘-tI 5y Prev :-s!«::I Ehhlmml

JOEB Information | Eamings Distibulion | AggrovalsiComments

Adjunct Credits
EmplD |
Updala
Budget Year 2010 _I

Terms by Budge! Yoar

Term Additional Credlni Term Totad
Courses Taught

c Role Faculty Class Cred Adj Cred

ok | cancel | pply




Syracuse University

iJAN for use with Temporary Faculty attached to the Adjuncts United Bargaining Unit

[ Adjunct Credits

EmpliD

Budget Year 2010
Terms by Budget Year

Arm Total

Find  Wiew Al

18.00

First 4] 45 400
Class Cred  Adj Cred

Faculty
001458 Double BassMon Mus Major 1 2.00
001470 Doubile BassMusic Majors Primary Insiruckss 1 200
001473 Double BassMusic Majors Primany Instnscior 1 200
001476  Double BassAlusic Majors Primary Instruckor 1 2100
001477  Double Bass/Pedorm Honar Primary Instructor 1 2.00
0K | Cancel | Apply [
JOB E [+] " | Approvals)

Home Dept 23020-20035 CVPA-School Of llusic Budget Year 2010 Joemie |
Empil: empi reas:[ 0 Pay Groups SR
WewJob ©  JOB Begin Date:[12012010 0B End Date: [05072010 5

UpdateRetire & onleave?®
Pao5i BT Termmation? [
Temp Empt: [Faculty Temp = -
FTE:| 0130000
™ pduwis Year Appointment - —_—
52 Q) std Hrsne | 9.0 [p==zo=00s
Job Code: 1752 9, Sendority Date:

windows Internet Explorer

'2 (Clarss howrs huwe rok besen valbdasbed Forr bhes employes, (22100, 44)

200
200
200
200
2.00

|

You have salacted to Cancel bhe waldation of Class Hours For this employes. [ necessary, corect the class bours ard re-snber the UAN,

=

1. Once the update button is clicked you
will now see the credits populated for the
current semester.

2. Verify that all credits are correct. If
changes are needed, please see your
department budget admisier to modify
the course directly. If credits are not
correct due the course being a variable
credit (median value used), a stacked
course or a crosbsted course, use the
Additional Credits box to add or remove
the appropriate credit values.

3. If there are other types of additional
credits (ie. Music Lessons) , enter them ir|
the Additional Credits box. That value wi
adjust the Term Total. Values can be
entered as positive numbers to increase
total term credits or negative numbers to
reduce total tem credits.

4. If these credits are not correct, you maj
hit cancel, this will bring you to the next
screen and you will NOT be allowed to
save the iIJAN without validating the
course credits.

1.You may click either Ok or Apply after
verifying credits.

2. This will retrieve pull credit info from
GKS {GdzRSy il !'RYAY
for Validation.

Iilso.e| =y Fre ) | £ Mt Ak

JOB Informiation | Earnings Distibution | Sparenal $Comments

I Cancel Apply [

1. You will receive this error message if
you did not to validate credits.

2. You may go back into the Validation
screen to confirm credits.




Syracuse University

iJAN for use with Temporary Faculty attached to the Adjuncts United Bargaining Unit

{~JOB Information Y_Eamings Distribution ) ApprovalsiComments |

Home Dept: 23020-4035 CVPA-Schoal Of Music BudgetYear: 2010  __ J0BIfo |
EmpdiD: Empl HCW!I 4 Pay Group: S142
Newdob ©  JOB Begin Date: (24012010 M yog eng m|ﬂ5-ﬂ?"2'?"'i' L]

[
UpdateRehire OnLeare? [

IJMIMJ_ _ Termination? [
Termp Empi: IFamlh Temp :I' ﬂj 0, 100000

FTE:
™ i Year Appointment
Bargaining Unit
| 100 |n5.-2mzuns
JobCode: [1T64  Q $td HralWic Senlority Date: L
Comp R | Occupational | [

Office Phone  315443-2191

Seniority Date:

Fumdt 11 Dept 23020 Program: 00001  Account 520514 Addupdate

1. Youwill now see in the comments
section that courses have been certified
correct.

2. You may now move on to saving the
iIJAN and going through all of your
approvals.

Comment

050852010 02-31 PM - Assigned courses & credits are certified as comect Marceau Rene

WSa-.-EI () Previcus '.::.-l Ehfl.bi!ubl

JOB Infermation | E3mings Distabution | ADprovalzComments

End ofScenariol

B £dd
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Scenaria2- Dates are incorrect or for Summer SessidlU Member

[ J0B Information {_Eamings Distribution ) ApprovalsiComments |

Home Dept: 23020-4035 CVPA-Sthool OfHusic Budget Year: 2010 JOB Info
EmpID: empi Reas:[ 0 Pay Group: U2
Newdob ©  JOB Begin Date: (07012010 B yop ena pate: [08/31/2010 [

Rohire &
Update Onleave? [

mem:l Termination? [
= -x'ali-:lane
Temp Empk: | Faculty Temp Fre:| 0.130000

I Mt Year Appointment
| Bargaining Unit
| 101 0520/2008 | [1
Job Code;  |1764 o] St Hrawke Senionty Date: I_
Comp Rate: | 87 647000 Occupational I_IE]

Office Phone:  315/443-2181 Seniority Date:

Furt: 11 Dept 23020 Progeam: 00001  Account 520514 Addipdate
Conunment:
@ save | & previcus tat | |2 st e | B 2
JOE information | Eamings Distributian | ApprovalsiCommems
1.1f dates for current Budget Year are
entered for summer sessions and the
_ _ _ Validate button is clicked, a prompt below
Is this a summer session appointment? (22100,45) will ask if Summer Session Yes/No.

Yes Ma
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{ JOB Information Y Eamings Distibution ) Approvals/Comments |

Home Dept: 23020-4035 CVPA-School Of Music Budgetvear: 2010  __J08info |
EmpIID: empiReaw:[ 0 Pay Group: SM2 - i
owdob © 408 Bagin Dot TITZTE 5 o8 ooe 3200 5 e o entr he comect daes befre
UpdateRehire & OnLeave? I youcan Save the iJAN
Posmon:l Termination? [

Temp Empk: |Faculty Temp M "

e Te:| 0.130000
Multi Year Appointment -
Bargaining Unit
wxl 101 |5\ 07
Job Code: |1754 Q Std HrsWk: 0 Seniority Dote: 052072008 [
rodows inernet bplorer
off

m ' Correct AN dates before vaidating adjunct credits, (22100,47)
‘ =3 The dates of the AN must be corrected before adjunct credts for the Fall andfor Spring semester can be valdated.

c (o]

WSave] & v’“'r:.r:.m'a:l (E}Hexﬁuul E'.Aoul

J08 Information | Eamings Distabution | pprovals Comments

Is this @ summer session appointment? (22100 45)

Yes Ma
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iJAN for use with Temporary Faculty attached to the Adjuncts United Bargaining Unit

{08 Information {_Eamings Distribution | ApprovalsiComments |

Homa Depl: 23020-4035 CVPA-Schosl Of Music Budget Year: 2010 &I
EmplID: Emplﬂcﬂrl_“ Pay Group: SH2
Newdob ©  JOBBeginDate:[P7012010 B yoB End Date: [08312010 )

Update/Rehire & onLeave? [

Pasition: Termination? [

Temp Empl; | Facully Temp =

1.If the answer is Yes, then you will be
able to continue entering the iIJAN, but
there will be no class credits to load for
Summer Session. You will see that there
no validate button populated for Summer
Session employees.

ere:[ 0.130000
Bargaining Unit -
| 1.01 DER202008
JobCoge: |1784 Q@ St HrsAwk: Seniority Date: -
. [ 97647000 Occupational [ o
Office Phone:  315/443-2191 Comp Rate: | S7.847000 Seniority Date: -
Fund: 11 Depl: 23020 Program: 00001 Account: 520514 238 pd gt
Comment:
S-lwal =) Previous :.1r| = Nt ok
JO8 Information | Earnings Distributicn | Aporovals/Comments

End ofScenaria?2




Syracuse University

iJAN for use with Temporary Faculty attached to the Adjuncts United Bargaining Unit

Scenario3- Brand New Employee or Transfer of employee into AU position that does not have credits

| #0B Information ' Eamings Diskibution ) SpprovalsiCommants |

Home Dept: 23020-4035 CVPA-School Of Music Budget Year: 2010 __ Comments |
EmpliD: Empl Reds:| 0 Pray Group:
NewJdob ©  JOB Begin Date: 05052010 [ 0B End Date: [05072010 [
Upclate Rihire

Poaiion

Tierng Empl rI
rre:[

JobcCode: | s e
i Phone: Comp Rate:
| Home Charistsi

Furut: Daepit: Program: Account: Arddd

CurrentFulure Jobs

1. Click on the Load Button to load Job informatio
for employeeto transfer to new Faculty Temp Job

2. For new Employees you will just enter the Fact
Temp information

Customize | Find | View A

@ save | = provious oo ] | s |

JOB Infarmation | Eamings Distribution | spprovalsCommants
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iJAN for use with Temporary Faculty attached to the Adjuncts United Bargaining Unit

[/ JOB Information f_EnmI'lgsnuImm ' Approvals/Commants |

Home Dept: 23020-4035 CVPA-Sthoal Of Music Budget Year: 2010 __Josmto |
EmpliD: Eﬂﬂﬂml o Pay Group: SH2
NewdJob ©  JOB Begin Date:[01012010 8 o End Date: 050772010

@
Update Rehirg onLeove? [
pu-smu'._'l _ Termination? [
Temp Empk: [Facul Temp 5] Validate | 1e:[5.760000
I tuiti Year Appointment T Borgaing U [
- T D1012010 [
JobCode: 1782 @ $48 HrolVic Seniority Date:
I Oooupational I
. C Rate: o
Ofice Phone: g Seniority Date:

Funt: 11 Depl: 31050 Program: 30035 Account Agd\Update

1. Click on the Load Button to load Job information
for employeeto transfer to new Faculty Temp Job

2. For new Employees you will just enter the Facult]
Temp nformation

Comiment:

ATTENTION Sendce Center Analyst - This JAM will replace a Benefits ENgible job with a non-Benefits Eligible
b. Be sure tis is comect

ws.lvel [ Previous '.:L-l (58 Mt tab I

JO8 Infarmation | Eamings Distnbution | AporovalsComments

=l



Syracuse University

iJAN for use with Temporary Faculty attached to the Adjuncts United Bargaining Unit

[ JOBIndormanon | Eamings Distibuien ) ApprovalsiCommants |

Home Dept: 23000-4035  CWPA-Schel O Musks Budget Yean

2010 JOR Info

'_:I Pay Group: SUZ

Emplil: Emipl Rods:
How Job ©  JOBBegin Dave: [P1012010 [0 0@ End Dates |F50972010 [m
pda &
o Rahire Onlsave? [
Pasition Terminaton? [

. - ‘Wahdabe
Temp Empl: | Facully Temp —I 1 [ 000000

7wt Year Appointmsent

Job Code: |1764 Q,

St Hrsak:| 100

—
wndews Intermet torer =

P B0 chaees howrs et For this emplorpes, (22100,4Y)

= Wi cannot arsign this emploryee bo.a Faouly Temp postion becase thay hawe no cass hours assigned to them, Either change the postion type or enber bours for them in the Clads table.

Bargaining Unit oo moTD

Seniprity Date:
Meconasinnal T &=

=]

1. After you have entered the information for Faculty
Temp, the Validate button will be engaged

2. If there are no credits assigned to this employee
prior to entering the iJAN, you will NOT be allowed
save the iJAN. You must go baokl dave them
assigned to class, then come back into iJAN and
Validate course credits

ob. Be sure this is comad

B Save 24 1l I &':ulun]
JOB Infarmason | Ednings Disiiegrtion | Apedovaie'Commeants

End ofScenario3
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Scenario 4Term AU member with credit

Ady Cred Inquiry |

Emplll

Buckpet Yoar

Budgat Year 2010 Todad Credits 172

Term 1102 Spring2010  Towm Tatal 175

Course
002148 Composition |
02155 Compasition |l
02158  Compasition Il
2186  Compositicn [V
ODERE0  Arts in Society Seminar

W save | ..'.'kF!r..em:.ﬁmr,rl

T Post Probationary

Role
Frimary Insinactor
Frimary Instnactor
Frimary Instnacior
Primary Instnactor
Primary Ingtnactar

1.00
1.00
2.00
3.00
1.00

Additional Credins

Faculty Class Cred Adj Cred

4
&
&
&
Fs

025
UR b
033
0.50
0.50

1. Adjuncts Credit Inquiry Page

This employees credits have been validat
in iJAN, we will noTerminate this
employee during mid semester




Syracuse University
iJAN for use with Temporary Faculty attached to the Adjuncts United Bargaining Unit

{ JoBinformation "\ Eamings Distibution } ApprovaisiComments
Home Dept 23020-3035 CVPA-School Of Music Budget Year: 2010 JO8 Infa
EmpilD: empiRean[ 0 po Grow: suz
New Job © JGBBcﬁnmm:l':'“'?Uﬁ JOB End u“gluﬁm:zm |
UpdateRehire
pnmmgl Termination?
! - Validate |
Temp Empl: IFa-:urt:. Tamgp 1-| +re: [T 050008 End Action: ITE_R Q, I_;‘E':' Q
I Mt Year Appointment Bargaining Unit
450 I:IS-'E-E 2008
JobCode: |1764 QL S3d Hrahih: Seniority Date: £
Comp Ratge | 400.000000 Occupational |
Oifice Phone: P Sensority Date
L A
Fund: 11 Dept 23020 Program: (0052  Account 520514 Addlipdate
Commgnt:
=
ﬂsnu[ = Pre-.--:.,s:ac] &Nmtshl Eml

JOB Infermiation | Edmings Distibulion | ApprowalsComempnts



Syracuse University
iJAN for use with Temporary Faculty attached to the Adjuncts United Bargaining Unit

Adj Cred Inquiry

EmpliD

Baschpiet ar

Budged Year 2008 Todal Cradits 13,07 1. Once you have gone through iJAN, you
will now see that in the Adjunct Credit
Inquiry Page that the current Semesters
credits have been wiped out.

Term 2082 Term Total ™ PostProbationary  additional Credits

d | View All First * 1009 " Last
Role Facully ~ Class Cred AdjCred There $ no additional row inserted anymord
for those credits, just the beginning balance

D save I L Rebarn te S-Hm'tl




Syracuse University

iJAN for use with Temporary Faculty attached to the Adjuncts United Bargaining Unit

Scenario 5Rehire AU member with credits
{0 nformabon \_Eamings Distibuion | Appravals/Comments |

Home Dept: 230204035 CVP&-School Of Music Budgat Year: 2010
Emplic: empircan:[ 0 Py Group:

Newdob ©  JOBBegin Date: 05082010 B somEnd Date: 05072010
UpdateRehire
PoSiton:
Teimp Empl vl
B |
i Cox: I_ S1d Hrs‘-‘.lh:l
Comp Rate;

Offic Phns:

Current¥ulure Jobs

1.Load Termd job record for rehire

Wiew Load Eog® | Position Joly DepiD Bagin Dals End Date Contact Hame Phione
1| view] | Loas b PT Instructor (AL} ﬁ%“ Iummnm DA 2010
2| view] | Load] 1 sucernEmpiayes 31005 08152009 (081182009
@ save| &= *r--:.rr.l E.Imﬂ‘l.lhl

JOB Information | Egmings Distibulion | AD0rrals Comments

{ #0B Information 'y Eamings Distribuion )" ApprovalsiComments |

Home Dept: 23020-4035 CVPA-School Of Music Budget Year: 2010

Emple Empl H.mb‘:l o Pay Group: Si2
MewJob €  JOB Begin Date: (04152010 M 108 End Date: (05072010 1
Update Rehirg
* |_ OnLeave? [T
Posifion: _ Termination? [
Temp Empl: | Facully Temp = Validate | re.[5555500
I™ tulti Year Appointment o
Bargaining Linit
Job Code:; I‘n?ﬁl &} Std Hrswwi: | 450 5 y ; |ﬂﬂ.‘24.l'2tltls [
. ]_ Occupational
Office Phon: Comp Rate: | 400.000000 : | =

Fund: 11 Dept: 23020 Program: 00052

Account: 520514

JOB Info I

Commmant:

B Seve

=) Previous ‘..1!:| (=% Nt tak ]

JOB Information | Eamings Distribution | Approvals/Comments

1. Correct dates and Select Validate to
verify courses upon rehire

I.T-n-AddI
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Adjpunct Credits

EmpilD

Budget Year 2010

Counrse
002148

002155
002159
002166

003940

Compaosition |
Campasition |l
Compaosition Il
Composition IV

As In Society Seminar

ok | cancel | ppn |

Role
Primary Instrucior

Primary Instruclor
Erimary Instructor
Brirmary Instructor

Prirmary Instrucar

Faculty
6

&

Class Cred Adj Cred

100
100
200
100

1.00

0.25
0.147
0.33
0.50

050

1. VerifyCourses, hit Ok, then continue on
to saving the iIJAN

You can then go on to the screens below
view credits on the Adjuncts Credit Inquiry]
Page
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Adjuncts Credit Inquiry Page

1. Adjuncts Credit Inquiry Page

First Row will be initial Loaaf Credits into
system by HR




